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WELCOME

This guide will provide you with clear, concise step-by-step instructions for accessing
myRecordTracker® to upload and share documentation pertaining to your student requirements. If
you have questions about myRecordTracker, please contact Certiphi Screening’s Customer Service
or Technical Support at the phone numbers listed below or e-mail
myrecordtracker@verticalscreen.com.

Please know the system is mobile friendly.

\ Customer Service Technical Support International Support
855.225.8606, press 2 855.225.8606, press 4 00+1+215-876-6145

STEP 1: INVITATION EMAIL NOTIFICATION

You will receive an email notification from myrecordtracker@verticalscreen.com with important
instructions on how to create a myRecordTracker account. The following is a sample email that you
will receive to initiate the record fulfillment process.

ﬂmyReccrdTracker ABC University Required Documents

Dear <Student Name>,

ABC University requires all students to provide documentation of immunizations as described on your Immunization
Form. The required immunization documents are submitted and tracked via the online system MyRecordTracker®.
Once your medical provider completes and signs the ABC University Immunization Form, please scan and upload the

required documents within myRecordTracker utilizing the instructions below.

1. Click the link or paste it into your browser: http://myrecordtracker.com/Signin/Signup2 ?t=0000
2. Follow the instructions on the myRecordTracker web site.

If you have questions regarding this request, please contact ABC University.

If you have technical issues visiting the myRecordTracker site, please contact myRecordTracker Support at: 855-225-
8606, press 2.

Thank You,
myRecordTracker

Figure 1: Sample email from administrator

NOTE: In order for you to receive the invitation email from myRecordTracker, the administrator
must have uploaded your contact information into the myRecordTracker system. If you are
expecting an invitation email to myRecordTracker, but you have not received one, contact the
administrator. Please do not share the URL included in the invitation email as it is for your use only.
The URL is only available for one-time use to set up your profile and is unique to your particular
profile and requirements.

The myRecordTracker invitation email will prompt you to use a link provided to create your
myRecordTracker account. When creating your account, please make note of your password, your
security questions and security answers for future use. Depending on the administrator’s specific
requirements, you may be asked to submit payment during this step.

Once you create an account, you can begin fulfilling the program requirements. To fulfill your
requirements, you will no longer use the original link provided within the email. Just go to

& https:/ v myrecordtracker.com/

Empowered by Vertical Screen.
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STEP 2: ACCESSING MYRECORDTRACKER

Once your myRecordTracker account is created, you can log in to gain access to your account by

visiting & nhttps.//wuw.myrecordtracker.com/ 44 enger your username, password and PIN.

‘ myRecordTracker

Login

Figure 2: The myRecordTracker login screen

If you previously created your account but you are clicking on the original URL from the invitation
email you received, you will see the following screen:

& myRecord Tracker

Unable to authenticate your token. Please verify the email link
is still active with myRecordTracker® Support

Figure 3: The myRecordTracker login screen with error

Upon logging in, the dashboard illustrates the following to the student:

1. Profile the student has access to

2. The profile due date of when a majority of the requirements are due by

3. Your progress in meeting the profile’s requirements

4. The ability to click on the profile to see more in-depth details regarding requirements to

fulfill and/or additional due dates

PROPRIETARY & CONFIDENTIAL 251 VETERANS WAY WARMINSTER, PA 18974 P 888.260.1370 F 215.396.1124 CERTIPHI.COM
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‘ myRecordTracker

Welcome, Test SchoolT! Documents | Inbex | Help | Preferences | Leg oul
+
i Last login: 3202019 10:01:31 AM

Profiles

|
You have been assigned the following profileds). Click on the name of a profile to compliete its requirements.

Required By Date

Test School ® 2013 Requirements Completed @

Figure 4: Student dashboard

STEP 3: COMPLETING YOUR MYRECORDTRACKER REQUIREMENTS

Once you click into your profile, you will see documentation your administrator wanted to provide
to your attention through the system.

