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Welcome! 
 

• Onboarding Resources 
• Our company 
• Human Capital service 

delivery model 
• Manager responsibilities 
• Pay and time reporting 
• Compensation 
• Performance management 
• Learning  
• Onboarding Activities 
 

You will attend the 
employee orientation  
for information about 
benefits, pay and more 



Onboarding Resources 
  



What to Expect from your Transition Team 

• Customized Website for WPP Transition 
o FAQs (updated regularly as needed) 

• Regular Transition Update Emails 
• Virtual Office Hours – Thursdays beginning June 20 
• Employee Orientation  
• Onboarding Process  

o FLSA Employment Status and Comp Change Talking Points 
o Employment Transition Letter 
o Background Check 
o Onboarding Checklist 
o Form I-9 Completion 
o Enrollment Reminder Emails After Transition 
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​The support and information you’ll need for a smooth, successful transition. 



Your Journey to Optum360 – WPP Transition Website 

Here is where you’ll find all the information you need to get you and your 
employees through the human capital transition  
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​The place to go for transition related information. 

Access on the Internet 
https://welcome.optum360.com/westmed 
Manager Only Link 
https://welcome.optum.com/content/ma/westmed/en/managers.html 

Password (case sensitive) 
WPP2019! 

• Journey Map • Key Dates 

• Our Companies • Our Values and Culture 

• Total Rewards and Resources • Communications Archive/Transition Updates 

• FAQs • Employment Transition Questions Email Box 

https://welcome.optum360.com/westmed
https://welcome.optum.com/content/ma/westmed/en/managers.html
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Onboarding Checklist 

Give employees time to 
complete courses and 
other onboarding activities 

​Your guide for onboarding tasks 
in the first 30 days 
• Benefits enrollment dates 
• I-9 due date 
• Payroll dates 
• And more 

​Posted on the onboarding 
website on July 19 



Our Company 



$226B 
FY18 revenue 

Ranked 5th  
of the Fortune 500 

Health Benefits Health Services 

A diversified enterprise with 
complementary but distinct 

business platforms 

Integrity Compassion Relationships Innovation Performance 

OUR VALUES 

Helping people live healthier lives and helping make the health system work better for everyone 

OUR MISSION 

As of Q4 2018 

Insight Health 

WESTMED Practice Partners 



Optum360 
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Highly skilled staff 
focused on: 

• Patient Access 
• Health Information Mgmt. 
• Patient Financial Services 
• Health Technology Innovation 
• Systems Implementation 
• Advisory Services,  

including ICD-10 

11,000+ Managed 
Services 

2500+ 
FACILITIES 

using revenue cycle services 

1600 
Technology solutions for 

CLIENTS 

OUT OF 5 U.S Hospitals use 
Optum360 Products 

and Services 
4 

End-to-End 
Revenue 

Cycle 
Mgmt. 

Technology 

Consulting 

$65B 
Managed Billings 

Managed  
Services Clients 

450 



Human Capital 
Our term for Human Resources. We emphasize 
self service and provide resources to help. 



UnitedHealth Group Human Capital Service Delivery Model 
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​  

 Answer HR 
questions 

 Process 
transactions 

 Resolve issues 

HRdirect/ 
Self Service 

Human Capital 
Partners & 

Consultants 

Centers of 
Expertise 
(COEs) 

 Organizational design 

 Employee engagement and retention activities 

 Team building  

 Leader and employee development 

Human Capital is broken 
out into three main 
categories to support the 
organization 

  



HRdirect Contact Center 

​Submit an online question/use  
online chat through The Hub 

​Call HRdirect at 800-561-0861  
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​We promote a self-service model 

Manager Employee Relations urgent questions 
Use Option 0, 3, 1 

Report a One Breath emergency 
Use Option 0, 3, 1 

Access beginning 
July 21, 2019 



Human Capital Partners & Consultants (HCPs and HCCs) 

​Strategic support for managers 
• Identify, develop and implement HC strategies 
• Broker services from HC Centers of Excellence  

in support of the business  
• Foster employee engagement  
• Enhance workforce capability 
• Create a performance culture 
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​A group of business advisors and change agents 



Talent 
Acquisition  

Human Capital Centers of Excellence  
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​A group of business advisors and change agents 

Human Capital subject matter experts in specialized areas: 

Talent 
Development  

Talent 
Development 

Total 
Rewards 

Workplace 
Strategy & 
Analytics 

Human 
Capital 

Services 



Accessing HRdirect/ Self Service 
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Access beginning 
July 21, 2019 



The Hub Menus 
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Access beginning 
July 21, 2019 



The Hub’s Global Self Service 
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View Paycheck 

Report PTO 

Personal Info 

Report & Approve Time 

Performance Review 

And More! 

