motivation. inspiration. determination.

welcome to
take steps.
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welcome to the take steps
healthy competition.

This step-by-step guide will help to explain the competition as
well as show you how to set up and manage a competition quickly
and easily on our website. Because this is web-based, it is important
to follow the set-up directions carefully to ensure the program
runs smoothly.

The person who implements the Healthy Competition within
their organization will function as the League Leader. It is the
League Leader’s responsibility to set up the competition online
and get everyone ready and excited to participate. If you will not
be acting as the League Leader, please pass this information on
to them.

introduction: welcome

3



4

introduction: how the competition works

take

e

what is the take steps healthy competition?

The take steps Healthy Competition takes a team approach to
building healthier lifestyles. The players on each team strive to eat
better and be more physically active by keeping track of how many
steps each person walks and how many servings of fruits and
vegetables they consume daily. The team with the highest ranking
after eight weeks wins.

The whole program is set up and tracked online, making it very
easy and user-friendly.

how do you play?
Each player has two goals. The first is to strive for at least 10,000 steps every day

(2,000 steps is approximately one mile). The second is to consume at least five
servings of fruits and vegetables a day.

Each player will be asked to keep track of their total steps and servings and enter
them on their personal take steps web page.

Here, each player will be able to see what percentage of their goal they have met.
Their numbers will also be added to their team’s total percentage.

Healthy Competitions can be set up and ranked in one of two ways:
* Team’s Percent to Goal
¢ Team’s Percent of Improvement

| %

uriivera take urfivera

LERGUE NAME Wentisphere 03/09/05 024 AW START DATE: (13/0B/05 LEAGUE NAME: idontisphore  03/09/05  0: 24 &M START DATE: 03/00/05
LEAGUE LERDER teoglin END DATE: 15/03/05 LEAGUE LEADER: TEngln END DATE! 05/03/05
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introduction: how the competition works

scoring

Once a player enters their steps and servings for the day, their numbers will be
added to their team’s numbers and then will be represented as a percentage of the
total team ranking completed. This percentage-based scoring system allows teams
of various sizes to compete fairly against each other.

league play vs. single team play

You can choose one of two ways to set up your Healthy Competition. League Play or
Single Team Play. In League Play, several teams compete against each other for the
highest team rank (percentage) — just like baseball or football. In single team play,
one team works together to reach a healthy goal set for them.

organizing your league

Depending on the size of your organization and physical location of employees, there
are several different ways to set up teams. Some companies divide players up by
department, others by floor or even location. Many companies use this competition as
an opportunity for employees to work with members of the organization they normally
wouldn’t. Regardless of how you set up your teams, you can be assured of fair play
because team ranking is determined by percentage to goal/percentage of improvement.
That means a team of five can play competitively against a team of fifty.



6 introduction: roles

player roles

There are three different roles within the competition: the League Leader, Team
Captains and Team Members. Each role is described below.

league leader

e set up competition

e invite captains via email

e monitor and post weekly team results

team captain

e accept league leader invitation
e create a team

e recruit players via email

e keep team motivated

team member

e accept team captain invitation

e track their physical activity (steps)

e track their fruit + vegetable servings

e enter their steps and servings on their
web page

league leader:

The League Leader is responsible for setting up and running the competition
from start to finish. This includes setting up the league, recruiting Team Captains
for each team and keeping everyone regularly informed of changes or updates.
(SEE PAGE 7)

team captain:

Each team has a Team Captain. Captains recruit players and manage their team
using a series of online tools. That includes making sure everyone enters their
steps and servings, as well as keeping everyone motivated day to day.

(SEE PAGE 19)

team member:

Everyone participating in the competition has two goals. The first is to get more
physical activity — at least 10,000 steps a day. The second is to eat at least five
servings of fruits and vegetables daily. Each player will have to keep track of
their steps and servings and enter them on their personal take steps web page.
(SEE PAGE 29)

league
leader

team
captain

team | |
member | ‘ | |
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league leader: before you begin 7

things to do before you start

pick a start date

Try to give everyone enough time to set up his or her accounts and prepare for the
competition. Considering some of the people you invite might be on vacation or otherwise
unavailable, we suggest at least two weeks of lead-time. Once the competition starts,
teams will be unable to add new players.

gather your email list

The reason the Healthy Competition is so easy to implement is because it’s all done
online. That means you’ll need the email addresses of those you wish to invite to be
Team Captains handy when setting up your league.

pick a prize

One way to keep everyone motivated is to offer a prize to the winning team or most-
improved individual at the end of the competition. It could be anything from mere
bragging rights, to a free healthy lunch, to a day off. Use your imagination.

kick off your competition

To get your Healthy Competition off to a good start, we recommend having a quick
meeting to kick things off. Here, you’ll be able to further explain the competition, hand
out materials, answer questions and encourage everyone to participate. Announcing
the start date and prize for the winners will further motivate everyone to take steps.

helpful hint:

Before you begin, gather the

email addresses of those you
wish to be Team Captains.




