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Introduction 
To satisfy Carnegie Mellon University’s requirement of providing proof of COVID-19 vaccination, faculty, staff and students are required to upload their 
vaccination records and booster verification to HealthConnect. Newly hired faculty and staff must complete the upload or obtain an approved exemption 
at least one business day prior to their start date to be eligible to begin working.  

In order for CMU to create a HealthConnect account for new hires, the university must have your date of birth. 
• New staff are prompted to enter date of birth on their Candidate Home page in the Workday Recruiting application directly after accepting a job 

offer. 
• New faculty are prompted to enter date of birth in Workday as part of their onboarding tasks (Change Personal Information). 

What you will need to upload your records: 
• Your Andrew ID and DUO-2fa. 
• A digital image of your vaccination card. 

o The image must include the following information to be verified:  
 Your full name 
 Your date of birth 
 The vaccine name(s) and lot numbers 
 The date the vaccine doses were administered 

o Uploadable file types include: 
 PDF, PNG, JPEG and GIF files under 4MB  
 For mobile phone uploads, using the “Take Photo” feature (after clicking “Upload”) may eliminate the need to edit an image. 

Note: If the uploaded image does not contain the information listed above, your upload will not satisfy CMU’s COVID-19 vaccination requirements. You will 
need to resubmit an image with complete information before you will be compliant to work.  

Partially vaccinated employees: 
To satisfy CMU’s COVID-19 vaccination requirements, partially vaccinated individuals are asked to upload your current, incomplete records now. As soon 
as you receive your second dose or booster, you will need to upload documentation of being fully vaccinated. To upload additional records, you will follow 
the same process.   

Need Assistance? 
• If you have lost or misplaced your vaccination card, go to CMU's COVID-19 Updates page for guidance on obtaining a copy of your records. 
• Faculty and staff—please email questions or concerns to HR Employment Compliance at hr-employment-compliance@andrew.cmu.edu. 
• Students—please direct questions and concerns to health@andrew.cmu.edu.   

https://www.cmu.edu/coronavirus/vaccine/vaccine-database.html
mailto:hr-employment-compliance@andrew.cmu.edu
mailto:health@andrew.cmu.edu
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   Uploading COVID-19 Vaccination Records to HealthConnect 
Step Details 

1 1. Log on Log on to CMU’s University Health Services webpage: https://www.cmu.edu/health-services/. 
2. Click on the HealthConnect tab. 

 
2 1. Click on the “Log into HealthConnect” button on the right side of your screen. 

 

3 1. The Web Login page displays. Enter your Andrew ID and password and select Login. 

2. Complete DUO authentication – choose an option: 
a. DUO Push (smart phone or tablet): click Send Me a Push 
b. Passcode (one-time code via DUO mobile app or DUO 

hardware token): click Enter a Passcode 
 

 

https://www.cmu.edu/health-services/
https://www.cmu.edu/health-services/
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3. Use your device or hardware token to complete the authentication: 

 
 

4 The HealthConnect login screen displays. 

 

 
 
 

1. Enter your date of birth. 
2. Click Proceed. 
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5 Your HealthConnect homepage displays. 

 

 
 
 

1. Click the “Enter My COVID-19 Vaccine Information” 
button. 

 

6 The COVID 19 pop-up displays. 

  

 
Uploading your image: 

 
1. Click the Upload button in the COVID-19 Vaccine Record 

Upload section. 
2. Locate your file on your computer and double click on the 

file. 
 

Note:  
• PDF, PNG, JPEG and GIF files under 4MB are accepted. For 

mobile phone uploads, using the “Take Photo” feature (after 
clicking “Upload”) may eliminate the need to edit an image. 

• You will not receive immediate confirmation of you upload. A 
member of the University Health Services staff will review 
your upload within five business days. After your record has 
been verified, you will see your COVID vaccine listed under 
Immunizations in the left menu. 

 
 



System Guide: Upload COVID-19 Vaccination Records to HealthConnect 
Audience: faculty and staff 
 

 
Page 5 of 7 

Updated: 9/12/2022 
 

Step Details 

7 The Verify Upload pop-up displays. 

 
 

Verifying your image: 
 

1. If the upload looks correct, click the Looks Good button to 
continue. 

2. If you want to cancel the upload, click the Cancel Upload 
and begin the upload process again. 
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8 Doses of Covid-19 Vaccine: 

 

Enter your Vaccination Details: 
1. Click the Add Immunization button 
 
2. In the Date field, enter the date of your first dose. 
3. In the Immunization field, click on the dropdown arrow and 

select the vaccine type. 
4. Click Add Immunization to add another dose 
5. In the Date field, enter the date of your second dose. 
6. In the Immunization field, click on the dropdown arrow and 

select the vaccine type. 
7. Click Add Immunization to add a booster dose. 
8. In the Date  field, enter the date of your booster dose. 
9. In the Immunization field, click on the dropdown arrow and 

select the vaccine type. 
10.  
11. When you have finished entering your vaccine details, click 

Done. 
 
Note:  
• You will not receive immediate confirmation after uploading. 

A member of the University Health Services staff will review 
your upload within five business days. After your record is 
verified, your vaccine will be listed under Immunizations in 
the left menu. 
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9 Follow-up tasks: 
 
Partially Vaccinated 
To maintain compliance with CMU’s COVID-19 vaccination requirements, you must obtain your second shot as scheduled and upload 
proof that you are fully vaccinated as soon as you have received your second dose. Add the second dose date and second vaccine type at 
that time.  
 
Booster Shots 
All students, faculty and staff eligible for a COVID-19 booster are required to upload their booster verification and enter their date of 
vaccination. Add booster dose dates and booster vaccine types at that time. 
 
Need Assistance? 

• Faculty and staff—please email questions or concerns to HR Employment Compliance at hr-employment-
compliance@andrew.cmu.edu. 

• Students—please direct questions and concerns to health@andrew.cmu.edu.   

 

mailto:hr-employment-compliance@andrew.cmu.edu
mailto:hr-employment-compliance@andrew.cmu.edu
mailto:health@andrew.cmu.edu
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