Access beginning 
July 21, 2019 



The Hub: Manager Center 
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Access beginning 
July 21, 2019 



Manager Responsibilities 
We’re here to help. Learn about the 
employment cycle, Form I-9s and  
Background Checks. 



Form I-9 
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​Employment Eligibility and Verification 

Employee 

Manager 

Other Designated Approvers 

• Review list and gather acceptable documents 
• Advise of PTO 
• Finish/submit Section 1 
• Change approver if instructed 

• Communicate process 
• Convey PTO/designated approver 
• Examine documents 
• Complete and approve Section 2 

• Examine documents 
• Complete and approve Section 2 of Form I-9 

Employee Relations 
• Monitor I-9 compliance  
• Partner with Human Capital project team on questions, etc. 



Form I-9 

​All company employees must complete  
a Form I-9 

• Employee completes section 1 

• Manager/designated approver completes section 2 

​Complete and approve Form I-9 between July 21 and July 25 
by 3 p.m. CT 

​Employment will be terminated if this deadline is not met 

​You’ll follow these same steps with future new hires 
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​  

Complete instructions  
and FAQs are on your 
transition website. 



Employment Cycle 
There are three stages to the employment cycle. 

Pre-Employment  Employment  Termination  

Start Date 

New Hires 
- Complete Form I-9 
- Complete orientation 

checklist (The Hub) 
Ongoing 
- Performance Mgmt. 
- Common Review 
- LearnSource 
- Annual background 

check 

Voluntary 
- Employees use  

The Hub 

Involuntary 
- Manager contacts  

HRdirect 

- Requisition creation 
and approval 

- Posting 
- Sourcing 
- Interview and selection 
- Offer letter 
- Employment screening    

  (background, drug, TB test) 
- Systems access    

  request 



​UnitedHealth Group takes a self-service approach  
to many manager functions 

​These functions include 
 

 

 

 

 

 

​Learn more on the Manager Center on The Hub 

Time 
approval 

Updating 
employee 

status/location 

Required Manager Actions 
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​  

Performance 
Management Much more 



Manager Center on The Hub 
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Access beginning 
July 21, 2019 



Jan. – March April – June Oct. – Dec. July – Sept. 

• Execute action 
plan and 
communication 

• Performance 
and 
development 
plan check 

 

• MAP tool 
opens/MAP 
ratings 

• Plan employee 
compensation 

 

• Performance and 
development 
plan checkpoint 

 

• Set business 
goals 

• Plan 
employees 
goals and 
development 

• Communicate 
performance 

 

Annual Core Processes – 
​An overview of the core processes for managers 



Pay 
Payroll Schedule, Time Reporting and  
Paid Time Off 



U.S. Payroll Schedule  
​UnitedHealth Group pay cycle 
• Paid biweekly 
• One week in arrears 
• WPP and UnitedHealth Group pay cycles are the same –  

no gap in the timing of your paychecks at transition 
• July 26, 2019: Final check from WPP covering July 7 – 20 
• Aug. 9, 2019: First UnitedHealth Group check covering July 21 – Aug. 3 
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The payroll calendar is 
located on the onboarding 
website. 

July 2019 August 2019 
S M T W T F S S M T W T F S 

1 2 3 4 5 6 1 2 3 

7 8 9 10 11 12 13 4 5 6 7 8 9 10 
14 15 16 17 18 19 20 11 12 13 14 15 16 17 
21 22 23 24 25 26 27 18 19 20 21 22 23 24 
28 29 30 31 25 26 27 28 29 30 31 

 



Time Reporting and Payroll 
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Take the manager training 
on The Hub. 

Employees  
Enter time through The Hub  
• Non-exempt: report time every day, up-to-the-minute 
• Exempt: report exception time only 
• Deadline: Monday before payday by 12 pm CT 

Managers  
Approve time through The Hub 
• Review and approve time each payroll cycle 
• You may delegate time approval 
• Deadline: Monday before payday by 6 pm CT 
• Employees will be paid even if time is not approved 



Paid Time Off 
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Access beginning 
July 21, 2019 

Approve PTO 

Learn about the  
PTO Policy 

​What you need to know about PTO and how to handle as a manager 

Approve Borrowed  
PTO 

Employees will no longer need to request PTO online, but will need to get manager approval. 



