BFHD
VacTrack

New User

Welcome to VVacTrack

This document is designed to help new users log on to VacTrack and manage their personal account
information.
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First Contact

The ‘“New User’ e-mail from VacTrack

The first contact you will have from the VacTrack system is an e-mail. The e-mail will have a link to this
document, and another link that will begin the process of setting up your account.

From: & BFHD Vacdne Coordinator  Sent: Tue 3/5/2010 9:26 AM
To: info

Cec:

Subject: Welcome to BFHD VacTrack

Hello,

Welcome to BFHD VacTrack, Bfhd Testuser. Please
click the following link to set up your account:

hrops://www.bfhd.wa.gov/vactrack/new user.php?

rid=aiébeeleT0lcadT04ecT22852e00dfd475ae286edclath
48500E1bf423£61e2907fbET

Clicking on the link in your e-mail will take you to the VacTrack web site ‘New User’ page, allowing you
to create a password and confirm your account information.



First Step

Creating a password, and logging in

The first form you will see is on the “Welcome new user!” page. Make sure to use the e-mail address that
your ‘New User’ e-mail was sent to, or the system will not allow you to continue. Password security is
very important to us, so we enforce some basic rules to harden them. Those rules are listed on the page.
Listing your 10 digit phone number is also very important, and if you have an extension, please enter only

the numbers. (i.e. ‘123’ not ‘ext 123’)

The Blank form

Welcome new user!

Flease fill cut the following form:

Account Email:
The address your "New User™
e-mail was deliverad to.

Create a new Password.
Fasswords must be longer than & characters.
Fasswords must slso contain more than 1 number and/or specisl characters.

Mew Password: I

X =
Confirm Password: I

Enter Phone Number: I

Phone Extensicn: I

Enter the words below, in the order they appear, with a space between them: *

Type the two words: =]
o ‘ re CAPTCHA

Submit |

Required Fields complete
Welcome new user!
The e-mail
address you
account Acocount Email =

information was The address your "New User |info@bﬂwd.wa.gov
e-mail was deliverad to
sent to

Plaase fill cut the following form

Create a new Password.
Passwords must be longer than 8 characters,
Crea_te and Passwords must also contsin more than 1 number and/or specisl characters.
confirm a

password

x
New Fassword I..Iﬂi (112

*
Confirm Password: I.iiitt.tt

Phone numbers
must be 10 digits =~ Enter Phone Numeer [509 123 1234

(B fiads . Bty

Phone Extension: I

Phone extension
is Numbers Only

R . - " »
Enter the words below, in the order they sppear, with a space between them

Type the words wk
shown in the @ dll!' [/
ReCaptcha

image. If you Type the two words: )
! < cnP.
are not sure what of dunboyne *o' we CAPTCHA

they are; click

theEfor anew

set of words.

When you have completed the form and clicked the *Submit’ button, you will be taken to the ‘Login’

screen for the first time.

Benton Franklin Health District Vaccine Tracking system v Beta 1.0

‘PUBLIC

l b

Login
o HEALTH
!'-’rrvr_n_ = Fromote * Protect
e e e i

Info:
r Your password has been successfully changed. You may now log in with it.

I User Login: -

Username (E-mail) I

Enter your e-mail address and the password you

Password; I

Password Recovery Lﬂg in

just created to log into the VVacTrack System.



Best Foot Forward
Confirming your account information

At first Login you will be taken to your user information page. Any time after you are logged in, you may
access the “‘User Information’ form by clicking on your name at the top of every page.

