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Agenda

Morning
NOAH Overview

History and Services

Community Resources
Health Related Social Needs

Patient Experience
Training and Expectations

Quality and Compliance
Program Overview

% Lunch

Afternoon
% Employee Benefits
Benefits Overview and Options

Human Resources
Overview of Policies

% Payroll
Paycom Training and Tips

Information Technology
Equipment Set up

Employee Health
Mask Fittings
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What is NOAH

Neighborhood Outreach Access to Health (NOAH) is a non-profit organization dedicated to improving health and
the quality of life through a wide range of disease prevention programs and services addressing the medical,

dental and behavioral health of our communities.

Neighborhood

Seven neighborhood centers located
where they are needed most.

Access

Outreach

Tailor services to fit the special needs
and priorities of our communities.

Health

Bi-lingual staff and open to all
community members, regardless of

insurance status or ability to pay. Walk in

access and after hours care based off
community needs assessments.

Caring for the person as a whole.
Providing medical, dental, behavioral
health, psychiatric and nutrition services.



Who Do We Serve

 NOAH provides services to all people,
including AHCCCS, private insurance and
uninsured individuals.

* ASliding Fee Discount Program is
available to uninsured / underserved
patients that reside within Maricopa
County.
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Our Journey

NOAH began as a NOAH is recognized as a
program of Federally Qualified @ Enhancing NOAH’s
Scottsdale Health Center (FQHC) infrastructure
Healthcare. Look-Alike by Federal

Government (HRSA).

NOAH becomes an
independent 501(c)(3)
organization.

NOAH is awarded Fully integrated and

FQHC designation thriving Federally

with federal funding Qualified Health
Center (FQHCQ).

Government (HRSA).
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NOAH Services

MEDICAL DENTAL
PEDIATRICS NUTRITION
COUNSELING PHARMACY
PSYCHIATRY COMMUNITY

RESOURCES
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Services and Programs

% Medical % Dental % Pharmacy & Counseling = Community

Resources
¥ Pediatric 1 Nutrition 5 LabServices (! Psychiatry

Copperwood
Cholla Health Centerlandll
Health Center & . 11851 N. 51st Avenue, Ste B-110
8705 E. McDowell Road ' G'enda'e;“ 85304
Scottsdale, AZ 85257 . ¥ D
%o ¥ R R II. 11851 N. 51st Avenue, Ste F-140
Glendale, AZ 85304
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Desert Mission Midtown
Health Center Health Center

4131 N. 24th Street, Ste B-102
Phoenix, AZ 85016
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] Phoenix, AZ 85020
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Palomino

Health Center

16251 N. Cave Creek Road
Phoenix, AZ 85032 Phoenix, AZ 85027

SV IwRINIY LV INIRIA
DO - 8

Venado Valley
Health Center
20440 N. 27th Avenue

NOAH Administration
7500 N. Dreamy Draw Drive Ste-145
Phoenix, AZ 85020
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Welcome to NOAH




NOAH Leadership

Wendy Armendariz

Chief Executive Officer

Tera Brulotte-Maki Lance Monahan Katrina Morgan Michael Pearson Dr. Jennifer Rosas

Chief People Officer Chief Financial Officer Chief Operations Officer ~ Chief Marketing & Community Chief Clinical Officer
Engagement Officer

Brian Turico

IT Director
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Cultural Beliefs _

Neighborho dO ach Access to Health






| collaborate and
celebrate
to serve our

patients.
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Employee Resources

Welcome!

This is your one-stop destination for all the information and resources you need as a valued member of our team! Whether you have questions about
benefits, need assistance with HR processes, or simply want to explore our company culture, you'll find everything you need right here. This page is
designed to make your employee experience as seamless and enjoyable as possible. Explore, discover, and make the most of your journey with us!

New Employee Orientation Presentation »



Community Resources
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Health Related Social Needs

Also known as SDOH
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https://noahhelps.org/sdoh/
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https://noahhelps.org/sdoh/

Community
Resource Team

21 staff members located throughout
all 7 clinics and the business office

Assist individuals in applying and enrolling in various affordability programs
such as AZ AHCCCS (Medicaid), SNAP (nutrition), Slide Fee Scale and much
more...

Answer high volume of calls to ensure patients and the community at large is
scheduled or is assisted with addressing social needs in real time

Focus on SDOH at a clinic level addressing needs as they arise, working
alongside the medical team

Griselda Castillo: Desert Mission, Copperwood, and Venado
Evelin Pulido: Cholla, Midtown, and Palomino



Resources for the Community

AHCCCS Medical Assistance

Supplemental Nutrition
Assistance Program - SNAP

»2)

Temporary Cash Assistance
For Needy Families - TANF

o/

Medicare Savings Program

&

DES Rental and Utility
Assistance

Health Insurance Marketplace
Obamacare

Health Insurance Literacy

Community Links

Sliding Fee Scale



Sliding Fee Scale (SFS)

[ A discount program for services within
| NOAH

(0

We never deny service based on inability to
| pay: SFS, Fee Waiver, Grants

€

Patients above 200% Federal Poverty Level |
| are not eligible for discounts




Slide Fee Scale Services
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Labs completed at Imaging offered a Fee Waivers are Payment plans Medications
Sonora Quest are discounted rate at available for those available offered at our in-
included as part of with our partners facing financial house Pharmacy

the visit at SMIL hardship at Cholla (340b)




Community Focused
= Initiatives

o i) Scandly i Refrigerated Food Lockers:
LY * Only refrigerated locker program west of the Mississippi

* Allows us to address real-time positive screenings for food
insecurities as part of our efforts in integrated care

* Located at our Cholla location

Saint Mary’s Food Bank:
* Emergency food boxes with non-perishable food items
* Offered at our Cholla, Copperwood, and Palomino locations

Diabetes Empowerment Education Program (DEEP) :

* 8-week educational program for people with diabetes, pre-
diabetes, and/or their relatives and caregivers.

Additional Partnerships:

* Mobile Mammogram Bus

* Department of Economic Security
* Local Partnerships and Outreach
* Unite Us



Steps:

e CREATE ORDERTYPE = Select Community Services (9000212)
e Select: Internal referral for class under General section (Very important as this is defaults to incoming)

Heferral # ype Priority Clazs

10235213 o Routine [incoming o|

Referral Reazons Tile Number
|Inc0rr|ing 2

Referral Status

: Status Reason Outgoing 3
e e r r I I I O New Request p 2 Auto Assign
Will aute-update on Accapt
C . t
y e Inthe referred to and by: Please select the referring clinic as the referred by, Referred to as ordering clinic (Location)
and the to location as the patient’s home clinic. This allows appropriate referral routing and allows site
‘ S O u rC ‘ S representatives to contact.

o Here is a list of appropriate to examples for community resources:

Department Finder

Search
Filter by ¥~ Clear | Showing results. Filtered by: Favorita(]) Most relevant matches on top ~
i Favorite d
iy favorit % (e NOAH CHOLLA CRD B 8705 E McDowell Road
¥ taveries \/gg) Other Scottsdale AZ 85257-3909
i Department Spedcialty o —
Fppe % (NC) NOAH COPPERWOOD CRD 4] 11851 N 515t Ave Ste B1 10
i \__[qg) Other Glendzle AZ 85304-2823
ii Location ©
- * 'ND) NOAH DM CRD 8] 9015 N Third Street
\ — R Other Phoenix AZ B5020-2444
i Center ) —
+Add ¥ (nm) NOAH MIDTOWN CRD b)) 4131 N 24th St Ste B102
g Other Phoenix AZ 35016-6231
¥r /% NOAH PALOMINO CRD 2] 16251 M Cave Creek Rd

