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Navigating the User Guide is easy. You can read through the entire guide for an
overview of the LifeWorks platform, or, you can jump directly to a specific section by
clicking on any of the links below.

What is LifeWorks?

Employee Assistance Program (EAP)

News Feed

Snackable Wellbeing

CareNow

Total Wellbeing Assessment

Recognition

Perks & Savings

LIFT Session Fitness
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What is LifeWorks?

LifeWorks is the Wellbeing Solution that
employees love to use. LifeWorks supports
your mental, physical, financial and social
wellbeing to help you be your best and most
productive self.

What's more, LifeWorks includes access to a
confidential Employee Assistance Program (EAP),
and wellbeing tools you need to motivate, energize
and inspire you to be healthy and happy.

How do | access LifeWorks?e

Your administrator will send you information about the
sign-up process. Signing up to LifeWorks will be via one
of the following methods:

@ By email invitation: Keep an eye on your inbox for
an invitation email from LifeWorks with your unique
code to sign up and just follow the steps in the email.

@ By self-sign up: Either access login.lifeworks.com or
download the app from the App Store or Google
Play (search for “LifeWorks"). Click on the “Sign up”
button and enter your unique employee identifier.

@ By single sign-on: Single sign-on allows for a more
unified account process. Your LifeWorks account
details will be linked to an existing core platform
determined by your administrator. (For example, this
could be an intranet or your benefits platform.) To
access LifeWorks, simply log in with your existing core
platform credentials.

By shared login: All users in your organization log in
using the same username and password.

Username

Password

£  Download on the Hi,‘ GETITON

® Google Play

¢ App Store


https://itunes.apple.com/ca/app/lifeworks/id662088737?mt=8
https://play.google.com/store/apps/details?id=com.wam.android&hl=en_CA
http://login.lifeworks.com 
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For confidential advice and support, contact us

Telephone

Online

Employee Assistance Program (EAP)

Bounce back from whatever life
throws at you.

Life has its ups and downs. But we can help. o Referrals to in-person counselling, as well as
Whether you have questions about relationships, other modalities to fit your schedule and com-
family problems, stress at work and home, anxiety, fort level.

financial matters, or health issues, you can turn to
LifeWorks for a confidential service you can trust. @ Best-in-class clinical programs that offer
help and support for work, health and

How can we help? life challenges.

e Any time, anywhere, any way: LifeWorks is e Connections to organizations and agencies
available, 24/7, by phone, online by browser in your community to help you address
and by mobile app. specific needs.

® 24/7 access to professional advisors for
advice, work-life support, and referrals.

® 24/7 access to counselling by phone for
immediate, short-term support.

® 24/7 access by the mobile app (iOS and
Android) and online to hundreds of articles,
recordings, quizzes, e-books, self-assessments,
and more.



*c LifeWorks Employee Assistance Program (EAP)

il F -

Support & Resourcas %

Health Life

Money

Family

A &
[ 2 | 30 Ways to Reboot Your Body
L\ - teathy £

& Complete User Manual for Getting the Mast Out
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Get Help Now

Featured

Online wellbeing resources to

support you.

Find answers, fast. We make it easy to look for See what's new right away. Arficles are also
answers to tough questions. Browse hundreds listed under “Featured” and “Recently

of articles, toolkits, audio recordings and more, updated” and a menu of Quick Links

based on your inferests, for tips and tools for displays frequently accessed content and
everyday life. Produced and reviewed by service overviews, so you'll always see what's
industry experts and bestselling authors, there’s new, first.

a wealth of wellbeing content that covers areas
related to Family, Health, Life, Money
and Work.

Simply log in to LifeWorks and visit the
“Life” section from the menu bar.

Search our clinically verified and trusted:
o Articles

@ Toolkits

e Podcasts

e Infographics

@ E-books and more
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News Feed
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Well-bang

News Feed

The News Feed acts like your organization'’s

own online communication tool and information
delivery system. It's your destination for news and
updates, as well as personalized, “snackable”
wellbeing content.

Celebrate moments of success.

Check your News Feed regularly for corporate
posts with company news and updates from your
CEO, management and HR.

Discover wellbeing content that fits your
lifestyle. Choose topics (Body, Mind,

Personal Finances, Relationships and Work)

to receive personalized, daily bite-sized content.

Directory.

Access you and your colleagues’ profiles,
including roles and contact details, and text,
email or call each other directly.

Some features may not be included in
your current LifeWorks platform or
bundle - please ask your HR manager
for more details.

