Covid Vaccination Status

To submit your Covid vaccination status please visit the University portal: University portal

The first page you will see is below:

e Please click ‘Sign up now’
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The University of Manchester
Sign in using your Portal account
Enter your email address .

Enter your password

Forgotten your password?

Don't have a Portal account? | Sign up now

Welcome ...

to your Occupational Health portal.

The next page you see will be the below:

e Please complete and press continue. The company reference is: M500989C
e Please ensure you use your student email address @student.manchester.ac.uk
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The University of Manchester
Create Your Portal Account

Enter your email address

Confirm your email address Help
‘ .o

Enter your company reference . - , .
To sign up, please enter your details in the fields opposite.

Enter a password

contact us, as this is required to complete the Sign Up process.
Confirm the password

The answer to your Security Question will be required in the event that
you need to reset your password.

‘ If you have not yet been given a Company Reference number please
Select a security question to answer

Enter your answer

If you are unable to read the Captcha Text, please use the buttons
provided to listen to, or reload the text.

Enter the captcha text shown below

A verification email will then be sent by the system to you:

e Please open this email to verify your account so you can log in.


https://portal.occhealth.manchester.ac.uk/Portal/Login.aspx

If you are already on our system once you have logged in you will see the screen below:

e Click on Create New Online Form.
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Welcome Back Bryan Archer Mot vou? Sign In Contact Us | Help | Sign Out

® Options = o)
Online Form Help
Navigation

Use the Current View option on the left

The University of Manchester Ref  FormType Status Comments Date Created Date Completed e
versity of Manc configure against a specific view, further

Current View refinement can be made using the filter
options on the left hand side.

Double click on an existing onine form to
bring up the details. If authorised, dlicic
Create New on the left hand side to begin
filling out a new form.

Online Forms
Date Completed To fill out the online form (once loaded),
e choose the Fill Out The Form aption.
Progress can be monitored using the Form
Progress aption on the right hand side. Use
the Next and Previous buttons to move
around the form. Mandatory fiids a

marked in red.
Forms can be saved for compietion at 3 later
Refresh Results
Sresn Resd stage by choosing the Save Form option, or
Create New Online Form can be submitied if ready by choosing the

Complete option.

Assignment

If authorised, forms can be assigned to
someone eise to complete by clicking on the

Assigned Person button. Enter the details of
the person required to compiete the form.

If you are not on our system you will need to create an account and will see the page below:

e Please fill in your forename, surname and date of birth and click next.
e Then please input your mobile number and click next

e The next page will show Organisation: University of Manchester and Site: Main Site, these
are both correct so please click save changes.
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Personal Details

The University of Manchester

In order to access the Portal, your User account needs to be linked to a Personnel record held in the system. Please enter your details in the fields below, and click on Next to continue.

Personal Details Closing the browser or signing out before clicking ‘Save Changes' on the last screen will result in all entered data being lost.

Company Reference* M500989C

: Forename* Please enter your Forename
1ge Passwor
Acc I EREE I Surname* Please enter your Surname

anagement Struct Date Of Birth* - Please enter your Date Of Birth

Show calendar

Next Fields marked with * are required
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You will see the below screen, you do not need to watch the portal guide video, please press the x to
close this screen.
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Please watch these short videos to introduce you to common tasks in the Portal application

@ Options

My Forms - 3 records found

) @ WARWICK INTERNATIONAL ' Ref  Form Type Priority Status Comments DateCreated  Daj
QD3 Pre Employment Questionnaire New Mon 30/11/2015 1...
QD4 Health Assessment New Fri 04/12/2015 11:.
Current View QD5 New Employee Medical Background Qu... Completed Wed 02/12/2015 1... W
My Forms
Date Created
" ] From: |03/12/2014 -
To: |31712/2015 -
Completed Date
From: |03/12/2014 -
To:  |031272015 -
Options
Refresh Results

Create New Online Form

e Click on Create New Online Form.
e Select ‘Covid Vaccination Status’ from the ‘Form Type’ drop down.
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Online Forms
Ref Gi ted On S.
Form Reference erence Genemied on Save To fll out the loaded online forn
ha L . . Out The Form option. Progress can be
he University of Manchester’  Form Type* ‘v monitored Lsing the Form Progress option
Covid Vacdnation Status on the right hand side. Use the Next and
©Online Form Priority Occupational Health Accep®e Questionnaire Previ move around the form.
Mandatory fields are. ced in red.
Main Details & Details ~l9 Forms can be saved for completion at a later
2 the Save Form option, or
Attachments (0) 4 can be submitted if ready by choosing the
Complete opti
Assignment
Save Form Status Ifautho
someo e to o by dlicking on the
“ Assigned Person button. Enter the details of
the person required to complete the form.
Back Determine the assignees rights to the form
Fields marked with * are required
Completed and Receive Notification When
Completed options.
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H AP Type here to search

Press continue and you will see information on approved vaccines and recognised evidence
information. It will then ask you your vaccination status and you will need to upload evidence of this.



