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Instructions for Jurisdictions Reporting on Behalf of Providers

To set locations for Bridge Access Program participation

1. If not already logged in, login to provider portal account: https://covid.locating.health/login
2. Click the “Public Display” hyperlink at the top right of the screen.
3. Click the “Provider location file” hyperlink in the box labeled Step 1 to download current
location details.
4. Open file in Excel (or another spreadsheet app).
5. Inthe spreadsheet, update appropriate settings (note: participants in Bridge Access Program
must be visible on vaccines.gov site):
a. Set Display to the Public column to Yes
b. Set Bridge Access Program column to Yes
6. Save all changes to the file, in .csv file format.
7. Click the “Browse” hyperlink in the box labeled Step 3, locate updated file, and click
“Open”.
8. Click the “Upload” hyperlink in the box labeled Step 3.
9. Make sure file was successfully uploaded.
(covID] Locatiqgwljfcﬂlm COVID-19 Vaceines  OtherVaccines PublicDisplay NeedHeli? €}~
Update Public Display Information
Upload File
Last updted 10/8/21, :49 AM
Step 1 Step 2 Step 3
Download a file with your Make updates as needed and save Drag & drop today's spreadsheet here. Or browse to upload your file.
provider praofile fields. the file to your computer. Browse
Provider location file © To have your location appear in

the searches on Vaccines.gov,
mark yes in the display to the
public field.

Q Tips

To setup vaccine availability at your locations

1.
2.
3.

If not already logged in, login to provider portal account: https://covid.locating.health/login
Click the “COVID-19 Vaccines” hyperlink at the top right of the screen.

Click the “Add Vaccines” hyperlink located on the right side of the blue header at the top of
the screen.



https://covid.locating.health/login
https://covid.locating.health/login

(10 Locating Health COVID-19 Vaccines  Other Vaccines  Public Display NeedHelp? €3~
sowrrensr Castiight -

COVID-19 Vaccine Inventory

Last updated 9/20/23, 12:24 PM Upload File o Add Vaccines

4. To add vaccines to your locations inventory, follow the steps listed below:
a. choose vaccine(s) to add
b. choose location(s) where you would like the selected vaccine(s) added
c. click the “Add Vaccines” hyperlink
5. If more vaccines need to be added, click the “Add More Vaccines” hyperlink in the pop-up
box.
6. If no more vaccines need to be added, click the “Go to Inventory” hyperlink.
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Add Vaccines to Your Inventory

Ay vaccines you add o vour ireentory will sppesr sutomaticsile inyour most recent ooy file 35 well 25 on vaur manus| dashbaard,
1. Choose vaocines to add (select all that spphyd:

[ Selectall vaccines

[ Wevava, COVID- 15 Vaczine, 2.5 =L, 5 doze Péizer-BicTach, COMIENATY, 2mez/03
O L, single dose
Péizer-BichTach, COMIENATY, Bimez03 Féizer-BichTach, COWID-13 Vaccing,
O L, syringe O 40meg/02 mL, single dose
- Phzer-SioNTech, COVID-19 Vaccion ) Moderna SPIKEVAX, S0mcg/05 mi.single
Imcg 03 mil, 2dess dos=
1 Moderna, FPIKEVAX, 50 moz0.S mL, syringe Moderna, COWID-17 Vacdne, 25025
L, single doss

2. Choose lacations where you'd like o sddyour seleched vaodnes [select sl that spobyl

O Selectall loctions
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O scorrssazesron o .
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O smcpems smas oo
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josloc-caskeyloc- #2121
O sccars sraser onos

jomloe-catkayloe- 22120
[ azorrss pamaz ooy os

josloc-caskeyloe- 93122 i




To make vaccine availability visible on vaccines.gov

Accurate inventory reporting is no longer required but, updating Quantity to 0 (or any positive
number) and indicating vaccines are in stock by selecting “Yes” is required for vaccines to be visible
on vaccines.gov.

PwnNPR

If not already logged in, login to provider portal account: https://covid.locating.health/login
Click on the “COVID-19 Vaccines” hyperlink at the top right of the screen.
Click on the “Upload File” tab.
Indicate vaccine availability by following the steps listed below:
a. If this is your first time setting up vaccine visibility
Click on the “Blank template” hyperlink in the box labeled Step 1 to download a
file with a list of vaccines available to your locations and no values set for the
Quantity or In Stock columns.
b. If this is not your first time setting up vaccines to be visible
Click on “Your most recent file” in the box labeled Step 1 to download a file
with your previously loaded data.
Open file in Excel (or another spreadsheet app).
Update vaccine information by following the steps listed below:
a. Forvaccines you currently have in stock:
e Set Quantity column to O (or any positive number). Note: Accurate inventory is not
required.
e Set In Stock column to Yes.
b. For vaccines you no longer have and do not plan to restock:

e Set Quantity column to Remove.
c. Forvaccines that are temporarily out of stock, and you do plan to restock:
e Set Quantity column to O (or any positive number). Note: Accurate inventory is not
required.
e Set In Stock column to No.