8 league leader: before you begin

useful tools

pedometer

To help keep track of all those steps, each player should be outfitted with a pedometer.
These small, inexpensive step counters clip to your belt and keep track of every step
taken. You can find these at most sporting goods and department stores as well as
on our website.

ordering pedometers

For your convenience, information on ordering pedometers for your organization is
available on the site in a variety of areas including the “About take steps” and
“Employers” sections. Pedometers are not purchased through take steps but through
a partnership we’ve established with an independent distributor*.

*Please be advised that this is neither an affiliate or component of the take steps website. Protection of

your privacy and fulfillment of your order is governed by the policies of the independent distributor.

balance book

Each player should be given a Balance Book (included in your take steps kit). Players
can use these books to jot down their steps and fruit and vegetable servings daily. If
you need extra books, they can be downloaded free from our website.

motivational posters

You'll also receive a supply of posters designed to help you draw attention
to the competition and keep people motivated throughout play. Like all of
our materials, these can be downloaded free from our website.

NOTE: Please see the Appendix for other helpful tools and resources available.

T R ——
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league leader: setting up your league 9

step one: register with take steps

registering with take steps

To participate in the Healthy Competition, you must first register with take steps.

All those you invite to participate will also need to register before they can begin.

Don’t worry; it’s free, quick and easy. Let’s begin.

1. Go to takesteps.univerahealthcare.com
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2. Click the ¢SEEEITINED button

3. Set up your free take steps account: Fill out each section completely.
All information will be kept secure and private
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Once you complete setting up your account, you will be able to start a Healthy

Competition. Simply click the HEALTHY COMPETITION option in the menu bar to

begin setting up your league.



10 league leader: setting up your league

step two: create your league

1. Click the HEALTHY COMPETITION option in the menu bar

2. You will be given a choice between League Play and Single Team Play. Click the
LEAGUE button
- Enter the name you’ve chosen for your league

- Enter the League Leader’s name

-+ Enter your ZIP code

-+ Enter your organization name

-+ Enter the competition start date. Keep in mind, you’ll need enough lead time
for Team Captains to set up their teams and Team Members to register with
take steps. A couple of weeks is recommended

In the next field, enter the email addresses of those you would like to invite to be

Team Captains. We will send each of them an email from you asking them to set

up their personal accounts and assemble their team via email.

3. Click the EEEIEEXIEND Hutton

° 2 TAKE STEPS - Microsoft Internet Explorer
[ ] :
elpfu Iint: [ (R o bt e e

! Address @ hittp: fumn Eakesteps. univer ahealthcare, comy

Have all your necessary take

¥OUR GUIDE TO BEING ACTIVE, EATING RIGHT AND STAYING HEALTHY EVERY DAY. WEALTACANE

email addresses handy. QI oo | fout Take Stops | Portners | Providers | Employers | CatactUs | AbostUnivers N

o WELCOME TCOGLIN
YOU ” enter them here. OI’ICe My Take Steps VIEW MY PROGRESS ENTER DAILY INFO HEALTHY COMPETITION EOIT MY PROFILE  GET HELP
0

i tiervbar CREATE A LEAGUE

you submit them, invitations - |
Wlth SpeCIfIC SIgn-up llnkS e z::tsl??ezg;r league is easy and fun. Just fill in the fields below and you're
are generated and sent out e . Pl e
League | eader Name:
Zip Cnde:m
Organization:

Are you siging up as part of a Healthy Competition? If yes, what is your group?

To accept the challenge, all e B

they need to do is click on e fmmmmmm
the unique link within their gy
invitation. It’s that simple.

to each Team Captain you’ve i
nominated.

dnacaffefidentisphere. com
dzimmetlidentisphere. com




league leader: setting up your league

that’s all it takes to set up your league.

You will now be taken to your league page. From here you have
total access to the Healthy Competition. You can send emails to
your teams and captains, provide healthy tips (included in

take steps kit) and print weekly standings. While individual
results are always kept confidential, you and all members of
your league will be able to view team standings throughout the
competition. You can use this information to motivate teams that
are falling behind and praise teams that have made big strides.

11



12 league leader: roles and resources

the role of league leader

The League Leader runs the entire competition. This entails three simple steps
that are done quickly online once you’ve registered with take steps:

1. Setting up a league
2. Recruiting Team Captains
3. Reviewing standings and keeping players informed of standings and

any changes.

online league tools
In addition to all the Team Member resources, League Leaders will have access
to the tools shown below for quick and easy league management.

Add additional teams prior to your

Competition Start date' M TAKE STEPS - Microsoft Internet Explorer
File Edit View Favorites Tools  Help
HHCESEE Scnd emails to the s | ] bitpsfwoms kakesteps univershealthcare com/
entire league or just Team Captains. taife
YOUR GUIDE TO BEING ACTIVE, EATING RIGHT AND STAYING HEALTHY EVERY DAY, WEALTHCAS
LACEERED |n case you need a WELCOME TCOGLIN
llttle more tlme to allow people to My Take Steps VIEW MY PROGRESS ENTER DAILY INFO HEALTHY COMPETITION EDIT MY PROFILE GET HELF
sign up. Your League Competition Starts in 23 Days
League Name: idenii-steppers
. Leader Name: Tom Coglin bbrack i . com T 1
@EESETEEED Allows you to view St st BIRE0S : .
fyour t d their ik onia d : —
progress ot your teams and thel
standings. < Lasiout e i

yhoalih:

Remove a league
from competitive play.

