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Welcome to the
Wellness Coordinator

CONNECTION

This website Is the one-stop-shop for planning and tracking your organization's
weliness program. You'll find planning documents, forms and quick link to help you
move your organization along it's weliness journey.

Username: |

Password:

if you forgot your password contact your weliness coordinator

The first step each yearis to let us know you're participating by returning your
signed Letter of Agreement. After we've received the letter you will be able to
submit funding requests.

Login to: mhcwellness.org - the login and password are the same from year to year,
and are listed on your budget sheet.

If you've forgotten your login information please email me.


https://drive.google.com/file/d/1cKbZWaj-Jmbf82gKOZNsAZLzcZoR437S/view?usp=sharing
http://mhcwellness.org/
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Wellness Program Overview

Member: demo

Showing Welness Dee For Yeer | Sep 2019 - May 2020 ¥

Sep 2018 - May 2019

O Lemer of Agresment 2019-20
O Perticipeting: 209-20
O Coordinero Profie Updetes

Funding Requests

Start by selecting the current year from the drop down.

Previous years can be referenced for past activity or budget information.



Wellness Coordinators For Year 2019-20

First Name Last Name Title Phone Ext EMail

Bailey Weliness Coordinator 507.537-2292 [ Karibaley@swsc org |

vrn ] oo

The next step is to update the contact information for your Wellness Coordinators.
These will be the people who receive information about the funding requests and
general wellness updates throughout the year.

Click "Update Coordinator Profile” - confirm the information is still correct and/or
you can add/delete as necessary

Click "add profile”

Type in the contact information

Click "save"

Click "close”



WF Consortium

Wellness Program Overview

Member: demo

Shoving Wetness Oete oc Y| Sep 2010 - May 2020 -

| sep2019-May 2020
Weliness Coordinator(s): P 2018 - May 2019

No coordinators found

Update Coordinator Profile

Weliness Budget:
Contracts

0

Planning

O Lenzer of Agreement 2019-20
O Penticpeing: 20%-20
O Coorcinesor Prosie Updeted

Funding Requests ‘

The next stepis to submit a funding request.

Select the "funding requests” button on the bottom of the overview page.



Include a Title of the funding request and overview of the activity. You will need to include the amount you are requesting approval for
and the vendor that you are using in this box as well. Domain refers to the element of Wellbeing (Purpose. Social. Financial, Physica
Community). Ater you have entered this information you can submit your funding request for approvei. Once approved, you will receive
notification that your activity/screening has been approved. At this point. you can go ahead and offer your activities and screenings to
your staff. Once completed, you will come back 1o this page and add an outcome, participation, receipts/invoices to request
reimbursement. We will receive notification once this has been done. and will be able to process the reimbursement of request
additional documentation if needed. We will process all reimbursements at the end of the school year. You can also upload photos and
any advertising from the event

No funding requests found for the selected year

™ cmm@mm

Click the "new request” button



~ Biometric Screenings (New)

Biometric Screenings

We will offer our onsite biomelric s on Tuesday, sth. Empl will be able to have their
cholesterol, glucose, blood pressure, BMI, and waist circumference tested. Qur local Avera clinic will be doing the
screenings and charges S40/person. We anticipate 40 of our staff members will paricipate in this event, for a total of
$1600.

Who
Leads

— =3

Domain  Physical -  Date | November 5, 2019 Mar|

# Participants & Participanis Gave Credit No

Outcome

 Rocoit Log

No Receipts Logged

A window will open for you to enter the details of your request.

At a minimum we need you to provide:
Title, description, domain, date, who leads, amount requesting and breakdown of
funds.

Then Click submit for Approval



Include a Title of the funding request and overview of the activity. You will need to include the amount you are requesting approval for

8nd the vendor that you are using in this box as well. Domain refers to the element of Weilbeing (Purpose, Social. Financial, Physica

Community). Ater you have entered this information you can submit your funding request for approval. Once approved, you will receive
notfication that your activity/screening has been approved. At this point. you can go anead and offer your activities and screenings 1o
your staff. Once completed, you will come back 1o this page and add an outcome, participation, receipts/invoices to request
reimbursement. We will receive notification once this has been done. and will be able to process the reimbursement of request
additional documentation if needed. We will process all reimbursements at the end of the school year. You can aiso upload photos and
any advertising from the event

» Biometric Screenings (Pending Approval)

The window will collapse, change the status to pending and send an email to the
SWWC staff letting them know there's a request to review.

