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Our mission is to provide world-class healthcare every time, every touch to each person in every

community we have the privilege to serve. We look forward to your participation in InovaNew, our
new team member orientation.

In this packet you will find materials that will be referenced during the session. We hope that you
also find these materials useful during your first few months at Inova.



Leadership Team

J. Stephen Jones, MD
President & CEO



















Our Behaviors

-

PATIENT ALWAYS \ /

We work with compassion to ensure every
action we take puts the patient and family
first.

| am present; our patients and families know they are my
first priority.

| spend time getting to know each patient’s unique and
diverse needs so | can provide individualized care.

| anticipate needs before they are spoken and address
them before they escalate.

| problem solve in the moment; my empathy drives my
urgency.

| act with certainty, knowing my confidence can be the
calm for my patients.

OUR PEOPLE \

We create an environment of
respect and growth, where contributions are
recognized and rewarded.

| assume positive intent. When there is doubt, | look for
clarification, not incrimination.

| am authentic and self-aware. | ask for help and learn from
my mistakes.

| give credit where credit is due and celebrate my team
members’ successes. | give honest, direct, timely, and
constructive feedback.

| challenge myself to learn continuously and grow new
skills.

My passion fuels my resilience. linvest in self-care to
counter the rigorous demand of my vocation.

4 )

ONE TEAM

We are stronger together as a unified
healthcare system, enriched by our diversity
and driven by a shared purpose.

+ | am an Inova Health System team member and act like the
teammate | want to have.

* | work to find innovative solutions thatadvance
our organization as a unified, high performing healthcare
system.

* | respect others’ time by being on time; | am a present,
distraction-free, engaged team member.

+ | share knowledge and information with my fellow team
members proactively, openly, and directly. | leverage
communication to accelerate success.

+ | engage and decide. | am intentionally inclusive, seeking
diverse views and contributions, so | can make timely and

AN

INTEGRITY \

We consistently uphold the highest moral and
ethical standards and honor our
commitments.

| build trust by keeping confidences and commitments. | do
what | say | am going to do.

| am fair and unbiased. My view is not driven by a personal
agenda.

| am candid and courageous. | respectfully say what I think,
even if it is controversial. | question actions inconsistent
with our values.

| consider what meets the highest ethical standards in my
decision making, not just what is convenient.

| lead by example. | am a role model based on the
consistency of my ethics.

/

/ EXCELLENCE \

We act with courage, hold ourselves accountable,
and achieve results at the highest level of
performance in our field.

+ | focus. My pursuit of excellence begins with attention to
every detail. | connect my daily efforts to achieve our
mission and priorities.

* | keep Inova agile by keeping things simple with timely and
flexible responses to what matters most.

+ | view change as an opportunity and share my optimism. |
am comfortable with ambiguity and risk.

+ | drive results with high reliability. 1 hold myself
accountable and invite others to do the same.

* | never give up my pursuit of peak performance. |
challenge myself to continuously find a better way.

J \ appropriate decisions. J

N /













13



2021 Inova Benefits Summary

BENEFITS

Brief Description

Full-Time

Part-Time

Waiting Period and

Enroliment Deadline

Medical / Rx Funded by Inova and team member
A choice of two plan options for you and Budgeted to Budgeted to work  Must enroll within 31
your eligible dependents. work 40+ hrs/pay days of hire. Coverage
60+ hrs/pay period. begins first of the month
period. coincident with or
following date of hire*
Dental Funded by Inova and team member
A choice of two plan options for you and Budgeted to Budgeted to work  Must enroll within 31
your eligible dependents. work 40+ hrs/pay days of hire. Coverage
60+ hrs/pay period. begins first of the month
period. coincident with or
following date of hire*
Vision Funded by Inova and team member

A choice of three plan options for you and
your eligible dependents.

Budgeted to
work

60+ hrs/pay
period.

Budgeted to work
40+ hrs/pay
period.

