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Novant Health Employed Practitioner Onboarding Checklist 

When you start at Novant Health, be sure you complete all of the following. The computer pages 
attached will give you directions on how to complete these items. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Your recruiter will schedule a time for you to go to Employee Occupational Health (EOH) and a time to 
meet with a benefits department representative to enroll in benefits. 

 Your manager (or medical staff services at the hospital) will have your ID to give to you. They will setup 
your access to our computer systems, phone factor (to login from outside Novant Health) and provide 
you with a login and password for “Good Work” for your smart phone. 

 Your manager manages your time and will add the earned hours to your first week on the job to our 
time system (API) for completing the New Practitioner Orientation module (2 ½ hours) and the 
Dimensions training completed prior to starting.  

 Here are some online education modules that you may want to complete in I-Learn – mandatory 
courses are in bold:   

 z0321 New Practitioner Orientation Part 1 (no test) 
 z0322 New Practitioner Orientation Part 2  
 z2891 First Do No Harm for current practitioners and applicants  1 CME 
 Z1911 First Do No Harm addendum for applicant practitioners only 
 Z1909 Privacy and Information Security / Choices and Champions for practitioners  1 

CME 
 Dimensions (EMR system) courses (ask leader or medical staff services which ones to 

complete) 
 z2083 API All Employees:  Time & Attendance 
 z1255 API Badge Reader Time Clock Training 
 z2063 I-Perform for Employees (our performance review process) 
 After employment: Enroll for a date to attend:  z01039 Diversity for Staff-Succeeding class  6.5 

CME 

 Enroll in your benefits (medical, dental, etc.) in the Self Service system by the deadline – 31 days from 
your first day of employment (see pages 12-14 and 19-32) 

At a Novant Health facility/computer: 

 Ensure that your manager has added your department phone number to our online directory (Info 
Central)  

 Review policies and procedures online on I-Connect in the Document Manager system 

 Read emails (at least weekly) in the Outlook system (or use Outlook Web Mail) - page 18 

 Report possible conflict of interests (whenever they arise) online  

 If you need access (computer system, door, etc.) to something that you don’t currently have, contact 
your system security liaison (or your manager) to request access.  

 
To review any of the orientation content in the future, go to I-Learn and click on the New Practitioner Orientation 
modules in your completed transcript.  
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Novant Health computer system instructions 
 
User IDs 
• Corporate ID – This is a 6-digit alpha-numeric number (abc123) used to access 
programs/applications related to your job. Usually it is your initials plus three or four numbers and it is 
not case sensitive. 
 

To locate your Corporate ID, you must be on the Novant Health network. Go to I-Connect, click 
Directories (on right), and click Information Central.  Type in your last/first name. Your Corporate 
ID is on the line with your full name in parentheses. Example: (ABC123) or (AB1234) 

 
• Employee ID – This is a 6-digit number used to access programs/applications related to you as 

an employee. (Found on the back of your ID badge.) 
 
 

 
 
 
 
 
 
 
 
 
 
 

Computer 
Login

Novant 
Network 
(I-Connect)

Clinical 
Applications

Email

Online 
Courses

Office 
Application

Corporate 
ID 

(abc123)

Employee 
Self Service

Manager 
Self Service

API:Time 
and Staffing

Employee 
ID 

(123456)

Need Help with a Computer/Software Problem? 
Call the Support Center from work or home 365/24/7 
 
Thomasville area 336-472-2597 
Charlotte area 704-384-3100 
Winston-Salem area 336-718-9000 
 
Toll free 1-866-966-8268 

Password Management 
One password for all 

systems 
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MyPassword 
Password Management is an application that allows employees to synchronize and set their passwords. The directions 
for Password Management are shown below:    

 
You must change your password every 90 days. 

 
Note: you will receive an email prompting you to change your password in MyPassword. 
  