Total Wellbeing Assessment

The Total Wellbeing Assessment is a tool

to help you understand your strengths and
improvement opportunities in all 4 pillars of
total wellbeing. You're given one simple score
for a snapshot of your overall health.
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30 Ways to Reboot Your Body

Snackable Wellbeing

Personalized and trusted daily “bite-sized” Mobile app: Select “More” at the bottom right of
content that only takes just minutes to consume! the screen, and then the Cog icon in the fop right to
Delivered directly through the News Feed, you can access “Settings.” Scroll to “Wellbeing,” then select
access content from experts across Body, Mind, “Snackable Topics” to quickly and easily change

Personal Finances, Relationships and Work. Your  main topic areas and subcategories.
Snackable Wellbeing topics are confidential and
visible only to you.

How do | choose my Snackable Wellbeing

topics?
Tip:
You will be asked to customize your wellbeing Every time you consume a “content snack,” you can
during the first time you sign up. let us know if you found the session helpful. If you
loved it, press Thumbs Up; if you didn't like it, press
To change your topics: Thumbs Down.

Web app: Go into “Settings” at the top right of
the screen, then scroll to “Snackable Wellbeing” to
access topics.
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CareNow

CareNow gives you the flexibility you need ® Mobile app: Click on “Wellbeing” from
to choose your own path when it comes to the top navigation and scroll down to the
care - from participating in exercises and CareNow section. Select the appropriate
taking assessments, to listening to podcasts program for you and follow the steps
and watching videos - all focused on positive

behavioural change. You may be prompted to create a personal

user account when accessing CareNow.
The LifeWorks CareNow service gives you access  Simply follow the steps to get started.
to a range of programs designed to help with
Anxiety, Depression, Stress and more. We will Personal user accounts must be created
continue to improve our offerings and add new through the web app.
topics continuously, so visit the CareNow page
frequently to keep updated.

To access CareNow:

e Web app: Click on “Wellbeing” from the top
navigation and scroll down to the CareNow
section. Select the appropriate program for you
and follow the steps
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Total Wellbeing Assessment

What is the Total Wellbeing Assessment? 3. View your total health score. After
completing the questionnaires, you are giv-

The easy-to-use Total Wellbeing Assessment en a total health score between 0 and 100.

helps you understand your strengths and The higher the score, the more

improvement opportunities in all 4 pillars of optimal your current health.

wellbeing. The 4 pillars are mental, physical,

social and financial 4. Make improvements based on
personalized wellbeing content and

How does it work? re-take assessments at any time for an

updated score.

1. Understand your current state of health

across all 4 pillars with quick health

assessment questionnaires that take only

a couple of minutes to complete each. Get

immediate feedback on your level of risk and

see “What you are doing well”, “Areas for

improvement” and “Suggested resources”.

2. Improve your health with personalized
wellbeing content, tips and snackable content
based on the results of your assessment -
whether you're thinking about setting new
health goals like quitting smoking, improving
your diet, or wanting fo incorporate more
physical activity in your daily routine.
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Total Wellbeing Assessment

Assessments

81
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Total Wellbeing Assessment (Continued)

How to access Total Wellbeing Assessment:

e Web app: Log in to the platform,
click “Wellbeing” in the top-line
menu and select “Assessments.”

e By mobile app: Log in to the app,
tap “Wellbeing” from the bottom
menvu, then “Assessments.”

You may have the option to create a personal
user account when accessing the Total
Wellbeing Assessment. Personal user accounts
must be created in the web app.

A personal account allows you to save your
results and complete the assessments in multiple
sessions, but you are not required to create

one. If you are not asked to create a personal
account then your results and progress will
automatically be saved.

Watch your News Feed for information about
promoted Assessments.

Promoted Total Wellbeing Assessment (Corporate)

Your employer/organization may also choose
to promote completion of all, some, or just one
of the pillars of Wellbeing during a specific
time period.

The goal of this approach is to measure workforce
risks at a particular point in time, and to develop
targeted wellness strategies that make sense for
your organization. Your results are still confidential,
and anonymous, meaning that no one in your
organization will know your individual results.

NOTE: Health Assessments are for adults between the ages of 18
and 65. The questionnaires are intended for educational purposes
only and should not be used as a substitute for professional medical
advice, diagnosis, treatment, or care.

10
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Recognition

Recognition

Make everyone aware of the great job your
teammates are doing! Recognition is all

about acknowledging the hard work and
accomplishments of your team, your colleagues
and your managers.