Benton Franklin Health District Vaccine Tracking system v Beta 1.0 Log off ‘PUBLIC
A for_Benton Franklin Heslth Distri - HEALTH
Home Dashbosrd | Jamp Logs | Ioventory | Ussoe ‘!'rh_f_.rf- * Praote  frmect
Documents HEWS BFHD Twitter Feed
\VE[COI]]E MNew Office Howrs for Prosser starting

The “‘User Information’ form contains the following fields:
User Account Information:

First Name: |thd

Middle Initial: A

Last Name: ITestu ser
Phase umbes: - [(509) 555 - 1234

(B e

Phone Extension: |

Passwords must be longer than § characiers.
Fasswords must alse contain meore than 1 number and/or special characters

Newr Password: |

Confirm Passwonrd: I

Current Password: ~ |
Update |

bl "
indicate required fialds

Please take a moment to confirm the information listed and make any necessary changes. To change
any information, you must provide your current password.



Take in the view
Basic navigation

The Menu at the top of the page will show you all the pages you have access to. Clicking on the Logo will
return you to the BFHD VacTrack Home page. Other links shown here are explained in subsequent help
documents.

Log off PUBLIC

+HEAL
Tem l Invent | Lsge m! *raver -‘_\_s‘::-:l:(m
BFHD Twitter Feed
Welcome Mew Office Hours for Prosser starting

Clicking on your name above the main menu (“Bfhd A Testuser” shown above) will take you back to the
‘User Information’ form and allow you to update your account information. If you are a Facility
Coordinator then your facility name will also be a link and allow you to manage your facilities account.
The ‘Log off’ link at the top right will allow you log off the site when you are done working at the BFHD
VacTrack site. This is especially important if you work at a shared computer. Logging off will prevent
anyone from using your account. The ‘Home’ page has three main sections. The ‘Documents’ column
contains links to downloadable files. The ‘News’ section contains information from the Vaccine
Providers and LHJ. The ‘Twitter Feed’ is an optional column displaying the last 5 ‘tweets’ form BFHD
VacTrack coordinators. The footer at the bottom of every page contains a link to the instruction
manuals and other important details about the site, as well as contact methods to reach BFHD.



Make your self at home
Bookmarking and other helpful tips

Once you have logged, created a password, and confirmed your account information, it is a good idea to
bookmark the ‘Home’ page so you can return easily. Whether your preferred web browser calls it a
‘Book Mark’ or a ‘Favorite’, it should be easy to mark the home page as someplace you want to return to
often. If you will be accessing the site from various computers, we have tried to make the site easy to

find. Typing www.bfhd.wa.gov/vactrack in the address bar will get you to the login page from any web
browser.




What if
Some basic troubleshooting information

If you the link in your e-mail fails to link you to the web site;
e Make sure you can access the BFHD VacTrack site by typing www.bfhd.wa.gov/vactrack in your
browsers address bar. You should see the ‘Home’ page.
e If you can access the site without the link. Delete the e-mail and ask for another invitation.

If you have problems accessing the BFHD VacTrack site;
e Make sure you are not having problems accessing other sites on the internet.
e If you receive Proxy or other messages stating that the site is unavailable, please contact your
technical support or Internet Service Provider for assistance.

If you cannot log in;
e Passwords are ‘case’ sensitive. Make sure your ‘caps lock’ is off and that you are capitalizing the
same letters as when you created the password.
e Numbers on the number pad can cause problems if you ‘num lock’ is not turned on.
e If nothing seems to work; try resetting your password.
e Under very few circumstances will you need to contact BFHD or your Facilities VVaccine
Coordinator to help with password recovery.

If forget your password,;

e The password recovery link at the login screen will allow you to create a new password. The site
will e-mail you a link to facilitate the process.

If your access rights to the site are wrong;
e Contact your Facilities “Vaccine Coordinator’ and they will be able to make the appropriate
adjustments.

If you cannot change your e-mail;
e The system tracks you by your e-mail so we do not allow users or Facility Coordinators to change
that information. If you must change your e-mail account, contact the BFHD with your request.

If you cannot change your account information;
e |f the form is not responding to your update; log off the site and back in.
e Be aware of the requirements in each field
0 Phone numbers must be 10 digits long
0 Extension can contain only numbers
0 ReCaptcha is “case’ sensitive
o Password requirements are posted on the site



