€

COVID-19 Vaccination Status
Verification Instructions (For School
and Office Administration)

August 2021



Table of Contents

COVID-19 Vaccination Status Verification ProCeSS.........cooouiiviiiiiiie et 3

LT 1 Lo S = =Y TSRS 4

Verifying COVID-19 Vaccination STatus ..........ccoiiiiiniiieeeee s 5
2

Updated 8/2021



COVID-19 Vaccination Status Verification Process

This process involves the verification of an employee’s COVID-19 vaccination status as
reported and submitted via eHR.
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Getting Started

1. Access the Department’'s eHR homepage by inputting this web address:
https://ehr.k12.hi.us/

2. Click on the DOE Employee Login button. [ A

System Availability
Daily, 2:00am - 1:00am, Hawaii Standard Time (H5T)
*Please check System Messages after logging in for additional information on planned system outages.

Non-DOE Employee Login DOE Employee Login

* Username | |
* Password | | DOE Employee Login A

Lagin

Reminder: Passwords are case sensitive.

* Unauthorized use of this site is prohibited and may subject you to Current Employees:

T T S Username is your employee 1D plus "@%12.k12.hi.us" or employesl DEK12.hi.us.
“four Employee 1D number can be found on your DOE 1D badge. Charter school
employees should use this format as well.

Password is your DOE password as used in Gmail, Infinite Campus, ServiceMow,
PDE3 and 55ES.

Registered users (non-employees): FOR PASSWORD ASSISTANCE ONLY: Call the IT Help Desk, Monday-Friday:

7:453.m. - 4:30p.m. (HST), except on State/Federal Holidays:

Username is the Email Address you registered with.

Password is the password you registered with. « Qahu - (803) S64-5000

y ) . « Neighbor Islands - (HATS) 8-1-808-692-7250
FOR NON-EMPLOYEE PASSWORD ASSISTANCE: Contact the appropriate recruiting

unit

« Teacher Recruitment - (808) 441-8444

= EO Recruitment - (808) 564-0877

» (Classified/S5P Recruitment - (808) 441-8411
= Substitute Teachers (TSEAS) - (308) 441-8400

3. To Sign in, enter your employeelD@k12.hi.us and click on the Next button.

4. You'll be prompted to input your password. Your password is your DOE password
as used in Gmail, Infinite Campus, ServiceNow, PDE3 and SSES. Click on the Sign
In button.

Important Message: For assistance with the employeelD@k12.hi.us login logging
on to eHR, please contact the IT Help Desk. Support requests may be made online
using ServiceNow via http://help.hidoe.org. You may also call the IT Help Desk by
telephone at (808) 564-6000, or for neighbor islands, please use the HATS line at 8-
1-808-692-7250.
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Verifying COVID-19 Vaccination Status

1. Review the information contained in: “System Messages” (if applicable).

2. When ready, click on the “Go to Pending Cases” button.

Instance:

Hawai'i State HRPROD2
Department System
ucati Date/Time:

of Education o2 16 /2021
07:24:57

Welcome ™ W
7~ N\

Module

ﬂHume ?

2l to the DOE Human Resources Management System!

Help

Logge
—

Syslemﬂessagesl A \

My Worklist

&/1/2021 U

8/15/2021: Attestation of COVID-19 Testing or Vaccination
Reporting for All DOE Employees.

Attestation of COVID-19 Testing or Vaccination Reporting for All DOE
Employees.

» Memorandum: Attestation of COVID-19 Testing or Yaccination
s Quicksheets: COVID-19 Attestation of Vaccination or Testing

Click on the button labeled COVID-19: Vaccination Status / Test Results
Reporting that appears under the Shortcuts section to the right.

fou have 2 pending cases in your worklist

Coto Pending Cases B
/

N

Shortcuts

Apply for Jobs
Apply for Programs

[ COWID-19: Yaccination Status f Test Res

ults Reporting |

3. On the Pending Cases screen, you should see a list of process cases that require
your attention. This includes the “Verify Vaccination Status” cases.

Note: If no cases appear, place a check in the box next to “Show All Cases.”

Tip: You can filter the list by using the “Filter By” option, selecting “Task
Description” form the drop-down box, and entering “verify vaccination.” Click on

the “Go” button to filter the list.

