Steps for entering Student Vaccine information into Bay Navigator

Log into Bay Navigator

On the Homepage click on My Forms tile
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4 To Do's

Click Fill out a new form button

< MassBay Staff Home

Fill out 2 new form I
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Select COVID_Student_Vaccination the list (it may be the only option)

Select a form to fill out X

COVID_Student_Vaccination
Student COVID 19 Vaccination Submission Form




A new screen will display with MassBay Student ID, Birthday, and Name pre-populated from Bay Navigator

< My Forms

nstructions

Description Emplid: COVID Vaccination
Approval Status Initial Created On
Student ID Name
Birthdate *Vaccine Type v
Vaccination Dates
*1st Dose 2nd Dose

Vaccination Proof

Please upload proof of vaccination by using the Add Attachment button below. Attachments must be either in the JPG, JPEG, or PDF format.
This information will be reviewed by a member of the Student Development staff.

The Green Submit button must be hit in order to be reviewed.

Attachments
There is no attachment uploaded.

Add Attachment

Begin by selecting the Vaccine Type from the drop down list (This a required field)
Requirements by vaccine type:

Jansen/J&J - require 1% Dose
Moderna and Pfizer — require 1%t and 2" dose

< My Forms

nstructions

Save
Description Emplid: COVID Vaccination

Approval Status Initial Created On
Student ID Name
Birthdate *Vaccine Type v

-~ Moderna
Vaccination Dates Pfizer-BioNTech
Jansen/J&J

*1st Dose 2nd Dose

Vaccination Proof

Please upload proof of vaccination by using the Add Attachment button below. Attachments must be either in the JPG, JPEG, or PDF format.
This information will be reviewed by a member of the Student Development staff.

The Green Submit button must be hit in order to be reviewed.

Attachments

There is no attachment uploaded.

Add Attachment



Once dates have been entered, click the Save button in the upper right hand corner.
COVID_Student_Vaccination

nstructions ﬂ
Description Emplid: COVID Vaccination

Approval Status Initial Created On
Student ID Name
Birthdate *Vaccine Type | Moderna v
Vaccination Dates
*IstDose |04/01/2021 2nd Dose | 06/15/2021 af

Vaccination Proof

Please upload proof of vaccination by using the Add Attachment button below. Attachments must be either in the JPG, JPEG, or PDF format.
This information will be reviewed by a member of the Student Development staff.

The Green Submit button must be hit in order to be reviewed.

Attachments

There is no attachment uploaded.

Add Attachment

Next upload proof of vaccination by clicking on Add Attachment button (an attachment is required for to submit form)
COVID_Student_Vaccination

nstruction:
structions Save.

Description Emplid: COVID Vaccination
Approval Status Initial Created On
Student ID Name
Birthdate *Vaccine Type | Moderna v
Vaccination Dates
“1stDose |04/01/2021 2nd Dose | 06/15/2021

Vaccination Proof
Please upload proof of vaccination by using the Add Attachment button below. Attachme: ust be either in the JPG, JPEG, or PDF format
This information will be reviewed by a member of the Student Development st;

The Green Submit button must be hit in order to be reviewed.

Attachments

There is no attachment uploaded

A new screen will pop open, Click on the My Device image

File Attachment

Choose From

My Device

Select the image to upload from your PC as pictured below
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I Desktop * =| CovidVax_card 10/18/202110:56 ...  JPG File
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Click Open for a file from the computer

or from your phone (Android screenshots)
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File Attachment

Choose From

[

Choose an action

Once the file has been chosen, Click on the Upload button
File Attachment

Choose From

Upload Clear

E CovidVax_card.JPG
File Size: 85KB
Before leaving the page wait to see the Upload complete message, click the Done button to finish the attachment process

File Attachment

Choose From

CovidVax_card.JPG
File Size: 85KB

Upload Complete




After review, click Save
< My Forms COVID_Student_Vac

Instructions

Description Emplid: COVID Vaccination
Approval Status Initial Created On  11/09/2021
StudentID | Name
Birthdate *Vaccine Type | Moderna v
Vaccination Dates
*istDose |04/01/2021 2nd Dose | 06/15/2021

Vaccination Proof
Please upload proof of vaccination by using the Add Attachment button below. Attachments must be either in the JPG, JPEG, or PDF format.
This information will be reviewed by a member of the Student Development staff.

The Green Submit button must be hit in order to be reviewed.

Attachments
Add Attachment ™
*Description |IMG_0960.jpg IMG_0960.jpg -—

The Submit button will become available once all required fields are saved, when done, click Submit

< My Forms COVID_Student_Vaccination

Instructions Save Preview Approval

Description Emplid: COVID Vaccination
Approval Status Initial Created On 11/09/2021
Student ID Name
Birthdate *Vaccine Type | Moderna v
Vaccination Dates
*IstDose |04/01/2021 2nd Dose | 06/15/2021

Vaccination Proof
Please upload proof of vaccination by using the Add Attachment button below. Attachments must be either in the JPG, JPEG, or PDF format.
This information will be reviewed by a member of the Student Development staff.

The Green Submit button must be hit in order to be reviewed

Attachments
Add Attachment N
“Description | IMG_0960 jpg IMG_0960 jpg -

COVID_Vaccination

Description Empld 0034 COVID Vaconaton
Approval Statas  Approved Created On 10252021
MassBay SuMID O Name 0P Wl

Vaccine Type Jansen &)

Vaccination Dates

1stDose OA0SZ021 204 Dose

Vaccination Proof Foem has been submied Mt the Horme Bution 10 retum 10 the Nan Meny

Please upload proof of vaccination by using the Add oK
Thins infoemation will be reviewed by HR.
REMINDER: If you have not already, you must download the WISSSESY Gpp 0N YOUr PHONE I OFO6r t0 g8 9CCess 10 campus.



All forms will remain in the My Forms tile noting the status of each form. Only submit one form. The COVID Vaccination form will
be sent to Student Development for approval and updating in the MassBay Mobile App.
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All 3
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