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register for the COVID-19 vaccine.

In this guide, you will learn how to:

Explorer or Edge non-chromium will not be supported).

Please use the latest version of Chrome, Edge (Chromium) Firefox, or Safari browsers (Internet

vaccine doses

The link to the CVMS Recipient Portal is https://covid-vaccine-

ortal.ncdhhs.gov

Now, let’s get started!

The primary intent of the CVMS Recipient Portal is to enable you to

At this time, you will need to be invited by an authorized
organization such as your employer or your Healthcare provider to
complete the registration process through the CVMS Recipient
Portal. This is because with the limited COVID-19 vaccine supply,
North Carolina has implemented an approach that focuses on our
most at risk populations first. At a later stage, we expect this to
change allowing any North Carolinian to register via the CVMS
Recipient Portal prior to receiving the COVID-19 vaccine.

1. Completethe COVID-19 Vaccine Registration
2. Updateyour registration details, if needed
View your Proof of Vaccination after receiving each of your

How do | register for the CVMS portal?

Step 1 of 8: Register for the CVMS Recipient Portal

From: Vaecine Management System <ncevms @dnhs nc gov>
Date: Tho, Feb 4, 2021 3t 6:58 PM

Sublect: Welcome to the North Carolina COVID-19 Vaccine Portal
To: nichelle testing@gmail com <nichelle testing @gmail com>

YOU HAV

SPOT. | SHET.

Welcome to the COVID-19 Vaccine Portal
Dear Recipient TestLast2100.

You are receiving this email because your health care provider or employer pre-
registered you to receive a COVID-19 vaccine of you provided your email when
you received a COVID-19 vaccine from a North Carolina provider.

o create your
password. Once you have set-up your password YO0 W Be able to complete the
vaccine registration. After you register, you will see which vaccine group you are in
and which groups are currently being vaccinated. You will also be able to receive a
reminder to get your second dose and access your vaccine record

To access the COVID-19 Vaccine Portal, pleasq

You can access the COVID-19 Vaccine Portal anytime at: hitps:licovid-
vaccine.portal.ncdhhs.gov

You will need your usemame each time you log in.
Username: nichelle.testing@gmail.com.covid19vaccine

Need support? Submit your question to the help desk here: Ti

You may also call the COVID-19 vaccine help center at (888)-675-4567, Monday
through Friday from 7 am. until 7 p.m., and on Saturday and Sunday from 8 am
until 4 pm

Visit YourSpotYourShot nc.gov for accurate information about the COVID-19
vaccine. To slow the spread of COVID-19 and save lives, continue to practice the
3 Ws - wear a mask, wait six feet apart, wash your hands - until most people have
a chance to get vaccinated

Thank you for helping to protect your family and neighbors from COVID-19.

NC Department of Health and Human Services
Division of Public Health

After your employer or Healthcare provider shares your
name and email address, you will receive an email inviting
you to register on the CVMS Recipient Portal.

The email will come from:

Vaccine Management System nccvms@dhhs.nc.gov

Email Subject: Welcome to the North Carolina Vaccine
Management Recipient Portal

This EMAIL CONTAINS A LINK TO SETUP YOUR
PASSWORD. Your CVMS RECIPIENT PORTAL USERNAME is
listed in the email.

1. Click the LINK in the email

2. The password setup page appears, follow the
instructions to create your password

Audience

Tips

Your CVMS Recipient Portal
username is unique. It will
have .covid19vaccine added to
the end of the email

address that was provided
when your account was
created.




Step 2 of 8: Change your CVMS Recipient Portal Password

T 1. Foll th ts t t d for th
@NCDHHS ol ow e prompts to create a password for the
Recipient Portal

2. Click CHANGE PASSWORD

3. You will be directed to the CVMS Recipient Portal
Homepage

Change Your Password
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Tips

Choose a password that
meets the criteria
specified on the page.

Step 3 of 8: Complete the COVID-19 Vaccine Registration

1. From the Home Page, you will be prompted to complete the COVID-19 Vaccine Registration
2. Click COVID-19 VACCINE REGISTRATION
3. After completing the COVID-19 Vaccine Registration, you will receive your ELIGIBILITY and Priority Tier
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COVID-19 Vaccine Registration

Vaccine Program Status
9 Not Enrolled
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Step 4 of 8: Begin COVID-19 Vaccine Registration

After clicking COVID-19 Vaccine Registration, the COVID-19 Vaccine Registration appears. You must complete Audience
the registration to receive your Priority Tier and Eligibility Status. The COVID-19 Vaccine Registration must

be completed either by you in CVMS prior to your first dose appointment or by the participating COVID-19
vaccinating provider on your behalf at the time of your first dose appointment for you to receive the

COVID-19 vaccine.

