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Welcome
Welcome to LGE AND KENTUCKY US.  The New Employee Handbook is a reference for all new employees / contractors joining the Transmission Department.  This booklet will allow a new employee / contractor to have a quick guide to answer many questions that occur during the adjustment period.

We hope this will assist you to ease into your new position with little complications.

Our Vision
Empowering economic vitality and quality of life.
Our Mission
To provide reliable, safe, competitively priced energy to our customers and best-in-sector returns to our shareowners.  
Our Strategy
· Safety and Health
· Customer Focus

· Employees Commitment and diversity 

· Integrity and Openness

· Performance Excellence 

· Corporate Citizenship
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 Getting Started
Our internet homepage – network
Our internet homepage allows an employee to navigate through the web with quick tabs such as frequently used, Services/Resources, and Business Areas.  The employee can access work related sites, such as AIM Requests, Volts, Expense Reimbursement forms, Human Resource Department, plants and their address, and much more.  
The company’s telephone directory is listed on the homepage.
Taking time to become familiar with the homepage will be very beneficial to you. 

AIM Request
AIM is an acroynm for (A)ccess, (I)nstallation & (M)oves
This website is the first of many to become employee self service applications.  You can request new items or review previous requests using the convenient buttons at the top of the screen.

You can find the AIM Request on the internet homepage under the Frequently Used tab.
AIM Request That You Need to Complete As A New Employee

· Add New Employee / Contractor 
· Volts (Virtual On-Line Time System) – Employees Only
· Audio Conference Bridge – Employees Only
· Oracle iExpense – Employees Only
· Fax Maker – Employees Only 
· Telecom-Telephone and/or voice mail requests 
· Network Shared Folder 
· INTERNET ACCESS REQUEST FORM - MUST BE SUBMITTED BY PERSON NEEDING ACCESS ONLY
You will find the need to make additional AIM Requests periodically throughout your employment.  This system has been made to help you apply for work related needs as they develop. 
If you have questions about this system, please contact the Service Desk at 627-2262 or 1-800-274-7400
People Link / Human Resource (HR)
This site guides the user to areas used for Human Resource needs, such as employee info, jobs, benefits, Health & Safety, and Career Development.  You can also view Payroll and Taxes and training. 
As a new employee, you will want to become familiar with this site. 
To view this site, log onto the homepage and click on the tab My HR.  It is similar to the one on the right.  This will lead you to PeopleSoft.  You must first have a completed AIM Request and been granted access.


             Audio/Video Conferencing 
Audio / Video conference room and audio/visual equipment is set up in meeting rooms throughout the company.  Below are location and IP numbers of such rooms.  To reserve a conference room please use outlook.

	Video Conferencing Systems 

	IP Numbers

	Building 
	Location
	Model
	Display
	ISDN
	IP Numbers

	LGE AND KENTUCKY U.S. Center
	12 NE
	7000 MXP
	Dual LCD
	5025692370
	170.119.22.155

	LGE AND KENTUCKY U.S. Center
	12 SE
	6000 MXP
	Single LCD
	5025896651
	170.119.22.156

	LGE AND KENTUCKY U.S. Center
	14 South
	6000 MXP
	Projection
	5025957314
	170.119.23.18

	BOC
	2F
	6000 MXP
	Single LCD
	N/A
	170.119.36.23

	BOC
	3C
	1700 MXP
	20" LCD
	N/A
	170.119.47.13

	Pineville Call Center
	Break Room
	1700 MXP
	21" LCD
	N/A
	170.119.169.15

	KU / Quality Street
	2nd Floor, Rm  242
	6000 MXP
	Single LCD
	N/A
	170.119.144.147
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 Conference Rooms
On the 3rd Floor, in the KU Building we have two possible rooms available to schedule meetings. 
Conf Room 365 is located by Robby Trimble’s office.  This conference room seats 10 comfortably at the table but has chairs lined up along the wall for overflow. This conference room has a projector and projector screen.
How to View and / or Reserve Conference Room 365 

Everyone can view conference room 365’s calendar in outlook.  To add Conf Room 365 to your meeting, you must first go to the “TO” section in your meeting notice.  Then type KU GO Conf Rm 365.  