Compensation 
  



Competitive Compensation 
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​UnitedHealth Group attracts and retains top talent like you through  
competitive compensation. 

​We compensate our team 
members competitively  

​We reward top performers 
through incentives 

​We pay for performance so 
you can make a real impact 
on your total compensation 



What May be New for Managers 
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We share our salary ranges with our employees. 
Acquired employees may fall below or above salary ranges. 
This will spur new discussions. 

Managers must work with Human Capital and 
Compensation to change employee’s system titles.  
You may change business titles (business cards) 

Salary increases require a review process. 



Our Framework of Fixed and Variable Compensation 
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All team members 
receive base pay Base Pay 

All team members 
have a variable 
pay component 

Rewarding Results 
Plan (RRP) Annual 
Award 

Quarterly Variable 
Compensation (QVC) 

Sales Incentive Plan 
(SIP)  
 

Grades 21-28 Bravo! Monetary Awards 

Select managers play a  
role in determining merit, 
variable pay and equity 
awards 

If you are a contact center representative or supervisor currently on a WPP contact center incentive plan,  
you will remain on that plan through 2019. 



As Salary Grades Increase, the Pay Mix and  
Earnings Potential Grows 
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​    

  Base Salary 
  Annual Award (RRP) Funding 
  Eligible for Bravo! Monetary Award 
  Funded / Eligible for Equity 
 
 
 

2% 

Yes 
No/No 

 

GL 20-24 

2% 

Yes 
No/No 

 

GL 25-26 

7.5% 

Yes 
No/No 

 

GL 27 

10% 

Yes 
No/No 

 

GL 28 

15% 

No 
No/Yes 

 

GL 29 

20% 

No 
No/Yes 

 

GL 30 

25% 

No 
Yes/Yes 

 

GL 31 

30-35% 

No 
Yes/Yes 

 

GL 32 



Culture of Recognition: Bravo! 

​Recognize a peer, colleague,  
direct report or your manager  
through the Bravo! website or  
mobile app.  

​Service anniversaries can be  
celebrated through Bravo! 
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​Recognition delivered in a consistent, meaningful and timely way 



Performance Management 
  



Performance Management 

​Set, focus and execute goals 

​Use values-based competencies 

​Coach performance 

​Support employee development 

​Reward performance 
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​As a manager, you play an important role in how your employees develop  
and perform 



Learning 
  



Learning Resources 

​LearnSource is our learning management system 
• Contains 20,000 classes 

​SkillSoft 
• 3,700 SkillSoft courses you can access via LearnSource 
• Courses will be charged to employee’s GL 
​ - 36 free SkillSoft courses available 
• Manager approval required 
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​  



Post-Integration Human Capital Manager Training 

​Talent 
• Requisition and Governance Process 

​Employee Relations (ER) 
• Handling Employee Relations Issues 
• Correction Action Process (CAP) 
• Leave and Accommodations Training 

Confidential property of Optum. Do not distribute or reproduce without express permission from Optum. 41 

​Managers will receive additional onboarding training post-integration  



Required Learning 
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Employee Courses Days to 
Complete Length 

Time Reporting for Employees - US 30 15 min. 

ERIM and You 30 30 min. 

Sexual and Other Harassment: Our Expectations for a Respectful Workplace 30 60 min. 

Workplace Violence Prevention Course 30 45 min. 

C&E@Work Lesson - Intellectual Property 60 45 min. 

Valuing Diversity and Inclusion II 120 45 min. 

Manager Courses Days to 
Complete Length 

Time Reporting for Managers - US 30 15 min. 

Sexual and Other Harassment: What Leaders Need to Know 30 60 min. 

The Manager’s Role in Affirmative Action  60 45 min. 

New Manager Orientation II 90 20 min. 

10-Minute Tips: Behavioral Interviewing Skills Overview 90 10 min. 

FLSA 180 60 min. 