Profiles = Profile

In order to the i izati dical i ts of your of study, please the ing de its

Figure 5: Client Provided Documents Section for Student

Below the “Profile” section you will see a “Complete My Requirements” section where you will see
each requirement within the myRecordTracker profile that requires a response. If a document is
required, you will need to upload a completed document in order to meet the requirement. If a
question is asked, you are required to provide a response directly into the system. To answer the
question, click on the “Not Answered” link shown. Once you have uploaded a required document
and/or answer a question, a status of “Pending Approval” will appear. When the requirement is
approved, the requirement status will change to “h "

NOTE: All requirements must be completed by the required by date indicated within the profile.

For your convenience, below are the various statuses that will show within the system. After that
are instructions on how to upload documentation to the system to fulfill your requirements.
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Status examples:

e A “Completed” status indicates that the requirement was uploaded and approved. In certain
instances, the requirement is listed as “Completed” and includes an expiration date (SEE
BELOW).

@ Completed

' Completed (Expiration
Date: 1/6/2015)

e A “Pending Approval” status indicates that a requirement was uploaded and is awaiting
approval (SEE BELOW). It can take up to 72 hours for your documentation to be reviewed
once in pending approval status.

@ Pending
Approval

e A “Not Completed” status indicates that the requirement has not yet been completed (SEE
BELOW).

@ not

Completed

o A “Rejected” status indicates that the document was uploaded, but was rejected by either
the administrator or Certiphi Screening. If a requirement is rejected, you will receive an
email notification that a particular requirement/document was rejected (SEE BELOW).

|ﬂ @ Rejected

e Ahalf green/half red status lets you know you completed all of the requirements by the
initial due dates for that point in time. Once you are able to complete all the other
requirements by their specific due date, the status will update accordingly.

Uploading Documentation

With myRecordTracker being mobile friendly, you can access the system from most devices. There
are multiple ways you can upload your required documents into the system. For your convenience,
below are a couple of options where once your required document is attached, the requirement will
automatically go into “pending” or “complete” status depending on system settings.

1. Upload a Clear Picture of a Document by clicking on the “Upload” button
2. Upload a Scanned Copy by clicking on the “Upload” button

3. Access a document directly on your smart device and save it to your device. Once saved to
your device access the system and upload the document by clicking on the “Upload” button.

Due to the technology available today, we do not see this final option used often but Certiphi
Screening still offers the ability to complete a fax/mail cover sheet by clicking on the “Fax/Mail”
button. This option allows you to fax/mail your document to Certiphi Screening (cover sheet must
be included per document). If this option is utilized, once the documentation is received by Certiphi
Screening, it takes up to 72 hours to see your documentation attached to your requirement. This is
a manual task for the representatives.

Empowered by Vertical Screen.
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Complete My Requirements

Test School | @® 0 of 1 Requirements Completed
: Due Date: 314/2019
® 102 Subsequent Requirements Completed
Due Dates: (hover here for details) (1]

Each requirement below requires a response in the student input section. If a document is required, please provide a completed copy of the
document. If a question is asked, please respond to the question asked. Once a requirement is met, you will see "Pending Approval” appear
in the status columin. Once the requirement is approved, the requirement status will show as “"Completed”. It is necessary that all
requirements are completed by the due date indicated within the profile.

required document may be provided in two ways. A scanned copy can be uploaded directly fo your myRecordTracker” account by clicking

the "UPLOAD" button below. If you are unable to upload, the document can also be faxed or mailed to myRecordTracker. Please click the
"FAXMAIL" button below to generate a cover sheet to include when faxing/mailing your document(s).

School Requirement Student Input

Figure 6: Complete My Requirements Section

By utilizing the “Upload” button you are able to attach a single document to one or multiple
requirements. You will be directed to the Upload Document section of the website (shown below)
.This will allow you to select and submit the necessary document:

Upload Document

Click the browse button to locate the file you wish to upload.
| Browse. . |

Please note: this may take several minutes depending on the size of the file being uploaded

Figure 7: Uploading a Document to Requirement(s)

Once submitted, you will be given the opportunity to do the following (See Screenshots below):
1. Review the document that was uploaded

2. Name the document
3. Allow you to see the names of the unfulfilled requirement(s) that are left
4

You can decide to attach your document to multiple requirements or just one requirement
by checking the box to the left of the unfulfilled requirement. **If a requirement requires an
expiration date or date of test, you will be prompted to enter the date upon upload. Certiphi
Screening will not enter this information into the system.