HANGE CAPTIAN App0|nt a hew
captain to any team, by promoting
a Team Member.

NEW COMPETITION

n———
RSB Start another league [Seict s Lasqus )
outside of current competition.

VIEW MY LEAGUES Toggle between any
additional leagues you’re running.

B Internet

Allows you to edit
Team Member steps and servings that
may be entered incorrectly.




league leader: roles and resources 13

the role of team captain

Each potential Team Captain will receive an email invitation from the League Leader.
They must then click the unique link enclosed within the email to accept the role and
begin the set-up process. The Team Captain is in charge of one team within a league. This
entails three simple steps that can all be done quickly online once you’ve registered
with take steps:

-3 Setting up a team

-+ Recruiting players
-+ Keeping the team motivated and informed of changes or updates

captain tools

In addition to all the Team Member resources, Team Captains will have access to the
tools shown below for quick and easy team management.

CEEELEEEE |hvite additional

7} TAKE STEPS - Microsoft Internet Explorer CEm people to play via email.
| Fle Edt View Favertes Tools Help
2 address h # fmenen kak uni health o | .
- s - = GEEEECESEE Scnd your entire
tak univera team a message or healthy tip.
c Z'L'} 'r ) [~ YOUR GUIDE TO BEING ACTIVE, EATING RIGHT AND STAYING HEALTHY EVERY DAY.
-t _\ ' About Take Staps | | Providers Employers Contact Us About Univera .
WELCOME DZIMMET | — View who has
WIEW MY FROGRESS ENTER DAILY INFO HEALTHY COMPETITION EDIT MY PROFILE GET HELP accepted Or declined their invitations.
Your League Competition Starts in 23 Days
League Name; P
1 a2 Remove team from
competition.
End Date: d
Y GESIIEE® Start a new/
additiona[ league.

VIEW MY TEAMS Toggle between all
your teams.

GESEXEEEE Allows you to check

Team Member steps and servings
—— for accuracy.

VIEW MY TEAMS
Belect a Team +




14 league leader: roles and resources

setting up a team

After you choose your Team Captains and invite them via email to participate, they
will be sent an email asking them to click on a unique link that takes them through
the online set-up process.

Once they click the EEEESSINEP button, your captains will be asked to:

- Register with take steps at takesteps.univerahealthcare.com

----- * Answer a few questions to help us create their team web page

-+ Enter the email addresses of those they wish to join their team

We’ll then send emails from the Team Captain to each person they’ve invited to play
asking them to click a unique link and register with take steps. Once Team Members
accept, they’ll instantly be added to their captain’s team roster. If they choose not
to play, the person’s name will be displayed under the DECLINED section of the
captain’s roster.

Once your league, Team Captains and Team Members are signed up, you’re ready
to begin. Players can begin tracking their steps and servings before the official
start date, but their numbers will not be counted toward the competition until it
actually begins.

helpful hint:

Some find it helpful to brief
potential captains before
sending the email invitations.
It allows them to get a head
start recruiting a team and
registering with take steps.

2 TAKE STEPS - Microsoft Internet Explorer
File Edit View Favortes Tools Help
e | ] bt v takesteps.Lniverahealthcare, com/

YOUR GUIDE TO BEING ACTIVE, EATING RIGHT AND STAYING HEALTHY EVERY DAY.

Welcome to the Healthy Competition

You have been inviled 1o caplain a leam on e new league In thie Healthy
Compettion by Teoglin,

Please click the Accept or Decline buttot below,




league leader: roles and resources

the role of team member

Each potential player will receive an email invitation from their captain. The player
must then click the unique link enclosed within the email to begin the set-up
process. If they accept, they will be asked to do three things:

1. Set up their personal take steps web page
2. Keep track of their daily steps and servings of fruits and vegetables
3. Enter their steps and servings on their web page at least once a week

using your personal take steps web page
Each player will have access to the tools shown below and resources for managing
and tracking goals.

2 TAKE STEPS - Microsofi Internet Explorer

& Staps | - ) About Univera
LEN
WIEW MY PROGRESS ENTER DAILY INFO HEALTHY COMPETITION EDIT MY FROFILE BET HELFP

TEAM INFORMATION

League Name: ers

0% of Goal
Serings  Goal
35

5% of Goal

Senvir Goal

SER = : 35

dae |
LEAGUE TOOLS ik SRt ok

6% of Goal

VIEW MY TEAMS

VIEW MY PROGRESS SECTION
Shows your current BMI, weight,

as well the percentage of
steps/servings you’ve achieved.

ENTER DAILY INFO SECTION

This is where you’ll type your steps
and servings for each day. When
you’ve completed this, they’ll
instantly be added to your team’s
percentages.

HEALTHY COMPETITION SECTION
This page shows you how your team

is doing and gives you access to
league rankings.

EDIT MY PROFILE SECTION
Allows you to make changes to your

profile.