Required Learning Notices  

​Required learning notices 
• You and your employees will receive  

many notices 
• Ask them to focus on the deadlines and  

file notices for future use 
• Remind them to use the Internet links in the messages to take training 
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Payroll calendar 
on onboarding 
website 

Give employees time to 
complete courses and 
other onboarding activities 

 



IT Systems and Access 
  Accessing UnitedHealth Group Systems, 

Accessing Links in Emails and  
Secure Access Requests 



Accessing UnitedHealth Group’s Network 

​Keep using your existing log in credentials, systems and application for 
day-to-day business 

​You must login to UnitedHealth Group systems to complete many actions 

​To access The Hub, you must log in via Citrix  
• System credentials will be sent to all by July 21 
• On Demand Access (ODA) Tokens will be set up by employees  

at their first login 

​Login instructions found on onboarding site on July 19 
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​  



Accessing Links in Emails 

​You will begin receiving many messages from UnitedHealth Group and 
Optum or UnitedHealthcare (i.e. secure@optum.com) 

​These emails may contain links into UnitedHealth Group’s systems 
• These links do not work outside the network 

​To access the links, log into UnitedHealth Group’s system then cut and 
paste the link into your browser 
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​Some links may require you to be logged into the UnitedHealth Group network 

mailto:secure@optum.com


Secure Access Approval Email 
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Complete Secure 
requests by the due 
dates or your employees 
will lose system access 

Open a Citrix session and paste links 
into your browser 

An Access Review has been initiated for JENNIFER SLOPE. 
Completion of this Access Review is due by 12/20/2018. 
To complete this review click on the below Access Review ID: 
Note: Action on this request ONLY needs to be completed by the Manager or Approval Delegate(s). 
Access Review ID:    465521 
Access Review Reason:    New employee 
Manager:     CAROLYN THOMAS 
Approval Delegate(s):  
You may also visit Secure's Access Review Dashboard to view all Access Reviews to which you have been assigned. 
For instructions you can refer to the Secure Access Review User Guide or take the "Secure Access Review Training" 
course through LearnSource. 
By completing the Access Review, you ensure your team member will continue to have access to the tools and 
resources they require to perform their duties. 
Please submit questions to Access Administration Related Questions. 
Thank you, 
Identity Access Management Team 

https://secure.uhc.com/AR/AccessReviews/ARDetails?arId=465521
https://secure.uhc.com/AR/AccessReviews
http://app29-03.optum.com/sites/AM/custext/AA%20FAQs%20and%20User%20Guides/Secure%20Access%20Review%20User%20Guide.docx
http://app29-03.optum.com/sites/AM/custext/AA%20FAQs%20and%20User%20Guides/Secure%20Access%20Review%20User%20Guide.docx
http://app29-03.optum.com/sites/AM/custext/AA%20FAQs%20and%20User%20Guides/Secure%20Access%20Review%20User%20Guide.docx
https://optum.service-now.com/itss/catalog_item.do?v=1&uri=com.glideapp.servicecatalog_cat_item_view.do?v%3D1%26sysparm_id%3D323b35884f7602003e1223d18110c740%26sysparm_link_parent%3D59a8862e1380d200615e31a63244b080%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4&sysparm_document_key=sc_cat_item,323b35884f7602003e1223d18110c740


Onboarding Activities 
  



Telecommuter Agreements 

​Sent to anyone with a telecommuter  
status after July 21, 2019 
• Employee should complete agreement 
• Manager and a second manager must  

sign off 

​Annual attestation 
• Each year managers must confirm that the employee still qualifies  

as a telecommuter 
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Direct manager and a 
second manager must 
sign off 

 



Welcome to the Optum Family 
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​You’ll begin receiving company communications July 21, 2019 

Business 
News 
and 

Strategy 

Transition 
Messaging 

 
Optum360 

 
 

Media, 
Industry, 

and Social 
Media 

Optum 
Corporate 

If you have an Optum360 email address now,  
remember that we send all company communications to that address 

Policy 
and 

Process 

UnitedHealth 
Group 
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What to Expect Next 

Attend the employee 
orientation for information 
about benefits, pay and 
more 

Date Action Item 

June 20 • Employment Transition Ltr – 
Compensation & Grade 

• Background Check email 
Week of  
July 15 

• Employee Orientation 

July 19 • Onboarding checklist 
available 

July 21 • First day as an employee  
of UnitedHealth Group 
employee 

• Receive system credentials 
July 22 • First time login 

• Complete Form I-9 
July 22 – 
Aug. 20 
 

• Enrollment period for 
UnitedHealth Group  
elected benefits 

Visit the onboarding site often 
during this period for up-to-date 
information 



Statements made herein are general summaries. UnitedHealth 
Group reserves the right to amend, modify, or terminate the benefits 
discussed herein at any time. If there are any differences between 
the official plan document for any benefit plan and this summary, the 
official plan document governs. See the 2018 Benefits Handbook on 
the Hub for plan provisions. Visit the 2019 Benefits Website for 2019 
plan details. 
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