 

Registration  
 
• This is a ONE-TIME event - Registering includes creating questions and answers that you will come back and 

answer each time you need to change your password  
• Once you finish these instructions, be sure to continue with the “Change/Synchronize” Instructions to create a 

unique password 
 

To access Password 
Management: 
 
1. On the I-Connect home 

page, click on Tools 
and Services under the 
aubergine bar.  Select 
Team member services 
from the drop-down 
menu. 

 
 

 
 

 
 

 
 

 
 

 
 

2. Click on Password 
management in the 
menu. 
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3. Enter your Corp ID (e.g. 
abc123) in the 
appropriate field on 
the Manage your 
password screen 

Note that throughout the 
screens a red checkmark to 
the right of a field indicates 
required information. Also 
hovering on the red 
question mark will give 
helpful hints. 

4. Click Next. 
 

 

The MyPassword Start 
Registration screen 
appears. 

5. Enter your birthdate 
using MMDD format 
(e.g. January 12 
would be entered 
0112) in the 
appropriate field. 

6. Enter the last 4 digits 
of your Social Security 
Number (e.g. 1234) in 
the appropriate field. 

7. Click Next and follow 
directions on screen to 
create security 
questions and answers. 
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Once you have selected the 
security questions and 
answers, you will see the 
MyPassword Setup 
Complete screen.  You have 
successfully set up your 
profile and will receive a 
confirmation email.  
Note: You do not need to do 
this setup again unless you 
want to edit your 
questions/answers in the 
future.  
 
You are now ready to set up 
your Password which will 
synchronize your Corporate 
ID and your badge 
(employee) number for 
many of the applications 
you use.  
 
8. Click on Reset 

Password and follow 
the prompts.   

 

 
 
Change/Synch 
To Change/Synchronize your Password  
• Always create/change your password here so that it synchronizes (creates the same password for multiple 

systems within Novant Health). 
• If you forget your password, come here and reset it.   
 

Users will be able to: 
• Login to the My Password application by authenticating their identity  
• Create a unique password following the rules 

You may reset your password at any 
time but you must reset it before it 
expires every 90 days.  
 
If you have forgotten you Password, 
you use this same process to reset it 
yourself by authenticating your identity 
in MyPassword and then choosing a 
new password.  
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Create a password in the password field 
that meets the rules that appear on the 
screen. 
You will know you have met a rule when 

the text turns green as you type. 
Passwords must contain: 
• EXACTLY 8 characters 
• At least 1, no more than 5 

UPPERCASE characters 
• At least 1, no more than 7 

lowercase  characters 
• At least 1, no more than 5 numbers 
• Must NOT contain special 

characters (/,*,^,$) 
• Must NOT use more than 3 

sequential characters (abcd, wxyz, 
1234) 

• Must match the Verify Password 
field 

Re-enter your password in the Verify 
Password field 
 
Click Next for the MyPassword Results 
screen. 

 
 
You will know that you have met a rule when the text turns green as 
you type. 
 
The last rule will turn green if you re-entered your password correctly. 

When the MyPassword Results screen 
appears, review the status of each of 
your accounts/applications listed in the 
Success Details table. If any of the 
applications failed to synchronize, please 
contact the: 

 ITS service desk - 1-866-9Novant 
(1-866-966-8268) 

 
Note:  To finalize and verify that your 
password works: 

• Log off the computer 
• Log back on using your Corporate 

ID and new password. 
This ensures your password is setup 
properly. 
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API Time & Staffing 
API  Time and Staffing  
If you have difficulty logging in, please contact the 
Novant Health ITS Support Center by phone at 1-
866-9Novant (866-966-8269) or by email to the 
Support Center in Outlook. 

This guide helps you to: 
• Clock in and out using a computer 
• Submit requests for time off 
• Correct missed clockings 
• Approve your time 

Login 
  LOGIN: 

1. In the User Name box, enter your 
Employee ID/Badge Number. 

2. In the Password box, enter your 
current password (created in 
MyPassword.). 

3. Click the Login button. 
 
 

 

 
 
 
 
 
 
 
 
 

If you do not have access to a 
badge reader, you can clock in 
and out by clicking Quick Badge 
Only. 