GET HELP SECTION
Answers to the most commonly

asked questions.
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16 league leader: tools

TEAM TOOLS
| Pl Edt Vew Favertes Tools Heb
CEEENEEEN Shows all e [ o sabestaps ierseatheae ond
members of your team
Wlth CliCkable email YOUR GUIDE TO BEING ACTIVE, EATING RIGHT AND STAYING HEALTH'
. 5 1 Parners 7| Providers Emy Contact Us
addresses for sending s
messages back and forth u 5 VIEW MY PROGRESS ENTER DAILY INFO HEALTHY COMPETITION EDIT MY FROFILE GET HELP
b
EREESEEN Shows : e :

Team Name:

your team’s goals and
totals completed.

GRS Allows
you to set up another
competition outside your

current one. LEAGUE TOOLS

LEAGUE TOOLS

GREETEENY View each

team in your league.

CEEEIEE Shows

each team and their total
steps/servings.

VIEW MY TEAMS
Select 3 Team ¥

VIEW MY TEAMS

Select a Team | Allows you

to toggle between various
teams you may be a part of.




league leader: checklists 17

we’ve provided the following leasteleaceneheckist

The following checklist shows you just how simple it is

C h eCkliStS to h e lp league to start a Healthy Competition.
[ | Determine how many teams you’d like (from 1 up to 200)
leaders, team Ca ptains and [] gathe.r emails of those you wish to invite to be Team
aptains
team mem berS get Sta rted [] tCho.ose a jtart date (remember to give everyone time
0 sign up
q UiCkly an d eaSily. ] Decide how your competition will be ranked

[ | Decide if there will be a prize for the winning team
or an individual and what that will be

[ ] Create a league following the steps online
(as outlined here)

[ ] Await responses from Team Captain prospects

In addition to these basic steps, you may choose to
include the following to create more excitement around
the competition.

[ ] Have an informational meeting to get everyone
interested in the competition

] Provide players with pedometers and Balance Books”
to increase participation

[] Post Healthy Competition posters™ around your office
for added support

[ ] Post weekly team standings where everyone can
see them

[] Send healthy tip emails™ to all players

[ ] Add take steps banner ads™ to your company intranet
to encourage participation

[] Use the take steps logos” on any internal
communications you create

* Accessible as a download on our website or on our Start Up CD.



18 league leader: checklists

team captain checklist

The following checklist shows you just how simple it is to

start and manage a Healthy Competition team. Remember,

the only way to set up a team within this league is through
the specific link provided in your email invitation from the
League Leader.

[[] Gather the emails of those you wish to join your
team

[ ] Click the unique link embedded in your personalized
email invitation to register with take steps and set
up your team

[ ] Create a team following the steps online
(as outlined here)

[] Keep your team motivated, informed and excited

In addition to these basic steps, you may choose to
include the following to create more excitement around
the competition.

[] Set up healthy team lunches or plan team walks

[ ] Post weekly team standings to encourage your players

team member checklist

The following checklist shows you just how simple it is to
participate in a Healthy Competition. Remember, the only
way to join this team is through the specific link provided
in your email invitation from your Team Captain.

[] Click the unique link embedded in your personalized
email invitation to register with take steps and join
your team

[ ] Keep track of your daily steps and servings

[ ] Enter your steps and servings on your take steps
web page at least once a week

[ ] Encourage your Team Members
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team captain: overview

welcome to the take steps
healthy competition.

You have been selected to be a Team Captain in the take steps
Healthy Competition. This step-by-step guide will show you
just how easy it is to set up and manage your team through our
web-based program. Just follow along carefully and you’ll be up
and running in no time.

what is the take steps healthy competition?

The take steps Healthy Competition takes a team approach to building healthier
lifestyles. The players on each team strive to eat better and be more physically active
by keeping track of how many steps each person walks and how many servings of
fruits and vegetables they consume daily. The team with the highest ranking after eight
weeks wins.

The whole program is set up and tracked online, making it very easy and incredibly
user-friendly.

19



20 team captain: overview

how do you play?

Each player has two goals. The first is to strive for at least 10,000 steps every day
(2,000 steps is approximately one mile). The second is to consume at least five servings

of fruits and vegetables a day.

Each player will be asked to keep track
of their total steps and servings and
enter them on their personal take steps
web page.

Here, each player will be able to see
what percentage of their goal they have
met. Their numbers will also be added
to their team’s total percentage.

3 TAKL STEPS - Mic ernel Explorer
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Healthy Competitions can be ranked in one of two ways:

e Team’s percent to goal or
e Team’s percent of improvement

2 TAKE STEPS - Microsaft Internet Explorer

take urfivera take urnivera
U ———— LI BUEDE 5 EATING ARG AN TTATERS HEALTHY FVERY AT
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Once a player enters their steps and servings for the day, their numbers will be added to
their team’s numbers and then represented as a percentage of the total goal completed.
This percentage-based scoring system allows teams of various sizes to compete fairly

against each other.
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player roles

There are three different roles within the competition. The League Leader, Team
Captains and Team Members. Each role is described below.

league leader:

The League Leader is responsible for setting up and running the competition
from start to finish. This includes setting up the league, recruiting Team Captains
for each team and keeping everyone informed of how each team is doing, any
changes, updates or news.

team captain:

Each team has a Team Captain. Captains recruit players and manage their teams.
That includes making sure everyone enters their steps and servings, as well as
keeping everyone motivated day to day.

team member:

