Registration Admin Site Employee Registration Site

Flu Vaccine Clinic Registration Site (Administration)

User Manual

for Department Liaisons and Worksite Coordinators

Getting Started

Click on the link provided in the e-mail containing your password. Log in with that email address and the provided
password. You will need to change your password at your initial log in.

Once you are logged in, the Home (Maintain Flu Vaccine Clinics) screen is displayed. On the left hand side of the
screen is the menu for the site, including links for Home (current screen), Schedule/Cancel Appointment, Clinic
Data, Report, Change Password, New User (for Liaisons), User Manual, and Log Out.

Home/Maintain Flu Vaccine Clinics

= Maintain Flu Vaccine Clinics

Scheduls / Cancel
Appointment Clinscs

2 e
Clinie Data Search Criteria
Report

Changs Password

Ui Mmasial Clinic Name: |

Log Dut Clinic Date: | [Pheass snter dates in mm/dd/yyyy format.)

Search | Add New Ciinic |

Mo Data Found,

Scheduled Clinics are listed on this screen. If no clinics have been yet scheduled for your department or location,
the screen should display “No Data Found”. The view on the home screen can differ based upon whether you are
a liaison or a coordinator:

e Liaisons will be able to see all the clinic listings for their department.

Maintain Flu Vaccine Clinics

Clinics |

Search Criteria

Clinic Name:

Clinic Date: (Please enter dates in mm/dd/yyyy format.)

[ Search ][ Add MNew Clinic ]

Clinic Name Clinic Date Start Time End Time Cancelled On Hold
C) CSC DCH Capitol Commons Center 6/30/2014 8:004AM 8:15AM N N
O CSC DCH Capitol Commons Center 7/7/2014 7:004M 7:15AM N N
C) CSC DCH Capitol Commons Center 7/8/2014 7:004AM 7:15AM N N

1 7-17-15


https://csintranet.state.mi.us/FluClinicReg/Login.aspx
https://csintranet.state.mi.us/FluClinicReg/Welcome.aspx
https://csintranet.state.mi.us/FluClinicReg/Welcome.aspx

e Coordinators will not see department listings on their home screen. They will see only their own clinic(s)
listed.
Maintain Flu Vaccine Clinics

Home

Schedule/Cancel
Appointment Clinics |

Clinic Data Search Criteria

Report

Change Password

Clinic Name:
User Manual

Log Dut Clinic Date: (Please anter dates in mm/dd/yyyy format.)

[ Search ][ Add New Clinic

inic Name Clinic Date Start Time EndTime Cancelled On Hold

0 CSC DCH Capitol Commons Center 6/30/2014 5:00AM 8:15AM N N

Here you can access options to Edit, Add, or Delete Clinics. Administrators of multiple clinics can also Sort/Search
for clinics.

Sort Clinics: You can sort the Clinics by clicking on the heading of the column by which you wish to sort.

Search Clinics: To Search for Clinics, you can enter all or part of a name in the “Clinic Name” field and click the
“Search” button. Or, you can search by Clinic Date - enter a date in the “Clinic Date” field using the
(mm/dd/yyyy) format and click the “Search” button. You can also enter data in both the “Clinic Name” and
“Clinic Date” fields in order to further narrow the search. If the Clinic is not found, the text “No Data Found”
will display.

Add a New Clinic: To add a new Clinic.. ..

ome Add Flu Vaccine Clinics

Schedule/Cancel Add Clinic

Appointment
Clinic Data
L=t Indicates a required field =
Change Password

User Manual Location: - |CSC DCH Capitol Commons Center h

6:45PM - 7-00PM ~ {Use Ctrl click to select multiple selection.)

