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1 Logging in to AHELP 
You must have a profile to log into the Arkansas Healthy Employee Lifestyle Program 
(AHELP) web site.  If you do not have a profile, you need to create one (see Section 1.1 - 
New User Sign-up).   
 
If you do have an AHELP profile and have verified your account, you can log into the 
web site by following these directions (see Figure 1-1): 

1. Enter your User ID (email address). 
  
2. Enter your Password.  

a. If you have forgotten your password, click on the Forgot Password link. 
 
3. Press the Login button.   

 

 
Figure 1-1 - Login Page 
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1.1 New Us er Sign-up 
You must have a profile to be able to log into the AHELP web site.  A profile is required 
whether you are participating in the Healthy Employee Lifestyle Program or a Challenge 
Event.   
 
Follow these directions to create an AHELP profile: 

1. Click on New User Sign-up on the Login page. 
 

2. Enter the following information: 
a. Work e-mail address only 
b. General information about yourself. 
c. A password for your profile. 

i.  Participation Agreement 
 

ii. AHELP Participant 
 
To become an AHELP Participant, you must set up a My Profile in the 
AHELP system and link to the Health Risk Assessment (HRA).  Points are 
given for doing the HRA which you can redeem the points for prizes.  As 
an AHELP participant, you can join Challenge Events when an event is 
offered. 

 
iii. Challenge Participant 

 
When an event is occurring you will be able to participate by signing up 
for the event. Instructions will be announced for the event(s). When 
participating in an AHELP Challenge Event your activities will 
automatically be entered into your account earning you more points to 
redeem prizes. 
 

3. Review your information.   
a. If your information is correct, press the Finish button.   
b. An email at your work address will be sent to your email account that allows 

you to verify your profile.  You must follow the link to verify your AHELP 
profile or you will not be able to log into the AHELP web site. 
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2 Genera l AHELP Functionality 

2.1 Home Page 
Once you have logged into the AHELP web site, you will be taken to the Home page as 
shown in Figure 2.1-1. 
 

 
Figure 2.1-1 - Home Page 
 
 

2.2 Menu Bar 
The Menu Bar can be found at the top of the Home page.  This Menu Bar contains the 
main navigational links.  This Menu Bar appears only after you have logged into the web 
site.   
 
You can use the Menu Bar to quickly navigate to a particular area of the web site. 

1. The Participant link takes you to the Participant Main page.  From this page you 
can perform tasks such as log daily and yearly activities, redeem AHELP points, 
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or join a Challenge Event. 
 

2. The My Profile link takes you to the My Profile page.  This page allows you to 
change your personal information.  This page also allows you to join a special 
Challenge Event 

3. The Logout link logs you out of the AHELP web site and returns you to the 
Login page. 

 
 

2.3 Breadcrumb Tra il 
The Breadcrumb Trail is located directly below the Menu Bar.  A Breadcrumb Trail is a 
navigation tool that allows you to see where the current page is in relation to the web 
site’s hierarchy.   
 
It is recommended that you use the Breadcrumb Trail or the Menu Bar to navigate the 
web site rather than using your browser’s Back and Forward buttons. 
 
Use the Breadcrumb Trail to quickly navigate back to a previous page.  
 

Examples 
In Figure 2.3-1, you will see an example of the Breadcrumb Trail when a user has 
gone to the Daily Activity Log page. Clicking on the Home link will return the 
user back to the Home Page.  

 

 
Figure 2.3-1 - Breadcrumb Trail 
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3 Partic ipan t Page 
The Participant page is used by either AHELP or Challenge Participant.  This page 
contains the following links that allow you to complete various tasks such as entering 
activities or redeeming points (see Figure 3-1): 

• Daily Activity Entry Page. 
• Yearly Activity Entry Page. 
• Price Redemptions Page. 
• Join/Leave Challenge Event.   

 
Click on the link that corresponds to the actions you wish to take.  
 

 
Figure 3-1 - Participant Page 
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3.1 Daily Activity Entry Page  
The Daily Activity page is used by AHELP and Challenge Participants to record the 
activities they perform.  This page will look differently depending on what type of 
participant you are. 
 
 

3.1.1 AHELP Participant 
When you enter the Daily Activity page as an AHELP Participant, the page will look 
similar to Figure 3.1.1-1. 
 

 
Figure 3.1.1-1 - AHELP Participant Daily Activity Page 
 
There are three main areas of the Daily Activity page. 

1. Data Entry Form 
The Data Entry Form allows you to record the activities you perform for a given 
week.  When you go to the Daily Activity page, the current week is automatically 
displayed.  You can navigate to different weeks by using the appropriate buttons 
at the top of the Data Entry Form.   

 
Depending on which week you are viewing, you may not be able to enter data for 
certain days.   

• You cannot enter data for days prior to when you created your AHELP 
profile 

• You cannot enter data for future days.   
• You are also limited in how far back you can enter or change a week’s 

data. 
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To find more information about a certain activity, you can do one of the 
following:  

• Click on the activity name and a message will be displayed.  
• Hover your mouse over a day in which you can enter data. 

 
As you enter data, your AHELP points are automatically calculated for you in the 
Point, Bonus, and Total columns.  
 
Note:  The points displayed in the Data Entry Form are AHELP points 
only.  They are not points received for participating in a Challenge Event. 
 
Click on the Submit button to save your data once you are done making entries.   
 
Note:  Failing to click Submit will result in a loss of data.  

 
2. AHELP Points Summary 

The system will automatically calculate your total AHELP points and display the 
total in this section as you save your Daily Activity data. 
 

