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Mission Health-HCA Healthcare Transition Tips 
Update:  December 22 
These are important if you are converting to HCA Healthcare payroll, benefits and systems in 
December 2021.  If you’ve previously transferred to HCA Healthcare, these don’t apply. 
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Need help? Download one-page help resource guide 
If you need help with Kronos timekeeping, MyScheduler / HCA Inspire, payroll questions or 
the Global HR system / HCAhrAnswers, click here for a one-page help guide. 

Action if applicable to you 

► Scheduling program users:  Re-submit future PTO/RDO requests 
There’s any important step that many employees will need to take regarding future 
PTO or RDO.  If you use a “scheduling” program like Facility Scheduler or Kronos basic 
scheduler to request time off (for example nursing staff, PSG hourly staff, etc.), and 
you already submitted a PTO/RDO request for dates December 19 or after, you will 
need to re-submit requests for those future PTO/RDO dates. 

When your previous system was converted to the HCA Healthcare version of the 
scheduling program, future date PTO requests did not carry over, and won’t be 
reflected in your work schedule for the week of Dec. 19 or after.  

• If you now use Facility Scheduler, re-submit the PTO request using MyScheduler or 
HCA Inspire. 

• If you continue to use Kronos basic scheduler, use your existing process to re-
submit the dates. 

https://missionandme.mission-health.org/wp-content/uploads/sites/5/2021/12/How-do-I-Colleagues-MandM-links-122221.pdf
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• If you don’t use either scheduling system to create your work schedule, you don’t 
have to take any action.  Just follow your current process to request PTO. 

Apologies for the one-time inconvenience! 

► New Kronos time editors:  Complete required training 
As new time editors are identified, they must complete required, facilitated WebEx 
training BEFORE they are given time editor access.  See this training guide. 

 

Information and Reminders 

About PTO 
You’ll receive credit for Mission Health PTO hours accumulated up to 12/19, and your years 
of service will of course be recognized for PTO calculations.  All NCD employees 
transitioning on December 19 (including PSG) will continue to accrue and cash-in PTO at 
the same rate as they did with the Mission Health PTO plan.   

NOTE:  Your PTO balance will not show correctly on your January 7 HCA Healthcare 
paycheck as your Mission Health balance is transferred and credited.  If you take PTO over 
the next couple of weeks, you might even show a negative PTO balance on your first check. 
Don’t worry… you’ll see the correct amount (minus any PTO you have taken since 
December 19) as soon as the second paycheck. 

Everyone will follow HCA Healthcare PTO practices for requesting and cashing in PTO.  
Cash-ins are allowed at any time (subject to plan minimum balance requirements), and can 
be requested using a simple form on the GHR/ HCAhrAnswers system. 

Paycheck changes/information 

Payroll approval deadline reminder  

Designated time editors must approve colleague time and submit for the first paycheck 
NO LATER THAN NOON Central Time on Monday January 3, and for subsequent paychecks 
by noon local facility time on the designated Monday for each pay cycle. 

When you’ll be paid 
The first pay date for those transitioning to HCA Healthcare systems on December 19 will 
be January 7 (covering the period from December 19-January 1). You will be paid every 
other week just as today, except on Fridays (not Thursdays). Your rate of pay will not 
change. 

Obtaining your pay stub 
If you receive direct deposit, you'll be able to access your pay stub from the eStub site. This 
allows you to see your pay stub the day before your pay date, and also to receive your W-2 
electronically. Download this job aid for more on eStub. Upon your initial log in, you will be 
able to sign up for email notifications for future pay stub postings.  

https://missionandme.mission-health.org/wp-content/uploads/sites/5/2021/12/Kronos-UKG-Workforce-Central-Time-Editor-Training-Info_v3.0.pdf
https://missionandme.mission-health.org/wp-content/uploads/sites/5/2021/12/E-stub-JA-Employee.pdf
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If you don't have direct deposit, you'll receive a paper check on your pay date. 

Changes to pay and deduction codes  
“Understanding Your Paycheck” gives more information on your new HCA Healthcare 
paycheck, plus a list of new paycheck codes.  For the most frequently used pay and 
deduction codes, download this “Top 10 paycheck codes” list. 

