Employee Orientation // Computer Systems

Open , Leyniholf”

Leynihdlf is a website used by employees to keep track of usernames and passwords for
systems and accounts. To get to your Leynihélf (secret compartment), open your web
browser (chrome or explorer) and go to innri.lsh.is which should be the home page.

&> 1ANDSPITALI Starfsmadurinn

Gattir Mannaudur Beint ad efninu i neyd Efnislistar i klinik

> Atvikaskraning vegna sjukli... > Atvikaskraning starfsfolks, g... > Boékasafn landspitala/Heilbr...
> Edda - rafraen fraedsla > Gagnagatt > Gadahandbaskur

> Heilsugatt > Hlada > HUT gatt

> Leynihdlfid > Maelabord - Power BI > Netpostur (Outlook)

> Orri /Vinnustund > Simaskra deilda og vaktalistar > Stodgatt Landspitala

> Sykingarvarnir > Syklalyf - leiSbeiningarum ... > Utvefur - landspitali.is

> Vefverslun - Péntun a télvu... > Velferdartorg Landspitala > Verkefnagatt

> Vinnudlagsmeling > Workplace > www.office.com

> bjodskra > bjénustubord AFU > bjoénustuhandbék rannsékn...

Under the tab Gattir you will find links to systems most used by employees. The systems
that are highlighted above will be the ones you will set up during today’s orientation. It is
useful to open them all now; Leyniholf, Office/ netpdstur, Orri/ Vinnustund and
Workplace.
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Start in Leynihdlf, use your electronic phone ID on the left side and click Innskraning.

{} Leyniholf

Innskraning med rafraanum Innskraning med kennitélu og
skilrikjum lykilordi

Tynt lykilord

Innskraning

If you do not have electronic ID, an employee will create a Leynihdlf for you by using your id-
number (kennitala) and a password you create.

Leyniholf should now be open and you will see what systems you have access to. Every
employee should have access to Microsoft/Outlook/Office365 and most also have Orri
vinnustund.
AN s
Leynihalf
v 1
Leit =

§=  Minnadgangur Minn adgangur

Qe it i Adgangur ad husnaedi og rymi

I Microsoft/ Outlook/ Office365

(£ wmiso

@ Upplysingar

Adgerdarsaga

[= Utskra

Choose Microsoft / Outlook / Office365.

In the top line is your username that you will need to log onto your computer, email and
remotely access innri.lsh.is from home. When using your email you will need to add
»@landspitali.is” after your username (username@|andspitali.is).

There is a temporary password in the second line that you will now change by creating your
own password in the two bottom lines and press “Vista breytingar (Save changes)”

The password for your email has to be minimum 14 letters (and/or numbers) long. Do not
use signs or Icelandic letters.
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Orri/Vinnustund

e On the inner web you open a window for Orri/Vinnustund, if you have not already.
e Sign in with your electronic phone ID on the right side of the picture below.

Electronic identification

User Name

Password Phone number

Accessibility Language

Login Assistance

e Choose the sign for Vinnustund:

VinnuStund
(LSH Sjalfsafgreids!...

e If this sign does not appear, choose Favorites and add it to your screen.

e If you want to be able to sign in without using the electronic phone ID, you can
choose ,, Tynt lykilord“ or ,,Login assistance”, add your employee number (LSH-XXXXX)
and ask for ad password in Orri.

e If you want to access Orri / Vinnustund outside of Landspitali, the URL is heima.orri.is

e In Rjominn, the employee handbook you can find instructional videos for Vinnustund.
We will open Rjéminn later in these instructions.

e At the bottom of the grey column to the left, there is Smastund, an application that
we recommend. It is especially handy for those who work shifts.

e In Minar sidur (My pages) in Orri, you can apply for a transport agreement if you
travel to work in an environmental way, walking, biking or with the bus.

Sidast uppfaert 24.07.2024



Email

On the inner web, innri.Ish.is (home page) choose www.office.com, if you have not already opened
it, and the page below should appear:

o

Office is now
Microsoft 365

The all-new Microsoft 365 lets you create, shar
collaborate all in one place with your favorite af

Sign up for the free version of Microsoft 365 >

Select Sign in, type your username from “Leynihélf” and add ,, @landspitali.is“ then type in the 14.
Letter password you just made. After you sign in, another window opens. Locate the toolbar on the

left side and choose the Outlook icon. See outlined:

# Microsoft 365

Blis i@ iw TR E

]
5
=
a
&

O

If you have any system problems you can call (543) 1550 or send an e-mail to
1550@Iandspitali.is
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Workplace

In your email inbox you should see an invitation from Landspitali for your new workplace.
Use the link in the e-mail to get to Workplace (Get started/activate account).

If there is no e-mail from Workplace, you can also go straight to the website by url:
landspitali.workplace.com.

