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Head of Department: R. Losito
Deputy: M. Brugger

Department Head Office
(EN-DHO)
R. Losito

Administration, Resources &
Performance
(EN-ARP)

L. Serio

Experimental Areas
(EN-EA)
M. Brugger

Handling Engineering
(EN- HE)
I. Ruehl

Survey Mechatronics
Measurements
(EN-SMM)

A. Masi

Accelerator Coordination &
Engineering
(EN-ACE)

K. Foraz

Cooling & Ventilation
(EN-CV)
M. Nonis

Electrical Engineering
(EN-EL)
N. Bellegarde

Mechanical & Materials
Engineering
(EN-MME)
F. Bertinelli

Sources, Targets & Interactions
(EN-STI)
S. Gilardoni

= Operation
s |nfrastructures

= Accelerators
= Experimental Areas

= Projects
= Consolidation

= Upgrades
= New facilities
= Design &
Manufacturing
= Studies
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Your office

Locks and keys
Inventory

Office moves
Renovation works

Office furniture

EN Logistics

=07

en-logistics@cern.ch

Emanuele 62020
Marie-Christine 63230

Welcome to the EN Department 6
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Your computer

Installation
Troubleshooting
Advice

Inventory

EN Desktop

=07

en-desktop@cern.ch

O
i

Gaétan ~ 169807
Jérome 160077

Paolo 166331

Welcome to the EN Department
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Other support services

CERN General Support
service-desk@cern.ch

Printer Support _
printer.support@cern.ch

CAD (CATIA SmarTeam) Support 77777
B catia.support@cern.ch

CAE Workstation Support
— cae-workstations.support@cern.ch

(csérwy ‘ @ Welcome to the EN Department

ENGINEERING
EEEEEEEEEE


mailto:catia.support@cern.ch
mailto:cae-workstations.support@cern.ch
mailto:service-desk@cern.ch
mailto:printer.support@cern.ch
mailto:catia.support@cern.ch
mailto:cae-workstations.support@cern.ch

OS and Computer Accounts at CERN

NICE account =
B CERN Computer
configuration Account

Default
& 2 passwords ~7 o
= EDH authorization password

1

NICE password

‘ @ Welcome to the EN Department 9
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BYOD Policy at CERN

“bring your own device” Q %

Permitted, but in compliance with CERN computing rules
Operational Circular No. 5

https://security.web.cern.ch/security/rules/en/

«/ CERN web-based applications from outside

&/ NICE desktop from outside = Terminal Server

(cs;RND/ ‘ @ Welcome to the EN Department 10
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You T

black0O1white Greek Hacking Documentz

[ CERN is target. YOU are target!

trailer ripped

From: Evelyn [mailto-evelyni@cermn.com)
Sent: 11 January 2016 1529

To E 0 I

Subged ( O N I R

Dear colleag EN I REA
Some of you might know Dawd as the kand man he is. It has been 20 years ago since he first joined the financial department. To g

for David. Click here<htip:lsupport x10_ba/?c=8gf38u=01f4e8c8> o view this video

With kand regard

Head administrat

Evalyn

cern + Stop — Think — Den’t epen A

sowod dubieus links & attachments!
o * Don’t share your passweord!

2. In case of doubt: Computer.Security@cern.ch


mailto:Computer.Security@cern.ch

SOftware Choice between OpenOffice, LibreOffice, Office 365

J ‘ -
OpenOfficeorg LibreOffice u Office 365
The Document Foundation

CMF to install and remove software —> |um

install

8 wait

© CME alert

@ pending actions

(start now
.
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Your Electronic Mail at CERN

FirstName.Surname@cern.ch

Choice between Outlook, Thunderbird, Kopano

@ Thunderbird [<OOQNO

Skype for Business, Mattermost

O,
Mattermost

(csérwp' ‘ @ Welcome to the EN Department 12
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CERN Directory - entry point

* Dept. websites

* Project websites
* Web applications
* Maps, access

* Documents

* Working at CERN
* Life at CERN

* Etc. http://cern.ch/directory

The CERN Directory USEFUL CONTACTS
Search for what you need, or browse CERN websites. Looking for the Scientists or Emergencies 0041227674444
CERN Community sections, or just curious about CERN? Computer security 00 41 22 76 70500

