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ACCESSING THE INTRANET

Step 1 Go to www.cobornsinc.com

> @ e[@ % hitpsi//www.cobomnsin.com *x 0O a

Step 2 Se | ect llEm ployee Sig n In” [ CobornsSites Ad Sketch [ Artsites [ Grocers [ finters [ KLS Gladson [ SignLanguage [ e#@Department xis »

.+ Username: Eosor
: COBORNSKc e

firstname.lastname@cobornsinc.com . 5T ey s Fesssere, \
(Example: Jane.Doe@cobornsinc.com)

Home | AboutUs | Careers | OurStores | Retail Support | Newsroom | ContactUs | Vendor Info

e Password: First 3 digits of your
Employee ID Number followed
by the first two letters of your
first name (Lower Case) followed
by the last three digits of your
Employee ID Number followed
by the first two letters of your
last name (Upper Case) and then
adding the last four digits of your
Social Security Number.

Ceozane

You've come to the right place! Coborn’s, Inc. s a growing
company, passionately devoted to people - our employees and
our guests! Our employee-owned company includes 135+ retail
locations throughout the Midwest with more growth on the way.
With more than 10,000 dedicated owners, we strive to be.
remarkable by inspiring happiness, healthy living and simplicity, one
guest at a time.

:
COBORNSINC Proud Family of Stores

(Example: Jane Doe, Employee
ID # 123456 SSN XXX-XX-9999
Username: 123456 Password:
123ja456D09999)

*NOTE if there is any leading zeros, these get
dropped in Automate.

LOCATE EMPLOYEE HANDBOOK

Hover over “Resources” and select
“Employee Handbook”

e |f you would like a hard copy, please
let your location Manager or HR at
HR.Hotline@Cobornsinc.com know as Welcome! —

they are available upon request. m

Employee Discounts & Perks.

Employee Handbook

—
- Spotlight Store Address Listing r S —

Caborn's Merchandise Store

L ‘ Coborn's Care Fund
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CONNECT LOYALTY REWARDS ACCOUNT
TO YOUR EMPLOYEE PROFILE

To ensure you are receiving the Coborn’s

Inc. Employee Discount you must add your
loyalty rewards number into your profile by
selecting PeopleHQ quick link from the main

page on the Coborn’s Intranet.

Step 1 Select the "Menu”

Step 2 Select “Myself” Everything down
the left-hand side of the screenis
what you have the ability to see
and/or change.

Step 3 Select “Name Address and
Telephone” ensure the information
is correct and enter in your loyalty
rewards number in this section.
This is not your phone number,
rather your direct loyalty number.

Welcome!

&

CHANGE PASSWORD.
v Spotlight

BRIGHT IDEA

- HEEEEEEE

Be Creative.

COBORN’S WAY

EMPLOYEE RECOGNITION

P

EMPLOYEE ANNIVERSARIES

Iﬁmﬁ
NEW POSITIONS & PROMOTIONS.

oftt GRS
202 el

A X £CoBORNSK:  WGLIITS Qo ® @
L Qe I
HR & Payroll: Forms & Documents System Links
™) o «©
i - O DailyPay FAQ Coborn’s, Inc. Hiring
 and Onboarding
Myself i Ppay System
Y D View &Print W2 - Mobile App
personal . Current Pay Statement
Employee Summary Pay History D View & Print W2 - Desktop
Name, Address, and Telephone YTD Summary
Status/Key Dates D View & Print Paystubs - Desktop
Emergency Contacts
Benefits and PTO
My Company D View & Print Paystubs - Mobile App
Employee Directory PTO Plans
Organization Chart 0 Change Pay Statement Election
Jobs Mobile App
job Summar i it - il
) vy oo the UKG D Change Direct Deposit - Mobile App
Compensation Pro Mobile App from
the Apple or Google
Job History Play app stores. D Change Direct Deposit - Desktop
Reviews Enter PeopleHQ for the
Career & Education -~ Company Access Code D Direct Deposit Form v,
2 X 4COBORNSK:  BGEIY QL O ¢
Q search
HR & Payroll: Forms & Documents System Links
L 4 A R ; .
0 DailyPay FAQ Coborn's, Inc. Hiring
2 and Onboarding
Myself H Pay ) ) . System
D View & Print W2 - Mobile App
T Current Pay Statement
Employee Summary I Dy History D View & Print W2 - Desktop
Name, Address, and Telephone YIC Summary

Status/Key Dates.

meraency Contacts.