7. Save all changes to the file, in .csv file format.

8. Click the “Browse” hyperlink in the box labeled Step 3, locate updated file, and click “Open”.
9. Click the “Upload” hyperlink in the box labeled Step 3.

10. Make sure file was successfully uploaded.


https://covid.locating.health/login

POWEREDEY

(0T Locating Health
Castlight

Step 1

Download an inventory
spreadsheet.

Blank template

Your most recent file

COVID-19 Vaccines Other Vaccines  Public Display  Need Help?

Upload File

Step 2

Update the spreadsheet with your
current inventory. Save and
rename the file to include today's
date.

© InStock is only required when
your location is set to display to
the public. Supply level is optional
and will not be displayed on
Vaccines.gov at this time.

Q Tips

Step 3

Drag & drop today's spreadsheet here. Or browse to upload your file.

Browse

Upload

(=34



Instructions for Providers Managing Own Reporting via File Upload

To set location for Bridge Access Program participation
1. If not already logged in, login to provider portal account: https://covid.locating.health/login
2. Click the “Public Display” hyperlink at the top right of the screen.
3. Click the “Upload File” tab.
4. Click the “Provider location file” hyperlink in the box labeled Step 1 to download current
location details.
Open file in Excel (or another spreadsheet app).
In the spreadsheet, update appropriate settings (note: participants in Bridge Access Program
must be visible on vaccines.gov site):
a. Set Display to the Public column to Yes
b. Set Bridge Access Program column to Yes
7. Save all changes to the file, in .csv file format.
8. Click the “Browse” hyperlink in the box labeled Step 3, locate updated file, and click
“Open”.
9. Click the “Upload” hyperlink in the box labeled Step 3.
10. Make sure file was successfully uploaded.

o w

(0T Locating Health COVID-19Vaccines  OtherVaccines PublicDisplay NeedHelp? €3~
rosseoer Castlight

Update Public Display Information

Upload File Log Manually

Last updated 2/9/22, 11:47 AM

Step 1 Step 2 Step 3

Download a file with your Make updates as needed and save Drag &drop today's spreadsheet here. Or browse to upload your file.
provider profile fields. the file to your computer. Browse

Provider location file © To have your location appear in

the searches on Vaccines.gov,
mark yes in the display to the
public field.

Q Tips

To setup vaccine availability at your locations
1. If not already logged in, login to provider portal account: https://covid.locating.health/login
2. Click the “COVID-19 Vaccines” hyperlink at the top right of the screen.
3. Click the “Add Vaccines” hyperlink located on the right side of the blue header at the top of
the screen.



https://covid.locating.health/login
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(07D Locating Health
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COVID-19 Vaccine Inventory

Last updated 8/1/23, 2:51 PM Upload File Log Manually 0 Add Vaccines

4. To add vaccines to your locations inventory, follow the steps listed below:
a. choose vaccine(s) to add
b. choose location(s) where you would like the selected vaccine(s) added
c. tosave, click the “Add Vaccines” hyperlink
5. If more vaccines need to be added, click the “Add More Vaccines” hyperlink in the pop-up
box.

6. If no more vaccines need to be added, click the “Go to Inventory” hyperlink.
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Add Vaccines to Your Inventory

Any vaccines you add to your inventory will appear automatically inyour most recent .csv file as well as onyour manual dashboard.
1. Choose vaccines to add (select 2ll that apply):

[0 select all vaccines

| Novavax, COVID-19 Vaccine, 25 mL, 5 dose . Pfizer-BioNTech, COMIRNATY, 30mcg/0.3
; mL, single dose

_ Phzer-BioNTech, COMIRNATY, 30mcg/0.3 i Phizer-BioMTech, COVID-19 Vaccine,
" ml,syringe ~  10mcg/0.3 mL, single dose
 Pfizer-BioNTech, COVID-19 Vaccine, — Moderna, SPIKEVAX, 50mcg/0.5 mL, single
3meg/0.3mL, 3 dose — dose
| Moderna, SPIKEVAX, 50 mcg/0.5 mL, syringe — Moderna, COVID-19 Vaccine, 25mcg/0.23

mL, single dose

2. Choose locations where you'd like to add your selected vaccines (select all that apply):

Select all locations

sophialoc-golden2loc-189272
ADDRESS 425354 City 04

sophialoc-golden2loc-189273
ADDRESS 115899 City 04

| Cance |

To make vaccine availability visible on vaccines.gov

Accurate inventory reporting is no longer required but, updating Quantity to 0 (or any positive
number) and indicating vaccines are in stock by selecting “Yes” is required for vaccines to be visible
on vaccines.gov.

