How to Add Covid-19 Vaccination Information

The Covid-19 Vaccination Info Entry page allows district employees to easily report personal Covid-19 vaccina-
tion information. Submitted information is later reviewed for accuracy and compliance with state Covid-19
safety protocols. Use the steps in this job aid to add first and second (if applicable) vaccination information
including an image of your vaccination card.

Mar 2022
1. Loginto PeopleSoft HCM with your six-digit
Employee ID number and password. NavBar: Navigator
2. Click the Navbar. . [ ol Soice
3. Select Navigator.
Recent Places
4. Select Self-Service. — —
‘ 4@ ‘ Self Service | - |
5. Select Covid-19 Vaccination Entry. _ — —
L (FELani=s Personal Information >
Payroll and Compensation >
Covid-19 Vaccination Entry b

6. Select Vaccination Type from drop down menu.
7. Enter First Dose Date.

8. Enter Second Dose Date, if applicable. (IMPORTANT! Second Dose Date must be after First Dose Date) .
Important! This field will not display when Johnson & Johnson Vaccination Type is selected in Step 6.

Covid-19 Vaccination Info Entry

Employee ID: 191791 Buckingham Badger

Please select your Vaccinaiion Type, input Vaccination Date({s) and upload a file image of your Covid-18 Vaccination Card. Then click SAVE.

Submission Date: 09/02/2021 . .
Select Vaccination Type
Vaccination Type: | Covid-18 Modema | ~ I from drop down.
First Dose Date: [07/07/2021 |[5] o

Second Dose Date: | 08/04/2021

Second Dose Date must be after First Dose Date.
Important! Second Dose Date will not display when
Johnson & Johnson Vaccination Type is selected in Step 6.

Upload Vaccination Image

Remave Vaccination Image

9. Click Upload Vaccination Image File (JPEG File) link.

First Dose Date: 07/07/2021 |[3]

Second Dose Date: 08/04/2021 |[5]

( Upload Vaccination Image File (JPEG Filg) )o

Remove Vaccination Image File

10. On File Attachment pop-up window, click Filo Atachment
Choose File. Help
10 No file chosen
Upload Cancel

Click here to access the PeopleSoft site for additional resources and training opportunities. Or follow this navigation path:
SDUSD > Staff Portal > Help Desk > Select PeopleSoft from the IT Resources drop down menu. 1
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https://itd.sandiegounified.org/it_resources/people_soft/
https://dwa.sandi.net/psp/hcm/?cmd=login

How to Add Covid-19 Vaccination Information

11. Select image file on @ Open

computer.

P < v/ Bl > ThisPC » Desktop
IMPORTANT! Only .
Jpeg/Jpg format B Thic pC MName
allowed. Image must § 30 Objects Conference
be smaller than I Desktop Documents

HCM
261KB(262144 bytes). &) Documents inings
If image is larger than ¥ Downloads 2021-2022 Wall Ca

&= | Pictures
=, OSDisk (C)

261KB, resize it using
steps outlined in the How
. . ¥ Network
to Resize an Image job

aid, found here, then
proceed to Step 12.

12. Click Open.

+=| Documents

v @ Search Desktop L

Type Size

Lol il

Only jpg/ jpeg files allowed.
Image must be smaller than 267KB.
To resize larger images, follow steps in
the How to Resize an Image Job Aid
before proceeding.

E@ Excel5ample Microsoft Excel W... 543 KB
|&] Small_Vaccination Card PG File 258 KB
|&] canvas PNG File 34 KB
>
v | AllFiles v

File name: |Sma|l_‘uraccinatior1 Card

m‘] 2 Cancel

13. When the image name is displayed, click Upload.

File Attachment

Choose File | Small_WaccinationCard.jpg

Upload @

14. Vaccination Card image should display on right. Click Save.

Covid-19 Vaccination Info Entry

Employee ID: 181781

Submission Date: 09/02/2021

Buckingham Badger

Please select your Vaccination Type, input Vaccination Date(s) and upload a file image of your Covid-1% Vaccination Card. Then click SAVE.

Vaccination Type: | Covid-19 Modema

First Dose Date: |07/07/2021 |

Second Dose Date: |08/04/2021 |[5]

D

Upload Vaccination Image File (JPEG File)

Remove Vaccination Image Fils
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15. Click OK on confirmation message.

Important! To remove a previously uploaded
Vaccination Card image, click Remove Vaccination
Image file link on Covid-19 Vaccination Info Entry page.

Message

Your information has been successfully saved. (20706,3)

Click here to access the PeopleSoft site for additional resources and training opportunities. Or follow this navigation path:
SDUSD > Staff Portal > Help Desk > Select PeopleSoft from the IT Resources drop down menu. i
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https://itd.sandiegounified.org/it_resources/people_soft/
https://p18cdn4static.sharpschool.com/UserFiles/Servers/Server_27969467/File/IT%20Resources/PeopleSoft/Job%20Aids%20for%20HCM/Covid19%20Resize%20an%20Image%20Job%20Aid.pdf

