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Go to Personal Details Tile

On the Dashboard, click on the ‘Personal Details’ tile.

Personal Details
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Add Vaccination
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Vaccine Details

Mo vaccinations reported.

Add Vaccination -
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This is the Vaccine Data Entry Page.
Click the “Add Vaccination”
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Add Vaccination
Add Vaccination m

*Vaccine | V|

COVID-19
COVID-19 Booster

Use the Vaccine pull down menu and select your vaccine.
Select “COVID-19” to submit first or second dose.
Select “COVID-19 Booster” to submit any booster dose.
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Enter Vaccine Information and Save

| Vaccine Details
Vaccine COVID-19
*Date
Manufacturer | V|

Dose ™ johnson & Johnson
Moderna
Lot Number  Pfizer-BioNTech

Location v

Location Name

Cemments

P
100 characters remaining

Attachments

Vi haus nnt arddad ams Attacrhrmante

Enter the date you received the vaccine.
Select manufacture type received
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Enter Vaccine Information and Save

Vaccine Details @
Vaccine COVID-19
“Date |01/01/2022
Manufacturer | Moderna ~
Dose | v|

Lot Nuambes —

2

Location | |

Location Name

Comments

P
100 characters remaining

Enter the Dose number you are submitting.

Lot Number; Location and Location Name are optional and not required.
Optional to enter any comments up to 100 characters.
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Add Attachment

Vaccine Details Part of the verification process

| requires you to upload a copy

*Date |02/01/2022

- of your vaccination record.
Dose [2 VI . .
This can be an image or PDF.

Lot Number
Location ~

Location Name

Authorized Human Resources

2
100 characters remaining I . I | | . d t y
N personnel will validate your
You have not added any Attachments Va Cci n at i O n re CO r-d to m a ke
—_ . .
sure it matches the vaccine
Acknowledgement t d d t . d d
« Attach a file of your proof for LBCC staff to review. y p e a n a e s p rOVI e
« Click Add Attachment and My Device. Select the file you wish to attach. Acceptable formats include jpg, .png, or .pdf . . .
| understand that | am required to provide accurate information. | hereby affirm that | have accurately and truthfully answered everything herein b efo re a p p rOV| n g S u b m ISS l O n .
In submitting this information, | consent to sharing my information with responsible personnel associated with the LBCC.

[ | hereby certify that the information being submitted is true and correct to the best of my knowledge. CI ic k th e IIAd d Atta C h m e nt”
button
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Choose From

My Device

i}

My Device

File Attachment

Click the “My Device” tile and browse to the file to upload.
Acceptable file formats are PNG, JPG and PDF.

Valid vaccination records include: CDC Vaccination Card,
Digital Vaccination Record, or CA Immunization Record.
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Upload Vaccine File

File Attachment X

Choose From

/

‘. Upload H Clear ‘

Google  VaccineTestpng ‘_________._——

File Size: 11KB

Once file is located on your device and selected, it will update
the File Attachment page so you can review that the correct
file is selected. Once you verify that the correct file is
selected, click the “Upload” button.
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Complete Upload

File Attachment 3

Choose From /

Google  VaccineTest.png
File Size: 11KB

Upload Complete

After the file upload is complete, click the “Done” button.
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Validate Upload of file

Attachments

1 roow
Attachments /l'!.tr‘i pisn Attached By Attached On \

020G 08 3621 Ak

=1

Are you sure you want to delete this attachment?
The delete will occur when the transaction is saved

You can verify you have uploaded the correct attachment by
using the Hyperlink.

If you find you need to delete the attachment you can use the
trashcan to delete. You will be asked to verify.

You can then add the correct attachment.
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Accept Acknowledgement

Acknowledgement

= Attach a file of your proof for LBCC staff to review. .
» Click Add Attachment and My Device. Select the file you wish to attach. Acceptable formats include jpg, png, or pdf

| understand that | am required to provide accurate informakefi. | hereby affirm that | have accurately and truthfully answered everything herein.
In submitting this information, | consent to sharing mu-formation with responsible personnel associated with the LBCC.

[J I hereby certify that the information being submitted is true and correct to the best of my knowledge.

Read the Acknowledgement and select the checkbox.
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Enter Vaccine Information and Save

Vaccine Details E3

If everything looks good click the
the “Save” button at top of page.
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Vaccine Status

Vaccine Details

+
Date © Vaccine © Status © Last Updated By ©
02/03/2022 COVID-19 Submitted >

Your vaccine will show that is has been submitted for review
by authorized HR staff.
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Vaccine Status

Vaccine Defails

Date © Vaccine © Status © / Last Updated By ©

02/03/2022 COVID-19 Recorded p

Once approved the status of your vaccine detail will show as
Recorded.

NOTE:
If you need to add additional Vaccine data use the “+” to add
second shot info or to record booster shots.
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Vaccine Status

Vaccine Details

I 0200212022 COvID-19 More Information Requested )

ate U Vaccine Status < Last Updated By

Click on the entry line and correct items and resubmit.
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Vaccine Status

2@ Contact Details If there is more Information
or issues with your
Name submission you will see
“Action Required” on your
Emergency Contacts Vaccinations tab that needs

your attention.
Additional Information
Click on Vaccinations tab.

Gender |dentity
You will see Vaccine Details
Vaccinations with a “Caution” symbol and
status will read “More
Information Requested”.
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