5. Other Phoenix AZ B5032-2975



Referring to
Community
Resources

Under Services- a procedure code will be

shown below:

(Services

Procedure

Provider

Revenue Code

[5545 - REFERRAL 10 COMig

D

|9645

Name

REFERRAL TO COMMUNITY RESOURCES

& Service o Free Text 4 |} -

Requested Approved
Provider
Group Type
REFERRALS Referral

o
o
=%
[

9645

required to route the referral appropriately. Referral code is 9645 as

MERCY CARE/MERCY C
Effective from:
Subscriber name:
rMember ID

Zenefits Inquiry &

Demographics &

Under the Diagnosis section, enter the appropriate Dx code (Z Code) that best describes the patient's need.

PSRN TR

@ No free text diagnoses

resources.

+ Close

R T LR IR T 1 R WS SN

* Add as many Z codes/ Dx codes asthe patient needs.
Avoid using a general Dx code such as limited access to community support services or inadequate community

4 Previous

g FreeText 4+ J

b4

J Next

for questions or options to be added please send a message to our pool: NOAH Community
Resource.
Click: Dx association and pick any of the codes below:
o Commonly Used Dx:

Food Insecurity-Z59.4
Does not have health insurance- Z59.89
Homelessness-Z59.0

Housing Inadequate- Z59.1

Tran
Unin

sportation-z59.8
sured/social welfare-259.7

Unemployed- 256.0
Violence in home-Z60.8
Education/literacy- Z55.9
Financial Difficulty-
Extreme poverty- Z59.5

Low

income- Z59.6

Stress- Z73.3



Patient Experience
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NOAH PATIENT EXPERIENCE PROGRAM
THE “WHY”

Our Goals



NOAH PATIENT EXPERIENCE PROGRAM
THE “HOW”

Analysis of patient values and expectations from feedback to inform action plans,
process changes, and trainings

Report on data, progress of action plans, and outcomes of changes to staff, service line
leaders, executive team, and the Board of Directors

1:1 coaching on a randomized, rotating basis

New hire training, onsite clinic trainings, department focused trainings, ad hoc
brainstorming discussions



AIDET Observation Form

Team: Location:

Acknowledge

Observed By: Liama Brown, PX Coach

Smiled and made eye contact

acknowledged family member(s)

Used patient preferred name

Gave warm welcome

welcomed new patient to NOAH

Knocked before entering

Introduce

| Introduced s&If to patient

| shared role with patent |

Shared skill set/qualifications |

Duration

Gawe ime expectation

Proactively informed patient of delays

Checked back in with patient

Explanation

Werbalized next steps

Used simple language

summarized back to patient

Provided additional resources

Answered patient gquestons
thoroughly

Discussed pt expectations

Thank You

Thanked patient for their patience

| Thanked the patient for choosing MOAH |

Asked if there's anything else

NOAH Service Standards

Presentad choices for pt comffort

Managed up colleagues

Offered encou ragement

Connected with the patient

Ezcorted patient to room, exit, et

Ermpathized with patient

Comments:

Coaching & Feedback Given: [date]

PATIENT
EXPERIENCE
COACHING



WHO IMPACTS PATIENT EXPERIENCE?

g o Billing Center

Business
| Office

Patient

Engagement linical
Center/ | SC :‘?Iiab
Referrals tati, Lab,

Pharmacy



https://www.youtube.com/watch?v=cDDWvj_g-08



https://www.youtube.com/watch?v=cDDWvj_q-o8

~ PATIENT EXPECTATIONS

Know that their health is
important to us

| That we are actively listening and
treating them as a whole person

| That they are being taken care of
by compassionate staff
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WHAT IS AIDET?

Communication framework built
for healthcare professionals

Guide for creating meaningful
interactions with patients

Non-order specific, and not a
script!

Efficacy proven through multiple
studies and endorsed by
healthcare organizations nation-
wide!
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IMake eye contact and smile
ISay “Hello” and “Welcome”

IUse the patients preferred name

A warm acknowledgement goes a
long way for a first impression!



INTRODUCE

I Introduce yourself with
your name

Share your role, skill set,

| or other information that
will help ease anxiety and
build confidence

Introduce patients to NOAH
culture by being empathetic and
compassionate




DURATION

I Establish time expectations for
the appointment, paperwork, etc

Communicate time expectations
for next steps

Proactively inform of delays or
new changes



EXPLANATION

Explain what will happen and
what they should expect in
simple language

Discuss patient expectations and
answer their questions

Explain what you can do,

rather than what you can’t
do

ISummarize back to the patient




IThank them for choosing our
organization

Thank them throughout the
I appointment for their
patience and cooperation

“Thank you” concludes the
interaction with an act of gratitude




BONUS:
MANAGE UP!

ISpeak positively to patients about
clinic staff and their abilities

ICreates a positive impression of
staff before patient meets them

Gives patients confidence about
their care and ease anxiety

Can be used for coworkers as well!




BENEFITS OF AIDET

DECREASED ANXIETY INCREASED IMPROVED OUTCOMES
COMPLIANCE AND
PATIENT SATISFACTION



LET’S PRACTICE!

: U

1. Team up in groups of two

2. Practice AIDET the way you will use itin
your new role at NOAH. Challenge yourself to
think of a few ways you can use this tool.

3. Then switch!

Acknowledge eye contact, smile, hello
Introduce name, title

Duration seta time expectation
Explanation explain role in simple terms

end the interaction with gratitude

Mana £€ UP practice introducing to the next
person



Measuring
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HOW DO WE MEASURE
PATIENT EXPERIENCE?

Spanish and English Literacy level for each Paper comment cards  Exploring more accessibility
surveys available based question: 5t grade or available in each clinic  options for text survey (e.g.,
on language preference less Audio)



SURVEY QUESTIONS

How easy was it to schedule How well did your clinician listen to
an appointment? you and answer your questions?
How polite/friendly were the How well did we help you

front desk or registration | understand your care plan

staff? and next steps?

How well did we keep you How likely are you to suggest us
informed of your wait time? to a friend or family member?

How would you rate the staff's
sensitivity to your needs?



< 2

74153 >

Text Message
Today 10:01 AM

Thank you for visiting
NOAH Cholla Health
Center. Please share your
feedback with us by
clicking the link https://
grev.ws/Xcxpht

Q Reviews

Question 2 of 8
How polite/friendly were the

front desk or registration staff?

Poor Excellent

W W W W W

Last question
Please share any other

comments that may help us
improve our service.