1. READ the statement before starting the questionnaire

2. You must CHECK THE BOX to confirm your consent

3. Click NEXT to continue the Vaccine Registration process
Home Veccine Regitration My Do Protic Help & nformation

COVID-19 Vaccination Registration

Thank you for your interest in the COVID-19 vaccine. We must gather personal information to determine what priority tier you align to when the COVID-19 vaccine is available.
The questionnaire takes about 5-10 minutes to complete.
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Step 5 of 8: Enter Your Contact and Demographic Details

You will first enter your CONTACT AND DEMOGRAPHIC DETAILS. Audi
udience

1. Enter ALL REQUIRED FIELDS
Recipient
2. Answer the REQUIRED QUESTION at the bottom of the page SREE

3. Click NEXT at the bottom of the page

Help & Information

e You will be able to update
Tell us a bit about yourself this information after you
submit the form.
o

Step 6 of 8: Enter Your Medical Details



You will then be directed to MEDICAL DETAILS. Audience

1. Answer the REQUIRED QUESTION

2. Click the LINK to see the list of conditions known to increase risk of severe illness to COVID-19

3. Click NEXT

Vaccine Registration My Dashboard Help & Information v

G N

Medical Details

Please provide your medical background

oC list of OVID-19 at:

Step 7 of 8: Confirm and Submit Your COVID-19 Vaccine Registration

REVIEW the information you entered before submitting the COVID-19 Vaccine Registration.

Audience
1. If the information is correct, click SUBMIT
2. To make a change, click PREVIOUS

Er———

Confirm and submit to enroll

Please confirm your details below, and click submit at the bottom of the page to complete your enroliment

Background Information

First Name

Step 8 of 8: View your Eligibility Status



After clicking Submit, your REGISTRATION IS COMPLETE. On this page, you will be told if you are potentially
ELIGIBLE or NOT ELIGIBLE YET.

If you are Eligible, you will read a message displaying
YOU ARE ELIGIBLE TO RECEIVE A VACCINE.

Your enrollment is complete!

vaccinating provider to schedule an appointment.

Based on the questionnaire you are potentially eligible to receive a vaccine
Please contact your Employer or Health Care Provider to schedule an

sppointment. To find a participating COVID-19 vaccinating provider,
please go to: https://covid19.ncdhhs.gov/findyourspot

If you are not yet eligible, your PRIORITY TIER group will

are eligible to recelve a vaccine It is recommended you contact a participating COVID-19

be visible on the confirmation screen
You will be notified once your group becomes eligible

grollment. Based on your information, you have

We received your COVID-19 v;

If you believe the system did not assign the correct been assigned to Priority Tie| d will potentially be eligible to receive the
L. . . vaccine during a future phase. When available, we will notify you to schedule your
Priority Tier group, you can review your answers to the appointment with a participating COVID-19 vaccinating provider.
B . . . Toreview the current eligibility and Priority Tiers or to find a participating COVID-19
COVID-19 Vaccine Registration and update them if vaccinating provider, you can visit here.

wrongly answered (reference section UPDATE COVID-19
VACCINE REGISTRATION on this user guide).
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Tips

Check the CVMS Recipient
Portal for changes to your
Eligibility Status.

Logging in to the CVMS Recipient Portal

Step 1 of 4: Login to the CVMS Recipient Portal

After registering for a CVMS Recipient Portal account, you may Log In to the CVMS Recipient Portal.
1. From the Log In screen, click LOGIN TO COMPLETE REGISTRATION
2. The Log In page appears

@NCDHHS

CVMS Recipient Portal

Help & Information
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Step 2 of 4: Enter Username and Password

1. Onthe Log In page, enter your USERNAME and PASSWORD
2. Click LOG IN
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Forgot your password?

Forgot your username?
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Tips

Refer to your email from
Vaccine Management
System for your username.

Your CVMS Recipient Portal
username is unique. It will
have .covid19vaccine added
to the end of the email
address that was provided

when your account was
Please be sure to bookmark this site: https-/hotfix created.
ncdhhs.cs33 force.com
67, Monday through Friday from 7 am. until 7
p.m., and on Saturday and Sunday from 8 a.m. until 4 p.m.
Step 3 of 4: View the Homepage
1. After logging in, the CVMS RECIPIENT PORTAL HOMEPAGE appears Audience

2. The Homepage displays your VACCINE PROGRAM STATUS and indicates if you are ENROLLED or
NOT ENROLLED
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This portal is for-

Once you have received avaccine, you will be

COVID-19 Vaccine Registration

Vaccine Program Status

° Vaccine Scheduled

You are currently enrolled in the COVID-19 vaccine program and are eligible to receive a vaccine

Step 4 of 4: View the CVMS Recipient Portal Tabs




NCDHHS

CVMS Recipient Portal

Vaccine Registration My Dashboard Profile Help & Information v

In the CVMS Recipient Portal, TABS help you navigate between pages.
1. Use the HOME tab to return to the Homepage
2. Use the VACCINE REGISTRATION tab to register for the COVID-19 vaccine.

* You can only register once, after registration is complete, refer to the Update COVID-19 Vaccine
Registration section in this training guide.

* Forinitial registration, refer to the Register for the CVMS Recipient Portal section.
3. Use the MY DASHBOARD tab to view your Appointments and your Vaccine Record
4. Use the PROFILE tab to update your COVID-19 Vaccine Registration and personal information
5. Use the HELP & INFORMATION tab for Frequently Asked Questions
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