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CREATE AN ACCOUNT & SCHEDULE AN  

APPOINTMENT INSTRUCTIONS 
 

Step 1: Visit www.Patientportalfl.com 

 

Step 2: Click “Create an Account”  
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Step 3: Complete the Registration Form  

a. Enter the First Name, Last Name, Date of Birth, Phone, Email, Password, Gender, Race, Ethnicity, 

indicate if you live in a house with 2 or more people, and Occupation. 

b. Select the box if you need to register a minor or ward  

a. First, parent most complete their registration  

b. Second, register a minor  

c. For the Insurance related fields, you can “Decline to Answer” or select from the drop-down options.  

(Insurance is not required to receive the COVID-19 Vaccine and you will not be billed for this service.) 
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**If using the same email address to create multiple accounts, please make sure the username is 

unique to each account  
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d. Acknowledge the Consents by selecting the boxes  

o Click on Sign Up to complete your Registration Account 
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SCHEDULE AN APPOINTMENT  
 

Step 1: After creating your account, the system will automatically open to the Home Page of the  

Patient Portal 

a. Click “Get Vaccinated” 

 
 

b. Do you have an Entry Code: Select Yes or No  

i. If Yes, enter the Entry code provided or the site’s Walkup code  
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c. If you don’t have a code, please select your preferred County from drop down list  

i. Only Counties with available appointments will appear in the drop-down list 

 

 
 

ii. “No Appointments available at this time” message will appear if they are no appointments available 

in any County  
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Step 2:  Answer the Get Vaccinated question  

a. If answer is No, continue to the liability questions 

 

 
 

b. If answer is Yes, enter the information regarding the 1st vaccine (Use CDC Vaccination Card)  
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Step 3: Complete the COVID-19 Vaccine Liability Release Waiver. 

d. Select the box if the form was completed by someone other than the patient and consents were 

obtained verbally  
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Step 4: Complete the Past Medical History, Family Medical History, and Relevant Medical History 

questionnaires. 

 
a. If you have a history of severe allergic reactions to components of the vaccines or other injectable 

medications, had antibody therapy within the last 90 days, had other vaccines in the last 14 days, you will 

not be able to schedule a COVID-19 vaccine appointment. 
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Step 5:  Select the preferred location from the list of vaccination sites  

 

 
 

 
Step 6:  Select Date and Time for 1st Appointment 
a. The date and time of the 2nd appointment will be provided 

 

 
  



 Instructions 

- 12 - 

Step 7: Confirm the details of the 1st and 2nd appointment  

 

 
 

Step 8: Once the appointments are selected a confirmation screen will appear.  Print, or screen shot, the QR 

code for the first vaccination appointment and present the QR code at check-in during your 

appointment time slot. 
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CREATE AN ACCOUNT FOR A MINOR/WARD  
INSTRUCTIONS 

 
Step 1: Register A Minor/Ward 

e. If you forgot to check the “Schedule a Minor or Ward” box during parent/ guardian registration 

f. Click Register a Minor/Ward from the toolbar 

 

 
 

g. Parent/Guardian most complete the Minor/Ward Registration  

h. Enter the First Name, Last Name, Gender and Date of Birth of the minor/ward 
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e. Home Address is populated from parent/guardian’s registrations 

 
 

f. Demographics: Enter the Race, and Ethnicity of the minor/ward 

 
 

g. Communication Preferences are populated from parent/guardian’s registration 
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h. Insurance Information: you can “Decline to Answer” or select from the drop-down options 

(Insurance is not required to receive the COVID-19 Vaccine and you will not be billed for this service.) 

 

 
i. Acknowledge the Consent 

j. Click Sign Up 
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SCHEDULE AN APPOINTMENT  
FOR A MINOR/WARD INSTRUCTIONS 

 
Step 1: Schedule an Appointment for Minor/Ward 

a. From the tool bar, click Vaccinate Minors/Wards  

 

 
 

Step 2: Select the Name of the Minor/Ward who you would like to schedule an appointment for 

 
 

Step 3: Answer the following question for Minor/Ward  
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Step 4: Indicate if you have an Entry Code: Select Yes or No  

i. If Yes, enter the Entry code provided or the site’s Walkup code  

 

 
 

b. If you don’t have a code, please select your preferred County from drop down list  

i. Only Counties with available appointments will appear in the drop-down list 
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ii. “No Appointments available at this time” message will appear if they are no appointments available 

in any County  

 
 

Step 5:  Answer the Get Vaccinated question  

c. If answer is No, continue to the liability questions 

 

 
d. If answer is Yes, enter the information regarding the 1st vaccine (Use CDC Vaccination Card)  
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Step 6: Complete the COVID-19 Vaccine Liability Release Waiver. 

c. Select the box if the form was completed by someone other than the patient and consents were 

obtained verbally  
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Step 7: Complete the Past Medical History, Family Medical History, and Relevant Medical History 

questionnaires. 

 
b. If you have a history of severe allergic reactions to components of the vaccines or other injectable 

medications, had antibody therapy within the last 90 days, had other vaccines in the last 14 days, you will 

not be able to schedule a COVID-19 vaccine appointment. 
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Step 8:  Select the preferred location from the list of vaccination sites  

 

 
 

 
Step 9:  Select Date and Time for 1st Appointment 

b. The date and time of the 2nd appointment will be provided 
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Step 10: Confirm the details of the 1st and 2nd appointment  

 
 

Step 11: Once the appointments are selected a confirmation screen will appear.  Print, or screen shot, the QR 

code for the first vaccination appointment and present the QR code at check-in during your appointment 

time slot. 
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