Pending Cases

IFill.er By | Task Description ] [verify vace

|I Go | | Advanced Search |

| GoTocCase | |ishow All Cases | 4 Previous [1100f 31 % | Next 10 D
Process
Case Last
Step Process Step Update
Select Details Task Description Key Process Case Label Status Location Description Last Updated By Date
@ | 3 5how lverify Vaccination Status 1941218 Vaccination Verification - | Approved Wheeler Elem {236) BB W BB 081572021
O 2howi Werify Vaccination Status I1941236 Vaccination Verification - [l Pending Submittal| Kalani High (119) | | 08/15/2021
Show Jverify Vaccination Status I1941136 Vaccination Verification -[N IRV W |Pending Submittal| Mililani High (216) L] [ 08/15/2021
20w Nerify Vaccination Status I1941 WWatiun Verification -| [l Pending Submittal| Central Dist-Administration (055) | 08/15/2021
2now Werify Vaccination Status Il‘){ C \ion Verification - Pending Submittal| Wheeler Elem (236) |- [ n 08/15/2021
howi Werify Vaccination Status Il‘?\ }iﬂn Verification ‘B n Pending Submittal| Wheeler Elem (236) |. [ n 08/15/2021
2how Werify Vaccination Status I1941h-ﬁatiﬂn Verification - n Pending Submittal| Kaiser High (154) [ 1 08/15/2021
20w Nerify Vaccination Status I1941233 Vaccination Verification - Pending Submittal| Kalani High (119) EE u 08/15/2021
2hovi Werify Vaccination Status I1941231 Vaccination Verification - ] [ Pending Submittal| Aina Haina Elem (100) u 08/15/2021
2hew Werify Vaccination Status I194122? Vaccination Verification -peses Pending Input Honalulu Dist-Administration (050)| 08/15/2021
=
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4. Select the row next to the employee for whom you are verifying vaccination status,
and click on the “Go To Case” button.

Pending Cases
Filter By |Process Case Label v | | | Go Advanced Search
Co To Case | Show All Cases [

[ Show | Verify Vaccination Status 4941098 | Vaccination Verification - {153) | Pending Input Wilson Elem (153) 087152021
_ HE L= u

() | [ 3how|Manage Substitute Teacher Sponsor Approval |4913760| 5ub Teacher Sponsor - B_B7_(153) Pending Submittal| Wilson Elem [153]|.- = |07/28/201

(O | (@ 3how| Manage Substitute Teacher Sponsor Approval | 4872485 | Sub Teacher Sponsor l u L (153) Pending Submittal| Wilson Elem [153]|l_ o |07/06/2021

5. Click on the “Applicant Addl Info” button.

Applicant Transaction:

[ - Case: 4941218 Vaccination Verification - [l [l [1(236)

Status: Pending Submittal Save Only w Go Comments
Filter By | Person Application key v | |
Application Questions Modify Application Date
5919676 |08/15/2021 | (F1) Regular-Tenured|Online Active Employee| Available Current Yaccination Status Reporting
Person Actions
Filter By |RequesttoFillKey v { Co
Modify Effective Date ShowHighest Sequence Rezet Sort ||| Add Row
@ 08/15/2021 2|Vaccination Status Check |Vaccination Status - Pending |08/15/2021 78487 |Pending Submittal| 4941218
O 08/15/2021 1|Repert Vaccination Status|Vaccination Status 08/15/2021 Approved 4941215
O 0471372016 0|Register Applicant Register Applicant Approved -2316276
Disapproval Reason: |
| Application Openings | Application Detsils | Contact Info |
Effective Date: 08/15/2021 00:00:02 * Request to Fill Key: 78487 Application Fact Sheet
App Start Date: 08/15/2021 Job Group Code: Federal Reports
Application Opening Status:  Eligible * Job Category ID: HSR Health Status Reporting
Posting Key ID:  Vaccination Status Report (Finite)
Comment:
P
| Mewapplication Opening | | Showiudit Info |
fpplicant Addl Info Status: Pending Submittal Save Only ~ Go Comments
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6. Review and verify that the provided information is correct and accurate.

e

Person Additional Info: [l ML M_W__ - Case: 4941218 Vaccination Verification -1 W W (236)

|_ Applicant Actian_| Back | |_Save Changes
DOEID: Last Name: [N Suffix: First Name: [ #Middle Name:
vaccinations
Show Audit Info_| | |_Add Row
@ |[comp-13 v ] |[Fully vaccinawe ) [Vassimsion | arsen from Jotrsan & Johon < “lsres||[eweens nevca comer | momizoz J gy J I | [Fending Verfication <]

Documents

Details | Show Audit Info

NewDocuments

|_Applicant Action_| back | | Save Changes

7. To view the submitted vaccination card, click on the “Download Document” button.

[y, Retumn to Applications >

Person Additional Info:ll | - Case: 4941218 Vaccination Verification - _[00 [ 1 (236)