7:00PM - 7:15PM
7:15PM - 7:30PM
7-:30PM - 7-45PM
Time: = T:45PM - 8:00PM
8:00PM - 8-15PM
§15PM - 8:30PM
8:30PM - 8:45PM
§-45PM - 9-00PM 5

Number Of
Nurses: *

First Year Clinic: O

Contact Name: |

cancelling your appointment, please contact your worksite flu vaccine V|
clinic coordinator. <br /= 5
<br /=

isit the Flu Busters website at:&nbsp;&nbsp;<a shape="rect"
Information: href="http://www.michigan.gov/flu_busters" target="_blank"> <span
style="color: £0033cc"=www.michigan.gov/flu_busters</span=</a>
for additional information.<br /=

<br /=

</liz</ol> v

e C(Click onthe “Add New Clinic” button.

e Select a Location from the pull down list.

e Enter a date (either use the calendar icon to choose a date or enter in this format—mm/dd/yyyy e.g.,
09/12/2015).

e Select clinic time slots. To select multiple time slots, use Ctrl-left click to select time slots individually, or
select one time slot and then Shift-left click on a later time slot to select a range of time slots; e.g., Select
8:00AM — 8:15AM and then Shift-left click on 1:45PM — 2:00PM to create a full day of time slots ranging
from 8:00AM to 2:00PM in 15-minute increments.

e Enter the number of nurses. If you are unsure of the number of nurses your clinic will have, enter 1 for
the number of nurses. This amount can be edited later. You must enter a number in this field.

e Enter room information for your clinic site.
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e If yours is a first-time clinic, select the “First Year Clinic:” box.

e Enter contact name.

o The “Information” field is only edited by a super administrator and cannot be edited here.

e C(lick “Save.” A screen should appear confirming the record was added successfully. You may then
choose to add another Clinic by clicking “Add Additional Clinics” or return to the Home/Clinic screen by
clicking the “Back” button.

e Note: The “Add Additional Clinics” button will return to the “add” page for the next clinic. However, the
time frames that you previously selected for the first clinic will still be highlighted. Simply hold down on
the “Ctrl” key while you de-select the previous timeframes. Be sure to verify that only the timeframes
you want are selected for your new clinic, before clicking “Save”.

Edit a Clinic: To edit a Clinic go to the Home page.
e Click on the “Review/Edit” button (icon with magnifying glass) next to the clinic you wish to edit. The
list of all available appointment slots for that clinic will display.
e Click on a “Review/Edit” button next to any appointment slot.
e Ascreen displaying three tabs (“Edit Current Clinic”, “Add Multiple Times for Clinic” and “Update for All
Clinic Times”) will appear.

e CSC DCH Capitol Commons Center Flu Vaccine Clinics on
Schedule/Cancel 10/3/ 2014

Appointment Indicates a required field *

Clinic Data Edit Current Clinic | Add Multiple Times for Clinic || Update Info for all Clinic Times

Report .
SPe Update First Year Info

Change Password

New user

User Manual
First Year Clinic: B
Log Out

Nurses:

Contact Name: o

Room Conf Rm -

Information:

Save First Year Save Nurse Save Contact Save Room Information

NOTE: When editing your clinic, if your clinic goal changes, you must notify the
flu vaccine agency so that the vaccine supply can be adjusted accordingly.

<-- Back

e You can change the number of nurses for the current appointment slot under the “Edit Current Clinic”
tab.

e Select the “Add Multiple Times for Clinic” to add time slots for the clinic. Enter the number of nurses
for these additional time slots.

e Choose “Update Info for All Clinic Times” to change the number of nurses for the entire clinic. If yours
is a first year clinic and you forgot to indicate this when you first added your clinic, you may select the
“First Year Clinic” checkbox on this screen. You can also change the contact name and add or edit room
information on this tab.

¢ Note: If the number of nurses for your clinic is reduced after time slots have been booked, you must
cancel and reschedule any employees registered in overbooked time slots before the system will
allow the number of nurses to be reduced at those times.

e After making the desired changes click the appropriate Save Button. NOTE: If you made changes in
multiple fields, click the Save button for each applicable field.

e To return to the list of your clinic’s available appointment slots without saving changes, click “Back”.

