Appendix B

CoViD-19 Vaccine
Waitlist Tutorial
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Anyone in a group currently targeted for vaccine, who wants to receive their first
dose through the Florida Department of Health in Nassau County, can add
themselves to the OneNassau Vaccine Waitlist any time, 24/7.
Use the link on www.OneNassau.com to ensure you land on the correct
Eventbrite event webpage for your prioritized vaccination group.
The screen will look similar to the one below.
The national CoViD vaccination program is free. If anyone tries to charge you to
reserve a dose of vaccine or an appointment to get a vaccination, that is a scam.
On this screen:
1. Make sure you are a member of the target group named in the waitlist title.
2. Click the green “Register” button to start adding a name to the waitlist.
There is no need to click “Follow” or anything else on this screen.
A new screen will pop up.
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This is an example of the pop-up screen you'll see next. Verify that you are in the
correct waitlist group.
You will see that the waitlist group still indicates “free” but that available doses
are “Sold Out.” The area under the OneNassau logo is your “shopping cart” —
it is empty. You may select an alternate language.
You can always click the X in the upper right-hand corner of the screen to close
the pop-up and exit the process without adding a name to the waitlist.

On this screen:
1. Click the orange “Join Waitlist” button.
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When this screen opens, you’ll see that the shopping cart shows an Order
Summary of one (1) Waitlist Entry. Only one waitlist entry is permitted per
person. All labeled fields on the left side of the screen are required; make sure
they are completed accurately. On this screen:
1. Type the First Name and Last Name of the person who will have the dose of
vaccine injected into their arm, just as it appears on their photo ID.
2. Type a working, monitored Email Address and Phone Number into those

labeled fields.
NOTE: The phone number may belong to the person-to-be-vaccinated or a
caregiver, family member, or friend, but a separate email address should be entered
for each individual. Residents without email access can be assisted on a case-bycase basis by calling the Emergency Operations Center at 904-548-0900
(e.g., Daughter can add Father and Mother, one at a time, to the waitlist using
Daughter’s contact phone number for both, but Mom and Dad’s names will have to
be added to the waitlist along with their unique email addresses.)
All duplicate entries will be deleted from the waitlist.

3. Click the orange “Join Waitlist” button.

3

That’s it! A confirmation screen similar to the one below will pop up.
Your name was successfully added to the waitlist and will remain on the list until
you are notified that a dose of vaccine is available for you, or you contact us to
remove your name from the waitlist.
No one can see where a name is on the waitlist— it is effectively a “pool” of
future vaccine recipients.
When a dose from a future shipment becomes available:

1. The system will automatically notify you with a message to the email address
provided during registration.
2. That email message will provide instructions and a finite period of time to
claim your reserved dose.
3. If you do not claim that dose within the allotted period of time, your
reservation will be cancelled. You will have to repeat all of the registration
steps to add your name to the waitlist again if you still want to receive your
first dose locally.
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When a new allocation of vaccine arrives in Nassau County, the registered email
accounts of randomly selected waitlist entries will receive a message like the one
pictured below.
The email from “noreply@order.eventbrite.com,” with the subject line “Claim
your ticket…,” will include a unique link for the individual named on the waitlist.
That link must be used within the time specified in the email message, or the
reserved dose will be offered to someone else on the waitlist. Next steps:
1. Check your email every day.
2. Open the Eventbrite email message when it arrives.
3. Click the orange “Claim My Spot” button in the body of the email message
before the deadline indicated in the email.
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If the time limit for claiming your reserved dose has expired, you’ve missed your
opportunity and will have to re-join the waitlist to be considered for a dose from
a future allocation.
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As long as you click the orange “Claim My Spot” button in your email message
within the allotted timeframe, the unique link will open a special, one-use-only,
Eventbrite webpage.
On this screen:
1. Click the orange “Register” button to claim your reserved dose.

Once the next pop-up screen opens, you will have eight (8) minutes to enter the
Name, Email address, and Phone contact information for the person to be
vaccinated, verify it is correct, and complete the transaction.
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When the Checkout Screen pops up, you’ll see the timer counting down at the top
of the screen.
On this screen:
1. Enter the name of the individual to be vaccinated in the First Name and Last
Name fields.
2. Enter and confirm your Email Address.
3. Enter the best contact phone number for you in the Cell Phone field.

4. Click the orange “Register” button at the bottom of the screen.
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Congratulations! You have successfully claimed your reserved dose of vaccine.
The Eventbrite system will automatically send you an email confirmation
message with an attached “ticket” document.
You are finished using the Eventbrite system.
Next Steps:
1. Click the X in the upper right corner to exit this screen.
2. Check your email account.
There is no reason to click “View Tickets” on the Eventbrite website or “Follow”
the organizer in Eventbrite (even if you have a personal Eventbrite account.)
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This picture provides an example of the Eventbrite email, with an attached ticket,
you will receive after claiming your reserved dose of vaccine.
Its appearance may vary depending on the email provider you use, but the
“ticket order number” for your assigned dose and instructions to schedule your
vaccination appointment will be on the document attached to the email
message.
It is NOT necessary to download the Eventbrite app to get or save your ticket.
1. Open your email message from Eventbrite (noreply@order.eventbrite.com)
2. Click on the name of the document attached to your email message.
3. You can choose to open it, download/save it, and print it.
Printing is suggested so that you can write the date, time, and location of your
appointment on it once scheduled.
NOTE: You will NOT receive an appointment confirmation email or phone call
to remind you about your scheduled appointment.
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Your ticket document will look similar to the one in this picture.
Your individual dose/ticket number will be listed in the upper right-hand corner
after “Order #”
The Order # and name of the person to be vaccinated will appear in the lower
left-hand corner of the ticket.

Your email message and ticket will include the phone number you need to call to
schedule your actual vaccination appointment.
Relax. You’ve claimed your dose. An appointment time will be available for you
on the day of the vaccination event.
When you call to schedule your appointment, you will be told where and when
to arrive for your vaccination, and what to take with you when you go.

While you wait for the day of your appointment, make certain you:
1. Read all of the vaccine information on the www.OneNassau.com CoViD-19
Vaccine page, including vaccine ingredients, possible side-effects, and what to
expect during and after your appointment.
2. Print and complete the Department of Health’s Vaccine Screening and
Consent form; consult with your healthcare provider if you have questions.
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