Next
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Handling

complaints
effectively

Identify issues

Feedback from
surveys, comment
cards, reviews, and

Compliatric

Resolve
complaints

Discuss issue with the
patient, with an apology,
questions, and next steps

Learn from it

Ensure resolution via
chart, education for staff,
or discussion with
provider

Identify trends, discuss
action plan or process
change




BENEFITS OF COMPLAINTS

Opportunity to improve
Chance to retain our patients

Helps us raise the bar of our service L

Forum to understand what our
patients value from their care




EFFECTIVE SERVICE
RECOVERY

Proactively plan for patient complaints

Actively listen to the patient’s complaint
and empathize with their frustrations

Uncover the patient’s expectations from
the complaint

Respond timely and effectively, notify
your supervisor

Submit to Compliatric as appropriate



ACTIVE LISTENING

Face the patient

If you need to take notes, let them know

Use calm tone of voice
Empathize with their concerns

Summarize concerns back to
the patient

Ask open-ended questions

Be genuine and sincere!




HELPFUL PHRASES

“I'm so sorry to hear that”
“I completely understand”

“Thank you for letting me
know about this”

“Let me look into that for you”

“1 will definitely pass this
feedback to the team”




I've learned that peaple will farget what you said
people will forget what you did, but peaple will never
forget howyou made themfeel.

MHaya Angeloa




KNOW YOUR RESOURCES

o
Y

Your Patient Experience  Risk/Compliance Human
Supervisor Coach Manager Resources Director
Liana Brown Katiria Alvarez Tera Brulotte-Maki



Compliance and Risk
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What Does Compliance Mean?

REQUIREMENTS
LAWS [ RULES

Narr—

%

POLICIES \) % STANDARDS

=

REGULATIONS
{d v




Regulatory risks Section 330 requirements (OSVs, FTCA, 340B)

m Federal grants management Managing federal grants, subrecipients, vendors

Reimbursement, fraud and abuse, tax status,
privacy and security (HIPAA)

& Legal liability

C|inica| risks Credentialing, quality assurance programs

OSHA, emergency planning, human resources,
patient grievances

fi® Operational risks

Universe of Risk for Health Centers



NOAH’s Policy Library

The
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2024-2026 Strategic Plan

0 The Beat!

CLINICAL, IT, NEWS Benefits Guide ings at the tip of
MyChart Online Scheduling
Begins Oct. 30 Employee Giving

o We are excited to announce MyChart Online Scheduling
SChEd u le an functionality will be available beginning Wednesday, Oct;

30. This new feature gives ...

Employee Mileage Form

Em |3I| oyee Reim bursement Form

NOAH Policy Library

Patient Experience Dashboard

_ F:I r I:]J ECt rll‘ﬂa I-Iager‘-l Erlt
IR~ Al

Appointment

(O OCTOBER 23, 2024



Why Have a Compliance Program?

v=| Implementation of compliance programs has long been
=1 considered a best practice.

* Provides direction to employees for performing
duties in an ethical and compliant manner;

An effective compliance

-] * Designed to prevent, detect and report unethical or
program. illegal activity; and

* Promotes the integrity of the organization.

Qf Our goal is to develop a culture of proactive adherence to
healthcare laws and regulations and ethical behavior.



Culture of Safety

Fair and We need you!

supportive
treatment of
staff, patients,
families, and

caregivers

Organizational
commitment to
a just culture

Culture of Learning, Not Blame and Shame
Help us make our systems and processes safer
You’re our eyes and ears

v v v VY

Reach out when you see a risk to patient safety

Critically High quality » Reporting- Compliatric
reviewing, Investigations Adverse events and near miss reporting,
sharing and (with learning 4 violations of policies and procedures,
acting on for safety as employee injuries, etc.

recommendations the goa|) Link can be found on the NOAH Beat
website



Purpose and Important of Near Miss and Event Reporting

Why do event reporting rates matter?

* Unreported medical errors allow for reoccurring errors to continue.
* Training opportunities/trends are easily identified.
* Policies and Procedures should be revised to prevent future recurrences.

Why are events not reported?
Studies show that:

* 21% were not aware of an existing reporting tool
* 24% did not know how to report

* 31% did not know the importance of reporting

What are NOAH staff required to report?
 ANY PERSON/PLACE/THING THAT HARMS OR HAS THE POTENTIAL TO HARM



. ucom liakric

Where Compliance Happens

Submit Employee Compliance/Risk

Submit Employee Spotlight

EMPLOYEE WELLNESS, HR

Register Now for NOAH's
Employee Health Event Submit Event

Registration is now open for our special employee health Submit Form Request
event sponsored by our benefits plan administrator,
g A\ ‘ Ameriben. This free event will ..



3 Steps to Submitting an Incident Report

**Everyone Has Access to Incident Reporting™*

Select Category

Select the category that best describes your concern:

Adverse Event Near Miss  An event or situation that could have resulted in an accident, injury, or iliness but did not, either by chance or through timely intervention
Adverse Patient Event An undesired outcome or occurrence, not expected within the normal course of care or treatment, disease process, condition of the patient, or delivery of services.
Employee/Workplace Injury or lliness  Details involving any workplace injury to NOAH employees.
Human Resources Conflicts and concerns involving managers, employees, and co-workers. Allegations of an employee who violates organizational policy, procedures, or the Code of Ethics.
OtherIncidents  Any allegation or concern that does not fall under any of the other categories.
Patient Complaint Verbal or written expression of dissatisfaction by the patient/ family regarding the care or services provided.
Patient Grievance  verbal concern, or written expression.

Potential Breach of Confidential or Protected Health Information Potential impermissible use /disclosure of confidential information, including PHI. Either shared inappropriately or a result of unauthorized access to or collection of the information, that compromises the
privacy of affected person / patient.

Professional Conduct  Conflicts and concerns regarding staff.



Submitting a Report Anonymously

A New Incident: Adverse Event Near Miss

<< Back to Select Category

Anonymous

Do you Wish to Remain Anonymous? )

| Wish to Remain Anonymous Do Not Submit Anonymously



Filling Out an Incident Report

1 & 2. Reporter Name or Alias and Reporter Email:
Option 1: Use of real name and email: Katiria Alvarez, kaalvarez@noahhelps.org.
Confirmation email is sent to the reporter along with an incident number to track.
Option 2: Use of Alias and generic email: No Name, noname@noahhelps.org.
Reporter will not receive a confirmation email or an incident number to track.
3. Date Incident Occurred
4. Time Incident Occurred
5. Patient MRN
* This can be bypassed using 0’s if the incident is not related to a patient
6. Patient Name
* Or another name as needed
7. Involved/Affected Parties
8. Describe the Incident (Just the Details):
* Please describe a clear and concise picture of the incident. Add color to the who, what, when where, and how.
Consider contributing factors like equipment, products, processes and behaviors involved.
9. Facility/Location

Optional Fields: Department, Event Type, Patient Contributing Factors, Files that can be attached to the report.

Click “Submit” and the report has been submitted.



mailto:kaalvarez@noahhelps.org
mailto:noname@noahhelps.org

Reporting Concerns or Compliance Violations

Employees are required to report any suspected or actual compliance misconduct. Access to
a confidential reporting method allows for anonymous reporting and no fear of retaliation.

Ways to Report:

Compliance Officer: Katiria Alvarez, kaalvarez@noahhelps.org or ext. 5050

Compliatric Incident Reporting Dashboard: noahhelps.org/compliance

Anonymous Reporting Hotline: (888) 692-6675



mailto:kaalvarez@noahhelps.org
https://noahhelps.org/compliance
mailto:kaalvarez@noahhelps.org
https://noahhelps.org/compliance

7&"0
"Oh, that's just a HIPAA compliant

feature to remind you if you leave
patient documents in the copier.”

