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\We help you call

the shots!

Getting Connected to the CIR’s Online Registry, if you haven't already done so:

< Register with the Citywide Immunization Registry (CIR ) to obtain a facility code, at: https://a816-
healthpsi.nyc.gov/OnlineRegistration. You may retrieve a forgotten facility code from this same service.

= Account set-up: Upon completing the required Online Registry Access forms and providing a valid email address, you will
receive an email from cir-reset@health.nyc.gov with password set-up instructions and a time-sensitive link.

< Log-in: Go to www.nyc.gov/health/cir Hint: Bookmark this as a favorite.
Click on the Online Registry GO button (shown in header, top right). Enter your Username and Password in the Log On

\ screen. Click on | “onsent= | to get started. Follow the instructions marked with '-# and purple tip boxes or ==

/

From the navigation bar, shown below. Click on the “Adult” icon. Look at the available tabs on each screen.

B 0000905007

J Adult Quick Add screen is for the quick entry of immunizations given to adults over 19 years of age.
COVID-19 vaccines will be required to be reported within 24 hours of administration and will not require
consent to report to CIR.

For all other vaccines given to individuals 19 years and older, you may document the patient’s verbal or
written consent to voluntarily participate in reporting their vaccination events to the CIR. This sample
consent form may be adopted to use as part of your patient registration process for your practice:
https://www1.nyc.gov/assets/doh/downloads/pdf/cir/cir-hcp-adults-consent.pdf.
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Quick-Add Adult Patients and Vaccinations Additional Resources

Fill out the form below to report vaccinations for adult patients. For patients under 19 years of age, use the Search or MyList screen to ook up and Links to additional resources
report vaccinations.

For agditional instructions, see Quick Guide o Orline Registry Help Guide for Pharmacists. COVID-19

For Vaccine Information Statements (VISs) click here (opens new window). .
= NYC COVID-19: Vaccines

Patient Information = CDC Vaccination Guidance during COVID-19
\ . eics marked with * are required.
2 Enterall required s T Lt Nomet Vacchnes
fi e ld S ‘ | ‘ COVID-19, MANA, 05 mL dose Modema COVID-19 Vaccing
* COVID-19, mRNA, 0.3 mL dose Pizer COVID-19 Vaccine
Sex Assigned at Birth * Date of Birth*
O Male O Female O Unknown " Information on Priority Groups
Race Etnnicity
Select Patient's Race Select Patient’s Ethnicity
Building” Street* Apariment/Suite
‘ | | | ‘ Auailable Flu Vaccines
Borough/Ciy" g Stater 21 Code Influsnza|lVA M, Presni-free(6-35mas)  Afluia  BFS 025 mi 6-35mos
- o | ‘ o | ‘ Influgnza-LAIV, IN, (2-49yrs) FluMist  spray, 02mlL 2-49yrs
Selector brien. NEWORE — Influenza-IIVA IMPrerv-fres(age varies)  Afiuia  PFS05mL 23y
Phone* \UEE Email Address Fuarx  PFS0SmL  >8mes
Flulaval PF505mL 6 mos
. e ‘ e — | Eee:"\/ ‘ Fluzone DFS0SmL % 6mos
2 Toenter additional e 52005 m 20
_— Influenza-|IVA M {sge varies/produc)  Afluria  MDV.0SmL Z3ym
H H Immunization Events
vaccin at| on eve ntS Click “Add Event” button to enter multipie immunization events, S [ORMBT BOmDs
o —— P —— Influsnzsals MAUEneszssy)  Fsd BES OSmL 2 8Syr
. Lt Jai, M Pr 24 Flucelvax PFS, 0.5mL z4
C“Ck Add Event ‘ 12i062020 Select.. m N - o " N -
3 Soioughicay sty [V Prencheslzig)  Fusiok PRSOSmL = iaym
—f Mty Flucelvzx MOV.0Sml zdys
m 3 | NENR bighdose(z65yrs)  Fluzome PFS.07mL  Z6Syrs
' Adjunancsd(265 yrs)  Fluzd  PRS.QSmL z6Sym
MANHATTAN
> SDV=si L izl
THE BRONX p—
) BROCKLYN —
N iy . . « ) .
Tip! To enter cities outside of NYC in the “Borough/City” box: ousens
STATEN ISLAND
L]
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Borough/City"

2 TYPE in the city name. After typing in the city name, the box is Westchested v |
highlighted in blue.
Other: “Westchester”
Z»  Click on the blue highlighted box to select the city you entered. ) ' "d}
Borough/City*

) When the non-NYC city name is entered successfully, it will appear

with a small “x” in right corner of the

Add Event, Example 2:

box.

Westchester

G|

Rt Phnms Tomat

2 Ifthe Lot in your inventory is not appearing in the droplist, click on the Add Lot Number Link to add it. See

VIM instructions in the next section.

2  When entering a COVID-19
vaccination event, you will be
prompted to enter additional
information.

2 Click, the “Confirm” button:

2 The system will attempt to find
an existing record for the
patient. If a record is found, the
system will prompt you to
verify the record. Once the
record is verified the
vaccination is added to the
record.

2 Agreen confirmation box will appear.

L]
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Immunization Events
Click "Add Event” button to enter multiple immunization events.