Must enroll within 31
days of hire. Coverage
begins first of the month
coincident with or
following date of hire*

Flex Spending Accts

Dependent Care and Health
Care FSA Accounts

Funded by team member

Reimbursement of child care and/or
out-of-pocket health care expenses.
Deductions taken on pre-tax basis.

Budgeted to
work

60+ hrs/pay
period.

Budgeted to work
40+ hrs/pay
period.

Must enroll within 31
days of hire. Coverage
begins first of the month
coincident with or
following date of hire*

Life Insurance

Basic Life and AD&D
Insurance

Funded by Inova

One times salary rounded down to
nearest $1,000 up to $500,000 for FT;
one-half times salary up to $50,000 for
PT team members.

Budgeted to
work

60+ hrs/pay
period.

Budgeted to work
40+ hrs/pay
period.

Effective first of the
month coincident with or
following date of hire

Business Travel Insurance

$100,000 for FT team members and
$50,000 for PT team members.

Budgeted to
work

60+ hrs/pay
period.

Budgeted to work
40+ hrs/pay
period.

Upon employment.

Supplemental Life and
AD&D Insurance

Funded by team member

Up to 8 times FT or PT team member’s
salary, rounded down to nearest $1,000.
Combined maximum of $1.5 million for FT
and $300,000 for PT team members.

Budgeted to
work

60+ hrs/pay
period.

Budgeted to work
40+ hrs/pay
period.

Enroll within 31 days of
hire for guaranteed
issue coverage. Upon
approval of coverage.

Dependent Life

Funded by team member

Up to $250,000 FT and $6,000 PT for
spouse and $10,000 FT and $3,000 PT
for each child.

Budgeted to
work

60+ hrs/pay
period.

Budgeted to
work 40+
hrs/pay period.

Enroll within 31 days of
hire for guaranteed issue
coverage. Upon approval
of coverage.

Short-Term Disability

Funded by Inova

100 percent of base pay for 2 weeks after
waiting period; 66% thereafter.

Budgeted to
work

60+ hrs/pay
period.

Budgeted to work
40+ hrs/pay
period.

First of the month
coincident with or
following date of hire.




2021 Inova Benefits Summary

BENEFITS

Brief Description

Full-Time

Part-Time

Waiting Period and
Enroliment Deadline

Long-Term Disability

Base benefit funded by Inova. Buy-up funded by team

member
60 percent of base pay. Team members Budgeted to work  N/A Enroll in buy-up within
can buy-up an additional 10 percent up to 60+ hrs/pay 31 days of hire.
the $8,500 maximum monthly benefit. period. Coverage begins after
one year of
employment.
Retirement Plans Funded by Inova and team member
401(k) Savings Plan You are 100 percent vested in Inova team Inova team Upon employment.
Funded by Inova and matching contributions after 3 years. members of members of Auto enrollment at 5
team member Inova matches 100 percent of the first participating participating percent, auto-escalate
5 percent you elect to contribute. A operating operating units. 1 percent per year up
Roth 401(k) feature is also available. units. to 10 percent, unless
you opt out. Funds are
provided through
Fidelity Investments.
403(b) Savings Plan Set aside additional funds for Inova team Inova team Upon employment.
Funded by team retirement pre-tax. Roth feature members of members of Funds are provided
member available. participating participating through Fidelity
operating units operating units Investments.
(not for profit (not for profit
only). only).
Time Away Funded by Inova

Time Away Programs

Flexible time off including PTO,
holidays, bereavement leave, jury
duty, personal and administrative
leave. Accrual for PTO earned based
on length of service and actual hours
worked.

Budgeted to
work

60+ hrs/pay
period.

Budgeted to
work 40+
hrs/pay period.

Accrual begins
upon
employment;
use after 30
days of
employment for
qualified events.