Copyright ©2016 R.J. Romero.

What Role Do You Play in Compliance?



~ Thank you, and WELCOME TO NOAH!

Kat Alvarez, Compliance and Risk Manager
kaalvarez@noahhelps.org

i
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Benefits

\‘\\\; VAF

[ ]
Neighborhood Qutreach Access to Health



NOAH Benefits

You can enroll in benefits on the first of the month following 30 days of employment at NOAH.

Eligibility Who What
* Full-time and Part-time e Employee e 1%t of the Month Following
employees working at e Spouse or Domestic 30 Days of Employment:
least 16 hours per week Partner Medical, Dental, Vision,
e Dependent children, step- FSA, HSA, Pet Insurance,
Identify Theft

children, and domestic
partners children e 15t of the Month Following

90 Days of Employment:
Life, Disability, Worksite
e 403(b) Matching begins
after 90 days of
employment

o Medical, dental, and
vision to age 26.

o Children of any age who
are incapable of self-
support due to a
physical or mental
disability may
potentially be covered.



INGAGE: Mobile Benefits App

With INGAGED, you can take your Employee
Benefits information on the go!

» View our company’s benefit plans and resources, 24/7.

Access policy information and group numbers.

Quickly contact a benefits carrier.

Keep up with important benefit plan announcements.

Store images of your ID cards directly in the app.

Company Code: NOAH

Or, login online at
I www.ingagedbenefits.com

ANDROID APP ON

- P Google play




Benefits

Medical Plans

Base PPO Plan
NOAH, BCBSAZ

Buy-Up PPO Plan
NOAH/BCBSAZ

High Deductible Health Plan
(HSA) NOAH/BCBSAZ

Pharmacy Benefits
MedOne

Dental Plans

Delta Dental
Base Plan
Buy-Up
Enhanced

Vision Plans
VSP

Behavioral Health

BCBS of AZ



Medical Benefits

Base PPO Buy-Up PPO High Deductible Health
Plan w/HSA

Per Paycheck Premium Lowest Highest Middle, but NOAH
contributes to HSA
Account
Deductible Highest (56,000/512,000) Lowest ($1,000/52,000) Middle ($3,300/56,400),
but you can use your HSA
funds to help pay

Max Out-of-pocket $6,450/$12,900 $5,000/$10,000 $6,450/$12,900



Medical Premiums

Semi-Monthly Semi-Monthly

Coverage Level (24 Pay Period (24 Pay Period
Deductions) Deductions)

Full-Time Employee Part-Time Employee
AmeriBen - Base PPO Plan
Ermployes Onby $30.79 £79.96
Emplayes and Spouse/Dormestic Partner 110326 {258.20
Ermployes and Child{ren) $83.57 §22393
Emplayes and Family {193.70 {43581
AmeriBen - Buy-Up PPO Plan
Ermployes Onby §594.30 $235.75
Ermplayes and Spouss/Domestic Partner {27057 167743
Ermployes and Child{ren) $206.91 $51726
Emplayes and Family {44508 £1010.36
AmeriBen — High Deductible Health Plan
Ermployes Onby §50.74 $126.85
Ermplayes and Spouss/Dormestic Partner {14812 {zT2Ta
Ermployes and Child{ren) $11053 $276.33
Ernplayes and Farmily 127165 1611.21

NOAH HSA Contribution: Employee/Employee and Spouse = $40 pp Semi-Monthly
Employee and Child(ren)/Employee and Family = $80 Semi-Monthly



Employee Telehealth Services

Teladoc allows employees to access medical care through a U.S. board-certified doctors by
phone or video for non-urgent medical issues 24/7/365.
Cost:

= AmeriBen Coordinated Care Plan PPO:
Medical & Behavioral Health: $20 copay
* AmeriBen Standard Plan PPO:

Medical & Behavioral Health : $20 copay

O
» AmeriBen HDHP PPO:

«  Medical: $49
» Behavioral Health: Initial $200, $95 for ongoing

k visit, Psychologist will cost $85 per visit

' To get started:
o -, -
TELADOCE :0 * Teladoc: 800-835-2362 or visit www.teladoc.com.

* Download Teladoc’s mobile app




Dental Benefits

_ Base PPO Buy-Up PPO Enhanced PPO

Deductible $50/5150 $50/5150 $50/5150
Annual Maximum $1,500 $2,000 S4,000
Basic Services 20% 20% 0%
Major Services 50% 50% 20%

Ortho N/A 50% up to $2,500 N/A



Vision Benefits
Plan Highlights

VSP Vision PPO

In-Network Out-of-Network
VSP Network
Exam - Every 12 months $10 Reimbursed up to $45
Materials Copay $30 N/A
Lenses - Every 12 months
Single Covered in full after $30 copay Reimbursed up to $30
Lined Bifocal Covered in full after $30 copay Reimbursed up to $50
Lined Trifocal Covered in full after $30 copay Reimbursed up to $65

Frames - Every 12 months

Frames

$150 frame allowance. If frames exceed
$150, an additional 20% of the excess
amount will be covered. Extra $20 frame
allowance on featured brands.

Reimbursed up to $70

Additional Pairs of Glasses

20% off unlimited additional pairs of
prescription glasses and/or nonprescription
sunglasses

N/A

Contacts - Every 12 months, in lieu of lenses
& frames

Medically Necessary

Covered in full after copay

Reimbursed up to $105

Elective

Covered in full, up to contact lens allowance

Reimbursed up to $210

VSP Laser VisionCare Program
Discounted access for laser vision correction
services

Average savings of 15-20% off retail price or
5% off promotional price

The above information is a summary only. Please refer to your Evidence of Coverage for complete details of Plan benefits, limitations, and exclusions.



Voluntary Coverage Options

Voluntary benefits are optional and 100% employee paid.

unumr

= Pays cash to help offset the expenses
associated with accidents or injuries:
— Deductible/Copays.
— Ambulance.

— Surgery.
— And much morel

= One rate based on your enrollment tier
(employes, spouse, and/or child/ren)

unumr

A

+ Pays a lump-sum $10,000, $20.000 or
$30,000 benefit directly to you upon
diagnosis.

« Helps pay for out-of-pocket medical
expenses associated with a serious illness
(e.g. heart attack, stroke, coma, Kidney
failure, etc.).

« Guarantee issue amount is $20,000, which
means no health questions required.

= Pays you a fixed benefit for every day
you are in the hospital up to a max.

+ A cash benefit when you need it.
- Affordable group rates based on your

age and if you want to cover a
spouse/domestic partner and/or
child{ren).




Basic Term Life and AD&D

100%
Employer Paid

1x salary upto
$200,000

Update Your Beneficiaries!

Underwritten by:

®
U n U m IRS Regulation: Employees can receive employer paid life insurance up to $50,000 on a tax-free basis and do not have to report

F the payment as income. Howsever, an amount in excess of $50,000 will trigger taxable income for the “economic value™ of the
coverage provided to vou.