11. If not already logged in, login to provider portal account: https://covid.locating.health/login

12. Click on the “COVID-19 Vaccines” hyperlink at the top right of the screen.

13. Click on the “Upload File” tab.

14. Indicate vaccine availability by following the steps listed below:

a. If this is your first time setting up vaccine visibility:
e C(Click on the “Blank template” hyperlink in the box labeled Step 1 to download a file

with a list of vaccines available to your locations and no values set for the Quantity
or In Stock columns.

10


https://covid.locating.health/login

17.
18.
19.
20.

b. If this is not your first time setting up vaccine visibility:
e Click on “Your most recent file” in Step 1 box to download a file with your
previously loaded data.
15. Open file in Excel (or another spreadsheet app).
16. Update vaccine information by following the steps listed below:
a. Forvaccines you currently have in stock:
e Set Quantity column to O (or any positive number). Note: Accurate inventory is not

required.

e Set In Stock column to Yes.
b. For vaccines you no longer have and do not plan to restock:

e Set Quantity column to Remove.

c. Forvaccines that are temporarily out of stock, and you do plan to restock:
e Set Quantity column to O (or any positive number). Note: Accurate inventory is not

required.

e Set In Stock column to No.

Save all changes to the file, in .csv file format.

Click the “Browse” hyperlink in the box labeled Step 3, locate updated file, and click “Open”.
Click the “Upload” hyperlink in the box labeled Step 3.
Make sure file was successfully uploaded.

(0T Locating Health

renieren o Castlight

Last updated 8/1/23, 2:51 PM

Step 1

Download an inventory
spreadsheet.

Blank template

Your most recent file

COVID-19 Vaccines  Other Vaccines Public Display Need Help? 0'

COVID-19 Vaccine Inventory

Upload File

Step 2

Update the spreadsheet with your

current inventory. Save and
rename the file to include today's
date.

© InStockis only required when
your location is set to display to
the public. Supply level is optional
and will not be displayed on
Vaccines.gov at this time.

Q Tips

Log Manually 0 Add Vaccines

Step 3

Drag & drop today's spreadsheet here. Or browse to upload your file.

Browse

11



Instructions for Providers Managing Own Reporting Manually

To set location for Bridge Access Program participation

1.

oukwnN

If not already logged in, login to provider portal account: https://covid.locating.health/login
Click the “Public Display” hyperlink at the top right of the screen.

Click the “Log Manually” tab.

Click the “Edit” hyperlink.

Set the “Participates in Bridge Access Program” checkbox to Yes.

Save all changes, making sure the “Display to the public” slider is turned on.

12
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[ Locating Health
b

WD Displayalltathe public

sophialoc-goldendloc-189272
@D socemsseanis
cEega

sophisloc-goldenZioc-129272
D ADDEEZL LI
Che S8

COVID-1FVacTra  Ofervacicen FeblcDapiy Hessteiz 68T

Update Public Display Information

sophialoc-golden2loc-189272

ACORESE 4253040y, QA

Public Display Information

H yGur locKtion I pat 20 <lupiay 20 the DSbC, the | nformation provices In thm T ke below wil ahow I the

aczitangov Baarchaxparience for te pusiic

Display PhaneNumber @

1355} 555-5558

OpenHours @

Mangay FDIAM fo 5:00 P
Tuesday S-DOAM fo 500 P
Wednesday S:00AM to 500 PN
Thursday DI AM fo 500 Fhd
Friday FDIAM fo 5:00 P
Saturdzy DI AM fo 4:00 Fhd
Sunday S:00AM to 500 PN
Web Address @

httpsioovid locating healthy'

‘General screenerar apaaintment link: Q0

Mot praviced

COVID soreener or sppaintment link 0

httpsieowid locating health/ocations

Minimum age vacdnaded st thislomtion O
Years Manths

Mot pravided MNat prowided

Participates in Bridge Aceszz Program g (G

Not pravided

Azzepts Inzurznce Accept=Walkln: ©
Not pravided Nat provided

Notes @

Waccine swailable by spoointment anky.