Everyone participating in the competition has two goals. The first is to get more
physical activity — at least 10,000 steps a day. The second is to eat at least five
servings of fruits and vegetables daily. Each player will have to keep track of

their steps and servings and enter them on their personal take steps web page.

league
leader

league leader
e set up competition
e invite captains via email

monitor and weekly team resul
team * monitor and post y tea sults

captain

team captain
e accept league leader invitation
e create a team
e recruit players via email
e keep team motivated
team | |
member | | | | team member
e accept team captain invitation
e track their physical activity (steps)
e track their fruit + vegetable servings
e enter their steps and servings on their
web page




22 team captain: setting up your team

step one: respond to the invitation

You will receive an email inviting you to set up a team within your organization’s
league. In this email, you’ll see a unique link that has been made specifically for you.
You must use this link to begin the set-up process properly. This link is specifically for
you. Do not share it with anyone else.

uv“... FEETT O | Em et v Foretms T ol !

: M\ﬂiﬂ!wﬂ:l—‘ﬂt i R ET Bt %S ‘“hi . 0 Elrmtasm st e e “Bu
take urfivera
e suwer «
e =T e
-| | L A
[
s [P ] E— Welcome to the Healthy Competition
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‘" ouu-:?m\éuw Detise, O orOMITZOticn Wi IL be kok(ng 50t in the HeDithy Cospetition God i Tttt Hilng e eiby s
bl | weule Like you b be one of o Teon Coptoina, £2 o Teds Coplain, uau’ 1] reeruit o bass, glve |1 s
| @ e it ke sure vy stage nstivated theougheul Whn sopetibicas s
[l Zionine e s simin, Baruiing s cone vid the s, 5b 113 dasy o gak 3trted oed ket Lok of ‘ussos
75 g iy o 1|y w45 et atirted 13 @ 13k ol adi| addrasens of pespli wou'd Like 15 Ly

irwte b join your tem, Ju-ulmmi-nk biloe ko bacose 3 Tagictersd urer ond begin your
o Teom.

| Ve participation wi] falp ewrs great sucess | hopa yau' 1l jaim

Toegtin

Servw Wi e ik, 11 for sone padinen you'hee te 3lep i Whiosiddle of setting u gour Tees,
&nm-mwluwww»amuu
Te Leurn sire absul (e fos e 1oK6 1FS grogros serks, g8 1 vAMLGLIReRs UNheraNGa @ on.

= - :|.@M o @ riwm: “

step two: set up your account

If you are not already a member of take steps, the link will take you to the registration
page. You’ll be asked to answer some questions so we can build your personal
take steps web page. This information will be kept strictly confidential.

Fmopk et Tmh e ! mammnarw !

[ T e —————— B B e —— B
uriivera urfivera
i ot NNl i ot NSl
= —
YOUR TAKE STEPS ACCOUNT wl 23 YOUR PROFILE w323
I paeATI D o AN RS 5 1 W o T T
o o
A

Pem e

[F Eivn) Sown1e 21 W' Haalt
e

B e & e

g e s 3 e et

B e P P—

i -

e St G @ Etagess %

8




team captain: setting up your team 23

step three: set up your team

Once you'’re registered, you’ll be taken to the team set-up page. Again, you’ll be asked a
few organizational questions so we can build your team page. You’ll also be asked to
provide the email addresses of your potential Team Members. Once you enter their
emails, we will be able to send them invitations to join your team. You’ll be able to
use your team page to view who has accepted and who has declined your invitation.

= [ helpful hint:

| Fle Edt Vew Favortes Tooks  Help
e | 8] bt fowns. takesteps. Univeraheabhcars, com/

tak Have all your necessary email
q 1"9 nc YOUR GUIDE TO BEING ACTIVE, EATING RIGHT AND STAYING HEALTHY EVERY DAY. 5 y
SLCPO Home | About Take Steps | Partners | Providers | Employers | Contact Us About Univera addresses handy' You ll enter
WELCOME LUKET7
WIEW MY PROGRESS ENTER DAILY INFO HEALTHY COMPETITION EDIT MY PROFILE GETHELF them here Once you Submit
CREATE A TEAM

them, invitations with specific

Creating your team is easy and fun. Just fill in the fields below and you're

I t ready. . .

b 4 sign-up links are generated
ream e C -
Covto e [T ™ and sent out to each potential

Are you signing up as pari of a Healthy Competition? F yes, what is your group? Tea m M e m be r

Ermployer v

To accept the challenge, all

they need to do is click on the
unique link within their
invitation. It’s that simple.
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CEEENEIEEEE® nvite additional
Internet Explres EE= people to play via email.

| File Edit View Favortes Tools  Help

e ) kst e heskcare.cont : GEEEENEEXE Scnd your entire

tak univera team a message or healthy tip.

- z'{_‘;p [y YOUR GUIDE TO BEING ACTIVE, EATING RIGHT AND STAYING HEALTHY EVERY DAY.
- L e

About Take Steps | Partners | Providers | Employers | Contactlis | About Univera .
WELCOME DZIMMET | — View who has
WIEW MY PROGRESS ENTER DaILY INFO HEALTHY COMPETITION EDIT MY FROFILE BET HELF accepted or declined their invitations.
TEAM INFORMATION Your League Competition Starts in 23 Days
CEENENEIN Remove team from

League Name: ACCEPTED
competition.