D View & Print Paystubs - Desktop

Benefits and PTO

My Company
Employee Directory IO Plans
Organization Chart
b "
Jobs Mobile App
Job Summary
Download the UKG
Compensation Pro Mobile App fror
the Apple or Googl
Job History Play app stores.
Reviews

Enter PeopleHQ fo
Career & Education

Company Access Code

D View & Print Paystubs - Mobile App
D Change Pay Statement Election

0 Change Direct Deposit - Mobile App

-

e
D Change Direct Deposit - Desktop

rthe
D Direct Deposit Form

PeopleHQ is our HR system where you can access and maintain your personal information, payroll
tax withholdings, direct deposit information, view payroll history, access learnings, view schedules
and update your availability, and more. Additionally, when policies are updated, new documents are
communicated through PeopleHQ and you'll sign off with acknowledgment through the system.
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DOWNLOAD AND
ACCESS UKG PRO APP

PeopleHQ

UKG Pro (or PeopleHQ as we call it) has an
app! If you choose to download the app,
you can get notifications when you're paid,
check your paid time off balance, see your
schedule, update your personal information
and so much more!

Mobile App Instructions
Step 1 Install the UKG Pro Mobile App

Go to the Apple App Store or Google
Play Store on your mobile device and
download the UKG Pro App.

Step 2 Enter the Company Access Code
Company Access Code "PeopleHQ"
Step 3 Sign In
Use the SSO button, to get directed
to the microsoft SSO login page.

Enter the username and password
you use to log into the Intranet.

Once you've set up the UKG Pro App, be
sure to review and update your availability in
the scheduling system. All time off requests
can also be submitted through this App as
well.
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SIGN UP FOR COBORN'S PULSE

Employee Engagement Portal

Gl

-

'COBORNS ‘
pulse =g

Step 1 Access the Following URL: https://join.virginpulse.com/CobornsPulse

a. Google Chrome is recommended.

Tell Us Who You Are

. COBORNS
Step 2 Enter Your Information =~ pulse

We'll use this information to confirm that you're eligible to create

N Sign Up For Better Health an account
The steps are simple. We'll collect a little personal My first name « My last name
information to make sure you can use this benefit.
b Em |O ee |D N umber Then you'll read and agree to the rules so you can ‘ TESTPLTO6 VHMTest l

My employee ID

Date Of B|rth ° Identity [TESTPLTDG l

We'll ask for a few personal details to

0

see if you're approved to use this

Country benett

’ 02/06/1990 =] l
Agree

e. State My countrylregion

@ Create [ United States v l

I live in: »

Finish
[fimecs ‘]

Step 3 Select "Submit": Submi

Wgeady a member? Sigf I

My date of birth +

o
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COBORN'S PULSE

(Continued)

Step 4 Open, Read, and Agree
to the Agreements/Notices
and select "Next"

Step 5 On the next page, enter the
following:

Email Address

b. New Password:
i. Atleast one uppercase letter
ii. Atleastone lowercase letter
iii. Atleast one number

iv. At least one special character
#$%()*+-@_

v. Must be between 8 and 50
characters

Gender Identity Preference
Cell Number (Optional)
Home Number (Optional)

Time zone

@ = o oo

Select “Create My Account”
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'COBORNS
=" pulse

Sign Up For Better Health

The steps are simple, We'l collect a lime persona
nformation ta make u can use this benafit
Then you'll read and agres to the rules 5o you cay
mave on to create your account.

° Identify
@

fevlew and agree 1o th
arivary policy prepared
team.

o™
Finish

English

Agreements
Nis sTep 15 W ¢OLN read and agree to aur iegal terms and
privacy praci st check the Bosles) te shes y

agre O
sefrocess your data in the United States based on US [8hmand
international privacy standards. You'll need to do all of this to
continue. Use the "Next® button to move on.

|rmp raad and agres to the e

el o rules, You Ab0 Bvees

5 Program
r Privacy Notica

| have rzad and agree to the \Waness Frogram

nership Agreement

| hawe read and agree to the GINGA ¢ #HI Notice

Finish Setting Up Your Account

There are just a few more things for you to complete in order to

te your account.

My email address *

[ Taylor@Coborns.test

My email address confirmation *

[ Taylor@Coborns.test

My password *

My gender identity :

[ I prefer not to answer

My cell number (optional)

[,, .

(234) 567-8900 ]

My home phone number (optional)

[ﬂ .

(234) 567-8900 !

My time zone *

(GMT-06:00) Central Time (US &Canada) v
Create My Account



Step 6 Enter The Platform!
a. Press “Take Me There”
Or

b. Download the Virgin Pulse App
to your Mobile Phone or Tablet
(Optional)

Note: Virgin Pulse also will provide
a Tour when entering the platform!