Keith Steinmetz also has a small meeting room and if he is not in it can be used as well.  Please follow the steps above to reserve this meeting room 357.
To reserve the 2nd floor auditorium for larger meetings you must contact Vivian Brown.
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 Document Center / Xerox Print Shop
Xerox Print Shop provides a wide variety of print services for LGE AND KENTUCKY, including copy, binding, lamination, wide-format color printing, and much more.  They are located on the 1st floor, in the KU Building (859)367-5779.  Their hours of operation are 7:00 am until 4:00 pm Monday thru Friday. 
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 Food Service
The second floor is KU’s break room and café.  There you will find vending machines, free coffee, ice, water, and daily lunch options.  
Main Street has server food options as well.  There is Jimmy Johns Dunkin Donuts, Jumbo ha-ha’s, Subway, and much more.  
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 Mail Room
The KU building mail is picked up periodically throughout the day. The last pick up is around 2:30 pm.  You may send outgoing mail in the metal tray located on the side of Kristy Shanor’s cubical.  All your mailing need is located on the left side of Kristy Shanor cubical.  
If you would like something shipped UPS, just write the address on your envelope or box and put a stick not on it that says UPS.  If you need it sent overnight you must write UPS OVERNIGHT.  

Danville areas please see Dana Guay (859) 936-3214
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 Microsoft Office Outlook
Microsoft Office Outlook is an organizational tool that helps you categorize emails, schedules, tasks, notes, contacts and other information.  It delivers features you can use to manage your communications, organize your work, and work better with others, all from one location.
Below are a few helpful steps that you can follow that will allow you to utilize this product.

Set Up a Meeting

You are able to schedule and set up meeting request easily with Office Outlook.

· Go to Microsoft Outlook
· Then click on the Calendar tab located on the left hand side.
· Then click on the day that you want the request set up for.

· At the top left hand side you will see a tab that says New.

· After choosing either a new meeting request or new appointment, just fill out the information requested. 
· If you would like others to attend click the scheduling tab, and it will have a screen where you can either look up the other attendees or just type them in.

· Press send and you have scheduled the meeting. 
Out of Office Assistant

Out of office assistant will send an auto reply to each sender that sends you an e-mail while you are out of the office. Follow the steps listed below to set up this tool.

· Go to Microsoft Outlook
· Then click on the Tool tab.
· Next click on the Out of Office Assistant tab.

· Fill out the information needed, and push OK
Facility Maintenance Request 

Office Outlook also has a Form tab that will allow you to make a request for maintenance for both LGE AND KENTUCKY SERVICES building and KU.  Follow the steps listed below to set up this tool.

· Go to Microsoft Outlook
· Then click on the Tool tab.
· Next click on the Forms and tab then Choose Form.

· Fill out the information need, and push ok

Setting Up Permission for All to See Your Own Calendar
***You must give permission to others, to view your calendar. Doing so allow fellow co-workers to make and schedule appointment, with out having conflicts with your schedule. Follow the steps listed below to set up this device. ***
· In the Name box, click Default. 
· Under Permissions, in the Permission Level list, click the permission level that you want. 

For details about permission levels, see Outlook folder permissions.

You can create custom permissions by selecting the check boxes and options under Permissions.
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 Office Services
KU Building

Lloyd Fry is the Supervisor Facility Operations, and Vivian Brown is his assistant.  Please contact them for any building related issues.  For any maintenance request you must fill out a Facilities Maintenance Request form by following the directions:
Go to Outlook


Under Tools click Forms

Choose Forms

Click on Facilities Maintenance Request and provide information.  