LRI Start a new/
i additional league.

Team Captain: T
Start Date:
End Date:

VIEW MY TEAMS Toggle between all
your teams.

GREEECIEERE Allows you to check

Team Member steps and servings for
accuracy.

LEAGUE TOOLS

VIEW MY TEAMS
Select a Team * |

step four: managing your team

Once the competition starts, it’s up to you to make sure everyone stays motivated and
keeps striving to meet their healthy goals. You can do this through emailing healthy
tips provided by take steps, offering incentives or by organizing healthy lunches or
walks. Don’t forget, you’re a player too, so make sure you enter your steps and
servings of fruits and vegetables daily!
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the role of team captain

Each potential Team Captain will receive an email invitation from the League Leader.
They must then click the unique link enclosed within the email to accept the role and
begin the set-up process. The Team Captain is in charge of one team within a league. This

entails three simple steps that can all be done quickly online once you've registered

25

with take steps:

+ Recruiting players

~~~~~ + Keeping the team motivated and informed of changes or updates

captain tools

In addition to all the Team Member resources, Team Captains will have access to the

tools shown below for quick and easy team management.

3 TAKE STEPS - Microsoft Internet Explorer
| Fle Edt View Favortes Tools  Help

Rl L —pr————"

take

an<c YOUR GUIDE TO BEING ACTIVE, EATING RIGHT AND STAYING HEALTHY EVERY DAY.
e l"m About Take Steps | Partners | Providers Employers ContactUs ) About Univera
WELCOME DZIMMET

VIEW MY PROGRESS ENTER DAILY INFO HEALTHY COMPETITION EOIT MY PROFILE GET HELP

Your League Competition Starts in 23 Days

ACCEPTED

CAPTAIN TOOLS

LEAGUE TOOLS

VIEW MY TEAMS
‘Select a Team |

GEEEEEEEE® (nvite additional

people to play via email.

@EECENEIEE Scnd your entire

team a message or healthy tip.

CEEENIEEEN View who has

accepted or declined their invitations.

ST Remove team from

competition.

CEEEEE Start a new/

additional league.

VIEW MY TEAMS Toggle between all
your teams.

GRESENIEEE Allows you to check

Team Member steps and servings for
accuracy.
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TEAM TOOLS

2 TAKE STEPS - Microsofi Internet Explorer

| Fle Edt View Favortes Tools Help

comy

GEEEEEEND Shows all R e

members of your team

with clickable email S tgps YOUR GUIDE TO BEING ACTIVE, EATING RIGHT AND STAYING HEALTHY EVERY DAY.
addresses for sending I
messages back and fo rth - ake WIEW MY PROGRESS ENTER DAILY INFO HEALTHY COMPETITION EDIT MY PROFILE GET HELP

— Shows - _ League Name:
your team’s goals and - .
totals completed.

CLEIESTIEIE® Allows
you to set up another
competition outside your

current one.

LEAGUE TOOLS

GREEEEEERY View each

team in your league.

CEEEEIE Shows

each team and their total
steps/servings.

VIEW MY TEAMS

Select a Tearn » Allows you

to toggle between various
teams you may be a part of.
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the role of team member

Each potential player will receive an email invitation from their captain. The player
must then click the unique link enclosed within the email to begin the set-up
process. If they accept, they will be asked to do three things:

1. Set up their personal take steps web page
2. Keep track of their daily steps and servings of fruits and vegetables
3. Enter their steps and servings on their web page at least once a week

using your personal take steps web page
Each player will have access to the tools shown below and resources for managing
and tracking goals.

YT T ————
' |
-

F (g [~ YOUR GUIDE TO BEING ACTIVE, EATING RIGHT AND STAYING HEALTHY EVERY DAY.
-~ N ™~ ~ About Take Steps | Partners | Providars Empioyers ContactUs ) About Univera
WELCOME SALLEN
Tﬁe Sheps WIEW MY PROGRESS ENTER DAILY INFO HEALTHY COMPETITION EOIT MY PROFILE  GET HELP

TEAM INFORMATION DS to Z1505 |
il Al S A
End Date: —— 3

+ Log Out i i y —_———

of Goal

09 ! i DO% f I
LEAGUE TOOLS % 00% of Go_.a
NMES Servings  Goal
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of Goal

VIEW MY TEAMS

Select a Team w

VIEW MY PROGRESS SECTION
Shows your current BMI, weight,

as well the percentage of
steps/servings you’ve achieved.

ENTER DAILY INFO SECTION
This is where you’ll type your steps

and servings for each day. When
you’ve completed this, they’ll
instantly be added to your team’s
percentages.

HEALTHY COMPETITION SECTION
This page shows you how your team

is doing and gives you access to
league rankings.

EDIT MY PROFILE SECTION
Allows you to make changes to your

profile.

GET HELP SECTION
Answers to the most commonly

asked questions.
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we’ve provided the following checklists to help team captains
and team members get started quickly and easily.

team captain checklist

The following checklist shows you just how simple it is
to start and manage a Healthy Competition team.
Remember, the only way to set up a team within this
league is through the specific link provided in your
email invitation from the League Leader.

[] Gather the emails of those you wish to join your
team

[] Click the unique link embedded in your personalized
email invitation to register with take steps and set
up your team

[] Create a team following the steps online (as
outlined here)

[ ] Keep your team motivated, informed and excited

In addition to these basic steps, you may choose to

include the following to create more excitement around
