How to Answer Health Survey and Upload COVID Test Result

1. Loginto HCM http://hcm.peralta.edu
2. Enter your User Id and password. Then click “Sign In”
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3. Employee Health Survey page will show up. Please Read each questionnaire carefully. Simply follow
instructions to answer each question.
a. Ifany questions apply to you, please click on the icon © % " to change to yes.
b. If any questions do not apply to you, you do not need to click on the icon © 1
c. When you’re done with each question, please click on the “Submit Health Survey” tab highlighted in
blue.
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Please read each guestion below carefully. Cick the default No to Yes only if applicable Otherwise, please proceed and click Submit
Health Survey
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4. After clicking “Submit Health Survey” icon, go to Employee Self Service home page to view “Employee Health
Tracker” tile. This is the place where to upload the COVID Test Result.

5. If you need to upload your COVID Test result, please click on the Employee Health Tracker tile.
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Employee Health Tracker _

Cleared

6. To start the upload COVID Test Result, click on the “Record Covid Test Result”.

| Employee Health Tracker

Employee 1D -

Record Covid Test Result —

Summary Updated By Updated on
Vaccination Data Entry - As Of - 2021-03-16 - 01/11722 714 40AM
Vaccination Data Entry - As Of - 2021-02-23 - 0111722 714 40AM
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7. Health Tracker page will appear. Please enter all highlighted boxes for Test Date, Test location, Test Result and
Comment, click on Add Attachment and click Save. You can click on Cancel to quit/leave this page.

8. To upload the COVID Test Result click on “Add Attachment”.
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9. File Attachment page will appear. Click on My Device and find the location where the COVID Test Result is
located.
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10. Once the file is located, click on Open

File name: N v| AlFies

) Open Cancel

11. File attachment page will appear. Click on Upload

File Attachment

Choose From
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COVID Test Result docx
File Size: 202KB

12. Click on field name “Done”, to complete the upload attachment.
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13. Health Tracker page will appear. Click on Save to complete the upload process.

| Cance Health Tracker W save
\ Employee ID -
1
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Test Date 05/27/2022 )
Test Location Oakland
Test Result  Negative v
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