How OT, callback and holiday pay are shown 
On your HCA Healthcare pay stub, pay for overtime, callback and holiday pay are shown 
differently than you’re accustomed to.  For example, rather than combining regular pay and 
the overtime premium into one line, the HCA Healthcare payroll system shows two 
separate lines:  Productv (productive hours) or regular pay, plus a second line showing only 
the overtime premium at the weighted rate.  

Charges paid through payroll deductions 

Please note that some employee charges which could previously be paid via payroll 
deduction (like charges from the Mission Health pharmacy) will not be continued. 
Download the “Payroll Deductions Changes” list.  No new charges of these types will be 
accepted as of Dec. 20, and any balances owed will be repaid in the future through payroll 
deductions. 

Benefits 
When will payroll deductions for benefits begin? 
Deductions for benefits will begin with your first paycheck on January 7. 
Questions about 401K and loans 
We’ve gathered a few Q&A about rolling over your previous account, how existing loans 
against your account will be handled, and your new 401K account with HCA Healthcare. 

If you need benefit ID cards immediately 
Colleagues who enrolled for HCA Healthcare benefits should receive new benefits ID cards 
for 2022 prior to Jan. 1. If you have not received an ID card and need to visit a provider early 
in 2022, temporary ID cards can be accessed by following the steps outlined below: 

1. Type NCDGHR.com into your Google Chrome browser; look under 
Knowledgebase 

2. Click on My Total Rewards 
3. Click on the Benefits – HCA Rewards link.  You’ll be asked to perform two-step 

verification to protect your personal information. 
4. Click Benefits Providers 
5. Click on the applicable vendor website link. 

Info on Mission Health current benefits before Jan. 1 

https://missionandme.mission-health.org/wp-content/uploads/sites/5/2021/12/UnderstandingYourPaycheck_Employee_Final.pdf
https://missionandme.mission-health.org/wp-content/uploads/sites/5/2021/12/Top-10-new-paycheck-codes-FINAL-121421.pdf
https://missionandme.mission-health.org/wp-content/uploads/sites/5/2021/12/Mission-Health-Payroll-Deductions-changes-Q4-v10-2021.pdf
https://missionandme.mission-health.org/wp-content/uploads/sites/5/2021/12/HCA-Healthcare-401k-only-FAQs-for-NorthCarolinaTransition-01.01.2022.pdf
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If you have a question about your 2021 Mission Health benefits, you won’t be able to ask 
HCAhrAnswers or the HCA Healthcare benefit vendors – they are in place for 2022.  
Instead, visit Mission & Me to find information about your current benefits. 

Kronos time recording & editing changes 
Don’t forget… the phone-based system for colleagues who must clock in/out was 
discontinued on Dec. 19.  Employees who are required to record their time must use one of 
three new ways of clocking in.  Many employees are already using one of these methods:   

• UKG Workforce Central app – sometimes called the “Kronos mobile” app – is free 
to download on your mobile device.  Here’s an FAQ. 

• Those who work primarily at a desk can use Citrix to access the Kronos (UKG) 
Workforce Central web portal.   

You’ll use your HCA Healthcare 3-4 ID when setting up login for PC clocking AND 
the Kronos UKG mobile app. 

• Or you can use one of the new time clocks in hospital facilities.  NOTE that if you 
use a time clock, you’ll need your Employee ID number which is different from your 
HCA Healthcare 3-4 ID. 

KRONOS Instructions:  All time editors and employees using the HCA Healthcare Kronos 
UKG system can refer to the following documents:  Click here for employee instructions, or 
here for time editor instructions. 

• The documents also describe a few differences between HCA Healthcare Kronos 
and Mission Health Kronos.  The primary difference is using the HCA Healthcare 
organizational information (Departments, Jobs, Pay rules, etc.) instead of Mission 
organizational data, as explained in the email. 

Kronos and paycheck changes if working at more than one 
Mission Health facility 
If you work at more than one Mission Healthcare facility or business during a pay period, 
starting December 19 there are a couple of changes you should note.  

• Check with your manager or HR on whether you’ll need to clock out of one facility, 
then clock in at the other, when switching facilities.   

If your shifts are scheduled and for your primary position, it usually won’t be 
necessary; if you’re moving for a secondary position or unscheduled hours, it will.  
Click here to see details under “Transfer Process” in the Kronos (UKG) employee 
email. 