Coverage

Short Term Disability

100% Employer Paid

60% of pay up to $2500
per week

14 day waiting period
Eligible on the first of the
month following 90t day
of employment

Long Term Disability

100% Employer Paid

60% of pay up to $2500
per week

180 day waiting period
Eligible on the first of the
month following 90t day
of employment



Employee Assistance Program

Connect with your Employee Assistance Program.
24/7. Confidential. No cost to you.

Call
866-248-4096

Visit Liveandworkwell.com
Enter company access code: NOAH

“OPTUM®

» Relationship problems

» Workplace conflicts

» Parenting and family issues

» Stress, anxiety and depression
» Elder care support

» Legal and financial concerns



Begin your journey now
LOog on to: empowermyretirement.com

For first-time access:

« Log on and select Registar.

«» (Choose the [ do not have a PIN tab.

« Follow the prompts to create your username and
password.

EMPOWER

RETIREMENT.

H"A"’AH

Neighborhood Outreach Access to Health




NOAH Perks

The Emplosﬁl

1. To get started, visit EmployeeNetwork.com.

2. Click “Login/Register” in the top right corner. o
3. Begin creating an account with your information.

4. Where asked, our NOAH Company code is: NOAH AZ (case sensitive).

5. Employees will get a personalized membership card after creating a login.

1. To get started, visit NOAH.benefithub.com.
2. Use referral code: JDTEJL
3. Complete registration

'QZ BenefitHub"

4. Start saving!

[\l "A\'A H

Neighborhood Outreach Access to Health



Human Resources

F\\Q; B\/13
I 17IAF

Neighborhood Qutreach Access to Health




Dress, Grooming and Hygiene |
]

Employees will be provided a specific number of v‘}
scrubs or NOAH polos depending on role. .
Employees may borrow surplus scrubs from clinic
locations in accordance with the Uniform Loan
Agreement.
Administrative staff in clinics:

* Top: scrub top or NOAH polo

* Bottom: scrub bottoms or solid black, khaki or _

white professional pants

INFECTION CONTROL
All staff visiting clinics are required to wear
business casual and closed toed shoes.
Crocs with NO HOLES are acceptable.
No fake nails allowed in clinic setting







Paid Holidays

* New Year’s Day

e Juneteenth Day

e Caesar Chavez Day

* Memorial Day

* Independence Day

* Labor Day

* Thanksgiving (Thu & Fri)
* Christmas

» 8 Hours Floating Holiday (Auto-Dropped in after NEO)

- Available for immediate use N%Aﬂzﬂ



@ ®
PerfofmancIReliewd » -

* Annually, every Summer

e Self-Review

 Leader Review

 Merit increase allocated based on
performance

AV
0/ \J

Neighborhood Qutreach Access to Health



Concerns

Neighborhood Outreach Access to Health

REPORT POTENTIAL COMPLIANCE
VIOLATIONS -OR- SUSPECTED MISCONDUCT

To report by telephone

A\AV,ODIAMDIV /20808 209 LR
38-MYC f:./,-'v’!:\//dn”L Y ( 888-692-667 ~ )

orgoto
noahhelps.org/employee-compliance.

* We aspire to being an environment of trust.

* You should never be intimidated from
highlighting an issue, suggestion, or bringing
a compliance or other concern to the
forefront.

 We encourage you to speak with your
supervisor first.

* |f you are not comfortable with these
options, you can report the issue to your
supervisor’s direct leader.

Compliance line: (888) 692-6675



NOAH BEAT

The Beat: Mindfulness Webina More! - Inbox «

[/ Detete 5 Archive EFg Move

The Beat: Mindfulness Webinar and More!

. © NOAH HEALTH CENTER <INFO@NOAHELPS ORG>

& beat.noahhelps.org To:

HOME NOAHHELPS.ORG CATEGORIES ~ QUICK LINKS ~ CALENDAR EMPLOYEE GIVING

Welcome to The Beat!
SPOTLIGHTS NOAH happenings at the tip of NOAM'’s Thanks and Giving campaign, the return of our DEEP workshop, and more this week in The Beat!

Employee Spotlights your fingers:

Shining a bright light on some of NOAH's stars. These team
members were highlighted by their colleagues during the

past couple of months. ... IT HELP DESK

NOAH Project Management Toolkit

Check out the new NOAH project management toolkit resource
available for all employees.

© JANUARY 30, 2024

602-601-2870

abetes Worksho
HR Free Diabetes Workshop

NOAH New Hires WORKPLACE AND Our community health workers are looking for the next round of
> patients for our diabetes workshop. Learn more here.
PUBLIC SAFETY

1 Submit Work Order

® JANUARY 30, 2024 Emergencies and after hours:
480-414-7679

Welcome to the NOAH team! Started January 8 Started
January 22

Show Me the Money

Protect yourself from falling victim to counterfeit money at work or in
your personal life with these tips from our Workplace and Public Safety
team.

CLINICAL CALENDAR
New Partnership Provides Food to

Dadinnmens inm Rand



Download Paycom

Time Clock 4 My
© 9:18:13 AM lime Management >
$2,160.00 $1,839.21
Web Time Clock ¥ Time-Off Requests )
Bi Weekly V17 1730
@ Current Status - Out Day
Information > 80 02/04/2022

Customer Service - [700] - o e il i i e v
Location @& Expenses >
Dallas - [300] -
B 0172172022 $986.39 (#26) ~ &
<ous ( I l ) Documents >
Receptionist - [700] - Eamings s§100000 ° $2160.00 A
o Regular (1)
Helping out with Dallas Office per manager @ Checklists 3
| = L 82700 80.00 $2.160.00
7 o > -~ K2 @ Renefite 3 e Py (G  © 1 I . |



Payroll

Neighborhood Qutreach Access to Health



Where to Find this info later

) * The Beat Quick Links
2x2 Things to « Paycom Show Me How

How you get paid for today

e Punch Change Request
 Verify Your Bank Details

Remember




The

000000 HAVrBEAT— ©0

NOAHHELPS.ORG ARTICLE CATEGORIES ~ CALENDAR QUICK LINKS ~ JUBMISSIONS ~

ome to The Beat!

HR happenings at the tip of

Juneteenth Holiday Pay

We will be closed on Wednesday, June 19, in o
Juneteenth. This is a PAID holiday for NOAH e
full-time 1.0 FTE ...

