Guide to Self-Reporting a Lunch and Learn Event to StayWell

Go to http://cebcowellness.staywell.com/ and logon. Enter your User Name and Password, then
click on the orange Sign In box.
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3. Scroll down until you see the Health Challenges box that contains the Educational

Session/Lunch-n-Learn options (there are two sessions listed in the StayWell menu of program
events). Click on the orange text to initiate self-reporting actions.

4. Once you have clicked on the appropriate Educational Session/Lunch-n-Learn link (Session 1 or
Session 2), you will then click on the orange Report Now box near the center of the screen.
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5. Click inside the white box which states “Enter date completed” to select the date of the Lunch
and Learn event you attended.
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When you click inside the white text box, a calendar feature will be enabled. This will allow you
to enter the exact date of the Lunch and Learn event you wish to report. You can navigate to the
appropriate month using the black front and back arrows located on either side of the month
description. Once the desired month is in view, click on the appropriate date to continue.
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6. Lastly, you will be prompted to certify your self-reporting activity by clicking on the orange
Certify Self Report box located near the middle of the screen. This is the final step!
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Health Risk Assessment Reminder

While you are logged in to your StayWell portal account, consider taking the required Health Risk
Assessment (which will also earn you 75 points!). It can be accessed from the My Incentive tab
or the Program tab on the main page. Click Get Started to begin the 10-15 minute process. Be
sure to have your health screening information readily available.
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