At this point you can submit another funding request if you'd like.

You should submit each major event or activity as a separate request.



Include a Trtle of the funding request and overview of the activity. You will need to include the amount you are requesting approvai for
and the vendor that you are using in this box as well. Domain refers to the element of Welibeing (Purpose. Social. Financial. Physicas
Community). After you have entered this information you can submit your funding request for approval. Once approved, you will receive
notification that your activity/screening has been approved. At this point. you can go anead and offer your activities and screenings 1o
your staff. Once completed, you will come back 1o this page and add an outcome, participation, receipts/invoices to request
reimbursement. We will receive notification once this has been done. and will be able to process the reimbursement of request

additional documentation if needed. We will process all reimbursements at the end of the school year. You can aiso upload photos and
any advertising from the event

» Biometric Screenings (Approved) /

I I e

Once your activity has been reviewed and approved, you will receive and email and
also be able to see that it's been approved on your funding request page.

At this point you can go ahead and offer your activities.



e
Biometric Screenings

We will offer our onsite biometric 9s on Tuesday, 5th. Emp will be able to have their
cholesterol, glucose, blood pressure, BMI, and waist circumference tested. Our local Avera clinic will be doing the

screenings and charges S40/person. We anticipate 40 of our staff members will partcipate in this event, for a fotal of
§1600.

This is approved as outined. 9.9.19 Kari Bailey
Who

[ -
Domain  Physical Date | November 5, 2019 Leads | Man

L

T

# Participants  # Participants Gave Credit No -

Oulcome

Outcome

==

No Receipts Logged

‘Add Additional Receipt

Uploaded Receipts | -~

Existing Files

No Files Found

After your activity has been completed and you have received an invoice and paid
the bill, you can go back and submit the action results, upload your receipt/proof of
payment, upload your flyer/advertising, and submit for reimbursement.



e
Biometric Screenings

We will offer our onsite biometric 9s on Tuesday, 5th. Emp will be able to have their
cholesterol, glucose, blood pressure, BMI, and waist circumference tested. Our local Avera clinic will be doing the

screenings and charges S40/person. We anticipate 40 of our staff members will partcipate in this event, for a fotal of
§1600.

This is approved as outined. 9.9.19 Kari Bailey
Who

[ -
Domain  Physical Date | November 5, 2019 Leads | Man

L

T

# Participants | 41 Gave Credit No -

41 employees participated in the screening!

Outcome

No Receipts Logged /
‘Add Additional Receipt

Uploaded Receipts | -~

Existing Files

No Files Found

The Action Results sectionis a place to log the attendance/impact, notes to
remember for next time and feedback from the participants.

Then click on add additional receipt button to enter your receipt information.



Biometric Screenings

We will offer our onsite biometric 9s on Tuesday, 5th. Emp will be able to have their
cholesterol, glucose, blood pressure, BMI, and waist circumference tested. Our local Avera clinic will be doing the
screenings and charges S40/person. We anticipate 40 of our staff members will partcipate in this event, for a fotal of
$1600.

This is approved as outined. 9.9.19 Kari Bailey

Who

Leads | M2"

Domain  Physical +  Date | November 5, 2019

L J

# Participants | 41 Gave Credit No -

41 employees participated in the screening!

Outcome

L J

== ~

Store Avera Total §1,640.00

Purchase
Description

Iotal | Ssca000

Thereceiptlogis a place to track the breakdown of your spending.

12



Purchase |
Description

Add Additional Receipt

L

Total | $1,640.00

Adjusted Amount = $1,640.00

Existing Files

No Files Found

Add New File

\
P Uploaded Advertising / Event Photos |

Existing Files

No Files Found

Add New File

L

To upload receipts, click on add new file

13



Purchase
Description

Only JPG images. PNG images. PDFs. Word, Excel, and text files are allowed with a

limit of 16 MB per file

,640.00
64000
‘Add Additional
== =
Existing Files

No Files Found

Add New File

o }

Existing Files

No Files Found

‘Add New File

Select your files and click close.

14



E3

Add Additional Receipt
\

Total | $1,640.00

Adjusted Amount  $1,640.00

(e fwo
Existing Files

»

DOC

Avera Receipt
(SAMPLE).docx

= <

L

Pau Uploaded Advertising / Event Photos |

Existing Files

No Files Found

Add New File

L

To upload your proof of payment, or if you have additional receipts, click on “add

new file" and upload those the same way.

