
How to Scan Documents & Upload to Medicat 

(1) Log in to the computer with your my.ulm.edu credentials 
(2) From the desktop, double click on the ‘Windows Fax and Scan’ application 
(3) When application opens, click on ‘New Scan’ 
(4) Lift the top of the scanner next to the computer & place your document on the scanner; 

close lid 
(5) On the application, select ‘Preview’ to view a preview scan of your document 
(6) Next, if document is clear & placement is correct, select ‘Scan’  
(7) Now that your document has scanned & uploaded, enter the file name & select where on 

the computer you want to save it, then click ‘Save’ 
(8) Open any web browser & access https://ulm.medicatconnect.com/  
(9) Click on ‘Immunizations’ 
(10) Click to expand ‘COVID-19 Vaccines’ 
(11) Enter in the date(s) of the appropriate vaccine type you received & click ‘Submit’ to save 
(12) From the pop-up window, click on ‘HERE’ > or click on ‘Home’ & then ‘Upload’ 
(13) Next, choose the type of document you’re uploading 
(14)  Next, choose ‘Select File’ 
(15)  Upload the scanned file(s) you saved to the computer 
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Technical issues? Need help troubleshooting? 

• Contact the IT office at 318-342-5015 or the help desk 318-342-3333

Questions about your previous vaccine documents you’ve sent? 

• Admissions Office 318-342-5430

mailto:covidtesting@ulm.edu