• You’ll receive a separate pay deposit or check for each business/facility you worked 
for during your pay period. 

Scheduling changes 
MyScheduler users:  HCA Inspire app allows you to view 
schedule, request shifts/PTO from your mobile device 

https://missionandme.mission-health.org/resources/
https://missionandme.mission-health.org/wp-content/uploads/sites/5/2021/12/Kronos-Mobile-FAQ-101921-FINAL.pdf
https://missionandme.mission-health.org/wp-content/uploads/sites/5/2021/12/Colleague-Kronos-changes-memo-122021.pdf
https://missionandme.mission-health.org/wp-content/uploads/sites/5/2021/12/Time-Editor-Kronos-changes-summary-122021.pdf
https://missionandme.mission-health.org/wp-content/uploads/sites/5/2021/12/Time-Editor-Kronos-changes-summary-122021.pdf
https://missionandme.mission-health.org/wp-content/uploads/sites/5/2021/12/Colleague-Kronos-changes-memo-122021.pdf
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Colleagues who use MyScheduler to view their schedule, request shifts and time off can 
now use the new HCA Inspire app to perform many functions from their mobile device.  
For videos on how to use HCA Inspire, and specifically for using it with Facility 
Scheduler/MyScheduler, visit the Nursing Corner HCA Inspire how-to page. 

• If your schedule is created in the new Facility Scheduler/MyScheduler system, 
there’s a new process for requesting PTO through the HCA Inspire app.  A job aid 
was linked from a recent issue of the Scope newsletter; click here to download it. 

• If your schedule is created using Kronos Basic Scheduler, there’s no change to the 
PTO request process. 

Other processes 

Mission Hospital tube system access 
Starting December 13, any new hires, transfers or modifications in an employee’s access to 
the Mission Hospital/St. Joe’s tube system will be processed using the HCA Healthcare 
eSAF system, NOT the legacy Mission Lawson system. Managers should use the eSAF form 
named “Mission Health Tube System”. For direct care RNs in job class 103, access approval 
for sending, receiving, blood and pharmacy will be role based.  Users with existing tube 
system access will not be affected. 

About Perkspot 
Colleagues at NC Division locations will have access to Perkspot for employee discount 
programs.  Your login username will be updated to your HCAHealthcare.com email address, 
where you’ll also receive Perkspot promotions. 

About employment & income verification 
If you need employment or income verification after December 19 (for example, to get a 
loan or rent a new place), you’ll use an external vendor, Thomas & Co.  If you get a new job 
at some point, your new employer will also use Thomas & Co. to get verification of your 
employment and salary. 

Complete instructions for using Thomas & Co. services after December 19 can be found on 
HCAhrAnswers by logging into GHR.  Just type in “verification” to find the article.  You’ll 
need to provide the following information to your loan or rental company (or new 
employer) so they can get your info from Thomas & Co. 

• The HCA Healthcare company code, HCA747 
• Your HCA Healthcare 3-4 ID 

Pharmacy services continue at Mission Health 
If you currently use Mission Health retail or mail order pharmacies, good news! These are in-
network with HCA Healthcare benefits plans.  Copays will reflect your 2022 HCA 
Healthcare benefit plans starting January 1. 

• Mission pharmacies can fill up to a 90-day supply 

https://connect.medcity.net/web/nursingcorner/how-to-video
https://missionandme.mission-health.org/wp-content/uploads/sites/5/2021/12/HCA-Inspire_Request-Time-Off1-4.pdf
http://www.hcahranswers.com/
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• Mission pharmacies will no longer be able to accept payroll deduction as a form of 
payment; however, they can accept: 

o Credit/debit cards, check, and cash at the retail locations 

o Credit/debit cards at mail order 

• New prescriptions are not necessary if they are still current.  Mission pharmacies will 
transfer them to the new plan. 

• Mission pharmacies have the ability to look up your benefit ID numbers and process as 
always. 

Need help?  Download this help resources flyer. 

https://missionandme.mission-health.org/wp-content/uploads/sites/5/2021/12/Mission-Health-Payroll-Deductions-changes-Q4-v10-2021.pdf
https://missionandme.mission-health.org/wp-content/uploads/sites/5/2021/12/How-do-I-Colleagues-MandM-links-122221.pdf
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