5. There is no limit to the number of documents you can attach to a single requirement.
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Save Document

= required held

Mama your documaent ™

Artach document to available

ToquErBmenL{s)

= o

[ Hepatts B Recombmant D t P

Vatcima - 21d doat ocument Freview

Oplicnally attach macs Date

1o ihese requIements besow ihat o e

alevacy hav the minimuem numb 100 6ctoned with e form, {Cheok appropriote bor) o
of documeants MEASLES (RUBEOLA) “45r+ <y f sty et HEPATITIS B A copy o/l

L] Hepatitia B Recombarnt Vaccing] U - . e oo

_ IE corhrat ot b e
Ird dosa [ et

LI Measles - Mumps - Rubella L RUBELLA (QERMAN MEASLES) ‘4t .y /i) wpos|
Maccine " L]

[Varicslia Zoster (Chickanpox)

11 Current Annual Infuenza

WVaccinabon

[ Physicat and Mantal Health

Exam VARICELLA ZOSTER (CHICKEN POX) "ty o ot = b e e o o o e
e o

[ 28 ki s s TS o .
LICPR Cerificaton T T BT B T -

LI Copy of Droers License
[l iy

CTest223

Figure 8: Document Preview

Expiration Date x

Expiration Date: | [mmiddyyyy]

% Cancel Save

Figure 9: Date Entry dialogue box
School Requirement Student Input Status

You must provide 1 document to fulfill this
requirement:

Document #1:  Influenza test doc

UNASEIGH
Influenza

Pleass submit documentstion of 3 flu shot sdministered during the curmenf flu Season. ® Pending

A e - Add Another Approval
Please zef the expirafion dafe 1 year from the administered date of the vaccine. Document

Expiration Date: 3M11/2020

Date of Test 3112019

Figure10: Student-entered date requirement.

NOTE: You will receive an email notification alerting you to any upcoming document expiration
dates. For new documentation, you can utilize the same upload methods available on the site. You
must include a new expiration date for any new documentation. The expiration date you enter
should follow the instructions provided and must be a future date.

Once a requirement is fulfilled, the requirement is automatically removed from the checklist,
leaving only the requirements that are not yet completed. For example, if you upload a document
fulfilling the requirements for Hepatitis B and MMR, both of these requirement will no longer
appear in the list.
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STEP 4: Automated Email Notifications from myRecordTracker®
A. Profile Due Date
Email Notification Language:
To: <Student Name>
Subject: myRecordTracker Notice - Due Date

Dear <Student Name>,

Please note that the due date to provide immunization and other health related
documentation was January 1, 2019. If you have not satisfied all the requirements,
please log onto https://www.myrecordtracker.com and review your profile. It is
important to complete all requirements as soon as possible.

Thank you,
myRecordTracker

B. Individual Requirement Expiration
Email Notification Language:
To: <Student Name>
Subject: myRecordTracker Individual Requirement Expiration Reminder

Dear <Student Name>,
Please note that one or more of your requirement(s) expired on February 6, 2019.

Please log onto https://www.myrecordtracker.com and review your profile. It is

important to fulfill all requirements as soon as possible.

Thank you,
myRecordTracker

C. Requirement Specific Due Date
Email Notification Language:
To: <Student Name>
Subject: myRecordTracker Notice - Due Date

Dear <Student Name>,

Please note that the due date to provide immunization and other health related
documentation was October 1, 2019. If you have not satisfied all the requirements,
please log onto https://www.myrecordtracker.com and review your profile. It is
important to complete all requirements as soon as possible.

Thank you,
myRecordTracker

Empowered by Vertical Screen.
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D. Requirement Rejected
Email Notification Language:
To: <Student Name>,
Subject: myRecordTracker - An update has been made to your account.

Dear <Student Name>,
An update has been made to your account please log into
https://www.myrecordtracker.com to review.

NOTE: When you log back into your account you will notice the reason for requirement rejection
(See Screenshot Below).

Your program administrator has sent you the following message. Please review.