To setup vaccine availability at your location
1. If not already logged in, login to provider portal account: https://covid.locating.health/login
2. Click the “COVID-19 Vaccines” hyperlink at the top right of the screen.
3. Click the “Add Vaccines” hyperlink located on the right side of the blue header at the top of

the screen.

Lamtupcates FI0VII. STTEM
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COVID-19 Vaccine Inventory

Last updated 8/1/23, 2:51 PM Upload File Log Manually 0 Add Vaccines

4. To add vaccines to your locations inventory, follow the steps listed below:
a. choose vaccine(s) to add
b. choose location(s) where you would like the selected vaccine(s) added
c. click the “Add Vaccines” hyperlink

5. If more vaccines need to be added, click the “Add More Vaccines” hyperlink in the pop-up
box.

6. If no more vaccines need to be added, click the “Go to Inventory” hyperlink.

14
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Add Vaccines to Your Inventory

Any vaccines you add to your inventory will appear automatically inyour most recent .csv file az well as on your manual dashboard.
1. Choose vaccines to 2dd (select all that apply):

[0 Select all vaccines

[ Movavax, COVID-12 Vaccine, 23mL, 5 dose Pfizer-BioMTech, COMIRMATY, 30mcg/0.3

mL, single dose
O Pfizer-BioNTech, COMIRNATY, 30mcg/0.3 _ Pfizer-BioNTech, COVID-1% Vaccine,
miL, syringe ~ 10mcg/0.3 mL, single dose
o Pfizer-BioNTech, COVID-1% Vaccine, O Moderna, SPIKEVAX, 50mcg/0.5 mL, single
3mcg/0.3 mL, 3 dose dose
[l Moderna, SPIKEVAX, 30 mcg/0.5 mL, syringe O Moderna, COVID-19 Vaccine, 25mcg/0.25

mL, single dose

2. Choose locations where you'd like to add your selected vaccines (select all that apply):

O Select all locations

sophialoc-golden2loc-189272
' aporess szs3s4cityga

sophialoc-golden2loc-189273
U aporess_11sss9ciy ga

To make vaccine availability visible on vaccines.gov

Accurate inventory reporting is no longer required but, updating Current Doses to 0 (or any
positive number) and indicating vaccines are in stock by selecting “Yes” is required for vaccines to
be visible on vaccines.gov.

If not already logged in, login to provider portal account: https://covid.locating.health/login
Click on the “COVID-19 Vaccines” hyperlink at the top right of the screen.

Click on the “Log Manually” tab.

Click on the “Edit” hyperlink.

Update vaccine information by following the steps listed below:

a. Forvaccines you currently have in stock:

vk wNE

15


https://covid.locating.health/login

e Set Current Doses value to 0 (or any positive number). Note: Accurate inventory is

not required.

e Set In Stock value to Yes.
b. For vaccines you no longer have and do not plan to restock:
e C(Click the blue circled X hyperlink to the far right of the vaccine
e Click the “Delete” hyperlink in the pop-up box.
c. Forvaccines that are temporarily out of stock, and you do plan to restock:
e Set Current Doses value to 0 (or any positive number). Note: Accurate inventory is

not required.

e Set In Stock value to No.
6. Make sure “Display to the Public” slider is turned on for each vaccine.

~

Click on the “Submit Inventory” hyperlink.

8. Make sure pop-up message shows inventory was updated.

(070 Locating Health
romtrznr Castight

COVID-19Vaccines  Other Varcines  Public Display  Need Help? 0 -

COVID-19 Vaccine Inventory

Last updated 8/1/23, 2:51 PM Upload File Log Manually o Add Vaccines
PREVIOUS CURRENT
VACCIMES ~ DATE SUBMITTED M STOCK SUPPLY LEWEL
" DOSES  DOSES S ‘ Cancel
sophialoc-goldenZloc-18%272 isolay to th bl
ADDRESS 425394 City QA @D Display to the Public @y
/1D-1%9 Vaccing, 25 mL, 5 dose s " - .
L] Yes L Ne Selectan Option v L}
sophialoc-goldenZloc-129273 : .
ADDRESS_1 City QA @ Display to the Public @y
N_c a0, Cl)",j[lil- 1%Vaccing, 25 mL, 5 dose o Yes @ Mo [x]

You've made changesto 1/2 vaccine listings

Submit Inventory
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