Home 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1 

The Toolbar displayed at the top of the 
Home Section is used to navigate to 
other sections. 

 
4 Clicking on the Red arrow (on the far right of each 

“card”) gives details for that “card”. 

 

2 A greeting displays along with your 
name. 

 
5 Use this button to log out. 

 

3 “Cards” that show time and 
attendance information. 

  

1 

2 

3 

4 

5 
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 Home Section Cards 
 

E 

F 

A 
 

 
B Click the RED 

arrow to open a 
“card”. 

C 

 
A My Bookmarks will display any quick links that you 

have set up in the system. The Bookmarks is displayed 
in the left pane of all screens. 

 

E Under My Expiring Licenses, you may check if you 
currently have any expired licenses or have licenses 
that are about to expire. 

 

B My Calendar Month View will display another version 
of the month’s transactions. Hover over a transaction 
to see a white “informational tag” that includes a 
description of the item. 

 

F My Unread Messages card contains messages to 
you personally from within the API Time and Staffing 
Portal. 

 

C The My Transactions Requests will display the status 
and details of all requests in the pay period. 

 All remaining cards (My Schedule, My Requests to 
Work, My Trade Requests, My Unavailability 
Requests) display information when using Staff 
Scheduling. 

To Clock In and Out 
 
 

1. Enter your User name and Password. 
2. Click “Quick Badge Only”.  
3. Click Login.  (A message indicates that the clocking 

was accepted.) 
4. Click OK to close the information window and the 

login screen. 
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The Time Card Screen (TCS) 
 
 
 
 

1 
 
 

2 
 

 
 
 
 
 
 
 
 

4 
3 

 
 
 
 
 

The Time Card Screen (TCS) is where you would go to check timecard, pay period and personal information as well as 
view a breakdown of your worked hours and benefit balances. 

 

1 Employee Navigator: Displays the name, number 
and date of the pay period information in the 
screen. 

 

3 Pay Distributions Actual Hours: Displays hour totals 
by pay code for the pay period. 
Pay Distributions Daily Hours: Breaks the pay period 
into weekly totals, as well as pay distribution totals, 
for each employee. 

 

2 Transaction List: Contains your clockings and 
calendars as well as any clocking and calendar 
requests. 

 
4 Exceptions: Contains pay period exceptions, details of 

pay period request, current benefit balances, labor 
distributions, etc. 

Directions for Correcting a Missed Punch 
“Add Clocking” 

 

Directions for Requesting Time Off 
“Add Calendar” 

 
To add a missed in or out punch: 

1. On the TCS (on left under Employee 
Actions), click Add Clocking.  

2. Enter date and time. 
3. Click Save. 

 
The request will appear on the Time Card Screen. It 
then needs to be reviewed and approved (or denied) by 
your timekeeper. 

To ask for PTO or to record sick time:  
1. On the TCS (on left under Employee Actions), click Add 

Calendar.  
2. Enter Hours/Units of time off (ie. 8.0) 
3. Enter a Paycode (ie PTOSE - PTO scheduled excused) 
4. Enter the Time (start time of your shift) – (ie 08:00)  
5. Requested Reason – enter any addition information as 

needed 
6. Click Save. 
The request will appear on the Time Card Screen. It then 
needs to be reviewed and approved (or denied) by your 
leader. 

Click the 
Employee 

icon on the 
Toolbar to 
access the 
Time Card 

Screen 
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To add a Calendar Request using the Monthly View screen: 

1. Click on the Monthly View button from the Time Card Screen (TCS). 
2. Select the dates you wish to request off. (For consecutive days, hold down SHIFT + click on 

date. For non-consecutive dates, hold down CTRL + click.) 
3. Click Add Calendar. Enter Hours/Units of time off (ie. 8.0). Enter a Paycode (ie PTOSE - PTO 

scheduled excused) Enter the Time (start time of your shift) – (ie 08:00) Requested Reason – 
enter any addition information as needed.   

