
COVID-19 Portal for City Employees Submission How-to Guide 
 

Purpose: this document will serve as a step by step guide for City of Houston employees for submitting 
vaccine cards, medical exemptions, and bi-monthly COVID-19 PCR test results.  

Login process 

3. Once logged in: if the employee plans on uploading their vaccination card go to step 4. If the 
employee plans on uploading a medical or religious exemption, go to step 9. If the employee 
plans on submitting COVID-19 PCR tests on the 1st and 15th of each month, go to step 12. 
_____________________________________________________________________________ 
 





8. The employee will then receive submission confirmation and an email also confirming 
submission. The next correspondence will be received via email once the Human Resources 
Department validates the submission. 
_____________________________________________________________________________ 

  



 

11. The employee will then receive submission confirmation and an email also confirming 
submission. The next correspondence will be received via email once the Human Resources 
Department validates the submission. 
_____________________________________________________________________________ 
 