Delete a Clinic or Timeframe(s): To delete a clinic or timeframe(s) go to the Home page.
e Click on the “Review/Edit” button next to the clinic you wish to edit.
e C(Click on the “Delete” button (icon with red X) next to the timeframe you wish to delete. (The system
will ask if you are sure you want to delete the timeframe: select “OK” to continue with the deletion or
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“Cancel” to cancel the deletion.) If no employee is registered for the appointment slot, the 15-minute
time frame will be deleted and removed from the list of clinic times.

e To completely remove a clinic, delete each appointment slot. The clinic will then be removed from the
Clinics list.

o If employees are registered for appointments in the time frame you wish to delete, the system will not
allow you to delete them. You must first reschedule the registered employee(s) before the time frame
can be deleted.

Place a Clinic “On Hold: To place a clinic “On Hold”, go to the Home page.
e Click on the “Review/Edit” button next to the clinic you wish to edit.
e Select the “Place Clinic on Hold” button.
o “Yes” will appear on the edit screen to the right of “Clinic on Hold”.
e Onthe home screen “Y” will appear under “On Hold” for the clinic placed on hold.

Remove a Clinic from “On Hold: To remove a clinic from “On Hold” go to the Home page.
e C(Click on the “Review/Edit” button next to the clinic you wish to edit.
e Select the “Remove Clinic on Hold” button.
e “No” will appear on the edit screen to the right of “Clinic on Hold".
e Onthe home screen “N” will appear under “On Hold” for the clinic removed from on hold.

Do not attempt to edit clinic information while a clinic is “on hold”. If it is determined that an “on hold”
clinic will be hosted, remove the clinic from “on hold”, then make desired edits to the clinic.

Cancel a Clinic: To cancel a clinic, go to the Home page.
e C(Click on the “Review/Edit” button next to the clinic you wish to edit.
e Select the “Cancel Clinic” button.
o “Yes” will appear on the edit screen to the right of “Clinic Cancelled”.
e Onthe home screen “Y” will appear under “Cancelled” for the clinic that was cancelled.

Email notification of clinic “on hold” or “clinic cancelled”

If a registered employee has an email listed in their self-service account, an email notification will be sent to
their email concerning the clinic they are scheduled for being placed on hold or cancelled, along with a link to
the registration site to allow them to look for an alternative appointment if desired.

Schedule/Cancel Appointment

Home Employee Search
Schedule/Cancel o
Appointment Search Criteria

Clinic Data
Employee ID:

Report

Change Password First Name:

New user Last Name:

Add Dept/Location

Usar Manual Search

Log Out

First Name Last Name i Processl evel LocIa[:mn Status

Employee
1D

To schedule or cancel an appointment, click “Schedule/Cancel Appointment” on the left-navigation menu.
A partial list of State employees will become visible. The entire list can be displayed upon selecting “Show All”;
however this is not desirable, as the page will load very slowly for over 50,000 employee names.
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Search Employees: You can search by Employee ID, First Name, Last Name, or any combination of these. Type the
desired criteria in the appropriate field and then click the “Search” button. You may also sort employee names by
clicking on the heading of the column by which you wish to sort. If the employee is not found, the text “No Data
Found” will display.

Schedule an Appointment:
Click “Select” next to the name of the employee you wish to register for an appointment.

Home Employee Search
Schedule/Cancel o
Appointment Search Criteria

Clinic Data

Employee ID: |
Report ploy:

Change Password First Name:

New user Last Name:

Add Dept/Location

User Manual Search

Log Dut
€€ First Name Last Name Email Processl evel L%sion Status
Select TAMMY EATON eatont@michigan.gov 7601 33-3825 AA
MAXINE COLLARD collardm@michigan.gov 4727 38-43264 AA
JOSEPH STAMBAUGH stambaughj@michigan.gov 4709 38-4387 AA
nY TODD TODDI@MICHIGAN.GOV 2301 333850 AA
BRIDGET  FRENCH FRENCHBX@MICHIGAN.GOV 4761 829511 AA