DOE ID: e Last Name: NI Suffix: Fil

Vaccinations
Showe Audit Info | || Add Row

[CoviD-15 w ||[Fully Vaccinated ||| Queen's Medical cer

w ||[Vaccination w ||| Janssen from Johnson & Johnson we |||

Documents

Details | Shiowe Audit Info

@ Proof of Vaccination Status| NS TEST Test Vaccination Card PDF| Adobe PDF H Dewnload Document | Mo

Mew Docum ents \/

8. When you are ready to verify the information, the following fields require attention:
o Verified By Pers ID
¢ Vaccination Verification Method
o \Verification Status

Enter and verify as many fields as possible based upon the submitted or employee
provided documentation.

Person Additional Info: Bl e /- Case: 4941218 Vaccination Verification - M~ o (236)

|_Applicant Action | Back | |_Save Changes
DOE I Lasthame: 0 Suffix: First Name: Middle Name: 1 I
vaccinarions

Showauditinfo | || &dd Row

@ |[COWE-19 | |[Fully Vaccinated 1 [ Vacsinasion [ anssen from Johrsan & Jhnsan ¥ | [Fiss Shot n Serfes v 36785 Queen's Medical Center | [07/05/2021 |[2mete, Princizal Vaccinasion Card ¥ Varified - Folly Vaccinated k|
Documents

Details_|_Show&udit Info

New Documents.

_Applicart Action_| back | [ Save Changss
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9. When all of the information has been entered and verified, click on the “Save
Changes” button.

Person Additional Info: [l e s e~ Case: 4 ination Verification - M o (236)

|_Applicant Actian | Back |J| Save Changes

[R5 — Lasthame: L0 Suffix: FirstName: Middle Name: I I

‘accinations

ShowAuditInfo_| ||_&dd Row

@ |[COWE-19 | |[Fully Vaccinated 1 [ Vacsinasion [ anssen from Johrsan & Jhnsan ¥ | [Fiss Shot n Serfes v 36785 Queeris Medical Center | [07/05/2021 | (i |[2mete. Princizal | (Vaccinasion Caré ¥ (Variied - Fuly Vaccinated >
Documents

Details_|_ShowAudit Info

® | Proof of Vacei TeST Sination Ca

New Documents

_Applicam Action_| back | [ Save Changss

10.Click on the “Applicant Action” button to return to the “Applicant Transaction”
screen.

Person Additional Info: Bl e |uamee- Case: 4941218 Vaccination Verification -l o (236)

Applicant Action Back | | Save Changes
DOEID: LastName: || Suffix: First Name: Middle Name: 1 I

ShowAuditinfo | 1| &cd Row

® |[C0W0-15 ) [Fully accinated ] [Vaccination | arssefrom Johrean & Jahesan & | (Pt ot nSeres 7 (58765 Queeris ecical Center | (0710502021 | gy [11141111 | gP|[Sample, Principsl | Vaccination Cord | Verihed - Fully Vaccinates )
| | | |
Documents

Details | ShowAudit Info

@ |Proof of TEST ' Car

tewDocum ents

|_#pplicant Action | Back | | Save Changes
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11.0n the “Application Transaction” screen, click on the “Add Row” button.

- Case: 4941218 Vaccination Verification - (236)

Applicant Addl Info | Status:  Pending Submittal Save Only  w Co | Comments

Applicant Transaction: | [l 1IN

Filter By | Person Application Key v | | | | co

Application Questions Madify Application Date

Current Yaccination Status Reporting

@ | zhow 919676 |08/15/2021|(F1) Regular-Tenured | Online Active Employee| Available

Person Actions

Filter By |RequesttoFill Key v { Go

p—
Modify Effective Date Showe Highest Sequence Reset Sort Add Rowe

@ 08/ 1542021 2 |Vaccination Status Check |Vaccination Status - Pending |08/15/2021 75487 |Pending Submittal| 4941218
O 08/15/2021 1 |Repnrt Waccination Status|Vaccination Status 08/15/2021 Approved 4941215
O 0471342016 D|Reg1'ster Applicant Register Applicant Approved -2316276

Disapproval R |

| Application Openings | Application Details | Contactinfo |

Effective Date: 08/15/2021 00:00:02 * Request to Fill Key: 78487 Application Fact Sheet
App Start Date: 08/15/2021 Job Group Code: Federal Reports

Application Opening Status: Eligible * Job Category ID: HSR Health Status Reporting
Posting Key ID:  Vaccination Status Report (Finite)

Comment:

[ Mew Application Cpening J l Show Audit Info J

Applicant Addl Infa Status:  Pending Submittal save Only w Go Comments

12.A new action row will be inserted. In the “Action” column, select “Vaccination
Status Check.”