® JUNE 5, 2024

NEWS, WORKPLACE AND PUBLIC SAFETY

NOAH’s Heat Relief Progr
Update IC SAFETY

During the month of May, NOAH made a significant O




NaEAH

Neighborhood Outreach Access to Health

2024 Mileage Form

Always use the current version of the
form on the Beat to avoid delays

Reimbursements are paid monthly, only
include the prior month on the form and
submit the first week of the month

Legible Manager Signature, either wet
signed/scanned or e-signed is required

Admins can assist with sending forms fore-
signature if needed

Submit forms to
AccountsPayable@NOAHHelps.org

[Name:
| Addrass:
City: | State: Tip:
i Work Location: NOAH Dept: -
Date: Odometer Reading Mileage Rate
mm/dfyr ‘General Description Stop | # of Miles DEPENDS ON DATE
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
TOTALS 0.00|
Employee Signature
Managers Approval
STANDARD ONE-WAY MILEAGE REMINDERS:
Refer to Travel Policy Guidelines prior to
Desert Verado Dreamy ing rei
Palominol cnotaf YU o ., submitting reimbursement.

legible

Palomino x

L i within § days of

Uise standard ane-way mileage for travel between dlinics

[ 25 9 h end
Desert Mission % w» w0 8| | tein Maanages Approval
cholla 3| 22 x| w 1 W -
Venado Val o[ w[ 7] x| 16 2 241 bioas £ 171 Reimbursement rate: §.67 per mile
Midtown Bl 8w s X 13 s i
Copparwood 1 s 9 13 X 1 Email completed form:
Dreamy Draw Ell 3| 18] 14 5| 1] | AgcountsPavable@NOARNSIpsoE

Mileage is paid as a reimbursement showing
as an addition in the Deductions section of
your check

All other reimbursements are paid by check
at this time and require a valid mailing
address to be issued

MNagAH

Neighborhood Outreach Access to Health

Employee Reimbursement Request

Date:

INoah Location:

[Dept:

Name:

Street Address:
City: |State: |Ep: |Ern ployee #
Explanation of E (attach original receipts): Amount

Total Due Employee:

Employee Signature:
Date:

Manager Signature
Date:
Return form and receipts to A NOAHhelps.org
Finance Use Only
-
CMEY/N 6L loc Dept Fund Code Amount

000



mailto:AccountsPayable@NOAHHelps.org

000000 al=/

Read the full article here

NOAHHELPS.ORG ARTICLE CATEGORIES ~ CALENDAR QUICK LINKS ~ SUBMISSIONS ~

Your Paycheck is Your Responsibility

@ > Finance > Your Paycheck is Your Responsibility

Every NOAH employee is responsible for ensuring the accuracy of their timecard. Failure to approve timecards often leads to payroll
corrections. These corrections are not an efficient use of our resources and will no longer be permitted mid-cycle. Review the information

below to understand your opportunity to verify the accuracy of your time and pay prior to payroll processing.

Timecard Approvals Paycheck Approval
Once timecards have been approved, every employee has a second opportunity to verify and approve their hours by reviewing their
Employee Approval pp ry employ pportunity to verify and app y 8
paycheck.
Every employee should review, verify, and approve their timecard at the end of each pay period. If during either approval process an employee sees an error or has questions, they should discuss with their supervisor immediately to

avoid any delay in payroll processing. Going forward, if timecards are not approved or approved with errors, any adjustments will be made

Manager Approval the following pay period.
Managers are also required to approve employee timecards for their direct reports at the end of each pay period. Q uestions
Approvals must be posted prior to 10am on Monday of the payroll week. This process ensures employees, and their supervisors are in Thank you for your cooperation to ensure efficient and accurate payroll processing. If you have questions about how to approve your

agreement of hours worked as well as any allocation of paid time off (PTO), paid sick time (PST), etc. timecard or your paycheck, check out the tutorial links below or reach out to your supervisor.


https://beat.noahhelps.org/news/your-paycheck-is-your-responsibility/

npaycom' Employees Payroll Talent Acquisition Time Management Human Resources Talent Management Reports  User Options

[0WR43] NEIGHBORHOOD OUTREACH ACCESS TO HEALTH ALLDEPTS Main Menu Secure : — . .
User Options —— Motification Center IMenu

Notification Center >
ﬂ Welcome, Deanna Schantel (dschantel) \ Set up Messages

Help Date Field Motifications
Employees Payroll
Add New Employee . Process | Set Up Notification Schedules
O Set Up Email Templates
IMake Employee Changes Manual €
Mews Ticker
v
1 Set Up SMS Campaigns
Talent Acquisition Time Management Manage Messages
e Applicant Tracking Time and Motification Dashboard
Q Candidate Tracker Timecarc Secure Uploader (0}
W v

Human Resources Talent Management
D_v‘ Documents and Checklists Paycom Learning
(0]
& O E-Verify Performance Discussion Forms
W W
Reports User Options
Report Center User Options
| | | | | | Analytics Notification Center

W W



npaycom' Employees Payroll Talent Acquisition Time Management Human Resources Talent Management Reports User Options

[0WR43] NEIGHBORHOOD OUTREACH ACCESS TO HEALTH ALLDEPTS Main Menu Secure Uploader (0) D Client Action Center Help ESS Login GUpdates [= Log Out

A Home / Help
Contact Your Paycom
e P
\ Keyword Search Paycom Product Updates Specialist
[ t|mecard| Q ] Client-driven development is an ongoing Paycom priority. Use the following links for details on our most recent updates.
Show Me How: to - Current Product Update
(D) Approve My Timecard
(Video) Previous Product Updates v
Show Me How: to
(@) Approve My Timecard v
(Video)
=) SMH: to Approve My v Paycom Webinar Schedule -~ "
Timecard on Desktop
= ﬁ?e?;: E;ﬂ :t :: to Ow;:ito pdds E Get the most from your Paycom system with new user and advanced training webinars on a variety of topics. CINDY RAMOS N\
- Timecard e Webinar Calendar Secure Uploader (0) ﬂ,
=) Approve My Timecard
With Everyday \ Monday - Friday
=) Add a Piece Rate to a 8a.m.1o5p.m. CDT
. Ca)
Timecard _ Show Me How Toll Free Number 800-580-4505
=) Approve My Timecard Phone Number 405-722-6900
(Desktop)
) Fax Mumber 405-T22-2312
=) (Spanish) Approve My ‘ Affordable Care Act ‘
Timecard (Desktop)
= v Applicant Tracking To use Paycom Screen Share, please

make sure you are on a call with a
Paycom specialist.

/

Ask Here

Benefits Administration

Beti

Clue

E-Verify

Employee Management

Employee Self-Service

‘ Documents and Checklists ‘

Carnichmantc



Show Me How Show Me How

R g Ry e to Submit an Ask Here Conversation

ASK HERE ASK HERE

STEP 1 STEP 3

Log i to the Paycom app and tap the question mark icon - A notification and banner message appear when a response
is ready for review. Click the banner to view the response
and reply, if needed

Click "New Messape” to open an inguiry. Select the ol
appropriate category for your question and answer the o
questions on the prompt. When you are finished, submit

your conversation. oram st




Show Me How to Submit a Punch Change Request

Hourly

Employees
ONLY

) T0 SUBMIT A PUNCH
CHANGE REQUEST

https://videos.paycom.com/watch/HhWZLATA5Y3ERb8TKps9ux



o -
A [
to Request a Punch Change
¢ 4.4 Time Management >
(( Time Management
@ Time-Off Requests > Web:Tine Glock
\ Web Time Sheet O e
S -
@ Information > Web Time Sheet Read Only (( [ 1
Punch Change Requests
TIME AND ATTENDANCE & — A=
£ Schedule Calendar
(@ xpenses >
STEP 1 ’ i Schedule Exchange R.ad'on'y Time sh“t Schedule )
(|£]) Documents > p—
=
@ Chisidbiine , 11/20/2023 - 12/03/2023 v <
I
. . . (Current Period)
Navigate to Time Management > Web Time Sheet Read
Unly C@ﬁl Benefits > BXPAND ALL
. Powored by n paycomr’
@ Performance @ Terma of Usa | Privocy Policy | © 2023 ?av:c-m‘l\!‘ﬂvrukf‘@
4 Geolocation services not enabled.
' < fr O ys a o 2 s
Mon 11/20 7.50 Hours v
Tue 1/21 7.50 Hours v
STEP 2 I e =
IN ” ((
Allocation
ouT 05:00:00 PM

Any missing punches are indicated with two question
marks (??) and an exclamation point (!) within a Moo A

W —-_——

triangle. To correct a missed punch, tap '??". 1P ® c o) '



On the Request New Punch pop-up window, enter the
date and time of your missed punch. If necessary, enter a
reason for your request. Then, tap ‘Add Request'.