A sign-up page opens as seen below.

o Tosign in, you use the same username and password as for your email
account.

o Isthat does not work, try changing the front letter to either upper or
lower case and sign in again.

@orkplace from FACEBOOK

N SignUp

Create a password

By activating your profile, you agree to the Workplace Privacy, Acceptable Use,
and Cookies policies

Global Heroes is a group on Workplace for foreign employees. We highly recommend that
all English-speaking employees find and join this group.

Note that news from Workplace are sent automatically to your Outlook inbox. You can
choose Unsubscribe at the bottom of a Workplace e-mail to stop receiving them.
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Workplace - Rjdminn

Rjominn is Landspitali’'s employees manual (handbook) where you can find various useful
information. In the orientation for new employees, you will open Rjominn, but you can read it later

when you have time.

We recommend that you familiarize yourself with the material in Rjominn as soon as possible.

You can find the manual at Workplace > Knowledge Library > Rjdminn. Or in the right top cornes. You

can open Rjéminn via Workplace on your computer, phone and tablet.
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In Rjdminn, our employee handbook you can find instructional videos for Vinnustund.

In Rjdminn, you will find the videos under Vinnustund - Vinnustund — Q&A and Leidbeiningar
og kennsla fyrir nyja starfsmenn - Landspitali (landspitali.is)

The videos are short and concise. The videos are in Icelandic but have English subtitles. We
encourage you to take a look when you have a spare time.

Vinnustund

Hvar og rnig fer A i
i ‘: i “f;”. 3 Vidmot o‘.l.'.tunci 5U°U n

. SETEMBER 023 TREDSLA FrEmBER 202 rembe 0z
Hvar og hvernig fer égi Vidmét i vi divi d implun/Clocking in and out
Vinnustund?/Where and how to interface

access Vinnustund?

15 SEFTEMBER 1073 FRESSLA 5. SEPTEMBERIITY FRED: aa

Vinnustund - A8 éska sér vakta/Shift Starfsmadur & viktum - Hvar sé ég Vinnustund - Leyfi/Annual leave
wishes vaktirnar minarjShift worker - Where
to find your shifts

Oskad a‘-ou ii/leyfi V ‘°U a
5 i vini una

. SEFTEMBER D071 FRASLA 3.l (DS
Vinnustund: Skrd sig i fri eda leyfi | ¥firferd & vinnustund/Going over
Absence requests your Vinnustund entries

Edda — Learning platform

Edda is Landspitali‘s electronic learning platform and you will find it at edda@landspitali.is.
You might not be able to open Edda on your first day.

You can also access Edda from Innri.lsh.is.
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Taxcard to our Payroll Department

1. If you plan on using your taxcard at Landspitali, go to the website www.skattur.is

() Skatturinn

Rafraen skilriki i sima Rafraen skilriki & korti Veflykill

rikisskattstjéra
v Q.
_

Midiar um skl 8 her

tu bess a3 siminn sé 6lstur

2. You log in with electronic ID or social security number and password.
3. Atthe bottom of the page you find , Yfirlit til laungreidanda” and open it. (Picture

below)
4. Click ,Seekja Pdf“ to download a PDF file that you will send by email to our payroll
department.
Fyrstaibud Persénuafslattur
Efbd ad kaupa eda byggja i fyrsta Fylgstu med nytingu persénuafslattar

i s6tt um ad fa skil lau

pplysinga i

adi pinum radstafad ioslu

upp i lin eda fengid hann greiddan at - 5
- Fadu upplysingar til bin i pdf skjali.

Hefja umsékn My ting persomuafsltiar

Skoda laun og stadgreldsiu

Yhirlit til launagreidenda

Sakja Pdf
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Go to your Outlook account and compose an email to Payroll department:
launadeild@landspitali.is

Subject: Taxcard — Your name
In your email you will need to include the following information:

e Full name and social security number (kennitala)

e Whether or not you worked this past month and if your tax card was used there.

e What percentage % of your tax card you would like to use.

e What date you wish to start using your tax card.

e Your bank account, if you have not yet informed us.

e If you have a supplementary pension saving contract, 2% or 4% and where it is located.
o You will need to add Landspitali as your employer on your contract.

e Attach the PDF you downloaded in chapter 4 (Yfirlit til launagreidanda), to the email.

Email example:

Good day

My name is Xxxxx and my social security number is 000000-0000.

| did not work last month / | worked last month and used my tax card.

| would like to use 100% of my tax card from the first day of employment (or your preferred
percentage and/or date)

My bank account is: 000-00-000000

My supplementary pension saving is 2%/4% and is at Xxxxxxx and | have added Landspitali as my
employer.

*Attachment — Yfirlit til launagreidanda PDF file*

Sincerely,

XXXXXXX

Supplementary pension saving: Is often through your bank, but can also be for an example at Gildi,
Bayern or Allianz. If you do not have a Supplementary pension saving account, you can usually apply
online on their website.