If the employee does not already have an appointment, the “Schedule an Appointment” screen will display with a
message near the top of the screen: “There are no appointments scheduled for (the employee)”, and a list of
available clinics becomes accessible.

some Schedule an Appointment

Schedule/Cancel There are no appointments scheduled for TAMMY EATON

Appointment .
Search Clinics

Clinic Data

Report Clinic Name:

Change Password Clinic Date: {Please enter dates in mm/dd/yyyy format.)

New user

Add Dept/Location

User Manual _ _

Clinic Name Clinic Date

Log Out
ATTORNEY GENERAL G Mennan Williams Bldg 6/30/2014
AUDITOR GENERAL Victor Bldg &/30/2014
CSC DCH Capitol Commaons Center 6/30/2014
DHS DDS TRAVERSE CITY 5/30/2014
DHS INGHAM COUNTY 6/30/2014
DHS MACOMB COUNTY 6/30/2014
DHS OAKLAND CFS District 1 5/30/2014

If the employee is already scheduled for an appointment, the current appointment details will display instead of
the “Schedule an Appointment” screen.
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Current Appointment

Current Appointment

First Name: ELSIE

Last Mame: OMUOHA

Email: OnuchzE@michigan.gov

Clinic Name: C5C DCH Capitel Commons Center
Date: 7/17/2015

Appt. Slot: So00AM - 2:158M

Location: C5C DCH Capitel Commons Center

Room Information: xx

Walkin: [

| Cancel Existing Appointment | <-- Back |

e Onthe “Schedule an Appointment” screen you can search for a clinic name or date, sort the listed clinics
by name or date, or click “Show All” to view the entire list.

e Once you have located the clinic the employee would like to be scheduled for, choose “Select”. A list of
available appointment times will appear.

e Select the appointment slot the employee would like to be scheduled for. The “Current Appointment”
screen will then appear with the appointment confirmation and appointment details.

o If the employee has an email listed in their self-service account, they will receive a confirmation email
with their appointment details. In addition, they will receive a 2-day reminder email.

e If no email is listed in self-service for the employee, a pop-up will appear on the admin site to allow the
admin to enter the employee’s preferred email address when registering the appointment. The
automated system will use this address for the existing and new appointments.

Cancel an Appointment:
A “Cancel Existing Appointment” button is located at the bottom of the “Current Appointment” screen; therefore
an appointment scheduled in error can immediately be canceled on that screen.
e If you have navigated away from the “Current Appointment” screen, click “Schedule/Cancel
Appointment” on the left navigation panel.
e Locate the name of the employee for whom you wish to cancel an appointment.
e C(Click “Select” next to the employee’s name, and then click “Cancel Existing Appointment” at the bottom
of the screen.

Clinic Data

Department Liaisons will be able to see clinic data for all clinics in their department(s).
Site Coordinators will be able to view clinic data for their individual clinic(s).

On the left navigation menu, select “Clinic Data”.
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Select Clinic

Home

SchedulefCancel .
- 0B/30/

Appointment CSC DCH Capitol Commons Center - 06/30/2014 EI

Clinic Data | Registered Employee | Attached File
Report
Change Fassword Date Time EmployeelD FirstName LastName Walk In No Show Paid Day Of
New user 6/30/2014 8:00AM - 8:15AM ANNA HENRY o [
Add Dept/Location JIBU JOHN D D
User Manual LORI DARLINGTOM D D l:l
Log Out REBECCA GUYSKI [ | [

Save

On the “Registered Employee” tab the clinic data screen will show the following if there are scheduled
appointments:
e C(linic date
o Timeframe for each registered employee
e Employee information (ID#, First, and Last names)
o  Whether the employee was a walk in or no show, and if they paid the day of the clinic versus providing
proof of State sponsored insurance.