4. Click Save. 

 
 

Use the Monthly View screen to add calendars for more than one day at a time. 
 

Select your dates and 
then click Add Calendar. 

First, click Monthly View 
from the TCS. 

Employee Sign-Off allows you to alert your timekeeper to problems you see with your time card or to communicate 
that what you see is accurate. Team members must sign off on their time every two weeks. 

 

Employee Sign Off 
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Note:  Talk to your leader about the procedure for deleting a calendar request after the current 
pay period is closed. 

To Sign Off or Decline Sign Off on your Time Card: 
From the TCS, click the Employee Sign-Off button. Select 
the I Agree button from the pop up box. 
OR 

   Select the I Decline button if you do not approve of your 
time card and wish your timekeeper to look into some 
issues. Contact your timekeeper to make them aware of 
the issues. 

 

After Approving your time card, you will see a Red 
Check Mark icon by your name on the TCS. 

 
 
 
 
 
 
 
 
 

If you Decline your time card: 
An additional window will appear 
Enter a specific reason for declining. 
Click OK 

 
 

Remember to alert your timekeeper that you declined to sign 
off on your timecard. 

 

                                                              Deleting Clocking and Calendar Requests 
If the current pay period is still open, you can request to delete a time off request or a clocking in error. Requests 
for deletion of clockings are reviewed and approved (or denied) by timekeepers as appropriate.  Requests for 
deletion of calendars are reviewed and approved (or denied) by the employee’s leader.  The process is the same 
for a clocking or calendar request. 

To delete a (clocking or calendar)request: 
   Check the box next to the calendar or clocking request you 

wish to delete. 
 Select Cancel Selected or Delete Selected from the 

left pane. 
 
 
 

 

You will receive a message asking you to confirm the 
transaction. 
Click Yes to delete the request. 
The request for deletion will be reviewed and 
approved (or denied) by your timekeeper or leader as 
appropriate. 

 

ALWAYS logout when you are done to ensure confidentiality. 
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Self-Service (PeopleSoft) – Log In 
Every employee has access from work and home to manage personal information, look at paycheck, enroll in 
benefits, complete tax forms, etc. 
 

Access at work 
 

If at work: 
1. From the I-Connect homepage point to 

Tools and Services and then click: 
• Team Member Services 
• Self Service (PeopleSoft) 

 
 
 
 
 
 
 
 
 
 

 

 
  

2. The Employee Self Service log-in window 
appears:  
 
• Enter your User ID (6-digit employee ID 

number) 
• Enter Password (created in Password 

Management) 
• Click Sign In 

 
The Employee Self Service page opens. 

 
 

 

 
 
 

 
 
 
 
 
 

Enter your 6 
digit badge 
number and 
your 
password. 
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Access at home  

If at home: 
1.  From the internet, enter 

www.novanthealth.org in the 
address bar, then click 
Go/Enter. 

 
2.  Click Employee Connections at the 

bottom of the page. 

 
3. Under Remote access, click Self service. 

The Novant Health Secure Access Service 
screen appears. 

 
 
 
 
 

 

 

Note: From home, you will need to Sign In on 
2 different login screens (always). 
 
Be sure your pop-up blockers are off! 
 
4.  At the 1st login (white Novant Health 

Secure Access Service) screen, enter: 
• User ID - 6-digit 

Employee ID  (i.e. 
123456) 

• Password – your password created in 
Password Management 

• Server - select Employee Self 
Service from the down menu 

• Click Sign In 

 

http://www.novanthealth.org/
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Access at home (cont.) 
 