the competition.

[ ] Set up healthy team lunches or plan team walks

] Post weekly team standings to encourage your players

team member checklist

The following checklist shows you just how simple it is
to participate in a Healthy Competition. Remember, the
only way to join this team is through the specific link
provided in your email invitation from your Team
Captain.

[ ] Click the unique link embedded in your personalized
email invitation to register with take steps and join
your team

[ ] Keep track of your daily steps and servings

[ ] Enter your steps and servings on your take steps
web page at least once a week

[ ] Encourage your Team Members
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team member: overview

welcome to the take steps
healthy competition.

You have been selected to be a Team Member in the take steps
Healthy Competition. This step-by-step guide will show you just
how easy it is to join a team through our web-based program. Just
follow along carefully and you’ll be up and running in no time.

what is the take steps healthy competition?

The take steps Healthy Competition takes a team approach to building healthier
lifestyles. The players on each team strive to eat better and be more physically active
by keeping track of how many steps each person walks and how many servings of
fruits and vegetables they consume daily. The team with the highest ranking after
eight weeks wins.

The whole program is set up and tracked online, making it very easy and incredibly
user-friendly.
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helpful hint:

When you receive your email invitation
from your Team Captain, make sure
you respond by clicking on the

unique link embedded within the
invitation. This link has been created
specifically for you. Do not forward it
or share it with others.




how do you play?

team member: overview

Each player has two goals. The first is to strive for at least 10,000 steps every day
(2,000 steps is approximately one mile). The second is to consume at least five servings
of fruits and vegetables a day.

Each player will be asked to keep track
of their total steps and servings and

enter them on their personal take steps
web page.

Here, each player will be able to see
what percentage of their goal they have
met. Their numbers will also be added
to their team’s total percentage.

et Dxplarer
Tock

VOUR GIRDE TO BSING ACTIVE. EATING RIGHT AND STAYWS HEALTAY EVERY DAY,

A il e oo
USERUL GUIDES
s i chiar o come camimon
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U 11 guiBa 10 181D determine
serving size and portions:
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Ae Fik VW
ek | @)t i tabesincs b ah ek s ! - N B scbdiess @ P i tavestngs ntveaheberson! N _ #Ee
take univera take univera

‘YQUR GIADE TO BEING ACTIVE EATING RGiGHT AND STAYNG KEALIKY EVERY DAY mraii» Tt

Healthy Competitions can be ranked in one of two ways:
® Team’s percent to goal or
® Team’s percent of improvement

3 AKE STEPS - Microsofl infernet Lxplorer 3 AKE STLPS - Micr @rmn r
take unfivera take uriivera.
VO GUIDE 7O CATING NIGHT AND STAYIG HEALTHY Y ERY 2aY
|LERGLIE NAME slentisphe e 03/09/05 W74 A START DATE:  N3/0B/05 LEAGUE NAME: identisphore 03/09/05 824 AM START DATE:  03/00/05
LEAGUE |ERDER teaghn END DATE: DS/03/05 LEAGUE LEADER: teoglin END DATE: 05/03/05
viEW B PERCENT IMPROVEMENT VA RRUTAICR IPREITTIN - ABOLT RANKING L PRINT ELPRINT
VIEW WEEK: < 1 -
TEAM NAME CAPTRIN NAME WTOSTEPS % TO SERVINGS :
1ranm 1 nzmmer 980 i 1348 — de— il
Team02 sallen 7320 53.45 0002 b kbt
amiy Jensgrove 2P 0
team03 TeusgI v w75 27 22.02 franilld i fisa P
teamod inunes 05.67 7 n 10.22 " s
| Eiome @ Tri=ret & @ Treerret
scoring

Once a player enters their steps and servings for the day, their numbers will be added to
their team’s numbers and then represented as a percentage of the total goal completed.
This percentage-based scoring system allows teams of various sizes to compete fairly

against each other.
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player roles

There are three different roles within the competition. The League Leader, Team
Captains and Team Members. Each role is described below.

league leader

e set up competition

e invite captains via email

e monitor and post weekly team results

team captain

e accept league leader invitation
e create a team

e recruit players via email

e keep team motivated

team member

e accept team captain invitation

o track their physical activity (steps)

e track their fruit + vegetable servings

e enter their steps and servings on their
web page

league leader:

The League Leader is responsible for setting up and running the competition
from start to finish. This includes setting up the league, recruiting Team Captains
for each team and keeping everyone informed of how each team is doing, any
changes, updates or news.

team captain:

Each team has a Team Captain. Captains recruit players and manage their teams.
That includes making sure everyone enters their steps and servings, as well as
keeping everyone motivated day to day.

team member:

Everyone participating in the competition has two goals. The first is to get more
physical activity — at least 10,000 steps a day. The second is to eat at least five
servings of fruits and vegetables daily. Each player will have to keep track of
their steps and servings and enter them on their personal take steps web page.

league
leader

team
captain

team | |
member | ‘ | |
