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1.	 You will receive an email from Reynolds titled Action Required – New Checklist Assigned – REYNOLDS SD 7. 
Click the Log In link at the bottom and you will be directed to the sign in page.  
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Vaccination Verification Step-by-Step Guide



2.	 Enter your username (your Reynolds email address) and then click the red “Logging in for the first time?” link 
under the sign in button.

3.	 Once logged in, you will be directed to the My Tasks tab for tasks that require attention. Click the blue View box 
for either Vaccine Verification, Religious Exemption form, or Medical Exemption form, whichever is applicable. 

 

For Vaccination Verification, continue to Step 4. 

For Religious Exemption Form, continue to Step 9.

For Medical Exemption Form, continue to Step 17.



4.	 For Vaccination Verification, click the blue View box. A pop-up box will appear; click Upload a file. 

*Click HERE for information on how to access your vaccine record. You may submit a screenshot of your record,  
a photo of your vaccination card, etc.  

5.	 Upload your vaccination documentation.  

 
 
 



6.	 Your document will show up under Attachments. Click Save Final to complete the upload.  

7.	 Click Submit to submit your Vaccination Card.  

 

8.	 All set! Your completed upload will appear in the Completed tab.  
 
 
 
 
 



9.	 To upload a Religious Exemption form, click View.  

10.	A pop-up box will appear; scroll up to the top of the box. 
 

 
 
 
 
 
 
 
 
 
 
 
 



11.	Click on the “Exemption Form Religious.docx” link. 

12.	Complete the form and save the document. 

 
 
 
 



13.	Scroll down to the bottom of the box and click the Upload a file button and choose your saved file. 

14.	Your document will show up under attachments. Click Save Final.  

 



15.	Type your name in the Signature line, check that you accept the signature, and click Submit.  

16.	All set! Your completed upload will appear in the Completed tab.  

 
 
 
 
 
 
 
 
 
 
 
 



17.	To upload a Medical Exemption form, click View. 

18.	A pop-up box will appear; scroll up to the top of the box.  

 
 
 
 
 
 
 
 
 
 



19.	Click on the “Exemption Form Medical.docx” link. 

20.	Complete the form and save the document. 
 

 
 
 



*Please note that this form requires a signature from your medical provider. 

21.	Scroll down to the bottom of the box and click the “Upload a file” button and choose your saved file. 

 
 
 



22.	Type your name in the Signature line, check that you accept the signature, and click Submit.  

23.	All set! Your completed upload will appear in the Completed tab. 