 
Self service (PeopleSoft) topics include:  
• Personal Information – Review and update address, phone numbers, emergency contacts, and 

personal e-mail address. (Name is view only) 
• Payroll and Compensation – View paychecks, compensation history and change W-4 and state tax 

information, or direct deposit information. 
• Benefits – Review health/dental insurance, update beneficiary information and enrollment 
• Learning and Development –Review training summary, update licenses and certifications; add 

personal professional training, education and memberships 
• Performance Management – Access to performance evaluation documents to complete your 

evaluations or give feedback to coworkers 
• Recruiting Activities – View job postings (posted internally 1 week prior to external posting). 
• Campaign and Employee Forms – Donating to charitable organizations, asking for FMLA, and to 

decline the Flu vaccine 
 

 

 

5.  At 2nd login, enter your: 
 
 

• User ID - 6-digit 
Employee ID (i.e. 
123456) 

• Password – type in the password 
you created in Password 
Management 

• Click Sign In 
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How to login to I-Learn 
 
I-Learn is the learning management system (LMS) that houses training events for Novant Health. A variety of events 
are available, including: webinars, instructor-led and online courses. I-Learn tracks completions and provides a 
dynamic connection to education required for your continued employment.  

When logged in to the network, click on the Chrome browser  
• Go to the I-Connect homepage. You may land on the Google search page and not I-

Connect. If you do, click in the address bar at the top of the page and type 
http://iconnect.novanthealth.org 

Follow this path: 

• Work Resources 

• Team member resources 

• I-Learn 

• Select “Click Here to Launch I-Learn”. If prompted, log in with: novant\corporate ID (for 
example; 

novant\abc123) 

• Enter your MyPassword 
 

When accessing from a generic workstation, you must use the Chrome browser  

• Go to the I-Connect homepage. You may land on the Google search page and not I-
Connect. If you do, click in the address bar at the top of the page and type 
http://iconnect.novanthealth.org 

 
Follow this path: 

• Work Resources 

• Team member resources 

• I-Learn 

• Select “Click Here to Launch I-Learn” 

• Log in using: novant\Corporate ID 
Example:  novant\abc123 

• Enter your MyPassword 
 

When logging in from home: 

• From novanthealth.org 

• Navigate to for employees 

• Scroll down to Online education classes 

• A login window will appear 

• Log in using: novant\Corporate ID 
Example:  novant\abc123 

• Enter your MyPassword

 

http://iconnect.novanthealth.org/
http://iconnect.novanthealth.org/
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How Do I? Quick Steps: 
Log In (choose your 
computer/location) 

 

A. Log in using a Novant 
Health computer on the 
network 

• I-Connect > click Team Member Resources (on right) > click I-Learn. 
 
Note: There are tip sheets and quick reference guides on the right side of the page. 
 

• Click Here on “Click Here to Launch I-Learn”. 
 

B.    Log in using a computer 
that is a generic 
workstation 

 

• Open and use Google Chrome!       
• I-Connect http://iconnect.novanthealth.org/Pages/Home.aspx > click Team 

Member Resources (on right) > click I-Learn 
• Click on “Click Here to Launch I-Learn”.  
• Log in with User name: novant\your corporate ID   (ex. novant\abc123)  
• Password: Enter your password 

 
C. Log in using a computer 

from outside the Novant 
Health network 

 

• From www.novanthealth.org >scroll to the bottom of the page and click 
“Employee connections” > click Online education classes (4th row, orange bar) 

• Click on “Click Here to Launch I-Learn”.  
• Log in with User name: novant\your corporate ID   (ex. novant\abc123)  
• Password: Enter your password 

 
Course Enrollment  
To start a computer based 
learning (CBL) or enroll in an 
instructor-led training (ILT) 

• From the I-Learn home screen, click in the Search box (top, right of page) and 
enter the course code or a keyword associated with the topic. 

• Click on the title. 
• Click Request to enroll (for ILT, click beside the preferred date/location). 
• For CBL, click Open Curriculum. 
• Beside the name, click Launch to begin (if multiple parts, start each one by clicking 

Launch beside the name). 
 