How does Recognition work?

1. Select the colleague (or colleagues) you want
to recognize directly from the News Feed by
name, or by choosing them from the Colleague
Directory.

2. Pick the best badge for your recognition and
add your message. The badges represent your
organization’s core values.

3. Want to be a bit creative? Select “Add image”
and go GlIF-crazy!

4. Hit “Post” and see the recognition celebrated
on the News Feed.

Select a Badge

m Above the Line

Cancel Select Colleagues Mext

Tip: You can see all the recognition you have
received when you go on your Profile.

1
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Perks & Savings

Save money on daily purchases and
the important things in life!

Planning a family vacation, doing some
holiday shopping, or moving?

Our exclusive Perks can help you save in

every area of your life, and make your money
go further.

Just select “Perks” in the menu bar.

i 9 2

News Feed Perks Life Well-being
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o
=
L

Perks & Savings
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Exclusive Offers

Our exclusive online offers are deals made just
for LifeWorks members like you and deliver big
savings through online coupon codes.

Discover 130+ exclusive employee offers (and
growing) from market-leading brands and save
on everyday spend such as car buying, fitness and
nutrition, days out, home finances, travel, and key
life events.

How do Exclusive Offers work?

1. Go to “Perks” in the menu bar and browse our
featured “Exclusive Offers” section. You can also
look for an offer via the Search Bar at the top of
the page.

2. See how much you can save with your offer of
choice and select “Visit Website” to visit the
retailer’s website and make a purchase. If there
is a coupon code, simply copy and paste the
coupon code at checkout and your discount will
automatically be applied.

13
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Perks & Savings

Shop Online with Cashback

Get cashback every time you shop online through
LifeWorks! Browse hundreds of offers on LifeWorks
and follow our exclusive links to earn cashback on
your purchases.

How does cashback work?

1. Go to “Perks” in the menu bar and browse our
featured “Cashback” section. You can also look
for a retailer via the Categories section or the
Search Bar at the top of the page.

2. See how much you can save with your purchase
and select “Get Cashback” to visit the retailer’s
website and make a purchase.

3. You'll receive your cashback credited to your
personal, digital LifeWorks wallet, along with a
record of all the purchases you've made on the
platform.

Good to know:

1. When the amount in your LifeWorks Wallet
exceeds $5, you can transfer it to your PayPal
account. Don't worry, the first time you

choose to withdraw you will be asked to link to
your PayPal account.

2. Once you've completed a transaction,
depending on the retailer, it can take up to
14 days for your cashback to appear in your
Wallet as “Tracked”. In most cases, this shouldn't
take more than five days.

Tip:

When you make a purchase, don't refresh the
page or navigate away because the cashback
trail will be broken - if this happens you will need
to go back to the link and start over.

14
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Discounted Digital Gift Cards

Our Gift Cards are digital and instant, giving you
on-the-spot access to discounts whenever you
need them, and wherever you are!

How do Discounted Digital Gift Cards work?

1. Go to “Perks” in the menu bar and browse our
featured “Gift Cards” section. You can also look
for a gift card via the Categories section or the
Search Bar at the top of the page.

2. Select the gift card you want and enter the gift
card amount you want. You can instantly see the
gift card value versus the amount you actually

pay.

3.When you're ready, confirm your email
address, enter your payment information and
save your payment details securely for your next
purchases.

4. Select “Buy now” and review the confirmation
page. LifeWorks will send a redemption code to
the email address you provide us, and we'll also
store it in the “Codes” section of the app (just for

you).

Perks & Savings

Tips:

Did you know you can also use Apple Pay or
Google Pay to purchase your discounted
gift cards?

Discounted gift cards can also work on most
retailers’ websites. Simply enter the gift card code
at checkout to pay for your purchases.

Need a quick and easy personalized gift?

Immediately send a gift card to friends and family
to celebrate their birthday or milestone.

15
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LIFT Session Fitness

LIFT provides a full suite of fitness offerings that
make working out exciting, easy and efficient. It’s
like working out at your preferred gym or studio
without ever stepping foot outside

your house.

Automated journeys
These programs are built specifically for your
goals and fitness level.

Depending on your organization’s access level,
you may have access to other exciting features like
online chat with coaches, group training, personal
training and more.

16
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Get started
with LifeWorks!

Access your Employee Assistance Program (EAP) 24/7 for
confidential help with sensitive issues.

© 2021 LifeWorks (Canada) Ltd.
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