RedCarpet Onboarding Guide for Nursing Students
Point of Contact for any questions or concerns: schoolsofnursing@seattlechildrens.org
Due Date: RedCarpet onboarding requirements must be complete at least 2 weeks before your start date. This allows time for your SCH username to be created, which then allows you to complete the rest of your required training prior to your first day of clinical or practicum. 

Setting Up Your RedCarpet account
Seattle Children’s will automatically send you a Welcome email with instructions for RedCarpet onboarding. If you do not receive this email, first check in your Spam/Junk folder, then email schoolsofnursing@seattlechildrens.org to verify your email address and resend the Welcome email. This email contains your badge number (employee #) and a password.
Example:
[image: ]
To begin, click on the Non-Employee Onboarding link which will direct you to the RedCarpet login page. 
Sign in using your username (Employee #) and password provided in the Welcome email.
Example:
[image: ]

Completing Tasks on RedCarpet
From the RedCarpet home page, you will find general information on the organization in “Home” as well as a Task List which contains your required onboarding tasks. 
· Select the “Welcome” task to begin Onboarding and enter your general information. 
· Once this initial task is complete, your remaining required tasks will appear. Complete all assigned tasks.[image: ]
Note that RedCarpet may require up to 5 days to register your Task List as complete. Once your RedCarpet onboarding tasks are fully processed and marked as complete, you will receive the email notification with next steps:
Example:
 [image: ]
[bookmark: _General_Notes/Guidelines]General Notes and Guidelines / FAQ for RedCarpet Onboarding:
Remember that all RedCarpet onboarding requirements must be complete at least 2 weeks before your start date for your onboarding to process. Due dates mentioned in the email are automatic reminders and do not reflect 2 weeks before your start date. You will receive automatic emails like the example below: 
Example:
[image: ]
· Schools are responsible for providing student COVID -19 information. Faculty provide this information during their RedCarpet onboarding.

· If you do not have an SSN, enter 000-00-0000. HR is familiar with this scenario and will reach out to further assist once your RedCarpet is complete.

· Parking is free for students and faculty. You will be assigned a parking lot and will ride a shuttle to campus if you work day shift. (If you work weekends or are a senior practicum student on night shift, you will park on campus.)

· Your School Coordinator will work with our Talent Acquisition Service Center (TASC) team to schedule your badge appointment. You can disregard this step if prompted to do so. 

· If you open a task and need to come back to it later, select “Save & Complete Later”. If you are ready to submit a task, select “Save & Complete Task”

· When signing agreements, make sure you select “Sign” and then “Save and complete Task” to complete the agreement. Your signature is case-sensitive and must be electronically signed the same name format as your profile.

 [image: ]

· The Non-Employee Orientation Presentation can be found on your Task List within the ‘Complete the required orientation’ task. 

Receiving Your Username, Login, and Next Steps
A week before your start date, you will receive your SCH username/user ID (which is different from your badge number/employee ID) and a temporary password in two separate emails. If you do not receive these one week before your start date, first check in your Spam/Junk folder for “caps-no-reply” then email schoolsofnursing@seattlechildrens.org 
User ID email:
[image: ]
Password Email:
[image: ]
Once you have your username and temporary password, you will refer to Step 4 on the Student Onboarding page to complete your onboarding: https://www.seattlechildrens.org/careers/nursing/nppdi/student-onboarding/ 
(Hint: Open the links below “Students will complete the requirements according to their role found in this document”)
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Welcome to Seattle Children's!

«
Seattle Children's Human Resources <RedCarpetMailer@silkroadtech.com> O Reply | © ReplyAl | > Forward
To © Gogue-Garcia, Tierra Thu 8/4/2022 1:15 PM

CCAUTION: This email originated outside of this organization.

Welcome to Seattle Children's!

To help make your onboarding experience as smooth and easy as possible, Children's uses RedCarpet, a secure web-based interface that will guide you
through the steps you need to complete before you start your assignment.

Please note you will not be able to receive a Children’s badge until all onboarding tasks are completed and you receive a confirmation email that the
assignment is approved.

To get started, use the RedCarpet username and password below. When you first log in you will be prompted to change your password. Please keep your
username and new password accessible because you will need to use them throughout your onboarding experience.

Please log in and complete your tasks as soon as possible. The sooner we get your information, the better prepared we will be for your arrival.
Username:
Password:

Your sponsor has submitted your name as Tierra Gogue-Garcia. Please verify that this is your legal name and correct it in the first "Welcome" task. The name
will be used for electronic signatures.

If you do not receive a password above, your record was in the onboarding system previously and your password has not changed. If you do not remember
your password, click on the "Did you forget your password?" link from login screen to update it.

Click Non-employee Onboarding to proceed.

If you have questions, please contact us at (206) 987-2111 or human.resources@seattlechildrens.org.
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The page you requested requires that you log in first.

User Name: (012345
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Welcome Tierra!

Message From Our CEO

Getting Started Seattle Children's vision s to be the best children's hospital. To become the
o best, we work with the best people. That's where you come in - by working
Orientation with us, you will help us achieve our ambitious vision
Research Orientation We will do all we can to make your time here rewarding and fruitful. This site

Seattle Children's Culture contains material to introduce you to Children's.