Course Withdraw  
Un-enroll from a CBL or 
Curriculum 

Note: I-Learn does not allow you to withdraw from a CBL, but the training can be 
archived. See steps below: 
• Click View My Transcript. 
• Beside the course name, click the down arrow beside Launch/Open Curriculum 

and then click View Training Details. 
• Click Move to Archived Transcript (upper right side of screen). 

 
Withdraw from an ILT • Click View My Transcript. 

• Beside the name of the course, click the down arrow next to View Training Details 
and click Withdraw. 

• Select the reason for the withdrawal. 
• Click Submit.  

 
 
 
 
 
 

http://iconnect.novanthealth.org/Pages/Home.aspx
http://www.novanthealth.org/
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CBL Completion  
Complete an online CBL 
course  
 
 

• After launching the CBL, click forward/back to review all the pages of the CBL. 
 

Note:  If screen is stuck saying “loading title”, disable or turn off pop-up blockers; if 
unsure of steps, google directions for your browser type (Internet Explorer, Google 
Chrome, or MAC)  

• At end of course, locate and click in the blue box. A swirling starburst will 
appear. 

• Click Submit. 
• Close the window (click “x” in upper right corner or red stop light on MAC 

computers). 
• Wait for screen to close (10 second delay). 

Test Completion  
Complete the test for the 
course 
 
 

• After closing the window (by clicking the “x” in upper right corner or red stop light 
on MAC computers), wait for screen to close (10 second delay) and the test will 
auto-launch with instructions showing first. 

o If test does not auto-launch, return to your transcript and click Launch test. 
• Click Continue. 
• Click in the circle to the left of the correct answer for each test question. 
• Click Summary to ensure all questions have been answered. 
• Click Submit. 
To see the questions missed: 

• Beside review test, click Review. 
• Click the box beside Show Details to view all questions, the answers chosen 

and the other choices. 
Note: If the test was failed, review questions missed and CBL content before retaking 
test. You may retake the test as many times as necessary to pass. 

• Click Close. 
• Beside the name of the test, click Retake. 

Completion Verification  
Verify completion • Click View My Transcript. 

• Beside the word Active, click the down arrow and click Completed. 
• Course will be in list and will remain there until archived (for future review if 

needed) 
Course Evaluation  
Complete evaluation • Click View My Transcript. 

• Beside the word Active, click the down arrow and click Completed. 
• Locate course name, click Evaluate (or click the down arrow beside Course Details 

and click Evaluate). 
• Type in feedback. 

View/Print Transcript  
View my transcript • Click View My Transcript (Active transcript – lists current courses in progress or to 

be taken soon). 
• Beside the word Active, click the down arrow and click Completed.  
Note: The completed transcript lists courses completed since August 2016. To view all 
education, go to the Self Service system and view your historic and recent education. 

Print my transcript • Click View My Transcript. 
• In the upper right hand corner of transcript, click Options. 
• Click Print. 



18 
 

Outlook emails 
Outlook Web Mail is the system that allows to you to send and receive emails from within the Novant Health system.  
 

• If you are assigned a Novant Health computer at your work site that you alone use, you will have the system 
Outlook on your computer and will use that system to access your emails. 

• If you are in a manager role or above, you can get access to the Novant Health systems from your smart phone or 
home computer by submitting a work request through the ITS4Me portal. 

 
 
If you do not have a computer that 
you use alone, follow these 
instructions to access your emails: 

 
 
 

1. On a Novant Health computer, go 
to I-Connect. 

2. On the blue toolbar, hover over 
Tools and services  

3. Click on Team member services. 
 

 
 
 
4. Click Outlook web mail. 
  
 
  

 

 
  
5. User Name - enter your Corporate 

ID (ex. abc123) 
 

6. Password - The password that you 
created in Password 
Management.  

 
7. Click Sign in. 
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