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New Team Member Checklist

Purpose: To assist new AdventHealth team members with important task reminders and where to

find pertinent information.

My Hub
1. The Hub
[0 Locate The Hub from Connect
v" Access OR Resource Center

v Save to favorites
[l Access or log in to The Hub

Note: If you are unable to log in, please notify
your manager and/or your local Human
Resources

2. My Profiles

[l Review the Professional Profile tile for
accuracy
v' This tile is where you can find your Employee
ID, department number, etc.
[l Review the Personal Profile tile for accuracy
v' Be sure to Add/review Emergency Contacts
information

3. My Pay

[1  Set up direct deposit
v" For assistance, contact your local Human
Resources
[1 Add/update your W-4 Elections

4. My Benefits

[l Download the Benefits Guidebook
v" Navigation: My Hub > My Benefits > Benefits
Resource Dashboard
[1 Complete benefits selection
v" Within your first 10 days
v Please reach out to the Benefits Team with
any questions

5. HR AnswerlLink / Training Resources

[J Search HR AnswerlLink: Timecard
[0 Select: 7imecard Punches and Corrections
[1 Click to review the reference guide

UKG: Time & Attendance and Scheduling |

1. Accessing UKG

[J Connect > The Hub > Time and Schedule > UKG
Dimensions

[l (Optional) Download the UKG Pro Mobile App
2. Hourly Team Members

[l View My Schedule tile
[1 Clock In at the beginning of your shift
[1 Clock Out at the end of your shift
v Confirm meal break
[0 View My Timecard tile regularly
v Click My Timecard link to review and correct
missing punches and exceptions, as needed

3. Salaried Team Members

[l View My Timecard tile
v" Timecard will be blank except for approved
PTO until Friday at the end of the pay period
v Approve your timecard before the pay period
closes

4. All Team Members

[l Time Off Request tile
v" As needed, request time off (e.g. PTO, Jury
Duty)

1. SecureAuth:

[1 To access The Hub outside of the AdventHealth
Network refer to the SecureAuth Setup
instructions in Connect.

v For assistance in using SecureAuth after
downloading, refer to The Hub External
Access document

AdventHealth Learning Network (ALN)

1. My Learning

[1 Locate the My Learning page (Connect > The Hub
> Quick Links & Resources > AdventHealth
Learning Network)

[1 Complete required courses before the due date
v’ Prioritize, My Hub and Role Based Courses

Note: You may take and retake courses, reference them
for tasks, and assign yourself additional courses. Look out
for additional course assignments throughout the year.

Visit the Organizational Readiness Resource Center for resources to guide you through tasks related to The Hub, including Supply Chain,

Finance, Human Resources, Time and Attendance and more.


https://ahsonline.sharepoint.com/sites/OrganizationalReadiness/SitePages/Resource-Center.aspx
hub.adventhealth.com
https://servicenow.adventhealth.com/auth_redirect.do?sysparm_stack=no&sysparm_url=https%3A%2F%2Flogin.adventhealth.com%2FServicenow%2F%3FSAMLRequest%3DnVPLrpswEP0V5H2AkhfXCpFSoqqRbm9RoF10Z%252BxJYgls6jFJ%252Bvc1hDyk20Zqt54zcx4zXiCrq6ihq9Ye1BZ%252BtoDWO9eVQnqpJKQ1imqGEqliNSC1nOarL6808kPaGG011xXxVohgrNQq1QrbGkwO5ig5fNu%252BJuRgbYM0CPDypvTJZ%252BIIyh6AVfbgc10Hih0btgdfaOKtnQqpWDfu3lzpvVTv%252B%252FLbzIB4n7Th0HtJyI5VCMTbrBOSv6XhjIsyFvFLPC95OINYiNl0Fo0nMezGL2XpgJgxRHmEeytiCxuFlimbkCiMJqNwPgqj4sOcTid0OvanUfyDeNmQwkephFT755GVFxDSz0WRjbKvedEPOEoB5s2h%252Fz2t72CwT8qNJ8tFvzfaazePq3wui133R5ZX%252FgupROsPSkadFMe%252BCB45BsaGduo360xXkv%252FyVlWlT6kBZp0ja1rol1Mz%252B1xG9yLFaNdDqTVMoXQiSHBjGY4URL9md20WztZLdd0wI7GLAc6M21sQj7C0cja3sPuvWJ7COOXdbPfcHdFJG9EdBXCns%252BhMNNrYa2x%252FUrQcin%252Fxdy8%252FftTlbw%253D%253D%26RelayState%3Dhttps%253A%252F%252Fservicenow.adventhealth.com%252Fsp%253Fid%253Dkb_article_view%2526table%253Dkb_knowledge%2526sys_kb_id%253Dd6dacabddbda89581f6d68a2ca9619d2
https://servicenow.adventhealth.com/sp?id=kb_article_view&table=kb_knowledge&sys_kb_id=9622b607db56c19037c1fcfa68961962
https://servicenow.adventhealth.com/sp?id=kb_article_view&table=kb_knowledge&sys_kb_id=9622b607db56c19037c1fcfa68961962
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