The following requirement has a new status:
Requirement: Influenza

Status: Rejected
Reason: Other test

You have been assigned the following profile(s). Click on the name of a profile to complete its requirements. !

Required By Date Progress

Test School 311412019 ® 103 Requirements Completed e

Figure 11: Student logs into account see “Requirement Rejection Notice”
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STEP 5: OTHER IMPORTANT INFORMATION ABOUT MYRECORDTRACKER
A. DOCUMENTS SECTION:

If you click the “Documents” link in the upper right-hand corner of the page, you are brought to a
page that displays all documents previously uploaded to the site, including the date that the
document was uploaded. Through this view, you can go back and review these documents at any
time. Each document has a link to the actual form so you can view the original documentation. If
any of the documents listed need to be attached to a requirement and isn’t already, click on “Attach”
next to the requirement. You will then see a list of “Current Available Documents” you will be able
to select from.

‘ myRecord Tracker

Return To Profiles

Welcome, Test Student! Documents | Inbox | Help | Preferences | Log out

The following documents have been upleaded to your account. Click on the name of a document to view it.

Document Name Upload Date

doc 7M7/2013 12:30 PM
Completed Imm Form 5/22/2012 2:58 PM
Immunization 8/6/2013 6:49 AM

Figure 12: myRecordTracker “Documents” screen

B. INBOX SECTION

If you click the “Inbox” link in the upper right-hand corner of the site, you are brought to an inbox
that contains all special instructions and emails sent from the administrator. Administrators and
professors use this tool to send emails directly to student.

Welcome, Test Student! Documenfs | Inbox | Help | Preferences | Log out
Return To Profiles
Profile Message From Date
Test School - Class of This is a test. Suzi Arant-Test 10/14/2011 2:21:29
2013
Test School - Class of This is a test. Suzi Arant-Test 10/14/2011 2:26:09
2013
Test School - Class of TESTING Suzi Arant-Test 10/14/2011 2:35:03
2013

Figure 13: myRecordTracker “Inbox”
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C. HELP SECTION
If you click the “Help” link, located next to the “Inbox” link, you will be brought to a page that
provides contact information for myRecordTracker customer service and IT support. User guides

are also available on the “Help” page.

Profiles = Help

User Guide

Please select the link below to open a copy of the myRecordTracker” User Guide. Adobe Acrobat Reader
i required to view this file.

User Guide

Support

Our myRecordTracker team is dedicated fo providing you with the very best service possible. If you have
questions regarding your requirements, upleaded documents, or myRecordTracker emails please contact
us.

To send a message to one of the myRecordTracker representatives, simply click on the link below.
Customer Service I}-
“fou may also contact us by phone from Sam-10pm ET.  855-225-8606, press 2

Technical Support

For technical issues, please contact our IT support team below. IT Support can troubleshoot any website
quesfions along with 1efp d istance.

IT Support  855-225-8606, press 1

International Support:
‘When calling from outside the United States or Canada, please dial 00+1+215-876-6145.

Figure 14: The myRecordTracker “Help”

D. PREFERENCES SECTION
If you click the “Preferences” link in the upper right-hand corner of the page, you will be brought to
a page that allows you to update/change your name, email, password, PIN and security question.

‘ myRecord Tracker

Welcome, Test Student! Log out
Profiles > Preferences
* Indicates a field is required
User Information
Login: teststudent
First:  Test * Middle: Last: Student * Suffix:

x

Email: teststudent@yourschool.com

Account Management

Change Password
Change Pin

Change Security Question

Figure 15: “Preferences” screen
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E. DISTRIBUTE INFORMATION TO A THIRD PARTY

For your convenience, below are clear and concise step-by-step instructions for accessing and
sharing your myRecordTracker requirements. Students who have questions about using the
myRecordTracker Report Delivery Manager should contact Certiphi Screening’s Applicant Services
team at 1-800-803-9582 or myrecordtracker@verticalscreen.com.

1. Accessing and Steps to utilize the myRecordTracker® Report Delivery Manager

You will want to login to your myRecordTracker® account by visiting & https://www.myrecordtracker.com/
and enter your username, password and PIN. Click into your profile.