Request New Punch X
\ * Indicates required field
11/22/2023

IN DAY v

09:00 AM

CANCEL )) ADD REQUEST

A confirmation message confirms the request.

Tap the requested punch again to remove. On the pop-up
window, tap ‘Request Delete’ to cancel the request.

Read-Only Time Sheet

11/20/2023 - 12/03/2023
(Current Period)

Geolocation services not enabled.

Schedule >

&

v (<

EXPAND ALL

Mon 11720 7.50 Hours v
Tue 11/21 7.50 Hours v
Wed 11/22 v
Thu 11/23

Fri11/24 \hm v

Sat 11/25

Total Hours 22.50

< © c

Add Entry

4

,
3

Request Punch Edit (In Day: X
11/22/2023)

@ '‘Request Delete’ will submit a request
to delete the selected punch

* Indicates required field

11/22/2023

IN DAY v
9:00 AM

Forgot to clock in.

)) REQUEST DELETE

CANCEL ADD REQUEST

< A c w2



Show Me How Show Me How

to Add Punches With Web Timesheet to Add Punches With Web Timesheet

TIME AND ATTENDANCE TIME AND ATTENDANCE

In Employee Self-Service™, navigate to Time Management » Web Timesheet. \ :

Enter punch details such as the date, punch type and time.

- Then, scroll down and tap “Add Punch.” N -
i If you need to update your allocation, such as the
Department, Location or Job, you can make the change in the
drop-down menus.
¥
[ " ] 2 ) P o o 4.4 L o :

To add a punch, tap “Add Entry” then “Add Punch.”

SALARY EMPLOYEES DO NOT PUNCH IN!

« Salary timecards do not show any hours except for time off

« Punchesdelete the salary and only pays the punch time
« Salary employees use an extra shift code under Add Hours

Depending on your employer s preferences, you may see
different options an your Web Timesheet




How to Add Hours for Provider Extra Shifts

Pay-Period Summary = Calc Detail = Audit Detaill | Accrual Information

Legend
Actions
‘ | + Add Punch Pair ‘ + Add Hours ‘ + Add Dollars ‘ + Add/Edit/Delete Comment ‘ + Add Exceptions
Day(s) |06/24/2024 | To |00/00/0000 | [ Exclude Weekends
Department \].Sear:h or Make Selection v |
Location |Search or Make Selection v
Extra Shift Search or Make Selection v
Comment | |
Pay Code Regular [R] - Tax Profile Search or Make Selection - |
New Hours Extra Shift APP [ES1] a
Extra Shift APP Holiday [ES2]
Extra Shift BHC [ES9] ‘ Cancel ‘
Extra Shift BHC Holiday [E10] —
Extra Shift BHT and Diet [EST]
“ Extra Shift BHT/Diet Holiday [ES8] ) ) = -
Extra Shift Dentist [£55] Allocution (k=) our N Allocation (tax) our Hours Total Hours Dollars A @
SUN (06/16) Extra Shift Dentist Holiday [ES6]
MOM (06/17) Extra Shift Dietician [ESD]
TUE (086/18) Extra Shift Ma [EMA]
Extra Shift Physician [ES3] -
WED (06/19) [10]-Mi... 8.00 8.00 E [
Extra Shift Physician Holiday [ES4]
THU (06/20) Extra Shift Training [EXT] v
FRI (06/21)
SAT (06/22)

Weekly Totals 8.00 $0.00




Show Me How

to Add Punches with Web Timesheet

TIME AND ATTENDANCE

From the Time Management tile, click "Web Timesheet.”

Skip to Step 5 to add a punch pair to a timecard

STEP4

STEP 2

Web Timesheet

Click "Add Punch.” :
\‘

W IK

STEP6

From the pop-up window, input your punch information.

Then, click "Add Punch.”

If you need to allocate your time, make the appropriate
selection('s] from the drop-down menus.

Review your timecard to verify the punch was entered correctly.

Missing punches appear as red "?7" symbols. You will be unable to approve by day with pending or missing punches.

Web Timuuhee!

[ viabe vy —

I

STEP 5 You may also add an in punch and an out punch simultaneously by clicking “Add Punch Pair”

Web Tmesheet

From the pop-up window, input your punch information. Then, click "Add Punch Pair.”

Add Punch Palr

14zozz (I oz (M W




NEE eSSt ¥

S h 0 w M e H 0 w Once there are no missing punches, tap Approve _:‘:“ ‘:""‘ hd
Timecard' to approve the entire timecard or tap s ST -
: ‘Approve Specific Days' from the drop-down menu T Prema— -
to Approve My Timecard b s i ke o=
Your manager must approve your punch change R v
requests before you can approve your timecard. o

TIME AND ATTENDANCE - e ||| -

STEP 1 ; = — | [
\ " c e &, < A C o 2

In Employee Self-Service™, navigate to Time Management > « o
Web Timesheet Read Only.

STEP 4
Paycom is continuing to refine our system to reflect your Cmmk i i A
preferred language. The screens provided in this resource . If approving individual days, check the box next to each :

desired day and tap Approve’.

are in English while our system is updated to reflect each i
language's nuances. ;

ile@@

resncts [ ] paycom:

T ohum | P Py e @
.

at pwy = ' ' ' '
P . . . fe BUT Bay - Man 9113 0 v Totals Asprovals
Any missing punches display with two guestion marks. R Approved days appear in yellow on the timecard. il FPAREE
Tap ‘77" and enter the missing punch. e B S0 wasne ot v
= = An overview of approvals appears under the :7‘ ::: : = S
==y Plares P N Approvals tab at the bottom of the screen. = - .
e - - SRR m] v
Tharana A ~ o (m} v
- dic . s m v
— . . = .
4 O v
P O v
o SauCEL [rr—— Totats Agproval 0 )
0 « © - @
o« . a o 2 (m 0 = bl = L 2 ; ® c 2, A L c _'. g



STEP 3 Once there are no missing punches, click "Approve Pay Period” to approve the entire pay period. To approve

specific days, dlick "Approve By Date.”

Show Me How

Your manager must approve your punch change requests before you can approve your timecard.

to Approve My Timecard

TIME AND ATTENDANCE .z

From Employee Self-Service™, navigate to the Time J“
Yy

STEP 4 If approving individual days, check the box next to each desired day and click "Approve.”

C
l\ Time Management Time-0ff Requests B

STEP 2 Missing punches display with two question marks. Click “7?,” enter the punch change request details and click D
“Add Request.”
\ 'v

- X emem— ‘ -

— roved days appear in yellow on the timecard.
el T e STEP5 T

Bequest Mew Punch e Syt - e R T S —

Management tile and click “Web Timesheet Read Only.”