If you have questions during the onboarding process, itis easy to get help:

1. Read our Frequently Asked Questions.
2. Enter a message in the ‘Notes' ield on the task you are working on.
This will send an e-mail to us and we can get back to you.
3. Send us an e-mail
o Talent Acquisition Service Center (TASC);
TASC@seattlechildrens.org
o Residents and Fellows: GMEtraining@seattiechildrens.org
o Medical Students: medical students@seattlechildrens.org
4. Callus at
o Talent Acquisition Service Center (TASC): 206-987-1020
o Graduate and Medical Student Education: 206-987-2525
= Option 4 for residents and fellows
= Option 5 for medical students

Please click here to begin your onboarding process.
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Hello,

Welcome! Tnis email is a confirmation that your assignment has been processed. Your Children's
sponsor is Ashley Turner, and your Children’s ID number is [

Next steps in your onboarding process:

1. You will need a Photo ID badge. Please contact your school coordinator or facultyfinstructor
for your appointment time. You must have an appointment time set prior to arrival as walk-ins
will not be accommodated. For directions to Roosevelt Commons at your scheduled time, click
here_ PLEASE NOTE: There is limited visitor parking, stalls are narrow and the garage clearance is
low, carpooling is advised. There is metered street parking near the building if needed.

2. Complete your student orientation prior to your 15t day at the hospital. Orientation
information can be found here: student orientation

3. Ifyour rotation includes access to our Children's IT systems, you should have received a
separate communication from IT with remote login instructions and a temporary password.
2. Once you receive the email from IT, you will then be able to complete your required web-
based trainings.
b If you have any issue logging in to the Children's network, please call our IT Help Desk at
206-987-1111. You will need to have your ID # and Sponsor name accessible to provide to
the IT team when calling

Should you have any questions about this process please contact your school coordinator or
faculty/instructor.

Thank you and again, welcome to Seattle Children's!
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One or More of Your Tasks Is Overdue

€ Reply | % ReplyAll | —> Forward

Seattle Children’s Human Resources <RedCarpetMailer@silkroadtech.com>
To @ Gogue-Garcia, Tierra Tue 8/9/2022 1:07 AM

CCAUTION: This email originated outside of this organization.

This e-mail is a reminder that the following onboarding tasks are overdue. You must complete these tasks in order to begin your assignment at Seattle
Children's on your scheduled start date.

Task Due Date For Whom Details
Welcome! | Saturday, August 6, 2022 | Tierra Gogue-Garcia | View Details

If you have any questions or need assistance, please contact us at (206) 987-1020.

Task Overdue - NEE
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By signing below, | agree to pay any and all parking fees and expenses associated with parking my personal vehicle in parking lots that are managed by Seattle
Children's. | further agree to park in my assigned parking lot when driving to work, and following the parking and commuter rules of Seattle Children's. | understand that
abiding by these rules is a condition of my employment or continued service.

171 am an employee | expressly authorize Seattie Children’s to deduct from my wages for the appropriate pay period all such parking fees and expense. If | am a non-
employee, | understand that | will be billed montnly for all parking fees and expenses.

Signature: | ] Date: [0BT52022

Office Use Only
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FW: Welcome to Seattle Children's STUDENT NAME - UserlD

From: caps-no-reply@seattlechildrens.org <caps-no-reply@seattlechildrens.org>
Sent: Monday, June 13, 2022 10:00 AM
To: student email

Ce: Turner, Ashley <Ashley.Tumer@seattlechildrens.org>
‘Subject: Welcome to Seattle Children's STUDENT NAME - UserlD

Welcome to Seattie Children's STUDENT NAME! We are thrilled to have you join our team!

To access Children's network and its many resources, you will be required to log in with Children's credentials. (You do not need the login information below to access your
Day One WebEx session )

« Your Children's Network login (UseriD): xoxxxxx
“This vill be your UserlD while employed at Childrens.

* Your Children's Okta login: xxxx@seattlechildrens.org
Typically used for remote login.

‘Your password will be sent in a separate emai.

Other user detail

*  DepartmentName: Nsg Practice, Prof Dev & Innov
« Department 18560

o StariDate: 2022-06-20 00:00:00.0

o Manager Tumer, Ashley
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FW: Welcome to Seattle Children’s STUDENT NAME

From: caps-no-reply@seattlechildrens.org <caps-no-reply@seattlechildrens.org>
Sent: Monday, June 13, 2022 10:01 AM

To: student email

Ce: Turner, Ashley <Ashley. Tumer@seattlechildrens.org>

subject: Welcome to Seattle Children’s Cindi Badillo

Welcome to Seattie Children's STUDENT NAME! We are thrilled to have you join our team!

To access Children's network and its many resources, you will be required {o log in with your Children's User ID and Passwiord. (Note: You do not need the login information
below to access your Day One WebEx session )

“This is your temporary Children's PassOrd: XXXXXKKICOXXKIKXOXKNRXX
‘You wil be required to change your passwiord the first tme you log in.The temporary password will be expired after 7 days of start date.
Secure your account by creating a strong password.
Password Guidelines
Password must include the following:
1. Atleast 10 characters
2. Any 3 of below 4 requirements
o Upper case letter
Lower case letter

o Number
o Special character




