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Docket For Schools  
Top menu allows users to navigate between each portion of the program depending on 
level of access.  

o Dashboard 
▪ Provides a high-level view of a school’s compliance by grade level. 

o Students 
▪ View students by grade and their compliance. 

o Roster 
▪ Update student by grade/individual or whole school upload. 

o Staff 
▪ Add/Remove staff, send invitations to new staff based on role. 

 

 

Navigate to a School. 

Search between and navigate to each individual school.  

Click Pencil Icon. 

Type all or part of school name.  

Select School. 
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Staff 
Access to DFS is role based and by email invitation only.  

 Via the staff page, Navigate to any school.  

Staff can be invited to each school by email domain match.  

Click Staff top of page. 

  

Navigate to school as described above.  

Select Active Roles to View current Staff at each school. 
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Select Invitations for new invites or to view/confirm pending invitations. 

Within invitations a Nurse or Admin can invite all roles to their school. 

Click “+ Invite”   

Role selection  
Admin 

 Can invite or remove staff and run CDC reports. Ability to view dashboard 
level aggerate data. 

Nurse 

Can add/update student rosters or add individual students. Nurses can view 
student names and vaccinations in each grade. Nurses can apply 
overrides/exemptions for vaccine groups of non-compliant students.  

 Also, nurses can create recall letters for non-compliant students. 

Registrar 

 Can update student rosters. Either through upload or individual edit/add. 

 

Within the Staff page a user can navigate to each school they have access and 

 invite based on the role desired.  

 

Commented [SK1]: Ability to view dashboard level 
aggerate data  
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Invited user’s email must match that school’s domain e.g. 
frank@windamprivatehighschool.com 

 

Click Send Invite. An email invite link will be emailed to that individual; docket 
doesn’t use passwords only these email links.  

Once an invite is sent, that email’s status in the staff invitations page will change to 
pending. 

  

The invite will be delivered to that email as a clickable link in the phrase “Accept 
 Invitation” .  
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Clicking this link will bring the user to a webpage where they will click “Accept 
 Invitation”. 

 

 

Once a staff member has Accepted this Invitation, their email on the staff invitation 
 page will change to. 

 

 

Sign-In to Docket For Schools is the same as the initial accepting of invitation. 

Navigate to me.schools.dockethealth.com 

Enter users personal email 

https://me.schools.dockethealth.com/
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Go to user personal email inbox and click “Sign-in To Docket For Schools” 

 

The users default browser will then open Docket For Schools to the Dashboard 

Docket for Schools User Confidentiality and Security Disclaimer 

Users will have to accept an acknowledgement of confidentiality and security. 
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Roster 
Clicking Roster at the top of the page will open the roster for the users current 

 school.  

Navigate between schools as described above. 

Registrars and Nurses have access to be able to update individual or bulk student 
 names, grades, start dates and contacts. 

If updating in bulk it is imperative that the current roster is downloaded first this will 
 preserve internal ids and any changes that are made.  

Bulk Update 
Nurses and Registrars can add to/update their Roster for each school in bulk by first 
downloading their Roster. If no students are rostered, a blank roster will download. 

 

File Format 
View a template of the desired format above.  By clicking “View Examples” 

The format for the file by column heading is described below. .csv, .xls, xlsx  
 acceptable file formats (default is .csv), or simply download the first blank roster
 adding student rows as needed.  

 

Required Header Example 
Can be 

left Blank 
Description 

studentId 123456789 yes The unique student identifier (ID) for the student 
used by the Department of Education. (optional) 
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firstName Alice no Provide the first name of the student. 

lastName Docket no Provide the last name of the student. 

contactFirstName Johnny yes Provide the first name of the student's parent or 
guardian. 

contactLastName Docket yes Provide the last name of the student's parent or 
guardian. 

contactPhone 372-555-5555 yes Provide a valid US phone number for the student's 
parent or guardian. 

gradeStartDate 2025-09-12 no 

Provide the date the student started their current 

grade in any of the following formats: yyyy-MM-

dd,M/d/yy,MM/dd/yyyy,MM-dd-yyyy,M/d/yyyy,M-d-

yyyy,MM/dd/yy,MM-dd-yy. Example: 2021-01-01. 

dateOfBirth 1/20/2018 no 
Provide the student's date of birth in any of the 
following formats: yyyy-MM-
dd,M/d/yy,MM/dd/yyyy,MM-dd-yyyy,M/d/yyyy,M-d-
yyyy,MM/dd/yy,MM-dd-yy. Example: 2021-01-01 

legalSex female no Provide the student's legal sex as one of the 
following; male,female,other,unknown, m, f , o, u 

grade 3 no Provide the student's grade as one of the following: 
Pre-K,K,1,2,3,4,5,6,7,8,9,10,11,12. 