You will need to complete the “Walk In”, “No Show” and “Paid Day Of” fields after your clinic has been held;
therefore it is important to assure that the clinic nurse or clerk realizes that they need to mark a hard copy of your
daily schedule with each “Walk In”, “No Show” and “Paid Day Of”, and that they must provide a copy to you.

Please note: Mark “Paid Day Of” only for employees that pay by cash or check, not those who provide proof of
insurance.

On the “Registered Employee” clinic data screen, select your clinic from the drop-down, and then select the
applicable checkbox beside the name of the employee to whom it applies.

To register a Walk In:

e If your clinic was fully booked, and no remaining time slots display for your location, add a time
slot at the end of your clinic timeframes and schedule the walk in for that time. Otherwise, use
any remaining available time slot for registering the walk in.

e Follow the directions for scheduling an appointment for the employee. On the “Current
Appointment” screen, select the “Walkin” checkbox:
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Hevres

Current Appointment

Schedulef Carmel

Appointment

Chinic Daka Appointment Scheduled
First Name: ELSIE

Report Last Name: ONUOHA

Change Password Email: OnushaE@michigan.gov

M user

Add Dept fLacakion

R Clinic Name: TEST

Log Out Date: 6/22/2015
Appt. Slot: S:00AM - 3:158M
Location: TEST

Room Information: rzinbow room

Walkin:

| Cancel Existing Appointment | <-- Back

The Walkin will then automatically show on the Clinic data screen:
Select Clinic

Home
Schedule/ Cancel |TEST - 08222015 hd
Appointment
Climic Data Registered Employ== || Attached Fil=
Repart
Change Password Date Time EmployeelID FirstNamel LastName \Walk In|No Show|Paid Day Of
Newe user 6/22/2015(5:00AM - 9:15AM ELSIE  |onuoHA |M O O

Add Dept fLocadion

W Marmesl

e

Michigangov Home | MCSC Home | Comacl MCSC | Siste WWeh SHag
vhacy Py | Lok Bolly | Accecopany foiy | Secumy Sl
and on the Registered Daily Schedule report screen in the “Walk Ins” column and under “Clinic Totals”,
“Total Walk-Ins”:

Home Select Clinic

Sehedule/Cancel Select Location [TEST v
R Select Date [0522/15 v

Clintie: Diasta

Repert I P P PR - | N LT TS SRR

ST Registered Employee List for TEST on 6/22/2015

T O e el ol O = e

9:00AM - 3:15AM

Neéws usbér

Add Dept[Locstion
Usier Maral

Log Out

ELSIE ONUOHA OnuchaE@michigan.gov | Yes Mo No

Max Seatfs): & Used Seat{s): 2 Available Seatfs): 4
Clinic Totals

Total Number of Employees Registered: 2
Total Number of Nurses: 1 to 1

Total Walk-ins: 1

Total No Shows: 0

Total Paid Day Of: 0

Total Max Seats: 6

Total Available Seats: 4

All employees allowed: Yes

Clinic Goal: &

MigugEngovtome | WMCSCHome | ConiacICSC | St e Site
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On the “Attached File” tab you will be able to see whether Special Documentation has been attached for your
location. In most cases, you will not need to perform any action under this tab. The following is simply for your
information:

Select Clinic

Home

e CSC DCH Capitol Commons Center - 06/30/2014 -]
Appointment

Clinic Data Reqistered Employee | Attached File |
S Attach Files

Change Password

* Required Field
=i File Description: *

Soolthut Sensitive Information: D
File:
Upload | Clear |
FileDesc Files Sensitive Info
event application event application False

State owned or leased buildings that are managed by Department of Management and Budget will have a
DTMB Security Clearance Form attached. Clearance is handled by the Flu Vaccine Program Coordinator in
the Employee Benefits Division (EBD).

An Event Application Form gets approved by DTMB for all clinic locations. This also is handled in EBD, and
no action is required by you.