3. Challenge Weekly Summary 
If you are participating in a Challenge Event and the current week being displayed 
is during an event’s period, the event, along with your total points for the week, 
will be displayed in this section.   

 
Click on the event name to go to the Challenge Event More Information page.  
The Challenge Event More Information page displays your total Event points in 
addition to team rankings and other information about the event. 

 
 

3.1.2 Challenge Participant 
When you enter the Daily Activity page as a Challenge Participant, the page will look 
similar to Figure 3.1.2-1. 
 

Figure 2 - Challenge Participant Daily Activity Page 
LOG shot her if you can 
There are three main areas of the Daily Activity page. 
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1. Data Entry Form 
 
The Data Entry Form allows you to record the activity you perform for a given 
week of a Challenge Event.  When you go to the Daily Activity page, the current 
week is automatically displayed.  You can navigate to different weeks by using 
the appropriate buttons at the top of the Data Entry Form.   
Depending on which week you are viewing, you may not be able to enter data for 
certain days.   

• You cannot enter data for days that are not within the Challenge Event you 
are enrolled in.   

• You are also limited in how far back you can enter or change a week’s 
data. 
 

To find more information about a certain activity, you can do one of the 
following:  

• Click on the activity name and a message will be displayed.  
• Hover your mouse over a day in which you can enter data. 

 
 
As you enter data, your AHELP points are automatically calculated for you in the 
Point, Bonus, and Total columns. 
 
Note:  The points displayed in the Data Entry Form are AHELP points 
only.  They are not points received for participating in a Fitness Challenge 
Event. 
 
Click on the Submit button to save your data once you are done making entries.   
 
Note:  Failing to click Submit will result in a loss of data.  
 

2. AHELP Points Summary 
The system will automatically calculate your total AHELP points and display the 
total in this section as you save your Daily Activity data.   

 
Note:  This is not the same as Challenge Points.  These points are what 
you would have earned if you were an AHELP Participant. 
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3. Challenge Weekly Summary 
The event along with your total points for the week will be displayed in this 
section when a week is displayed that occurs during a Challenge Event period.   

 
Click on the event name to go to the Challenge Event More Information page.  
The Challenge Event More Information page shows your total event points in 
addition to team rankings and other information about the event. 
 
 

3.2 J o in ing  a Challenge Team 
You can join a Challenge Team if you are an AHELP Participant and have registered as a 
Challenge Participant.  Your agency will create the event and the event teams.  Each team 
for an event has a Team Code.   
 
You may choose to leave a team at any time.  Please remember that if you leave a team 
while the event is in progress, you will not be allowed to rejoin the team and the 
Challenge Points you earned will be deducted from your team.   
 
To participate in an event, you must first join a team prior to the event’s start date.  To 
join a team, follow these directions: 
 

1. Obtain your Team Code. 
 
2. Go to the Join / Leave Challenge Event page (see Figure 3.2-1).  You can access 

this page from the Participant Main page.   
a. If you have previously participated in an event, the events you participated 

in will be displayed.   
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Figure 3.2-1 - Join / Leave Challenge Event 
  

3. Enter the Team Code. 
 
4. Click the Join button.   

a. The event will be displayed as shown in Figure 3.2-2 if you have 
successfully joined the team. 

 

 
Figure3.2-2 - Team Joined 
 
 

3.2.1 More Information 
For each team you are a member of, you can click on the More Info icon to display more 
information about the event and your team (see Figure 3.2-3).   
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Figure 3.2-3 - Challenge More Info Page 
 
The More Information page lets to see what activities are being considered during the 
event and what the point system is.  Your team’s total points earned for the event is 
displayed in the Team Ranking table.  Click on your team name to see a list of the 
participants and their total points earned for the challenge. 
 
 

3.3 Prize  Redemptions  Page 
You can redeem your AHELP points for prizes if you are an AHELP Participant.  To 
redeem your points, go to the Prize Redemptions page from the Participant Main page.   
 
The Prize Redemption page has three main sections: 

1. AHELP Points Summary (see Figure 3.3-1) 
The total number of AHELP points you have earned, the total of points you 
have redeemed, and the remaining balance can be seen at the top of the Prize 
Redemptions page.  Click on the Age of AHELP Points Summary to view 
the age of your points. 
 

New Colors 
Figure 3.3-1 - AHELP Points Summary 
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2. Prizes 

The prize(s) is displayed as shown in Figure 3.3-2.  Click on the appropriate 
Redeem icon to redeem a prize.  Click on the appropriate View Image icon to 
see a picture and more information about a prize. 

 

 
 

3. Redemptions  
A list of the redemptions you have made is displayed at the bottom of the 
page.  Click on the appropriate Print Certificate icon to print your 
Redemption Certificate (see Figure 3.3-3). 
 
 
 

Can you put a screen shot of what a certificate looks like? 
 
 
 
 

Figure 3.3-3 - Redemptions List 
 

Roman y Here  a  s creen  s ho t
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My Profile  Page 
The My Profile page is used to maintain your personal information (see Figure 4-1).   
 

 
Figure 4-1 - My Profile 
 
Use this page to  

• Update changes to name.  
• Update changes to work email address. 
• Update changes to Agency, Board or Commission. 

 
An important feature of the web site is to display pop-up messages as certain events 
happen while you are using the web site or to display critical information.  You can turn 
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them off by un-checking the Display Popup Messages checkbox and saving your 
change; however, you may still see pop-up message for critical information.  
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