& yRecordTracker

Login

Figure 16: “Login” screen

Scroll to the bottom of the profile (below the “Complete My Requirements” section) to locate
the section titled “Distribute My Profile.” Clicking the “Deliver” button will begin the report
delivery process.

A profile can be shared with whomever you choose. Your school/program of study will
automatically receive a copy of all records within myRecordTracker; you do not need to
forward your myRecordTracker immunization profile to your school/program of study.

N

Some of your clinical/experiential learning sites may require you to share your immunization/health records. To enable a clinicallexperiential site or any
other third-party to access your profile, click the "DELIVER" buiton below. Please note that your school/program of study will automatically receive a copy
of all records within myRecordTracker®. Please do not forward your myRecordTracker immunization profile to your school/program of study

[E==]

Figure 17: Click the “Deliver” button to distribute your profile
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Provide the Recipient’s contact information: Last Name, First Name and Organization

* Indicates a field i1s required

Please complete the questions below about the individual to whom you wish to deliver your profile
Check at least one requirement to deliver to the recipient

NOTE: This is for your records only. myRecordTracker® does not guarantee the recipient of the profile is the person or organization listed below
Last Name
First Name

Organization

Figure 18: Enter recipient’s contact information

You have two options when selecting the requirements to share: You can send all the
requirements in your profile, or you can pick and choose specific requirements. To share all the
requirements, click the “Select Check All?” check box in the last column on the right. To pick and
choose the requirements to share, click the corresponding “Deliver?” check box to the right of
the requirement you have selected. Once selected, click on “Submit.”

* Indicates a fiuld & requined

Please comphets the questions below about the Enfvidual 1o whom you wish o deliver your grofile
hack at beast one toquirement o deliver fo the reciplont

NOTE: This bs ot your records only. myRecordTracker® dons not guasantes the recipéent of he profio Is the poman o orgasization lstnd belaw
Laaame  Doe

First Nama: Jams

Oeganizston.  ABC Compasd x"
»School Requirement >Student input Status Select
Check
ur m
¥ou misst provida 1 dscumen i il Delheee? 1
this roquinement
Influanza
s : ® Fojpected
wacsine. Expientian Date: 11172020
Diabe of Tast 3112015 |
D you woar ghasses? e ™y w
: sl Canpleted
EFane Snomer ¥ed ({1 Expitution Date: 3152019
You mis | prervide 1 docsmen o fullll Deliver? !
this requinsment
Wariceba (Titer) L
Positve Aoy Hier (18 mMpor nequand), f e Ser 15 NeGEkVE O eqUVCCAL y )
e stuckent must have 1 Boostor shot. Sevis in process 15 acceplatl Byt L Ef‘}';f:,'jd Complaied

Terma of Service / Privacy Statement / Copyright
Copyright & T Al rights resern

Figure 19: Select the records to distribute.

Profile Access Keys are generated, you can choose to share access to your profile either by
calling the recipient directly and verbally providing the information, or by sending an email to
the recipient that contains the information. Please know the third party only has up to 72 hours
to access the information you shared. The access keys can only be used one time.

2. Delivery Options & Confirmation
You can choose to deliver the Profile Access Keys the following ways:
1. Call or Connect directly with the third party recipient and provide the web address,
Access Code and Access Pin to the recipient.
Certiphi Screening recommends that you contact the recipient and verbally
provide the myRecordTracker website address, Profile Access Code and
Access PIN to your contact. This method provides the highest level of security.
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2. Email - To authorize an email, locate “Other Delivery Options,
the “click here to send an email” link.

Option 2” and click on

Distribute Your Profile - Confirmation

Your Profile Access Keys are Ready.

To provide Access to your profile, call the recipient directly and provide them with the instructions below:
Step 1: The recipient should visit the my'RecﬂrL‘]TrackerD Web Site at: https://www.myRecordTracker.com/signin/signup

Step 2: The recipient will be required to enter BOTH of the Access Keys listed below:

Access Code: 34b8129¢c

Access Pin: 8891

Step 3: The recipient will be able to view your profile

Other Delivery Options

Please read below for additional options to send your keys to the recipient:

Option 1 - As described above, you may contact the recipient via phone to provide instructions.
This option offers the highest level of security.