Some Corrections facilities may require a Lien Clearance. This is handled through EBD, the VNA and the
Warden'’s office of the site where the clearance is required.

Report

Site Coordinators will be able to use “Select Location” and view reports for their clinics.

Department Liaisons will be able to view reports via “Select Location” and “Select Department”. The Location and
Department reports are very similar, with the difference being that the department reports have aggregate

information for all the clinics in a given department.

Only Employee Benefits Division Program Coordinators or Administrators will have access to the “All Locations”
section in red text.

On the left navigation menu, select “Report”.

Home

Schedule/Cancel Re po rts

Appointment

Clinic Data Select Location

Report

_ _ _ Select Department | All Locations
" Display Registered Daily Schedule . . .
Change Password . o . " Display Daily Schedule  Display Data only
" Display Clinic Daily Schedule . .
New user _ ” Display Data Only € Display Annual Data
" Display Data Only . o . )
User Manual .  Display Annual Data © Department Liaison/Site Coordinator
e Display Annual Data

Log Out

To view an individual clinic schedule that displays the times for which employees are registered, click “Display
Registered Daily Schedule” under “Select Location”.
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e Choose your clinic from the location drop-down.
e Select the clinic date from the date drop-down.
e Daily schedule details will include:
» The names of registered employees under their appointment timeframes, along with their employee
ID number, phone number (if available), email address, and whether they were classified as “Walk In”,
“No Show” or “Paid Day Of”.
» The number of “Max Seats”, “Used Seats” and “Available Seats” for each timeframe.
> Clinic data totals will display at the bottom of the screen.
> If no employees are registered for a clinic, no data will be displayed.

To view an individual clinic schedule that displays all clinic time slots, including the ones that no employees are
yet registered for, click “Display Clinic Daily Schedule” under “Select Location”.

To view clinic data only (number of “Max Seats”, “Used Seats”, “Available Seats”, “Walk In”, “No Show” and
“Paid Day Of” for each timeframe), click “Display Data Only” under “Select Location”.

To view annual data click “Display Annual Data” under “Select Location”. On this screen, the automated system
will show “Total Vaccinated” in addition to the “Total Number of Registered Employees”. This result is from a
calculation of the total number of registered employees minus the number of no shows.

Liaisons:

To view a department’s clinic schedules, click “Display Daily Schedule” under “Select Department”.

e Select the year from the year drop-down.
e Daily schedule details will include data for clinics in your department.

To view other reports for your department, select the desired report under “Select Department”, and then
choose the desired year.

Print a Report: Click on the printer icon near the top of the screen.
Export a Report: First export the report to an Excel spreadsheet.

Export a Report: Select the Excel spreadsheet format from the “Export” dropdown list. Although Acrobat PDF and
Word are available, the preferred option is the Excel spreadsheet. Click “Open” then “Enable Editing”. Go to
“print preview” in Excel and choose the landscape orientation. You can then set margins as desired and print the
report.

Note: The Clinic Data Totals will appear at the bottom of the report in one cell. This cell will need to be lengthened
(drag the lower cell margin down) until all of the information is available.

Change Password

On this screen, you can change your password for the administration site.
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¢ MCSC

Michigan Civil Ser

Home

Change Password

MICHIGAN.GOV
‘ Michigan's
Official
Web Site

MCSC Home | Contact MCSC

Schedule/Cancel
Appeintment Password Rules:
EoslEs MNew Password must be 8 characters minimum, contain at least one
Report lower case letter, one upper case letter, one number and one special
character.
Change Password
User Manual Password: |
Log Out
o8 e New Password: [
Re-Type New Password: |
Submit I
gov Home | MCSC Home | Contact MCSC | State Web Sites
Frivacy Folioy | Link Policy | A ibility Foli | Security Foli

Note: Passwords must be 8 characters minimum, contain at least one lowercase letter, one uppercase letter, one number, and one special character.

