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[bookmark: _Toc87442943]Employee Guide for AllianceHCM COVID Tracker
With the AllianceHCM COVID tracker, businesses can automatically collect and easily manage vaccination statuses of all personnel. Vaccinated personnel can upload an image of their vaccination card to be stored in their employee file. 

The AllianceHCM COVID tracker also reminds employees who haven’t given their status to do so every few days, and appropriate personnel can review the vaccination status of employees with an employee certification report. Companies can also require proof of vaccination from candidates at any point during the hiring process.


[bookmark: _Toc87442944]Introduction to AllianceHCM COVID Tracker

1) When you login to MyPay, you may see a notification. Click ‘Read Message’ to view the notification. 
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2) You may also see a ‘To Do’ item for ‘COVID Vaccination Status’ and/or ‘COVID Test Results.’ These will remain open until you have completed your ‘Vaccination Status’ report and submitted your test results. 
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[bookmark: _Toc87442945]Submitting COVID Vaccination Status
Have you taken a COVID-19 vaccine? Select “Yes’ or ‘No.’ 
· If you select Yes, the next question is ‘Which type of vaccine did you take?’ followed by ‘When did you take the first dose?’ You can also input the date of the second dose or click ‘I have not taken my second dose yet.’ When everything is filled out, click ‘Submit.’ Once you have submitted, you can download and view your ‘COVID Vaccine Declaration’ page. 
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· If you select No, just click ‘Submit.’
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[bookmark: _Toc87442946]Submitting COVID Test Results
Submit a new COVID Test Result. Fill out the ‘Test Type,’ ‘Test Date,’ ‘Test Results,’ and upload or take a photo of your test results, then click ‘Submit.’ 
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*Note: Employees can see their vaccine card and response from ‘Documents’ on their MyPay portal.
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Covid Vaccine Declaration Needed  x

Next Message.
Dear Maria,

s you are probably aware, The Department
of Labor's Occupational Safety and Health
Administration (OSHA) has developed a rule
that will require all employers with 100 or
more employees to ensure that their
workforce is fully vaccinated against COVID-
15 or require any unvaccinated workers to
produce a negative test result on at least a
weekly basis

since our records do not indicate thatyou
have been fully vaccinated, and in order to
comply with the OSHA regulations, we have
instituted a new data collection process

from with your MyPay Employee Self Service
payroll portal to collect Covid Testing

results. We ask that you log in to your

MyPay portal and complete the Vaccinations
Testing To-Do item or report that your fully
vaccinated status using the Vaccine
Declaration To-Do item

You may access the Covid Testing and/or
Covid Vaccine Declaration To-Do items

from your Mypay mobile app (i installed).

or from the MyPay Website.

Thank you for cooperation s we try to stay
ahead of the evolving legislation and

provide a safe workplace for you and your
co-workers. v
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Unread Messages

Date Subject Status

11/5/2021  Covid Vaccine Declaration Needed Unread [l
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11/5/2021  Covid Vaccine Declaration Needed Unread
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Covid Vaccination Status

Due Date: Friday
11/5/2021

14 hours from now
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Covid Test Results
Due Date: Friday

11/5/2021
14 hours from now.
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Thank you for submitting your Covid Vaccination Declaration.
Once you have taken your second dose of vaccination, please return to this To-Do item and provide the date of your second dose.

Download Vaccine Declaration PDE

Covid Vaccination Status

Have you taken a COVID-19 vaccine?

Yes v

Wich type of vaccine did you take?

Covid - Pfizer v
When did you take the first dose?

=
111312021

When did you take the second dose?

Please click below to submit.





image9.png
Thank you for submitting your Covid Vaccination Declaration.
If you receive a Covid Vaccine in the future, please retun to this page to make a new Covid Vaccine Declaration.

Download Vaccine Declaration PDE

Covid Vaccination Status

Have you taken a COVID-19 vaccine?

Please click below to submit.
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Submit a New Covid Test Result

Covid Test Type

Covid - Rapid Antigen v

Covid Test Date

1110312021

Covid Test Result

Negative

g
E I
]

<

Please take a photo of your test result using your camera or upload a picture of your test result.

Please click below to submit.

Submit
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