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	Scanning Health Documents into K-Health 
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	Actions / Steps
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	1. 
	Log into K-Health
	You will need to scan and download your document to your computer first.


	
	

	2. 
	On your MY Profile page, under the GREEN Start Here banner select the type of record that you are uploading from the dropdown list. 
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	Make sure to select the correct record type i.e Hepatitis B, Influenza, Admin Documents etc..

	3. 
	Click on the Green Record Now+ option
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	4. 
	Complete all the fields accordingly
	All fields with an asterisk * are required

	
	

	5. 
	Select >Select Files… in the File field to upload the document that was previously saved to your computer.
	This will be sent to Employee Health for approval.
	
	Employee Health will review the document to make sure that all the needed information is correct. 

	6. 
	Select the BLUE >Save button 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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