To attach evidence:

e Please click ‘Attachments on the left-hand side’ and ‘Create new’
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1824 To fill out the loaded anline form, choose the
Fill Out The Form option. Progress can be
g the Form Progress option
on the right hand side. Use the Next and

Online Form evi o move around the form.

Main Details

The University of Manchester,

Fill Out The Form
Attachments (0)

Create New

Assigned Person button. Enter the details of
the person required to complete the form.

Save Form

Determine the assignees rights to the form

using the Stattus field and what acc
documents they have using the Document
Rights field. Choose whether to natify the

Back nominated individual by email using the
Send Notification Email optio

forms and receive no

completion using the Review Form When

Completed and Receive Notification When
q [§] Completed options.
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e Putin aname of the file attachment eg. ‘Vaccine evidence’ and then click browse and
upload your attachment.

e  Once you have done this click ‘Attach’ on the left-hand side.
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Online Form Help

MANCHESTER | ‘ Online Forms
> .
1824 Name To fill out the loaded online form, choose the
— B Fill Out The Form option. Progress can be
The University of Manchestert comments t4 monitored using the Form Progress option

2 on the right hand side. Use the Next and
Attachment Previous buttons to move around the form.
Mandatory fields are marked in red.
Attach Forms can be saved for completion at a later
stage by choosing the Save Form option, or
Back Attachment Path* can be submitted if ready by choosing the

Complete option.

Fields marked with * are required
Assignment

If authorised, forms can be assigned to
someone else to complete by dicking on the
Assigned Person button. Enter the details of

the person required to complete the form.

Determine the assignees rights to the form
using the Status field and what access to
documents they have using the Document
Rights field. Choose whether to notify the
nominated individual by email using the
Send Notification Email option.

You can retain access to non pre-placement
forms and receive notification of their
completion using the Review Form When
Completed and Receive Notification When
Completed options.




You will then see the screen below, don’t worry if attachments on the left still says ‘Attachment (0)’.

e Click ‘Fill out the form’
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To fill out the loaded online form, choose the
; Fill Out The Form option. Progress can be
The University of Manchester T e e e

on the right hand side. Use the Next and
on“"ﬂ Form Previous buttons to move around the form.
Mandatory fields are marked in red.

§ stage by choosing the Save Form option, or

Fill Out The Form can be submitted if ready by choosing the
Complete option.

Attachments (0)
Assignment

SO If authorised, forms can be assigned to

someone else to complete by diicking on the
Assigned Person button. Enter the details of
the person required to complete the form.

Save Form

Determine the assignees rights to the form
using the Status field and what access to
documents they have using the Document
Rights field. Choose whether to notify the

Back nominated individual by email using the
Send Notification Email option.

You can retain access to non pre-placement

forms and receive notification of their

completion using the Review Form When

Completed and Receive Notification When
Nl completed options.
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This will take you back to the screen below:

e Complete your vaccination status from the drop down and confirm you have attached
appropriate evidence.

e Click ‘Save Form’ and a pop up will show asking if you would like to set form as complete,
please click yes.
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Covid Vaccination Status

Online Form Help

Online Forms
Vaccination information

To fill out the loaded online form, choose the
Fill Out The Form option. Progress can be

- - monitored using the Form Progress option
1. Vaccination status * ‘ ‘v‘ " 2 R

on the right hand side. Use the Next and
Previous buttons to move around the form.
Online Form 2. Using the attachment option on the left of the O

Mandatory fields are marked in red.
page, | confirm that | have attached evidence of

The University of Manchester

Main Details my vaccination status* Forms can be saved for completion at a later
y stage by choosing the Save Form option, or
Fill Out The Form can be submitted if ready by choosing the
Complete option.
Attachments (0)
Assignment
If authorised, forms can be assigned to
< Previous Page ‘ ‘ Save Form someone else to complete by diicking on the
Save Form Assigned Person button. Enter the details of
the person required to complete the form.
Fields marked with * are required
Determine the assignees rights to the form
using the Status field and what access to
Back

documents they have using the Document
Rights field. Choose whether to notify the
nominated individual by email using the
Send Notification Email option.

You can retain access to non pre-placement

forms and receive notification of their

completion using the Review Form When

Completed and Receive Notification When
Bl Completed options.




You have now submitted your vaccination status this will automatically be submitted to the
Occupational Health service. Please assume that everything is acceptable unless you hear from your
School or Occupational Health.



