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How to Send a Secure Message with Vaccine Documentation
Employee Patient Portal (PnC) Secure Message Guide

This guide is intended to be used by individuals who require a vaccination
clearance for working with animals and/or insects.

1. Click on the patient portal link: Patient portal.
o If you are not directed to the UCR Employee Health Record System or
are unable to login, please contact UCR ITS for assistance:
1. Tel: 951-827-4848
2. To Place a Support Ticket with ITS: UCR - Home - UCR - Portal
(service-now.com)

2. Select the 2" box option “Send or View Secure Message” located at the center
of the homepage.

Welcome to

Student Health and Counseling Services/Employee Health Records

| would like to...

Checkin or Schedule an Appoiniment

Send or View Secure Message #

View My Medical Clearances and Vaccine Records

View My Medical Records

View My Lab Results

3. Select “New Message” located at the top left of the homepage.

Secure Messages Inbox

Read From Date Subject

Updated on 5/03/2024.


https://auth.ucr.edu/cas/login?service=https%3a%2f%2fchconline.ucr.edu%2findex.aspx
https://ucrsupport.service-now.com/ucr_portal?id=ucr_home_new&logged_in=false
https://ucrsupport.service-now.com/ucr_portal?id=ucr_home_new&logged_in=false
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4. Select the second radio button titled “Send a message to the Occupational
Health for Employee”

Please choose from the following options:

Select One

(O Send a message to the Immunization Team

lii) Send a message to the Occupational Health for Employee +—
) Request a Case Management FERPA Release Form
O Report a COVID-19 Case

Continue Cancel

5. Select “Continue”

Please choose from the following options:

Select One

(O Send a message to the Immunization Team

® Send a message to the Occupational Health for Employee
(O Request a Case Management FERPA Release Form

O Report a COVID-19 Case
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6. Select the Subject field, you may type in the vaccine name followed by your
First and Last Name(s).

Compose New Secure Message

Recipient: OCCUPATIONAL HEALTH, FOR EMPLOYEE

Message Type: Standard Secure Message
| Subject: | Tetanus Vaccine - First Name Last Name I*

Attachments: Add attachment ..

Please compose your message in the space below.

7. Select “Add Attachment” to view your desktop/laptop’s (PC) “File Explorer” to
add your saved vaccine documentation to the message.

Compose New Secure Message

Recipient: OCCUPATIONAL HEALTH, FOR EMPLOYEE
Message Type: Standard Secure Message

Subject: ‘Tetanus Vaccine - First Name Last Name |

Attachments: Add attachment... #_

Please compose your message in the space below.

Cancel
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8. Confirm documentation is correct,: select “Looks Good” option to prepare to

upload.

Verify Upload

Does this image look correct? If it looks wrong for any reason (i.e., wrong orientation, too bright or dark, needs to be cropped), click Edit
Image and use the image editor controls to adjust the image as appropriate.

¢

Cancel Upload Editimage | Looks Good

9. Click “Send” to finalize message and send to the Occupational Health for
Employee inbox.

Compose New Secure Message

Recipient: OCCUPATIONAL HEALTH, FOR EMPLOYEE
Message Type: Standard Secure Message

Subject: |Tetanus Vaccine - First Name Last Name |

Attachments: Add attachment...

Please compose your message in the space below.

Cancel

Updated on 5/03/2024.
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10.“Your message has been sent.” message will display when you have
successfully sent your message to the Occupational Health for Employee inbox.

Secure Messages Secure Message Sent

Your message has been sent.

Proceed

For any questions, concerns, or troubleshoot regarding this process please
contact Occupational Health via email at ehsocchealth@ucr.edu
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