To add Landspitali as your new employer in your Supplementary pension saving account, you can
usually do that on their website (Landsbanki (sjodfélagavefur Landsbanka), Allianz, Gildi and Bayern)
or in the bank app (Arion and Islandsbanki).
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Starfsmannafélag Landspitala (Staff association)

The National Hospital Staff Association works for the benefit of all hospital staff. Members receive
good discounts across Reykjavik (through the app Spara), offers at events and have the option of
renting a holiday home.

Membership is optional and costs 800kr per month.

If you are interested in becoming a member of the Employees' Association, you can follow these
steps:
¢ Go to the hospital's internal website
e Select starfsmadurinn
e Find Starfsmannafélagio and click umsékn um félagsadild (application for
membership)
e Fillin the relevant information
e Download the app Spara to see all discounts. Account will appear after you receive your
first payslip.

&3 LANDSPITALL

|nl‘l ri Vefu r Starfsmadurinn Starfsemi

Forsida  Starfsmadurinn +  Starfsmannafélagid ~  Umsdkn um félagsadild

Umsokn um félagsadild

Med pvi ad fylla it formid hér ad nedan er sott um félagsskirteini og aukin réttindi i Starfsmannafélagi Landspitala.
Um leid er sampykkt ad gjald til aukinna félagsréttinda, sem akvedid er a adalfundi eda aukaadalfundi félagsins, verd
dregid af launum manadarlega (kr. 800). Upphadin gangi til Starfsmannafélags Landspitala til uppbyggingar félagsin:
og starfsemi i pagu félagsmanna.

Félagar med aukin réttindi hafa full réttindi i orlofshusasjodi, safna punktum fyrir hvern greiddan manud og greida
auglyst leigugjald an dlags.

Félagar med aukin réttindi njota ad 6dru jofnu betri kjara vegna vidburda 4 vegum félagsins.

Félagsskirteinid stadfestir ad félagsmadur njoti ,aukinna réttinda® og skal nota pad begar starfsmadur vill njota
afslattar- og vildarkjara sem félagid semur sérstaklega um hja fyrirteekum eda 68rum.

Ny umsokn O
Endurnyjun a félagsskirteini O

Nafn* |
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Employees in Hringbraut

Hringbraut Parking - Green Parking

You can register two car number plates in Green Parking, to get free parking at employees
parking spaces around Hringbraut. See map below. The parking spaces that are free of
charge for employees are highlighted in blue. The parking spaces marked in orange are not
free of charge and are meant for patients and other visitors.

) ]
Modferdarkjarni Boleyjartorg

| Bilakjallari,

To register your car(s) you need to go to the website: greenparking.is, choose
“Landspitalinn” in the top bar and then “Innskraning til ad skra bilnidmer“. There you log in
with your electronic ID.

Innskraning til ad skra bilniumer
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Women working in Fossvogur

Locker room - first floor, middle

There are two types of lockers in this locker room, clothes lockers and storage lockers. You
will only be able to have either one allocated to you at any given time.

e The clothes lockers are for your personal clothes and outdoor shoes and are to be
used while you work your shift. You can keep the clothes locker for up to 18 hours
while you are at work.

e The storage lockers are for the things you don’t want to bring back and forth
between your workplace and home each day, for example, your work shoes. You can
keep a storage locker for up to 3 weeks between shifts.

You can either allocate a locker by using an app on your phone or by using your employee
badge.

The app is called Releezeme: e —
VECOS ™

 open ] t

Download, activate, and log into the Releezme app:

1. Download the Releezme app from PlayStore
(Android) or AppStore (Apple).

2. Open the app in your phone and choose ,,Link my
phone”.

3. Scanthe QR-code )

4. Loginto the app by using your Office login info.

M2
- App Store
VECOS VECOS VECOS"®

Welcome to Landspitali Sections Groups

University Hospital Select a group to reserve a locker in it
V-G 600-649

Fataskapur 29 Free reserve
650-717

; e Geymsluskapur ® 76 Free reserve
Reserve a locker TR Y F ©

First interface Choose either room Bank = location in room Clothes locker or a storage locker
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Remember to empty and release the locker after use!

When you no longer need the locker, you must remember to release the locker so it can be available
for other employees. OBS - You can always open the locker without releasing it.

e The App - choose ,Release” when you have emptied and closed the locker. Then , Release

"

now

VECOS® VECOS'

Release Locker

790

Your Locker

Note: Make sure the locker is empty before
you release it.

Release now

<l

Release

Open and/or Release Confirm Release

With the employee badge — Scan the badge on the control screen, select the locker, then
select ,,Open and release”.

If you forget to select Release, the locker will be blocked after the allocated time. Then you must call
the security guards in Fossvogur, 543-1808, and ask them to unblock the locker. Unless you have

your last locker unblocked, you cannot get another locker.
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