Supplemental Plans
Long-Term Care

Funded by team member
Coverage for nursing home and

Budgeted to

Budgeted to

Must enroll

Insurance services received at home and in other work work 40+ within 60 days of
types of care facilities. 60+ hrs/pay hrs/pay period. employment for
period. guaranteed
acceptance.
Group Auto/Home Discounted auto, home, condo, Budgeted to Budgeted to Enroll anytime.
Insurance renter’s, fire, boat and umbrella work work 40+ First of the
coverage through a choice of two 60+ hrs/pay hrs/pay period. month
national insurance carriers. period. coincident with

or following date

of hire.

Pet Insurance Provides cash back on vet bills, 24/7 Budgeted to Budgeted to Enroll anytime.
access to any vet with no age limit for work work 40+ First of the
pets. 60+ hrs/pay hrs/pay period. month

period. coincident with
or following date
of hire.

Pet-Care Discount Discounts on pet medical care, Budgeted to Budgeted to Enroll anytime.

Program products, prescriptions, supplies and work work 40+ First of the
services. 60+ hrs/pay hrs/pay period. month

period. coincident with

or following date
of hire.




2021 Inova Benefits Summary

BENEFITS

Brief Description

Full-Time

Part-Time

Waiting Period and

Group Legal Services
Plan

Low-cost access to a variety of legal
services.

Budgeted to
work

60+ hrs/pay
period.

Budgeted to
work 40+

hrs/pay period.

Enroliment Deadline

Enroll within 31
days of hire. First
of the month
coincident with or
following date of
hire.

Identity Theft
Protection

Discounted identity theft protection plan.

Budgeted to
work 60+
hrs/pay period.

Budgeted to
work 40+
hrs/pay period.

Enroll anytime.
First of the month
coincident with or
following date of
hire.

Commuter Benefits
Program

Pay for eligible commuting costs pre-tax.

Budgeted to
work 60+
hrs/pay period.

Budgeted to
work 40+
hrs/pay period.

Enroll by 3rd of the
month for following
benefit month.

Supplemental Medical

Plans that pay cash directly to you to
make up for lost income after a
hospitalization, accidental injury, or
critical illness.

Budgeted to
work 60+
hrs/pay period.

Budgeted to
work 40+
hrs/pay period.

Enroll within 31
days of hire. First
of the month
coincident with or
following date of

hire.
Purchasing Program Buy brand-name household products and Budgeted to Budgeted to After one year of
pay for them via payroll deduction. work 60+ work 40+ employment.
hrs/pay period. hrs/pay period.
Additional Benefits
Inova Well Recognition program points for wellness All team All team Upon employment.
Personal Food and Fit activity completion. Health, parenting, members. members.
Wellness Coaching fitness an_d other classes offered at 75 Upon employment.
percent discount. All team All team

Free consultations with a personal coach to
achieve healthy eating and fitness goals.

members and
their spouses.

members and
their spouses.

Inova Well Baby
Personal Weight Coach
Personal Back Coach
Personal Quit Coach

Individualized support by care managers
who help you achieve optimal health during
pregnancy and breastfeeding; assist you
with setting and reaching your weight goals;
provide assessment, education and support
for periodic or long-term back pain; create
an individual smoking cessation plan.

All team
members and
their spouses.

All team
members and
their spouses.

Upon employment.

Recognition Program System-wide recognition program where All team All team Upon employment.
(High Fives) team members are celebrated for living our members. members.

values, completing wellness activities and

service anniversaries.

Flu Shots Free influenza vaccinations, offered at All team All team Upon employment.

various Inova locations during flu season. members. members.

Employee Assistance Confidential program providing support, All team All team Upon employment.

Program (EAP) counseling and referrals for team member members and members and

and dependents in family counseling, legal family members.  family
and financial services. members.
Team Member Discount  Exclusive savings opportunities to in-store All team All team Upon employment.
Program — Benefit Hub events, theme parks, discounts, movie members and members and
tickets and local offerings. family members.  family
members.

Educational Assistance = Maximum assistance of $5,250 per year. Budgeted to Budgeted to After 90 days of
work 60+ hrs/pay  work 40+ employment.
period. hrs/pay period.