Option 2 - You may also provide an email to the recipient.
Please note that email is not reccommended for delivery of sensitive information.
* If you cheose this option click here to send an email, otherwise click "CLOSE" and centact the recipient directly with the instructions.

CLOSE

Figure 20: Profile Access Keys and Option to Distribute Information

Delivery by Email:
If you selected Email, you will want to provide the recipient’s email address, and then select
either “Option 1” or “Option 2” to determine what information is emailed to the recipient.

1. Option 1: Only the link with instructions to access your profile is emailed and you
would need to contact the recipient directly to provide the Profile Access Keys.

2. Option 2: Both the link with instructions to access your profile and the Profile Access
Keys are provided to your recipient.

Click the “Submit” button to trigger the email notification.

Distribute Your Profile - Enter Email

* Indicates a field is required

1. Security Note:

Please note that email is not a reccommended mechanism for delivery of sensitive information.

Please be sure to supply the correct email address and to read carefully your delivery options below.

2. Recipient’s Email Address:

Please Type and Re-Type the email address of the recipient

Email Address = !

Confirm Here:

3. Specify Options:
Please select an email option below before clicking SUBMIT *

(JOption 1: Email the link with i

Ooption 2: Email the link with instructions 10 access my profile and ALSO INCLUDE THE ACCESS KEYS.

Figure 21: Provide recipient’s email address, select option and click “submit” button
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The system provides confirmation that an email has been sent, along with the
myRecordTracker Profile Access Code and Access PIN for future reference.

An amail has bean sent to your recipient

If the recipient is unable io refrieve the email you can also provide the keys below directly

Request Code: JaSe88:3

Access Pin: B

o information above should be traatad with the highas! leval of sansitrety

Figure 22: The email confirmation is the final step in the distribution process

Please know there is not a limit on how many times you use the Report Delivery Manager Tool.
Each time you use it, the system will automatically show you and track whether the third party
accessed the information you shared.

Som scalfeperiential learning shes. may requiss you ko share your immunizationhealth iscords. To enable a cinicalisperiensal sto or any
othe 0 accons yeus profile, chck the DELIVER' tumion baiow. Plaase nots thal yeer schooliprogram of study wil automatically racabve & copy
of all records. within myRecordTracker® P ot borward your my R, T 1o your schookiprogs of study

This peofla has baan delivired 1o the bollowing thind partes k
Status  Created Accessed by Thind Expation

Party

Jeesica SmamTant | Expired | 242090 140 P | et Azcerand jruumith@cartiphl com | Dutads

Chent Teat RDM Cancelled | V192019 317 | Not Accetsed W12019 325 samah@ceniphi com Diatals
o | M

Jusa Clant Test hocessed | V192065325 | 3112015 404 PM V142019325 | jessmith@truescreen com | Detals

ROM2 2] M

Jans Doe Active WIS 1A | Wt Accessed V242019 147 pssmathicetiphicom | Dwtaly | Aipvoke
27 L

[back] [mext] Displaying 1 thiough 4 4 delveries

Figure 23: Information tracked within the Distribute My Profile section

Within the Distribute my Profile Section, you will see the following Statuses:

1. Active - From the date and time stamp indicated, the recipient has up to 72 hours to access
the information you sent. They can also only use the Profile Access Code information one
time within the 72 hour window.

2. Cancelled - You have the ability to “Revoke” the third party access to the information you
shared. You only have the option to revoke within the 72 hour window and only if the third
party has not yet accessed the information.

3. Accessed - This lets you know if and when the third party accessed the information you
shared.

4. Expired - The 72 hour window for the third party to access the information you shared has
passed.
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CONTACT INFORMATION
If you have any questions throughout the myRecordTracker process, please contact Certiphi
Screening Monday through Friday, 3 a.m. to 10 p.m. ET.

Payment Questions: 888-291-1369, ext. “3”

Customer Service: 855-225-8606, press “2”

Technical Support: 855-225-8606, press “4”

International Support: 00+1+215-876-6145

Email: myrecordtracker@verticalscreen.com
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