In the “Reason” column, select the appropriate option from the drop-down list.

Person Acticns

Filter By |Request to FillKey  w { Go

@ [[0ar15:201 | &y [3 ||[Vaccination Status Check ~ || Verified Fully Vaccinated v ||0g/15/2021) 78487 |Pending Submittal| 4341218
_C) 08/15/2021 2 |Vaccination Status Check Vaccination Status - Pending 0&/15/2021 78487 |Pending Submittal| 4941218
O |0ss15/2021 1|Report Vaccination Status | Vaccination Status 08/15/2021 Approved 4541215
O |0ar13/2016 D|Re-gister Applicant Register Applicant Approved -2316276

Disapproval R
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13.When you are ready, select “Submit” from the drop-down box next to “Status”.

Applicant Transaction: | |l I | - Case: 4941218 Vaccination Verification - [(236)
| Applicart Addl Info JIStatL.xs: Pending Submittal Select Action v | Go | Comments

Filter By | Person Application Key v | | | go

Application Questions

Current Yaccination Status Reporting

@ |[Hshow 919676 08/15/2021 | (F1) Regular-Tenured | Online Active Employee| Available

Person Actions

Filter By |ReguesttoFill Key ¥ Co

Show Highest Sequence Reset 5ot ||| Add Row

@ ||08/15/2021 % | Waccination Status Check w | | Verified Fully Vaccinated e | 08/15/2021| 78487 |Pending Submittal| 4941218
O 08/15/2021 2|Vaccination Status Check Waccination Status - Pending 08/15/2021 78487 |Pending Submittal| 4541218
(O |o8r1ss2021 1|Report VYaccination Status Waccination Status 08/15/2021 Approved 4941215
O |D4r13/2018 0|Register Applicant Repister Applicant Approved -2316276

Disapproval Reason: |

| Application Openings | Application Details | Contact Info |

Effective Date: 08/15/2021 00:00:02 * Request to Fill Key: 78487 Application Fact Sheet
App Start Date: 08/15/2021 Job Group Code: Federal Reports
Application Opening Status: Eligible * Job Category ID: HSR Health Status Reporting

Posting Key ID:  Vaccination Status Report (Finite)
Comment:

| Edit Opening Details | | ShowAudit Info_ |

Applicant Addl Info | Status:  Pending Submittal | Select Action v Go | Comments

14.Comments may be entered in the text box that is provided. When ready, click on the
“Go” button.

Status; Pending Submittal |5ubm1't v|
I

-
vorc

e
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15. A successful transaction message will appear, and the “Status” will change
“‘Pending Submittal”’ to “Approved.”

Click on the “Pending Cases” tab to return to the “Pending Cases” screen.

Information

JHS-00100: Transaction completed successfully!

Applicant Transaction: | [l I "B - Case: 4941218 Vaccination Verification - [Jjj | (236)
Applicant Addl Info Comments

Filter By |Person Application Key | | | | co

Application Questions

@ [ Show 919676 |08/15/2021 |(F1} Regular-Tenured|Online Active Employee| Available Current Vaccination Status Reporting

Person Actions

Filter By |RequesttoFillKey | | |¥ Go

Showe Highest Sequence Reset Sort

@ |08/15/2021 3 |Vaccination Status Check |Verified Fully Vaccinated 08/15/2021 78487 | Approved| 4941218
) |o8/15/2021 2 |Vaccination Status Check |Vaccination Status - Pending |08/15/2021 78487 | Approved| 4941218
O 0871572021 1 |Report Vaccination Status|Vaccination Status 08/15/2021 Approved| 4941215
() |o4r13r2016 D|Register Applicant Register Applicant Approved | -2316276

16.0n the “Pending Cases” screen, the case will now show up as “Approved.”

Pending Cases

Filter By | Process Case Label W | | | Go Advanced Search

& Previous [1-100f 100 v | next 10 $

Go To Case | Show All Cases

@ Show | Verify Vaccination Status 4941218|Vaccination Verification -® .. (236) |Approved Wheeler Elem (236) B W W | 08/15/2021
() | @ 2how| verify Vaccination Status 4941116 | Vaccination Verification -l_ B _Z(236) Pending Submittal| Wheeler Elem (236) | o mmmesmn | 08/15/2021
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