Change Password: Change your password by entering your current password in the “Password” box. Then, enter
the new password you wish to use in both the “New Password” and “Re-Type New Password” boxes. Click
“Submit.”

New User (Maintain Users)

This function is available to Department Liaisons to allow adding, editing and deleting users (site coordinators) for
the automated system.

MICHIGAMN.GOV

‘ Michigan's.
. Official
e Com Web Site

MCSC Home | Contact MCSC
Maintain Users

Schedule/Cancel
Appointment

Search Criteria

Clinic Data
First Name: |
Report

Change Password Last Name: I

New user
User Manual

e
Lo Out [

A Y e ST O

. P T IDI-SFG ST
A P gy TG Y R EE TR e
iy lon D 1 it b B LR TP e P O TS

e L T T ) G FOR-BOT-ISFD
3l - T 2
TAB-S TR Ns0 S
= S - ]

2D = T A O

XXAXAXNANY
b

S O

£s < Fage 1L of 1T > = Sivoe Al

Y MECE term. | Caclasl SIS | SSeke Sk S
F—— R e P T ey Se———r—

On tnis screen, you can >0rt/>earcn, or UEIETE SYSTEM USErS, Or acCess tNe A0O Or EQIT USEr screens.
Sort System Users: You can sort the Users by clicking on the heading of the column by which you wish to sort.

Search System Users: To Search for Users, you can enter all or part of a name in the “First Name” field and/or
“Last Name” field and click the “Search” button. If the User is not found, no records will be displayed.

To view all users, click the “Show All” button.

Add a New User: To add a new User, click on the “Add” button. Enter the information for the new User. All
required fields (indicated by a red asterisk) must be completed.

"Site Coordinator" will be the default for "Admin Type“.

Select the location to which the coordinator is assigned.
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"Active" will be the default for "Status". If a site coordinator changes for a clinic location, change the previous
coordinator’s status from “Active” to “Inactive” here.

Click “Save.” A screen should appear confirming the record was added successfully. You may then choose to
add another User or return to the Maintain Users screen by clicking the “Back” button.

When a new user is added to the system, they will receive an email with a link to log into the registration
administration site along with a password to get started.

Edit a System User: To edit a User, click on the “Review/Edit” button next to the User you wish to edit. Make
desired changes and click “Save.” To return to the list without saving changes, click “Back.”

*Note: You can also re-send a User’s password from the Edit user screen. Click on the “Re-send Password”
button.

Delete a User: To delete a User, click on the “Delete” button next to the User you wish to delete. (The system
will ask if you are sure. Select “OK” to continue with deletion or “Cancel” to cancel the deletion.) Once
deleted, the User‘s name will be removed from the list.

User Manual

This link opens a guide to the Flu Vaccine Clinic Registration Administration site with this instruction content in
PDF format.

Log Out

Clicking on the “Log Out” link will immediately log you out of the system and return you to the log in screen
(pictured below).

MICHIGAN.GOV
g &
2 MCSC , ’ 4 g
Michigan Civil ServicelGomimi ) s

Michiman. oo Home | Helo with Flu Clink Relistation MOBC o | Contact MCSC

Welcome to the Flu Vaccine Clinic Registration Administration Site
lid e of Michigan Email 10 and Password are required o proceed further

A walid Stat

i furth

Time Out

Due to the sensitive nature of some information stored within this program, there is a built-in time out feature.
The system will time out after 10 minutes of inactivity. A warning pop-up will display: “WARNING! Session About
to Expire” “Your session will time out in 5 minutes. When the timer reaches 0:00 your online session is no longer
active.”

To avoid timing out, click “Continue”.

To discontinue your session, you may let the time out run until the session expires, or select “Continue” and click
“Log out” on the left navigation menu.
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WARNING! Session About to Expire

If the session expires, the system will again display the main log in screen.

Email Address

Password

Return to Registration Administration Site
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https://csintranet.state.mi.us/FluClinicReg/Login.aspx
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