Click Send 
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 Parking

KU Building

Contact Vivian (x5557) to sign up for a parking card to the Transit Garage, less than ½ blocks from the building on Vine Street.  All employees except directors, managers and supervisors must park in the Transit Garage, even if they are visiting for meetings. 
LGE AND KENTUCKY SERVICES Garage

2nd and Market Streets

Louisville, KY   40202

BOC Building

The BOC building has parking area located in the rear of the building.  You must have a parking pass to park in this area, or get one from the security guard located at the iterance of parking area.
Shuttle
There is a shuttle available for those that are traveling from the LGE AND KENTUCKY SERVICES building to the BOC building.  First pick-up starts at the BOC at 7:30 and travels to the LGE AND KENTUCKY SERVICES building. It then will make pick ups and drop offs every 15 minutes. The last pick-up will be at the LGE AND KENTUCKY SERVICES building at 4:45.
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 Safety
Health/Safety Specialist

Transmission’s Health and Safety Specialist is Amanda Chambers 
	Telephone
	859-367-5400

	Fax
	502-217-4838

	Cell
	859-533-4897


Goals

· Promote health and safety for employees and contractors in support of a zero target for safety incidents.

· Assist in the achievement of world class plant performance in availability and efficiency.

· Achieve exemplary performance in compliance with environmental permits.

· Assist facilities in asset management.

· Achieve high customer satisfaction in all projects related to power generation.
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 Security
The security guard is located on the 1st floor of both the KU Building and the LGE AND KENTUCKY building from 6:00 am until 10:30 pm Monday thru Friday.  BOC’s security guard is located at the entrance of the gated parking lot and is there form 6:00 am until 10:30pm.  The telephone number to the guard desk in the KU Building is ext. 5300.  The doors are locked at 5:00 pm and unlocked at 8:00 am.  Please use your badge to gain entrance prior to or after these times.

All visitors and vendors must sign in with the guard.  No one will be allowed into the building without authorization from the appropriate contact person.  Upon arrival, the visitor/vendor will sign in at the Guard Desk and be issued a “Guest” or “Visitor” badge.  You will then be contacted for access authorization.  A “Guest” badge does not allow access, so you will have to meet your visitor and escort as necessary.  A “Visitor” badge allows access to the appropriate floor.

When you know visitors/vendors will be visiting you, please notify the guard desk.  

Fast food delivery vendors are not allowed on the floors.  You must meet them at the Guard desk.  Please notify the guard if you are having food delivered. Let him know the vendor and approximate time of delivery.  He will telephone you upon arrival.  

The guards are not allowed to accept any packages, envelopes, folders, etc. or hold for pick-up any packages, envelopes, folders, etc.  Please contact the Mailroom for this service.
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 Telephones
Telephone Directory

The telephone directory is located on the homepage under Frequently Used tab located on the top left-hand side of the homepage.  

There is also a Quick Phone Search option located on the company’s home page.
Please familiarize yourself with these options.
Your Personal Line 

After completion and approval of an AIM Request for Telecom-Telephone and/or voice mail requests, you will have access to your assigned telephone.  You can then set up your voice mail.  This AIMS request will also add your telephone number to the phone directory.

A phone list for the Transmission Department is listed at the end of booklet for your use. 

Setting Up Your Personal Voice Message

To set up your phone please follow the direction given below. 

· Dial your phone extension.

· Press the *(stare) key.

It will then ask to enter your password.  (Your password is your phone extension, but you will need to change it as soon as you are in the system)
· You will be given step-by-step instructions to finish this process.
Basic Telephone Directions

· To get an outside line, you must dial 9.
· To reach employees throughout the building and BOC, dial the last four digits of their telephone number.
· If you are located in Louisville and would like to call Lexington KU office, dial 7 and then the number.

· If you are located in Lexington and would like to call Louisville LGE AND KENTUCKY SERVICESoffice, dial 7 and then the number

Call Forwarding

To forward your calls to another telephone, please follow the directions given below.

· First dial *69 (you should hear 3 beeps)

· Then dial the number that you would like your calls to be directed to.

(Always make sure that it has that is has worked by calling your number)

· To remove the Call Forwarding, pick up the receiver and dial #66.


             Training for New Employees

As a new employee, you must complete several training courses.  Some of these courses are available to you online, on-site location, or one on ones.