Student Loan Program to refinance student debt at lower All team All team Upon employment.

Refinancing rates than federal and/or private options members. members.




2021 Inova Benefits Summary

BENEFITS

Brief Description

Full-Time

Part-Time

Waiting Period and

Adoption Assistance

Reimbursement up to $7,500 per child.

Budgeted to

Budgeted to

Enroliment Deadline
Upon employment.

work work 40+

60+ hrs/pay hrs/pay period.

period.
Child Care Centers On-site child care centers at selected Inova All team All team Upon employment,

hospitals. members. members. based on availability.

Backup Dependent Back-up dependent care when your regular Budgeted to Budgeted to Upon employment,
Care arrangements are unavailable. work work 40+ based on availability.

60+ hrs/pay hrs/pay period.

period.
529 College Tax-advantaged way to save for your All team All team Upon employment.
Savings Plan children’s college education. members. members.

Simplified Employment- Independent, confidential and rapid All team members.  All team Upon employment.
Verification Service employment and salary history verification if members.
you are applying for a loan, mortgage, lease
and other transactions.
Direct Deposit Paycheck directly deposited into any U.S. All team members.  All team Upon employment.
bank that accepts ACH transactions. members.
Credit Union Non-profit savings and loan institution. All team members.  All team Upon employment.
members.
Team Member Applicants may by awarded scholarship Specific team Specific team Upon employment.
Scholarship Program amounts up to $7,500 per fiscal year when members. members.

enrolled in a specific clinical program.

Professional
Certification Bonus

2 percent bonus paid upon completion of
professional certification/eligible program.

Budgeted to work
60+ hrs/pay
period.

Budgeted to
work 40+
hrs/pay period.

After 90 days of
employment.

ADVANCE Clinical
Ladder

Recognizes and rewards excellence in
nursing clinical practice, leadership and
professional growth.

Budgeted and
benefit-eligible
RNs.

Budgeted and
benefit-eligible
RNs.

After 90 days of
employment.

Shift Differentials and

Eligible team members receive additional

Hourly-paid team

Hourly-paid team

Upon employment.

On-Call Pay compensation for working evenings, nights, members. members.
weekends and for being on-call.

Team Member Cash rewards provided for referrals. All team All team Upon employment.

Referrals Programs vary throughout the year. members. members.

Cafeteria/Gift Shop Discounts for meals and other items when All team All team Upon employment.

Discounts Inova ID badge is presented. members. members.

Free Parking Parking is free at all Inova locations. All team All team Upon employment.
members. members.

Inova Learning Clinical education programs. All team All team Upon employment.

Network members. members.

Organizational Leadership and professional development All team All team Upon employment.

Development programs. members. members.

* May make changes after enrollment period only if you have a qualified change in status event.

This summary is intended to be a guide to understanding these benefit programs. It is not a contract and
does not include every detail of the programs. If there is any discrepancy between the information contained
on this summary and HR policy or plan documents, the plan documents and HR policies will govern.




It’s time to choose your benefits

Visit www.inova.org/benefits

Let’s get started!

Log in to the Inova
Benefits Center at
www.inova.org/benefits
As a new Inova Team
Member, you have a
range of benefits to
choose from. The Inova
Benefits Center is your
one-stop- shop for your
benefits so you can
choose the plans that fit
you best.

Remember, you have
31 days from your
date of hire to enroll.

First Time Enroll

Your initial login user
ID will be your Team
Member ID. Your
initial password will
be your date of birth
(MMDDYYYY).

After you first log in,
you’ll be asked to
change your password
and provide a security
guestion with an
answer.

If you forget your password,
you can easily reset it
yourself if you know your
user ID and the answer to
your security question.



Your Inova Benefits
Center Homepage

You’ll see your
enrollment deadline
and highlights on the
homepage. Make sure
to review and
understand this
information before
starting your
enrollment.



Review important information and
resources

In addition to online enrollment, the
Inova Benefits Center includes important
resources and information, such as:

* Your profile and personalized benefits
information.