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step one: respond to the invitation

You will receive an email inviting you to join a team within your organization’s league.
In this email, you will see a unique link that has been created specifically for you.
You must use this link to begin the set-up process properly. This link is specifically
for you. Do not share it with anyone else.
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step two: set up your account

If you are not already a member of take steps, the link will take you to the
registration page. You will be asked to answer some questions so we can build your
personal take steps web page. This information will be kept strictly confidential.

Once you are registered, your name will be added to your team’s roster and you’ll be
ready to go.

o ok ovew Pewts Tmh el E " o vee Penwts Tmh el ! w ook ver Feates Tmh b !
e B i s e Y i S o i S
take urfivera take urfivera take urfivera
ot A A A O R S AT
! 3
e — —
i YOUR TAKESTEPS ACCOUNT w1l 23 YOUR PROFILE w1 23 WELCOME TO THE PROGRAM
e o
- o -
R
sy — St g e ) 3R o
[— s chases ¢ bealhy Your Results
1
e e o
A £ [ .
i e
s i
e et
o e
; Pltvsbont Acitty Vo0 res <ty _
i s s s oo
. ep— e
e SR
. . ‘ -
e _ N B roem! e B roem! | =Y ® et
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the role of team member

Each potential player will receive an email invitation from their captain. The player
must then click the unique link enclosed within the email to begin the set-up
process. If they accept, they will be asked to do three things:

1. Set up their personal take steps web page
2. Keep track of their daily steps and servings of fruits and vegetables
3. Enter their steps and servings on their web page at least once a week

using your personal take steps web page

Each player will have access to the tools shown below and resources for managing
and tracking goals.

VIEW MY PROGRESS SECTION
Shows your current BMI, weight,

as well the percentage of
steps/servings you’ve achieved.

ENTER DAILY INFO SECTION
Abou Univera _ This is where you’ll type your steps

and servings for each day. When
you’ve completed this, they’ll

WIEW MY PROGRESS ENTER DAILY INFO HEALTHY COMPETITION EOIT MY FROFILE GET HELP

Your Goal is to lose € |bs,

You've achieved 37% of your goal, B ) S instantly be added to your team’s

- BMI: Body Mass Inde:f STEPS percentages.

¥ Servings  Goal
3 35 HEALTHY COMPETITION SECTION
of Goal This page shows you how your team

is doing and gives you access to
league rankings.

Your current M s e E— o Servings  Go EDIT MY PROFILE SECTION

Allows you to make changes to your
profile.

86% of Goal

GET HELP SECTION
Answers to the most commonly

asked questions.
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HEALTHY COMPETITION SECTION: e

i [ i

This page shows you how your
team is doing and gives you access
to league standings.

EDIT MY PROFILE SECTION:

Allows you to make changes
to your profile.

GET HELP SECTION:

Answers to the most commonly
asked questions.
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TEAM TOOLS

GEELESSEND Shows all

members of your team
with clickable email
addresses for sending
messages back and forth.

CREETEEEN Shows

your team’s goals and
totals completed.

TSR Allows
you to set up another
competition outside your
current one.

LEAGUE TOOLS

@SSR View each

team in your league.

CEEEIIE Shows
each team and their total
steps/servings.

VIEW MY TEAMS

Select a Team Ef; Allows you

to toggle between various
teams you may be a part of.

2 TAKE STEPS - Microsof

| Fle Ede View Favorkes Tools Heb

comy

e Gt

WIEW MY PROGRESS ENTER DAILY INFO

TEAM INFORMATION

League Name:

LEAGUE TOOLS

VIEW MY TEAMS
Select a Team ¥ |

HEALTHY COMPETITION

EDIT MY FROFILE

SET HELP




we’ve provided the following
checklist to help you get
started quickly.

team member: checklist 37

team member checklist

The following checklist shows you just how simple it is to
participate in a Healthy Competition. Remember, the only
way to join this team is through the specific link provided
in your email invitation from your Team Captain.

[] Click the unique link embedded in your personalized
email invitation to register with take steps and join
your team

[ ] Keep track of your daily steps and servings

[ ] Enter your steps and servings on your take steps web
page at least once a week

[ ] Encourage your Team Members
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VISIT THE TAKE STEPS WEBSITE

Here you'|
including activities, recipes, resources for kids and semiors.
and fun things to get yaur friends, family or arganization
living hezlthier, oo, )

HEALTHCARE
n excellus compary

2 3

SET UP YOUR PERSONAL PROFILE YOUR PERSONAL TAKE STEPS PAGE
Just answer a few questions about your diet and activity Track yaur pragress in reaching your goals, Alsa use [tto
level We'll then create @ webpage to assist you In keeping enter your daily steps and servings for the Take Stegs
track of your healthy goals, program and Take Steps Healthy Competition.

takesteps.univerahealthcare.com S teps

appendix: resources
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These support materials and
more can be found on your
Healthy Competition Start Up
CD or on our website in your
“My take steps” section on the
“take steps resources” page
(in Acrobat .pdf format).

1. Posters

2. Balance book

3. Bookmark

4. .pdf of this guidebook

5. take steps 1-2-3 hand out

Also included are: email tips,
email templates, BMI (body
mass index) charts, logos and
banner ads too.