KOSHA Required Annual Training

· Blood borne Pathogens

· Hearing Conservation

· Fire Extinguisher

· Medical Records Access

· Respiratory Protection

· Hazards Waste/EPA (3year) Asbestos Competent Annual
KOSHA Required 2 Year Training

· Cardiopulmonary Resuscitation (CPR)
KOSHA Required 3 Year Training

· First Aid
· Forklift Recertification (if applicable)
Online Safety Training 

Listed below are the online curses that all new employees may need to complete.


Course ID

Course Name 


CP0006 

Asbestos Awareness 


CP0013 

Blood borne Pathogens 


CP0016 

Confined Space Entry


CP0023  

Crane Safety Awareness Refresher 


CP0028 

Fall Protection 


CP0031 

Fire Extinguisher Refresher 


CP0041 

Hearing Protection Refresher 


CP0054 

Access to Medical Records 


CP0057 

Personal Protective Equipment 


CP0063 

Respiratory Protection Refresher 


CP0069 

Competent Scaffold User Refresher 

Follow the directions below to access the online courses.

· Go to the internet homepage.
· Then go to the Quick Links tab that says Training.

· Scroll down and select to the Energy Services Training, Quick Links.
· Then click Online Training tab

· When you get to this screen, you will need to enter your user name and password in the Student Login area.

Your User Name will be 11 digits long, and will include five zeros before your employee number.  Example:  00000 010222.
The password is the word “password” until you log in and change it.

· Then click on Quick Links and it will start the selected training course.
On-Site Training

If you will be visiting any power plants, you will have to do On-Site Training before you are able to gain access to the plant.  These On-Site Training classes will be held at each of the power plants you visit.  You must have Site Ammonia Training for four of the plants; Ghent, E.W. Brown, Trimble, and Mill Creek.  This training will be held at the plants when you do your On-Site Training.
Protocol for Generating Station Visitor/Employee Site Orientation & 

Ammonia Awareness Training

	Trimble County Sta.(LGE AND KENTUCKY US)
Dave Gilliland, Safety Specialist

Contact guard station.

Ammonia
	Mill Creek Station (LGE AND KENTUCKY US)

Doug Chin, Safety Specialist

Contact guard station.

Ammonia
	Cane Run Station (LGE AND KENTUCKY US)

Chuck Ames, Safety Specialist

Contact Safety Sp., Chuck Ames.

No Ammonia

	EW Brown Station (KU)

Perry Freeman, Safety Specialist

Contact Safety Sp. Perry Freeman

Ammonia
	Green River Station (KU)

Joey Smith, Safety Specialist

Contact Safety Sp. Joey Smith

No Ammonia
	Ghent Station (KU)

Rick Moore, Safety Specialist

Contact Pat Stewart

Ammonia



	DB Wilson Station (WKE)

Dennis Durbin, Safety Specialist

Contact guard station.

No Ammonia
	Reid/Green Station (WKE)

Jim Ed Burris, Safety Specialist

Contact Jim Ed Burris

No Ammonia
	Reid/Green Station (WKE)

Ken Rieger, Safety Specialist

Contact guard station. 

No Ammonia
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 Travel Reimbursement
Reasonable expenses are necessary for maintenance of the employee’s normal living standards while away from the office on Company business.  Allowable expenses comprise employee expenditures, reasonable and necessary, to properly conduct the business objective.  Reimbursement to an employee shall never exceed the expenses incurred.

This policy applies to all LGE AND KENTUCKY SERVICES and subsidiary (Company) employees, temporary workers, and contractors (employees) while on work time or break time, on or off Company property, or after-hours requiring reimbursement of business-related expenditures, including costs while traveling on Company business. 

To start the reimbursements process, you must have access to Oracle.  Go to the internet homepage, and click on the Applications tab.  Then click on the Oracle Applications tab.  Follow the directions below:
· First log in to Oracle.  
· Select SERV AP IExpense
· Then click Create Expense Report
· Follow the steps and click summit.  