* The Dependent Verification Process.

* How to participate in the Inova Well
program to save money on your Inova
medical premiums.

* Alibrary with benefits summaries,
important notices and detailed plan
information like prescription drug
formularies.

* Contact information and details onhow
to get help when you need it.

Click "Start Your Enrollment' to
begin

Your benefit decisions are important—so
take your time. Your information will be
saved and you can come back any time
before your enrollment deadline to make
your final choices and confirm your
enrollment.

However, after your enrollment deadline,
you won’t be able to make changes to
most of your benefits until the next
annual enrollment period, unless you have
a qualifying event.

There are four steps to
complete your enrollment

1. Confirm information about you and the
dependents you plan to include in your
coverage.

2. Elect your benefits.

3. Confirm your enrollment elections.

4. Complete your enrollment.

It’s important to complete all four steps
to ensure you have the proper coverage.



Confirm information about you and
your dependents

Enter your spouse’s information, along with
your children, or anyone that you claim as a
dependent and would like to enroll in your
benefits.

If you are planning to add a dependent to
your coverage, make sure he or she is
eligible for benefits by reviewing the
Dependent Verification Process and
required documentation on the Inova
Benefits Center homepage.

Get a personalized recommendation

Clicking the “Which Plan Is Best for Me?”
button launches the Emma walkthrough.

Emma will ask about any upcoming medical
visits for you and your covered dependents
to estimate your costs and see which plan
will save you the most money.

Crunch the numbers yourself

You can exit the walkthrough at any time and
click “Jump ahead to cost calculator” to
estimate your costs on your own.

Learn more with FAQs and videos

For more plan details, check out the FAQs at
the top of the page. You’ll find a library of
content and videos explaining a variety of
topics.



View your benefits options

From this screen you can elect which
benefits to enroll in or to waive - like
medical, dental, vision, life, and disability.

Choose who to cover

For each benefit, elect who you want to
include in your coverage in the plan at the
top of the page.

Compare medical plans and
estimate your costs

To see how the plans stack up against each
other select "View All Plans Side-by-Side"
to easily compare details.

Remember that only HDHPs are HSA eligible.
In addition to reviewing the premiums and
deductibles for each plan, consider that
contributing pre-tax dollars to an HSA can
help reduce your taxable income. You can
also save your HSA dollars for future
expenses including medical costs in
retirement.

To view your estimated out-of-pocket costs
for each plan, select “Want to see the cost
breakdown of this plan?”

To see which plan may help you save the
most money, select “Which plan is best for
me?” at the top of the page.

You will start with the medical plan first.



Review your plan options

It’s easy with Ask Emma, your interactive
decision support tool.

Ask Emma’s calculator estimates your
annual costs for each plan. She also has
videos and FAQs to explain certain terms
and examples to help you understand
your options.

Looking for a guide, start to finish? Walk
through the 5-minute educational
interview and share your health needs.
Ask Emma will run the numbers, make a
recommendation and explain how each
plan will provide coverage.

You can choose to go through
enrollment with audio, so you can listen
to Emma explain things as you go, or,
you can enroll without audio and use
Emma when you need her.

Choose your other benefits

After you elect your medical coverage,
you’ll return to the main page. Continue
scrolling down the page to finish
selecting the rest of your benefits, like
dental, vision, life insurance, and a
variety of voluntary benefits.

As you progress, each icon in the upper
left corner will change from grey to
green, indicating that you have
completed your selection of that benefit.
You’ll also see your “Total cost per pay
period” updated as you elect each
benefit.



Set up your HSA or FSA

If you elected a HDHP, you can set aside
pre-tax dollars for reimbursement of your
out-of-pocket medical expenses in a
Health Savings Account (HSA). The IRS
limit for 2021 is $3,600 for individuals
and $7,200 for families.

Certain IRS rules apply to HSAs so be

sure to read the Benefits Guide section
on HSAs that is posted in the library.

