Accessing Oracle - From Home:
1. Gotothe Centra homepage at www.centrahealth.com:

Careers Education Make a Gift Pay a Bill

CENTRA Providers  Locations ~ Services ~Community Resources v Costand Fees Q Search

Partnering with you
to live your best life.

What can we help you find today?

Enerakeyword o gt srtd.. En

2. Scrollto the bottom of the page: select FOR EMPLOYEES

CENTRA About Become an Organ Donor

Centra Today AD{'-\ Website Accessibility Strategic Plan
Policy
@ 1920 Atherholt Road
Lynchburg, VA 24501 Centra College Murkefing Hub
Media Resources Privacy Practices

434.200.3000 (Switchboard)

Web Privacy Policy
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This website is not a substitute for your doctor or other health care professional's care. The material on this site is for informational purposes only.

3. Choose Oracle:

PayaBill  Careers  Educafion  Cenira Foundation/ Make aGift  For Providers

CENTRA Providers  Locations  Services ~ News&Events v Cost&Fees

Home - For Employees

For Employees

The following links will keep you connected to Centra while in the office or working remote. Please have
your Centra login credentials ready to access more sensitive areas of the site.

fere


http://www.centrahealth.com/

4. Choose Company Single Sign-On:

Sign In
Oracle Applications Cloud

Company Single Sign-On

5. Forthe Oracle login screen, use your Centra email address and your password:

p—
CENTRA

/ Sign in with your organizational account
* - #Enter your Centra email address here—p

& » Ent d here. ————————
Q nier your passwor ere
-

4

— Unauthorized access is strictly prohibited. All attempts
(‘ to log into this system are recorded and regularly
!.( : reviewed. If you are experiencing problems, please call

— (434) 200-4848.

6. Onceyou are logged in, you can complete the tasks needed in Oracle:
a. Update Personal Information

Me My Client Groups Procurement Tools Others

QuICK

;
;

Personal Detadls

i

Onboarding Pay Absences

Document Records

identification Info

Pt
Contact Info [,?f‘—__l—_w:\,.‘il]
v L_m _ 5,;7

Family and Emergency Contacts Benefits Current Jobs Expenses

My Organization Chart
1 T ———




b. Setup Send Word Now — Emergency Text Messaging

Send Word Now — Emergency Text Messages

We use Send Word Now for mass communication. To keep our caregivers safe, we need to be able to communicate
emergency events like severe weather, mass casualties, active shooter, etc. Emergency text messages make you
aware of an emergency event so you can take actions to keep yourself safe. Send Word Now will be used for
emergency communication only. Please sign up today!

Send Word Now — Sign Up:

Go to Oracle
Me

Contact Info
Communication — “A
Select Phone Details
Select Type “Emergency Text Messaging
Enter Area Code and Number

Select Submit
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Oracle updates into Send Word Now each day
be in Send Word Now and

c. Select Payto goin and set up Direct Deposit and Tax Withholdings:

Document Delivery
Preferences

Set up preferences for delivering
documents.

Set your W2 document preference here.

@ Year-End Documents

View, print, download and search year-
end documents for current or prior tax
years.

W2’s are found here.

a Investment Declaration

Choose the income tax calculation
method and declare your investment
information for the financial year here.
View and update this information when...

@ My Payslips

View, print, download and search current
and past payslips, which contain gross
pay, net pay, taxes and other
information.

Pay slips are found here.

@ Third-Party Payroll Documents

Generic document type used to store,
search, view, print and download payroll
documents generated by third-party
payroll applications.

Previous Employment
Information

Update and view your previous
employment information here, as per the
income tax computation sheet issued by
your previous employer.

@ Payment Methods

Define and prioritize salary payments
details, such as payment type, payment
amount and bank accounts details.

Set your direct deposit here.

e Tax Withholding

Go here to update your federal and state
income tax withholding. Check this

inf when your p | or
financial situation changes.

Set up your tax withholding information here.

e Voluntary Provident Fund

Define and update the details of your
to provident fund

here.

For questions, contact CentraPayroll@centrahealth.com or 434-200-7291.



mailto:CentraPayroll@centrahealth.com

d. Confirm all Onboarding Tasks have been completed:

e. Ifyou have questions for HR, you can also access HR Help via Oracle.

f. Whenyou are logged in to Oracle, you can choose HR Shared Service on your dashboard:




g. Thenyou will choose the HR Help icon to access the system:

h. Once you have opened HR Help, you can search by a keyword of filter, or Browse Popular
Articles available online. If you need additional information/help, choose Create Request.

What do you want to do today?

QTry searching by keyword or filter

— N S e

Browse Popular Articles

Solution Solution FAQ FAQ
Benefits - Centra 24/7 Virtual Visits Benefits - Life Events Form Benefits - Extended lliness Bank (EIB) - Benefits - Enrollment Outside of Open
Eligibility Enrollment
>
Cari Ross Kimberly Mullins Kimberly Mullins Kimberly Mullins
Last Update Date Last Update Date Last Update Date Last Update Date
11/16/20212:08 PM 11/05/2021 10:56 AM 11/04/20219:10 AM 11/03/20217:58 PM
View My Requests

i. Ifyou choose Create Request, you will open a new form to complete. Please be detailed in
your description so the HR Team can better assist you with your question. Choose Save
when you are done.

