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	Actions / Steps
	Key Points
	Reasons

	1. 
	Log into K-Health
	
	

	2. 
	Navigate to the Personnel Summary Page
	
	

	3. 
	Navigate to the Employee’s Personal Details Page
	Search by name using the Keyword Search box
	

	4. 
	Scroll down to review the Employee’s Hepatitis B record history. 
	Verify that employee is out of compliance and due for Hep B dose #1, dose #2, dose #3 or a Booster

	There are three doses in series, with a specific timeline that needs to be followed.

	5. 
	On the Start Here section, select >Hepatitis B from the dropdown 
	
	

	6. 
	Under the dropdown, Select 
>Record Now +
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	If this is the 2nd or 3rd dose you can choose>
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	7. 
	In the Record status field, select

>Administer
	Appropriate dose for employee is 20mcg
	Employee dosing and patient dosing are different

	8. 
	In the status details field, select 

>1st Dose, Received at NKC
	Select corresponding dose that you are administering. 
If you are administering an offsite dose, select offsite option
	

	9. 
	Complete all the fields accordingly 
	All fields with an asterisk * are required
	

	10. 
	Select >SAVE at the bottom of the page 
	You will not be able to make any changes once saved. If you notice an error after saved contact Employee Health.
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