· The expense will then go to your manager to approve
Mileage

The current mileage rate is 40.5 cents per mile.  It is automatically calculated for you in the expense reimbursement system.  An employee will be reimbursed for personal vehicle usage while on Company business at the approved reimbursement rate.  Reimbursement will be for mileage in excess of the normal round-trip mileage from home to your assigned Company work location.  This rule includes reporting to either another Company location or off-site for training or other business purposes.  
Meals
Lunch more than 50 miles from work can be a work expense.  An employee will be reimbursed for meals in reasonably priced restaurants and what constitutes reasonable meal expenses will vary depending on the location visited.  Only actual meal expenses will be reimbursed.  There is no per diem in lieu of actual meal expenses while on business travel.  If an employee wishes to have an expensive meal, the premium in cost is not a Company expense.  When meals are hosted or furnished by others, no expense reimbursement will be permitted.  

All approved employee expense reports must provide sufficient detail to satisfy Internal Revenue Code (IRC) Section 274.  
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 Corporate Travel 
Carlson Wagonlit Travel is our companies’ travel specialist.  Before anyone is able to book a flight they must submit a travel profile to Carlson Wagonlit Travel.  To do this follow direction below:

· Go to internet home page

· Click Frequently Used
· Click Corporate Travel (Under General Colum)  

· Then click Travel Profile
***Your name must be the same as it is on your driver’s license, you must have a date of birth, and you have to add a personal credit card for hotels only.***
Employees do not have to pay for flights.  Travel is build to a ghost card that Carlson Wagonlit Travel has.  You must add the project, task and percentage in your profile.  Please see project, task and split % below.
Transmission Line

Department Number:
023070

Project 
Task

Expenditure Org
Split %

015870
56601

023070

65%

03070

56601

023070

35 %

Transmission Protection and Substations

Department Number:
023060

Project 
Task

Expenditure Org
Split %

111343
TOM TTD
023060

65%

000340
TOM TTD 
023060

35%
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 VOLTS
VOLTS  is LGE AND KENTUCKY US's Virtual Online Time System.  After summiting an AIM Request and receiving approval, this system allows you to record your hours worked and allows your supervisor to approve your time.

You can find VOLTS on the internet homepage under the Frequently Used tab.  Before you enter your time, you need to find out the following information:

Resp. Center 
Project 
Task
Split%
You might have more than one Resp. Center, Project, and Task because your salary may be divided between two or more parts of the company. 

*Having someone to work with you through your first time is necessary*

Since you are new to the system, please take a moment and review the information found under the Help Link.  This will assist you navigate through the system.

Plant Information
Plant information can be viewed on the web through the internet homepage under the Quick Links tab
http://intranet1.lgeenergy.com/geneng/default.asps tab.

· Click on the Organizational tab
· Then click on the Power Generation tab.
· Click on the Generation Services tab.
· You will need to then click on the Generation Engineering tab.
There are four 

Energy plants:
	Cane Run Generating Station

5252 Cane Run Road
Louisville, KY

40216
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	Mill Creek Generating Station

14660 Dixie Highway
Louisville, KY

40272
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	Ohio Falls Generating Station
811 N. 27th Street

Louisville, KY

40212
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	Trimble Cty Generating Station
487 Corn Creek Rd.

Bedford, KY

40006
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There are four 

 Energy plants:
	E.W. Brown Generation Station

487 Corn Creek Rd.

Bedford, KY

40006
	[image: image21.jpg]





	Ghent  Generation Station

U.S. Hwy. 42 P.O. Box 338

Ghent, KY

41045
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	Green River Generation Station

U.S. Hwy. 431 P.O. Box 431

Central City, KY

42330
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	Tyrone Generation Station

U.S. Hwy. 62 P.O. Box 48

Versailles, KY

40383
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To access the Company’s Organization Chart at a Higher level please COPY AND paste link:
http://intranet/BusAreas/HR/Peoplelink/Pages/ManagerToolkit.aspx
New Employee / Contractor 
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You must remember your password that you assign. It will not change when you change your main password in password management.