New Help Desk Request

Subject

Primary Point of Contact

Category e Robin Moore T
Required
Detailed Description
{ Dragand Drop +
i Selector drop files here H
URL Add URL

No items to display.



Accessing eHealthcarelT - From Home:
1. Gotothe Centra homepage at www.centrahealth.com:

Careers Education Make a Gift Pay a Bill

CENTRA Providers  Locations  Services ~Community Resources v Costand Fees Q Search

Partnering with you
to live your best life.

What can we help you find today?
Enter a keyword to get started... 3 ‘ b
-
poll
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2. Scrollto the bottom of the page: select FOR EMPLOYEES

CENTRA About Become an Organ Donor

Centra Today AD{'-\ Website Accessibility Strategic Plan
Policy
@ 1920 Atherholt Road
Lynchburg, VA 24501 Centra College Murkefing Hub
Media Resources Privacy Practices

. 434.200.3000 (Switchboard)

Web Privacy Policy
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3. Scroll down the page until you see Caregiver Resources: choose eHealthcarelT:

Caregiver resources

Clergy homepage Triad Meeting Agenda Centra Library Services eHealthcarel T

Clergy homepage - Triad Meeting Agenda - Centra Library Services - eHealthcarelT -



http://www.centrahealth.com/

4. The FIRST time you log in, use your Centra user ID for BOTH fields. You will then be prompted to
create a password. You can use the password you already created, or you may create a new
password. Once you set a password, you can enter the site.

CENTRA &3> NetDimensions

Workforce Development
v‘
zc
¥ _®

j
-

News Article User Login

User ID

The first time you log in, use yJ)ur
==

User ID for both fields. ‘ R ssard

You will be prompted to change |

your password. Login

Once you set a password, you gan
enter the site.

5. Whenyou are in eHealthcarelT, select My Records and a dropdown menu will appear. Choose My
To Do List:

N
CENTRA i L 1
v L ya

‘ My.To Do List

Hom €  Pending Enrollments

‘, Records/Transcript

| I
| External Training Records
Cé€'  Other Resources
CL OU OUT OF EHEALTHCARE

<

Unison
l.eamm%
Community

Link to Unison Learning: www.promisepoint.com/centra

6. My To Do List will open a new screen with afile folder icon labeled New Caregiver Online
Orientation. Click on the icon and a list of modules will appear for you to complete.
a. The modules are PowerPoint presentations.
b. They are approximately 10-12 slides long and include a quiz.
c. Onceyou’ve completed the module and passed the quiz, it will show as Complete.
d. You have 30 days from your date of hire to complete the orientation modules.



Important Payroll Information

Centrarequires all employees to participate in Direct Deposit.

Additions or changes to direct deposit may take up to three payroll cycles to complete. During this
time, the employee will receive a paper paycheck.

For those receiving a paper paycheck, checks can be picked up on Thursday of the pay week (pay
day) between 8:30AM and 4:30 PM. Checks will be available at:

* Centra Support Building
1920 Atherholt Road
Lynchburg, VA 24501

If you would like your check placed in the mail, please call Payroll immediately: 434-200-7291

Centra Payroll contact information
434-200-7291 or Centrapayroll@centrahealth.com

Important UKG Pro Information

To find education, videos, job aides and FAQ’s go to:
Centa People -- | Need to Find -- Other Home Pages -- UKG Pro Teams Page.

Responsibilities:

Caregivers are responsible for managing their own timecard throughout the pay period.

All Centra Caregivers are required to review and approve their own timecard within the UKG Pro
System before 8am Payroll Monday.

If a Caregiver fails to approve their timecard or approves the timecard with discrepancies, the
Caregiver will be paid for the time as displayed on their timecard when payroll processing begins.
Any missing or incorrect pay will be on the regular check following the approved correction.

For any UKG Pro related questions or training, please contact the UKG Team:
Kronosteam@centrahealth.com (Amanda Peters and Teresa Lavinder)



mailto:Centrapayroll@centrahealth.com
mailto:Kronosteam@centrahealth.com

Downloading Mobile Application:

Step 1: Download the app.

1. Goto Google Play, the Apple App Store, orScan the QR code.
2. Search for “UKG Pro”

3. Locate the UKG Pro app and tap to install

UKG Pro
Kronos Incorporated * Productivity
B¢ Installed

UKG Pro Classic
Kropos Thearporated « Productivity
“23% [ 1M+

Android UKG Pro Mobile App

CLASSIC

UKG Ready
Kronbglnco_rporated * Productivity
3.0x [E1M+

“UKG Dimensions
Krog\osfnoorpova(ed * Productivity
Ax @M+

UKG Workforce Gentral
Kronoslncor;iova(ed * Productivity
26% [3 5M«

CIfT - M olc

Step 2: Connect to the system.
* Openthe app and tap the scan option and use the QR cord, or type the URL into the Access Code URL =
https://centrahealth-sso.prd.mykronos.com

Access Code or URL *

https://centrahealth-sso.prd.mykronos.com

What is an access code or tenant URL?

o)
3
[=].

Step 3:
* Enter your username@centrahealth.com

i{a(lhlkfx

Signin
someone@example.com
Can't access your account?