INTERNAL_USE_ONLY_ID   yes This is reserved for internal use only. Do not edit. 

 

After additions or edits are applied to the downloaded roster file.  

Proceed to Step two. 
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Clicking upload will open a dialog allowing for upload of the edited/updated Roster
 file.  

Select the file. Click open.  

 

Step Three is confirm changes. 

Individual Student Add\Update 
Docket For Schools also allows editing or adding students individually. 

Click Roster.  

Click Student Editor. 

 

Students can be added to individual grades, within any school a Registrar or Nurse 
 has access to.  

Navigate to desired school. 
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Click the desired grade and select the “Add Student” icon to add a student  
 individually.  

 

This will open a diaglog box to add a student to that school in that grade. Make sure 
 all fields meet the requirements described above. 

 

An alternative grade can be selected if needed 
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Click Submit to add student to that school and grade. 

Editing an individuals information can be accomplished by downloading the roster 
 and making changes and reuploading after.  

Each individual within each grade has a pencil icon at the end of their row click this 
 to edit individuals, see below.  

Click Roster.  

Navigate To School as described above. 

Click Student Editor. 

 

Select Grade. 
 highlighted grade represents selection. 
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Search for or find a student in that grades list  

 

Click the Pencil on the student needing changes. 

 Edit the student as needed. Click Submit. 

 

*Note after any change the students vaccine history will have to be requested again. New 
students records will be automatically requested. 

 

Students 

Clicking . 

Navigate to a school as described above.  
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Select an individual grade to review/override student compliance to vaccine 
 requirements for that grade. 

  

Request Immunization Records From IIS 
 Records are requested initially.  

Records must be requested for review.  

An “X” in the record column of student states no request for records has been 
 made. 

 

To request student vaccination records from the state database. Select one or all 
 students in a grade via the checkbox to left of each individuals name. Select all is 
 defined below. 
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Select one, all, or many students then Request Student Records. 

 

The icon in the students record column will cycle until a result is found or there is no 
 registry match etc.  

 

Ideally a student returns a record and is compliant for all vaccinations for that grade 
 level.  

 

If so no further action is needed for that student.  

Enhanced Student Search 
 The ImmPact Help Desk (Immpact.Support@maine.gov) can now assist you by 
adding a student’s current last name under “AKA” in the system, enabling record retrieval 
without modifying provider-data. 

Hover over a students name and click.  

 

Their Student Sheet will slide in on the right side of the screen.  

mailto:Immpact.Support@maine.gov
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Within each student record, , you can now edit search query criteria—such as 
the mother’s first and last name or an AKA to improve record matching. 

 

Upcoming Requirements 
Students can be viewed with the upcoming years requirements applied by toggling the 
upcoming requirements in the student view. 

Students Select current grade of students and toggle. 

Not Asher Smith below in 6th grade. 

And toggled to 7th grade with the corresponding upcoming requirements applied.  

 

 



 

Page | 17 
 

Compliance 
Students can/will also return a record that is Non-Compliant even if that record has 

 a ,  symbol.  

 

In that case those students will appear in both the All tab and the Action Needed 
 tab. Clicking the action needed tab will bring all Non-compliant students into a 
 short list for that grade. 

 

Clicking the information icon next to each vaccine group will state the requirement 
 for that grade.  

 

To Make Non-Compliant Students compliant access their Student Sheet. 
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Hover over a students name and click.  

 

Their Student Sheet will slide in on the right side of the screen.  

This represents all the information entered on the student (Overview) and the information 
returned from the the records request (IIS Data).  

Here exemptions and overrides that can also be applied and their supporting 
documentation stored (Controls).  

Overview 
Students roster information appears with an overview of compliance. 
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Quickly create a letter for their Parent/Guardian stating they need whichever vaccine 
groups are due by clicking the Engage tab and  + Generate button.  

 

 

Controls 
 To override, exempt, or add an enrollement condition documentation is 
recommended. Prepare documentation of Physical Proof of Immunity, Physical 
Immunization Record, Medical Exemption, enrollment waiver etc. Save it to a location 
accessible on your local machine.  

Within the Student Sheet  

Click Controls  

Create Document 
Within the Documents row select +Create 
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This will open the dialog for adding documents individually to a students record. Title it and 
add notes optionally.  

Then click choose file, navigate to previously saved file and click open. 

  

Then click submit. 

