
Employee Self-Service COVID Test Reporting- Page 1 
 

 
 
Employee Self-Service COVID Test Reporting 
 
Overview 
The Employee Self-Service COVID Test Self Reporting explains the basic functions that employee would perform in their PeopleSoft account.  If you are fully 
vaccinated, you do not have to perform weekly testing or upload information under this tab. Please upload your vaccine records under the Immunizations tile 
instead. 
 
 
Summary of Instructions 

- Go to the COVID Test Tile  
- Enter Test Date Information and Save  
- Upload Supporting Documents 

 
Detailed Instructions 

   
1 Log in using 

the Viking 
Portal.  
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On the Viking 
Portal, click 
the HR 
Employee 
System tile to 
log in. 
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3 On the 
Homepage 
click on the 
COVID Test 
tile. 
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4 This is the 
COVID Test 
Entry Page 
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Enter Test 
Date Valid 
test taken 
between Thur 
– Sat will be 
accepted the 
week of 
Submission. 
 
Week of Date 
will populate 
following 
Monday date 
 
 
Current Test 
Results 
Select results 
of Test 
Positive or 
Negative. 
 
 
 
 
 
 
Hit Save 
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Hit OK 
Attach Test 
Result 
Document 
before 
exiting. 

 
 

6  
Add 
Attachment 

 

 
 
 

7 Click the “My 
Device” tile 
and browse to 
the file to 
upload.  
Acceptable 
file formats 
are PNG, JPG 
and PDF.  
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8 Once file is 
located on 
your device 
and selected, 
it will update 
the File 
Attachment 
page so you 
can review 
that the 
correct file is 
selected. 
Once you 
verify that the 
correct file is 
selected, click 
the “Upload” 
button. 

 

9 After the file 
upload 
complete, 
click the 
“Done” to 
finalize your 
submission. 
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Verify the 
image 
appears 
clearly by 
clicking the 
“View 
Attachment”. 
 
Note:  Make 
sure you 
allow Pop-Up 
blockers  

 

1
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Click the 
Home Icon to 
take you back 
to home page. 
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To view 
History of test 
result 
submissions 
 
On the 
Homepage 
click on the 
COVID Test 
tile. 
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Troubleshooti
ng. 

During the View Attachment you are prevented by browser pop-up blocker. 

 
Click the Options Tile 

 
 
Click Allow pop-ups 

 
 
 
 

   
 