CERN service portal 0041 2276 77777

i g 7
Phonebook CERN Search Switchboard 00 41 22 76 79999

CDS (docs, etc.) CERN Service Portal

Indico (events) CERN Map

Phonebook search

News and events JUMP TO SECTION

News and events

@ Welcome to the EN Department 13
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http://cern.ch/directory

Files Management + Web-based Applications

EDH ‘5" IMPACT

http://app.cern.ch
NICE login + password

(cs;RND/ ‘ @ Welcome to the EN Department 14
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http://app.cern.ch

@ CERNBoOX

Cloud data storage
for all CERN users

7

PRPRPDPR P

!

http://cernbox.cern.ch
NICE login + password

Welcome to the EN Department 15
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¢x EDH = Electronic Document Handling

Administration forms
with approval routing

« Absence request

 Official travel request
 Training request

* Access request

« CERN catalogues
* Etc.

http://edh.cern.ch

NICE login + password +
EDH authorization password

(csérw&' ‘ @ Welcome to the EN Department 16
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Working Hours and Days

Official CERN Working Hours

el - 0530 0530

Normal Working Hours

el - 0700 30700

Specific Authorization (outside Normal Working Hours)

starts before or ends after




Working Hours and Days (cont'd)

Working Days
Monday

Tuesday
Wednesday
Thursday
Friday

Public Holidays

<

A Wednesday, 1 January (New Year)
Friday, 10 April (Good Friday)

Monday, 13 April (Easter Monday)
Friday, 1 May (1st May)

Thursday, 21 May (Ascension day)
Monday, 1June (Whit Monday)
Thursday, 10 September

("Jeline genevois")

Thursday, 24 December (Christmas Eve)
Friday, 25 December (Christmas)

N Thursday, 31 December (New Year’s Eve)

CERN closes for two weeks at the end of the year

Welcome to the EN Department 18



Leaves = Absence Request in € EDH
/————x

Annual Leaves

F—\

_ . 30 daysl/year

(2.5 days/month) Special Leaves

_~ Leave year:

from 1stOctober
to 30" September

= Home leaves
_~ Additional travels

_- Leaves for family
events
_ . Arrival travels

CJ’L Your DAO

‘ @ Welcome to the EN Department 19
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Your official travels EN Travels

* Visiting firms
 Attending conferences =]
e Fic. en-travels@cern.ch

=

:
F % Marie-Christine —- 63230

Emanuele — 62020

Official Travel
Request

— ¢

‘ @ Welcome to the EN Department 20
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Being trained at CERN ., Learning Hub

All
training

" 4 CAREER

“" Learning Hub MYLEARMING  CATALOGUES MY NOTIFICATIONS
S afety CATALOG: SAFETY
Top » Safety

Sub Catalogues

Training | == [& [k .
() 4 . ,.ﬂ

@ Welcome to the EN Department 21
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And if ’'m sick

T T
o Inform |
’-‘—\,
your GAO or CERN
our supervisor .
y P Medical Service
- —= Building 57

(Meyrin site)
_~. Monday-Friday

08:00-17:30
@) ﬁ EEEEE Welcome to the EN Department 22




CERN Ombudsperson https://ombuds.web.cern.ch/

Francais English

mbuds

C E R N 0 m b uds pe rso n ZVE:\(,:I:C:; use the Ombudsperson's

What does the Ombudsperson do?
Got a problem or conflict at work? The Ombudsperson is here to help. Guiding principles

Ideally, conflicts between people at CERN should be resolved between the colleagues concerned. But sometimes

such a dialogue is unsuccessful, or not possible. In these cases, the CERN Ombudsperson is here to help.

The Ombudsperson has several roles: to provide impartial advice and guidance; to help resolve interpersonal
disputes; to listen, share and examine preoccupations or problems; and to guide people at CERN in applying the
CERN Code of Conduct.

So if you have an interpersonal problem or conflict at work, contact the CERN Ombudsperson early. It's

voluntary, free and completely confidential.