A document can now be used as Evidence. 

In the abscence of a certificate of immunization, a child must present the school with 
laboratory evidence demonstrating immunity or a reliable documented history of immunity 
provided by physcian or other primary care provider. 

Proof of Immunity means laboratory evidence of immunity or reliable documented 
evidence from a physician, nurse practitioner or physician assistant that the individual is 
immune to a specific disease. 

www.maine.gov/dhhs/mecdc/sites/maine.gov.dhhs.mecdc/files/Maine%20School%20Im
munization%20Law.pdf 

Exemptions and Overrides can be applied to one or all of the vaccine groups required for 
that grade.  

Click  to create an override, exemption, enrollment condition.  

This will open a dialog box on the right side. 

https://www.maine.gov/dhhs/mecdc/sites/maine.gov.dhhs.mecdc/files/Maine%20School%20Immunization%20Law.pdf
https://www.maine.gov/dhhs/mecdc/sites/maine.gov.dhhs.mecdc/files/Maine%20School%20Immunization%20Law.pdf
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Exemptions 

Click Create+ on the exemption row.  

 

Within that dialog select one, more, or all vaccine groups for that student in that grade.  
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Choose an expiration if desired  

Click the drop down menu and select the document (optional) you attached 

 

Click submit 

 

The student will now show Exempt for that vaccine group/groups  

 

 

Overrides 
To Create an override. 

Click Patient Name, sliding open their Student Sheet 

 

Create a document (optional) for evidence for the override  

 

Follow document directions above.  
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Submit document. 

Click Create+ on the Override row 

 

 

Select one, more or all Vaccine Series to which the override applies.  
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Select Reason from the dropdown menu.  

 

Select Expiration (optional). 
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Choose the document (optional) with the dropdown menu providing override evidence. 
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Click submit. 

 

Attest to the override. 

The override will now appear in the override row. 
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The override will also appear on the student overview. 

 

Enrollment Conditions 
Students can have a grace period applied to their compliance. 

Click the student name sliding open the Student Sheet on the right side the screen. 

Click Controls.  

Create a document (optional) as evidence for their enrollment grace period or McKinney-
Vento Status. 

 

Follow directions above for creating a document. 

After the evidence document is added to the Student Sheet, Click Create+ on the 
Enrollment Conditions row. 
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Select a reason from the Reason dropdown menu. 

 

Enter a start date. 
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In the dropdown menu underneath the Evidence heading, select the supporting document 
(optional) providing evidence for the Grace Period/McKinney-Vento status. 

 

Click submit. 
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The enrollment condition is now saved and will change the status from non-compliant for 
the series.  

 

The student status is now Conditional through McKinney-Vento status. 
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Bulk Exempt/Override 
Within each grade of a school bulk exemptions and bulk overrides can be utilized to update 
multiple students with exemption or override at the same time. 

Click Students.  

Select one, all, or many students then click Exempt or Override. 

  

 

Exemption Bulk Update 
A dialog to select one, many, or all Vaccine series Requirement and Reason for Exemption 
and an optional expiration date of the exemption (Reason can be altered in next screen). 
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Click choose file, follow above directions to add file to each student row. Adjust vaccine 
series applied to, adjust exemption reason, expiration (optional) per student if necessary. 

 

Click Submit exemption status will update for all students updated. 

 

Quick File Add 
Quickly add files (optional) by drag and drop by clicking quick file add and dropping files for 
these selected students.  
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Bulk Overrides 
After selecting student and clicking Override when multiple are selected 

 

A dialog box will appear to select series override will apply to and reason (this can be 
altered next screen). 
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Click choose file, follow above directions to add file to each student row (optional). Adjust 
vaccine series applied to, adjust exemption reason, expiration (optional) per student if 
necessary. 

 

Quick File Add  
Quickly add files by drag and drop by clicking quick file add and dropping files for these 
selected students.  
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IIS Data  

 Click  

This portion of the student sheet returns the demographic information matching and 
vaccination history for the student returned by the Maine Immunization Information 
System. The screen defaults to vaccine groups (series) for the grade the student needs 
complaince for, however all immunization data is available for view or export. 

 

Patient 
This portion of IIS Data of the Student Sheet shows the information returned by record 
request from the Maine Immunization Information System.  
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Immunizations 
This portion of IIS Data of the Student Sheet shows the series needed for compliance. 

 

Select the dropdown menu to select and show more series here.  

 

Export Records 
A version of the students immunization record is available for export as well.’ 

 Click export . 
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The students immunizations will download to the default browser download folder in PDF 
format.  

 

 