Select "Take The Tour"

You're All Set!

Get ready to
offered as part

.' App Store

Check Out Our New Look

It's now easier to find what you need, track your
progress and take care of your, wellbging.

Ready to explore? Take the tour to get the scoop on
what's changed.

P> Google Play

Take The Tour
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DOWNLOAD MOBILE APP
AND ACCESS COBORN'S PULSE

Employee Engagement Portal

Logging Into Coborn's Pulse 1127 o =@
Virgin Pulse Mobile App @ wieimais B Cancel
@  Virgin Pulse
Step 1 Download the Virgin Pulse app to puise | Health & Finess open
yOUI’ mObile deViCe from the App % % % % K 193K (2 Virgin Pulse, Inc & Health & Fitness
Store or Play Store
@ pulse )
n . n *o ‘ 2 :-
Step 2 Select "Sign In *

Welcome

T EETIDID

New to the platform?

Create an account

@ pulse

Step 3 Enter the email address you Welcome Back
registered to Virgin Pulse with under Signin to get started

"Username" and select "Continue"
Username

Enter your email or username

Forgot Username?

TEIDD
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~
COBORNSnc

Step 4 Coborn's, Inc. Single Sign on will b
appear on the next screen. Sign in
You will be asked to enter your [Email, phone, or Skype
Coborn's, Inc. SSO Credentials

Can't access your account?
a. Thisis the same information you
use to login to the intranet

b. Login with your Coborn's, Inc.
SSO Credentials {CoBORNS

< @cobornsinc.com

Enter password

0......'.'4

Forgot my password

Rewards » 0/20,000
Step 5 You will be logged into ® ° ° o
Caborn's e (I
Connect my activity device
% +200 Points >
Make time to get active today >
Try sending a shoutout to
one of your coworkers! L Tiow mere aetions J

If you encounter any issues, please email the ) Heolthy Habits 5
HR.Hotline@cobornsinc.com and/or Track 3 habits
Support@Cobornsinc.com with more
information and screenshots.

Home Health Benefits Social More
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PASSWORD RESET

Resetting your password
9Yourp You will be required to set up security questions

This password reset process will work for on your first login. To reset your password will
¢ Coborn'sintranet and UKG Pro Mobile App also require security questions. This process
« Computer login is outI.mec’I’ in "job aid - setting up security
. questions
e Coborn's email
* Any other active directory or single sign-
on enabled applications. e (P—————
af > C G: office.com ﬁ’) &

[ CobumsSites AdSketch [ Art Sitess(J Grocers [ Printers [ KLS_Gladson [J Signlanguage (3 AdDepartment_xls »

B" Microsoft | Microsoft 365 Products +  Resources v Templates  Support My account All Microsoft v @)

Introducing Microsoft Copilot: Meet your everyday Al companion for work and life. Learn more >

Step 1 Navigate to office.com

Step 2 Click the "Sign In" button

"

‘COBORNSWC
& @cobornsinc.com
Step 3 Type in firstname.lastname@ Enter password

cobornsinc.com, then click "Next"

Password

Forgot my password

Step 4 Click forgot my password E3
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Step 5 Enter the characters from the picture
into the bottom text box, then click
"Next"

Step 6 Keep | forgot my password checked,
then click "Next"

Step 7 Type in my phone number,
then click "Next"

Step 8 Choose your new password and
confirm it, then click "Finish"

.@.
&OBORNSINC

Get back into your account

Who are you?
To recover your account, begin by entering your email or username and the characters in the picture or audio below.

Email o Username: *
@cobornsinc.com

Example: user@contoso.onmicrosoft.com or user@contoso.com

Enter the characters in the picture or thilwords in the audio. *

-~
\CZOBORNSmc

Get back into your account
Why are you having trouble signing in?

@ 1 forgot my password
No worries, we'l helnas0 eset your password using the security info you registered with us.

O1 know my password, but still can't sign in
“This might happen because you tried signing in with an incorrect password too many times.
If you choose this option, you'll keep your existing password and we'l unlock your account s you can sign in again.

m iconedl

0.
&OBOH NSnc

Get back into your account
verification step 1 > choose a new password

Please choose the contact method we should use for verification

© Text my mobile phone

In_Jkder to protect your account, we need you to enter your complete mobie
*xx73) below. You willt ext message
hich can be used to resel

O call my mobile phone

-~
\C.OBORNSINC

Get back into your account
verification step 1 v > choose a new password

* Enter new password:

* Confirm new password:
- |
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