Nelate Reausct

15



g Uplosted Rece|

Existing Files

Only JPG images. PNG images. PDFs, Word, Excel, and text files are allowed with a
limit of 16 MB per file

Avera Receip|
SAMPLE).dog

BI0 00
'

|

! }

Existing Files

Biometric
Screenings Flyer
SAMPLE). docx
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Total | $1.640.00

Adjusted Amount = $1.640.00

Add Additional Receipt

Existing Files
e o
B
DOC
Avera Receipt Avera Proof of
(SAMPLE).docx Payment
(SAMPLE).docx

Pau Uploaded Advertising / Event Photos |

L

Existing Files

No Files Found

Add New File /

L

SQubemit for Review 2 Nelate Reausct

To upload your advertising or event flyer, click on add new file and upload just as
you did the receipts/proof of payment.



Only JPG images. PNG images. PDFs, Word, Excel, and text files are allowed with a
limit of 16 MB per file

.640.00
,640.00
==
J
Existing Files
Avera Receiph
SAMPLE).docx
Add New File
L J
1
f—[ | =
Existing Files
No Files Found
Add New File
[ ubemi for Review | [—
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Add Additional Receipt

ROTOSTET ATTOUNT ST 53000

L

Upioaded Receipts,

Existing Files

Avera Receipt
(SAMPLE).docx

Add New File

fau Uploaded Advertising / Event |

Existing Files

e
I\

DOC

Biometric
Screenings Flyer
(SAMPLE).docx

Add New File \

L

After you've completed all sections and uploaded your receipt, proof of payment,

and flyer, click on submit for review.

Nelate Reausct

19



Include a Trtle of the funding request and overview of the activity. You will need to include the amount you are requesting approvai for
and the vendor that you are using in this box as well. Domain refers to the element of Welibeing (Purpose. Social. Financial. Physicas
Community). Ater you have entered this information you can submit your funding request for approval. Once approved, you will receive
notification that your activity/screening has been approved. At this point. you can go anead and offer your activities and screenings 1o
your staff. Once completed, you will come back 1o this page and add an outcome, Participation, receipts/invoices to request
reimbursement. We will receive notification once this has been done. and will be able to process the reimbursement of request
additional documentation if needed. We will process all reimbursements he end of the school year. You can also upload photos and
any advertising from the event

I I e

The activity will show pending review while SWWC processes your request.

20



Editing TEST SCHOOL

Name | TEST SCHOOL Year  Sep 2019 - May 2020

~ Biometric Screenings (Completed on Sep 9th, 2019)

Biometric Screenings

We will offer our onsite biometric ings on Tuesday, 5th

will be able to have their cholesterol, giucose, blood
pressure, BMI, and waist circumference tested. Our local Avera clinic will be doing the screenings and charges $40/person. We anticipate
40 of our staff members will paricipate in this event, for a total of $1600.

This is approved as outlined. 9.9.19 Kari Bailey

Date November 5, 2019 Who Leads  Mari

View Action Report

Once approved for reimbursement, it will show completed. All reimbursements will

be paid out at the end of the plan year (December for CCOGA's and June for
Schools)



Log in — username/password is
unique for each organization, this
information is provided on your
budget sheet

A signed Letter of Agreement must
be received by SWWC before a
funding request can be submitted
(page 9 of Live Well Packet)

Update Coordinator Profile — you
can change Coordinator
information/passwords

4. Fill out and submit a funding request

* Include a Title of the funding request and
overview of the activity. You will need to
include the amount you are requesting
approval for in this box as well. Domain
refers to the element of Wellbeing
(Purpose, Social, Financial, Physical,
Community). After you've entered this
information you can submit your funding
request for approval.

* An outcome, participation,receipts,
invoices, proof of payment are required for
reimbursement. You will need to upload
your receipts and invoices in order to be
reimbursed. You can also upload photos
and any advertising from the event.

SWwC

LIVE WELL
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DEFINITIONS

* Contract = How many health insurance contracts you had at renewal time

* $ Per Contract = 2020-21 (Schools) and 2021 (CCOGA) the activity budget
is $30/contract, Biometric screening budget is $40/contract

* Beginning = Total budget...activity dollars + biometric screening dollars

* Used = As you request reimbursement, the dollars that have been spent will
show up here

* Remaining = After you've requested reimbursement for activities/screenings,

the dollars remaining will show up here
SWWC

LIVE WELL
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