The CERN Director-General (DG) created of a full-time position of Ombudsperson in July 2010. His decision

represents a strong commitment from the organization to the well-being of those who contribute to the

organization. The nomination runs for a 3-year term, which may be renewed by the DG for an additional =-

year period. Both the nomination and renewal shall be made after consultation with the Staff Association and Pierre Gildemyn is CERN's

the Euman Resources deparhneni‘. Ombudsperson. You can contact him:

By email: Ombuds@cern.ch
By phone: +41 (0) 22 76 73566
Portable: +41 (0) 75 411 24 96
In person: Office 500-1-004

ENGINEERING
DEPARTMENT

(cs;RND/ ‘ @ Welcome to the EN Department 23


https://ombuds.web.cern.ch/

EN Dept. Administrative Office

EN Dept. Administrative Officer:

Rachelle Decreuse-Michaud

73375 Q@ 54/3-007

EN Department Administrative Office:
Galina ‘Galia’ Galdo

71121 054/3-005

=) en.dep.dao@cern.ch

(csérwy ‘ @ Welcome to the EN Department
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Being insured

MPE
MPAL

CHIS

CERN Health
Insurance Scheme

( Q. UNIQA )

Other
MPA

Allianz (i)

Partners Healthcare

@ htt

for CERN MPA

n://cern.ch/usersoffice

Welcome to the EN Department 25
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STAFF, FELL

Are automatically affiliated: STAFF and FELLOW.

When: as of the 1st day of contract.

Family members: family members of STAFF and FELLOW are
automatically affiliated to the CHIS on a compulsory basis.

Fill in a CHIS - Spouse Health Insurance and Professional Income Declaration
(SHIPID) to declare the health situation of your spouse.An
employment attestation is available on HRT:
https://hrt.cern.ch/hrt/EmploymentAttestation

Membership to the CERN health insurance scheme (CHIS) is compulsory. CERN
pays 7.83% of the monthly remuneration and the member pays 4.86%. Further

information can be found on the or by
contacting

EEEEEEEEEEE
EEEEEEEEEE

@) ‘ @ Welcome to the EN Department
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https://edh.cern.ch/Document/Personnel/SHIPID
https://hrt.cern.ch/hrt/EmploymentAttestation
https://hr-dep.web.cern.ch/chis/cern-health-insurance-scheme
mailto:uniqa.assurances@cern.ch

ADMIN, DOCT, SUMM, TECH

Are automatically affiliated if they are not covered by LAMal: ADMIN,
DOCT, SUMM and TECH.

When: as of the 1st day of contract.

Family members: family members of ADMIN, DOCT, TECH and
SUMM are automatically affiliated to the CHIS on a compulsory
basis.

An employment attestation is available on HRT:
https://hrt.cern.ch/hrt/EmploymentAttestation

Membership to the CERN health insurance scheme (CHIS) is compulsory*. CERN
pays 7.83% of the monthly basic allowance and the member pays 4.86%. Further
information can be found on the or by

contacting

* Unless the students are subject to compulsory health insurance in Switzerland (Lamal), in
which case CERN shall nevertheless insure them against occupational illnesses and accidents.
The students concerned should submit their Lamal insurance certificate to the HR programme
coordinator.

Welcome to the EN Department 27
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Who for? What for?
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http://fr.images.search.yahoo.com/r/_ylt=A0PDodn.TOhPmREAjWZuAQx.;_ylu=X3oDMTBpcGszamw0BHNlYwNmcC1pbWcEc2xrA2ltZw--/SIG=13njjr4q3/EXP=1340652926/**http:/www.studio-scrap.com/us/digital-kit/freebies/free-halloween-kit/Halloween-2010-contents.html

Leaving CERN < 5 years

4 W

the transfer value the transfer value
can be paid
into another private

pension scheme
(in any currency)

can be paid
to the member

@) ‘ @ Welcome to the EN Department 29
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5 years< Leaving CERN < 10 years

For information: periods of Unpaid Leave (without contributions to the
Fund) are not considered as periods of service

the member is entitled the transfer value can be
to a deferred retirement \/ paid to the member
pension

the transfer value can be
paid into another private
pension scheme

(in any currency)

(csérw&' ‘ @ Welcome to the EN Department 30
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What shall | do next?

J Permanent access card 90 building 55

Q/ Bank account - IBAN starting with CH
—->EDH —>Bank Details
+ =\ en.dep.dao@cern.ch

Q/ Permanent local address 9 EDH

French card application Hmnﬂ
Via CERN Service Portal ,

More information: Admin e-quide

Sk
Q EN Newcomers Welcome

{CERNEX ‘ @ Welcome to the EN Department
EEEEEEEEEEE
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https://admin-eguide.web.cern.ch/en/procedure/french-cards
https://cern.service-now.com/service-portal/report-ticket.do?name=new-french-card&se=swiss-french-cards
https://admin-eguide.web.cern.ch/procedure/cartes-francaises
mailto:en.dep.dao@cern.ch
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Thank you / Merci



