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Once an employee has read the HR Policy Manual and is aware of where to find the policies, they are to 
complete the “HR Policy Acknowledgement” within CONNECT. Below are step-by-step instructions on 
completing the acknowledgement:  

 
1. Once logged into CONNECT, click “Employee Self Service” from the page menu.  

 

2. Click on the “My HR” tile. 

 

3. Click “My Current Profile” from the left panel. 

 

4. Click on the “Acknowledgements” tab.  
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5. Click on the “Edit” button. 

 

6. Next to “Policy Acknowledgement”, change the “N” for No, to a “Y” for Yes. 

 

7. Click on “OK”.  

 
8. You’ll be returned to the “My Current Person Profile” page. From here, click on “Save”. 

 
 

 

 

 

 


