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Manually Inputting a COVID-19 Vaccination Status 
 
Important note: This process case does not include an approval process step.  The 
case will be marked “Approved” upon submission, so be sure to check all entered 
information for accuracy. 
 
1. From the Home screen, select “Processes” from the Module drop-down box. 

 

 
 

2. Click on the “Start Process” tab. 
 

 
 

3. From the Process Category drop-down box, select the “Health Processes” option 
and click on the “Filter” button. 
 
From the list, select the “Input Vaccination Status” process and click on the “Start 
New Process” button.  
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4. The following fields require your attention: 
 

• Process Case Label Enter a title for the case. 
 

• Location   Enter the location ID. 
 

Tip: Click on the flashlight icon to bring up a list of 
locations that you have access to. 

 
• Person   Enter the employee ID of the person that you are  

inputting the vaccination status information for. 
 
Tip: Click on the flashlight icon to bring up a list of 
employees at that location. 
 

When you are ready, click on the “Submit Parameters” button.  
 

 
 
5. Referencing the employee’s proof document(s), enter as much information as 

possible.  The following fields (designated by asterisks) are required: 
 

• Effective Date 
• Vaccine For 
• Vaccination Status 
• Vaccination Type 
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6. When you are done entering all of the information, select the “Save Only” option and 
click on the “Go” button.  

 

 
 
 
7. To upload an image or file of the employee’s proof document, click on the “New 

Documents” button. 
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8. Enter a title for the Document Label, and select the appropriate OS File 
Extension/Type of the image or file that you will be uploading. 
 
Note: Images or files can only be of the following file types: BMP, HTM, HTML, 
Adobe PDF, JPEG, JPG, MS WORD, MS WORDX, MS XLS, MS XLSX, PNG, TIF 
or TIFF. 
 

 
 

9. To upload an image or file of the employee’s proof document, click on the “Choose 
File” button. 
 
When done, click on the “Save Changes” button.  
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10. Click on the “Return to Edit Person Additional Info” link to return to the Person 
Additional Info screen. 

 

 
 
 
11. Review the information for accuracy.  Once the process case is submitted, it cannot 

be edited or cancelled. 
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12. Select “Submit” from the drop-down box next to “Status.”  Additional comments 
may be entered in the text box that is provided. 
 
When you are ready, click on the “Go” button.  
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13. A successful transaction message will appear, and the “Status” will change to 
“Approved.” 
 
Click on the “Pending Cases” tab to return to the Pending Cases screen.  

 

 
 

 
 
14. On the Pending Cases screen, the case will now show up as “Approved.” 
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