If you are not in the HDHP you can set up
a Healthcare FSA to set aside pre-tax
dollars for your 2021 medical expenses.
The IRS limit for 2021 is $2,750. You do
not have to be in an Inova medical plan
to have the FSA. If you are in the HDHP,
you also can set up a Limited Healthcare
FSA for eligible dental and vision
expenses.

Review & confirm your elections

After you’'ve elected your benefits
options, take a moment to review your
selections before completing the
enrollment process.

When you’re ready, click “Complete
Enrollment.” You must complete this
step for your enrollment to take effect.

Email or Print Your Confirmation
Statement

After enrollment, you'll receive an email
with your benefits confirmation
statement. You can also email or print
your confirmation statement.



You’re finished!

Your coverage will take effect the first day
of the month following your hire date
unless you were hired on the first of the
month. For example, if you are hired on
Sept. 15, your coverage takes effect

Oct. 1. If you are hired on Oct. 1, your
coverage takes effect Oct. 1.

Medical coverage enrollees will receive a
mailed ID card. If you elect the HSA, you
will also receive a HSA debit card. No cards
are used for the FSA or for the dental or
vision plans.



New Team Member Checklist

What needs to be done:

+ GetID badge

« Call eServices to verify home address

- 703-205-2166

« Update tax withholding, and address
(if applicable), sign up for direct deposit

« Complete InovaNew elLearning

« Select or opt out health insurance
« Select or opt out 401(k)

« Flu Shot or approved exemption

By when:

First day on site

Friday, March 19

March 29 - April 2

Due 30 days after date of hire

Due 31 days after date of hire
Due 60 days after date of hire

Due seven days after hire

- Send documentation with name and start date on cover sheet to:
e 703-698-2429 (fax) or flu@inova.org

+ Send exemption requests and supporting documentation to:
e 703-698-2428 (fax) or exemptionrequests@inova.org

« Sign up for Emergency Alerts

Recommend first day on site
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Systems You Can Access on the Inova Network

Intranet: InovaNet
elLearning: HealthStream
Email: Outlook

Self-Service:  Oracle

To access via End User
Workspace (black circle
icon often found at the
bottom of your screen):
Click on the End User
Workspace and launch
anicon.

Need Help? Contact Inova Service Desk @ 703-889-2000 or servicedesk@inova.org

Sites You Can Access From Home

Inova Website: WWww.inova.org

Inova Benefits Center: www.inova.org/benefits 1.877.466.8201
Inova Well Program: www.inovawell.org

Fidelity (retirement benefits): www.netbenefits.com 1.877.694.6682
Inova Sustainability: www.inova.org/GoGreen

HealthStream: www.inova.org/for-employees

Emergency Alerts: www.getrave.com/login/inovahealth




Logging in to an Inova Workstation for the First Time

Logging in to an Inova workstation for the first time smithmi
User Name: Use first five letters of last name and first 1hs08254444 Q
two letters of first name. Ex. Michael Smith = smithmi
(In some cases, the first three letters of first name will be Log on to: NET
used, ex. smithmic)

Default Password: “lhs” plus birth month and day plus last
four digits of SSN. Ex. For birthdate of August 25 and SSN of For questions or problems regarding network access

XXX-XX-4444 default password = Ihs08254444 contact IT Customer Support at 703-889-2000.

The first time you login you will be prompted to change your
password. After that you may change it again at any time by
entering Ctrl Alt Del and selecting Change a Password. If you
have entered the wrong password more than three times your
account may be locked. Wait 15 minutes and try again.

Oracle Team Member Self-Service is where you can sign up for direct deposit, view and update
your home address, update tax withholding and view/print pay history. We are in the process of
updating our technology. Access will be available to all team members on March 28.
Please call Inova eServices March 29-April 2 to verify your home address.
eServices phone: 703-205-2166

Oracle Self-
Service Access

Oracle is accessed from Inova’s intranet, called InovaNet. For access from outside of InovaNet, from
home or elsewhere, Citrix access must be requested from IT Customer Support. Your manager should
complete the System Access Request form (eSARF) to request Citrix access.