STEPB An overview of approvals is available under the Approvals tab at the bottom of the screen.




o
4
.

Show Me How e

Tap "Approve Timecard" to approve the entire pay period. =
to Review and Approve Timecards Mana gers

DAZ1302) - 07/DAI021 (Currert Perize)

Tap "Approve Individual Days" to approve day by day, then i smalanais
tap "Approve” foreachday

OS24/ DNDUI02Y {Cument Parind)  + @ 'rwrovnian

Torsl Hours #0.00 Howrs

You may need to acknowledge the approval by tapping ol o WONE| | g e onre

"0K" based s requirements . i
TIME AND ATTENDANCE O JXK SOy QN P || @ et

* # B
From Manager on-the-Go®in the Paycom app, tap “View \ ' e =» 1 ) & & & =z ||

Timecards.”

@ Feem oo 100 Hows (R

() e scnms : A confirmation message confirms the approval.
04 0, 0 1Cument Perod)

Eh* —_——
Total Mours 0.20 Howrs.

Fo Enperaeh
= Nasdey t02VH 400 s (M)
e Appic b . .
' L] C .Q | Tusadsy “'}?'ml, WM ¥ |

o i

Tap an employee's timecard and review to ensure \ e I o -
accuracy of the hours worked. Then, tap "Approve.” 2 - ; M e,

O ORI - TTFEIRY (et Frviod]
. actv

Sophia Msizar
Total Hews 00 Hors
LT T
wa H
4 - (FE— tstan T 5
Temmey BRI 104 Hara IR 12
Maredith Dgboes acrive Wcnasdng BUAZUE BB a3
.00 Hourn Trusmtop BTATOD 108 Hews (9 3

Pty OIS0 u:u-ae
> o Hawy 5
s



Show Me How

to Request Time Off

TIME-OFF REQUESTS

Log in to the Paycom app and navigate to Time-0ff Requests > Request Time Off €

Tap "Add Request” to enter the details of your request. Ensure you select the
comect request type [vacation, sick, etc.). After all details are entered, tap "Submit

Request.”

-
’
’
'
’
)
L
N
.

> —

Review accrued paid time off by navigating to Time-0ff Requests > Request Time 0ff > Time Available or by
navigating to Time-0ff Requests > Time-0ff Balances

Requesting Time OFf

Discuss process with your Supervisor before entering in Paycom
Supervisors don’'t get notified from Paycom

PTO - paid time off accrues based on position

PST - paid sick time accrues up to 40 hours per year, available to
use after 90 days

FHL —1 floating holiday per year available immediately

Company Holidays are automatically entered at 8 hours



Show Me How Show Me How

to Approve Time-0ff Requests with Manager on-the-Go" to Approve Time-Off Requests with Manager on-the-Go'

TIME-OFF REQUESTS TIME-OFF REQUESTS

Log in to Manager on-the Go and navigate to Time-0ff a . Tap “Approve” when finished.

.
Requests. m o
\ B emm— —c—

v A (-] a N
r A L] 2 '
S . D
Alist of outstanding requests appears. Tap on a ot :;ou::‘lnnation message appears at the bottom of the Sy Evams & Raey Erans 4
request to review further details. am e ' — -
: ' Tapping “Deny " removes the request and a notification is . oy e b
@~ R sent to the requestor and their manager. e o~ . i~y



Show Me How

to Approve My Check® N il » \
: Y = N 2+ B

Cheae Dadhechons Changes

Review the Earnings, Taxes and Deductions totals
BE"® and specific details regarding any changes. If you

Ceduitions
N 536753

Review T Chirges 10 pour deduchions £1,500.00 $1,196.598

need to review your hours, tap “View Timecard” or amae s s
STEP 1 contact your HR department. o et g405 1500 Pomiresrsr R e

ADIX Percers MW M A

o

e am bmmmm with your chck? Ask e

Log in to the Paycom app and expand the My Pay tile. H
Tap “1Check(s) to Approve.”

n “ >
O Eamings $150000 ~
Tama A TN
Poga 1 ’
$1.500 00
'G?'u Thma-CHf F
@ woron ! I & o &1

Aagrave My Crach

© e STEP 4 e =

When you're ready to approve, click “Approve Check."

5”3,.{25.3.2 52.;:9’;‘13
$1,500.00 $1,196.98
STEP 2 — A message confirms the check approval. —— T aane

© Y2 trprtmed GO ATNION) 00:98 P
Approwe My Check

Review the details of your net pay. For specific check details,
click the arrow next to the section you want to review.

{4 e

Howe o ias Ve 30 15300 Wt YU TheTk? Ak Mere

£1,500.00 £1,196.98

Corgarg %

For any questions or issues with your check, use the ‘Ask Here” Saiyhugin 4127 £ SOV I NS o 0152011 8151001 (OB + € 3
hyperiink to submit an Ask Here conversation or contact your HR o el pece $1.50000 ~ Esrsings S 8312532 A
department. == i S—

aate Hors Totsd
n; 000 S200008 3000

Your first paycheck will not show any “Comparing To" data o < & o € 2 i iffamw ‘
since this is your first time to use Approve My Check®. Future —

pahecks wil il ths ata o EMPLOYEES

DLV

Ve e 8T, Visit the Help Menu for the mast up-to-date version of this guide. n paycom"’



Information Technology
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How to
Encrypt emalil

* To encrypt an email click
the sensitivity icon shown ro
the right. it’s located in the
top right corner of a new
email when drafting a email
inside of the outlook app.

@E > /:" Editor ﬁ]‘]
AR —

'ﬁ Email Encryption




Understanding
Phishing Attempts

Definition: Phishing is a cyberthreat where
scammers trick individuals into revealing
sensitive information, such as passwords
and personally identifiable information.

Types of Phishing:

1. Email Phishing: Attackers use phony
hyperlinks to lure email recipients into
sharing their personal information-

2. Smishing: Involves sending text
messages disguised as trustworthy
communications from businesses:




-,',.3 Maya Wooden

Maya Wooden

Marketing And Communications 5S...

© Mariciing p
What can you do:

Away » Free at 3:00 PM

Work hours: 800 AM - 5:00 PM
* How to Protect Yourself:

* Be wary of emails, texts, or calls asking for sensitive
information.

* Examine hyperlinks and senders’ email addresses
before clicking?.

* Never click on a link in a text or an email
supposedly sent from a bank, credit card provider,

g  systemmessage@paycomonline.com or other well-known com pa nyl_
To: @ Anthony Soden

8:16 AM - Same time zone as you




How to

access the
VPN

NNNNNNNN




CX

SIGN IN WITH

3CX Tips and OR
review

If you are prompted to login,
select “Microsoft” and login
with your Noah Email &

Password




Laptop Tips

&
./
Logout or lock your computer Always Keep your laptop in a
when leaving unattended secure location




How to reach IT

1. Place a ticket at https://itservicedesk.noahhelps.org/
2. Email us at Itservicedesk@noahhelps.org
3. For urgent issues you can call (602) 601-2870



https://itservicedesk.noahhelps.org/
mailto:Itservicedesk@noahhelps.org

Employee Health

NaE

Neighborhood Qutreach Access to Health
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