IMPORTANT ACTIONS:
All new team members must complete the following actions in Oracle March 29-April 2:

e Verify your address and personal information are correct
e Update tax withholding information
e Sign up for direct deposit




Instructions on how to access Oracle, verify your personal information, sign up for direct
deposit, and update tax withholding can be found on InovaNet. The screen shots below show

you how to access this information.

Accessing InovaNet from a network computer:

Step 1: Click on the InovaNet icon

Step 2: Click on Team Member Resources drop down menu. Select Team Member Resource Tools

1




Step 3: Click on Oracle (Team Member Self-Service, Payroll, Expense Reimbursement)




HealthStream Access at Home - How To

How do | access HealthStream from home? HealthStream is available online. Anytime, anywhere there is
Internet access, you can access the website. You can choose to access HealthStream from www.inova.org/for-
employees or directly from this direct link, www.healthstream.com/hlc/inova

e www.inova.org. Go to Inova’s public website from your internet browser and scroll down to the bottom of the
home page. Locate and click on For-Employees hyperlink.

O 4

After landing on the For Employees page, scroll down, locate and click on the HealthStream hyperlink.



-

You are now on the Sign In page for HealthStream. The instructions are on this page. Enter your Team Member ID
number (same as Employee ID number) as your User ID and Inoval as your password. If you are a rehire, use

Inova999 as your password. Passwords are case sensitive. You will be prompted to change your password
immediately.

e www.healthstream.com/hic/inova. This is the direct link you can type into your browser’s address bar.

Who do | contact for questions? For help with your password and/or completing your InovaNew elearning,

please contact Inova eServices: 703-205-2166 or eServices@inova.org. For HealthStream password issues or
navigation questions, please email healthstream@inova.org.




How to Access New Team Member Orientation Courses in HealthStream

1. Click on the “To Do” tab.

2. Click on the “Resume” button next to “PD100: New Team Member Orientation Curriculum.”

O

3. Click on the “Start” button next to “InovaNew Evaluation.” Complete the course evaluation.

NOTE: If your InovaNew Classroom Session status does not say “Completed,” you will not be able to
start the evaluation. Please notify the facilitators so they can correct this for you. In the meantime, you
may move on to complete the other courses in the curriculum (see step 5).



How to Access New Team Member Orientation Courses in HealthStream

4. Once you have completed the InovaNew evaluation, you will get a system generated
“Congratulations!” pop-up box. Click on the “Return to Curriculum” button.

O

5. Now you can access the first eLearning course. Click on the “Start” button next to “CE2019:
Compliance and Ethics Training.” You need to complete each learning activity to complete thecourse.

6. Repeat step 5 for the other three courses. You must complete these courses in chronological order.

e Equal Access: Language and Disability Services
e PD103: Safety Training (Employee)
e Infection Prevention and Control at Inova — all employees



Information Technology

Forgot Your Inova Password? Use the Self-Service Password Reset Tool

As soon as you receive your Inova user name and password, it’s important to register for the
self-service password reset tool. If you ever forget your password, this resource allows you to
quickly set up a new one. It’s easy to use this tool, but it’s important to set up your reset
password account now, while you still remember your current password.

EXCEPTION NOTE: If you work remotely via Citrix, this tool is not available. You will still need to
contact the IT Service Desk for a password reset.

How to Set Up Your Account

To set up your account, click on the
One ldentity Password Manager icon
on the Inova Portal Manager
(formerly LANDesk). Then follow the
instructions in the One Identity
Password Manager User Guide.

P
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How to Reset Your Password

After you set up your account, you will be able to reset
your password at any time. Press CTRL + ALT + DELETE to
access the Windows Login screen, and click on Forgot My
Password.

Then, follow the prompts. For full instructions, refer to \
the One Identity Password Manager User Guide,
pages 4-7.

Please contact the IT Service Desk at 703-889-2000 if you

have any questions about this process. O