Vaccination Date®  Vaccine Administered™ Lot*®
‘ 12/06/2020 ‘ ‘ COVID-19, mRMA... ‘ ‘ 11111|Mo... ‘
Route of Site of Priority Group
Administration® Administration®

] Select... ‘

Intr... Lt Comerhiding
Event 2

Vaccination Date®™  Vaccine Administered™ Lot®
‘ 12/06/2020 ‘ ‘ Influenza-1Ivd4, IM... ‘ Select...

Add Lot Number

Add Event

2  For COVID-19 vaccines, the manufacturer and lot information will be added in the droplist by CIR.

Immunization Events
Click “Add Event” button to enter multiple immunization events.

Vaccination Date®  Vaccine Administered® Lot®
1210612020 COVID-19, mRNA... ‘ ‘ 11111|Mo...
Route of Site of Pricrity Group

Administration®

Administration®

Intr...

Lef...

‘ Health Car...
Lomarbidity?

Add Event

Check if patient has: Asthma, Serious Heart Condition,
Liver Disease, Chronic Lung Disease, Chronic Kidney
Diseasze, Severe Obesity, or is Immunocompromised

Test Test's Immunization Record

Sucessfully Added
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VIM alows you to record and save to the Online Registry vaccine lots you have on hand. This saved
information will be used to prepopulate the Vaccine Administered and Lot drop lists in the Adult Quick Add
screen and Add/Edit vaccine screens. COVID-19 vaccine lots will be entered by CIR.

While in the VIM screen, in the top row of tabs: (1) click the Vaccine Inventory Management tab; (2) in the second

row of tabs, click the Adiust Inventory
Find 8 Add Lot 4|,

tab; (3) click on the Private Inventory tab, and (4) click the button:

e Find and Add Lot:

OtherVFC Forms 2021 WFC Re-enrollment

Reports Standing Orders Agaregate Farm

Adjust Imventory WFC Vaccine Returnshiastage Waccine Order Tracking

Yaccine Inventory Management

Order WFC Vaccine Order Influenza Vaccine

Public Inventory Private Inventory

Legend
LOTS in RED are axpired LOTS in BLUE will expire within 20 days.
Can't find your lof? CLICK HERE:  Find & Add Lot 4
— Adjust CIR Expected Inventory by Dose
N Expected Add !

Eime Vaccine Type  Brand | Mifr Lot# | Exp.Date. Presentation .;Emry ?ﬁ-:m my Adjustment Reason . tgnz
@ Zoster Shingrix|Smithkline 9V045 02/02i2021 0.5 mL SYR: 1-pack 10 [ v [ | [=Sei=ctan Ooten - ~ e
Q@ Zoster Shingrix|Smithkiine 123456759 12/31/2018 & 0.5 mL SYR; 1-pack 2 [ v [ | [=Se=cian Ooten - o |
O VAR Varivax|Merck TESTLOT1016 12/17/2023  SDV; 10-Pack 0 [ v [ | [=Selectan Cotion — v 4
9 wR Varivax|Merck 737575 0410872020 &k SDV, 10-Pack 0 [ v |[=Selectan Ootion - v o4
Q  Tdap Boostrix (>= 7 Yrs)|Sm... X2XJ7 06/082021 SDV, 10-Pack 5 [ v [ | [=Sei=ctan Ooten - ~ e
0 T Tenivac|Aventis Paste . UBD21AA 07/21/2020 & 0.5ml SYR: 10-Pack 1 [ v [ | [=Sei=ctan Ooten - ~|
O T Td {generic)|Massachu... 1234567 01/01/2090 SDV: 10-pack 3 [ v ][ ] /[=Selectan Option — ] 4
9 poy Prevnar 13]Wyeth-Ayerst X35262 10/31/2020 0.5ml SYR: 10-Pack 50 [ v [ | [=Selectan Option — v
9 Pov Prevnar 13[\Wyeth-Ayerst X13847 07/07/2020 & 0.5ml SYR; 10-Pack 10 [ | |[=Seictan Option — v] 4
9 Pov Prevnar 13[Wysth-Ayerst W51924 07/01/2020 & 0.5ml SYR: 10-Pack 10 [ v [ | [=Sei=ctan Ooten - ~|
@ Pov Prevnar 13[Wyeth-Ayerst W51762 03/30/2020 & 0.5ml SYR: 10-Pack 30 [ | |:| |~ Select an Option — ] 4
9 poy Prevnar 13[Wyeth-Ayerst W334325 06/30/2020 & 0.5ml SYR: 10-Pack 10 [ v [ | [=Selectan Option — v
9 Pov Prevnar 13[\WWyeth-Ayerst 59241 01/31/2020 & 0.5ml SYR; 10-Pack 10 [ | |[=Seictan Option — v] 4
9 Pov Prevnar 13[Wysth-Ayerst JL345345 03/01/2024 0.5ml SYR: 10-Pack 5 [ v [ | [=Sei=ctan Ooten - ~|
- ; I 1

Current CIR Expected Inventory Total: 883 Save

& Retum to Quick-Add E
%2 The Find and Add Lot box will be activated. Follow the instructions.

Find and Add Lot for Private Inventory

3 1. From the drop-down menus, select vaccine type and brand/manufacturer

3 2. Enter Iot number and expiration date. Please enter the lot number exactly as it appears on the vaccine packaging.
3 3. Enter the quantity of deses in your inventory for the lot.

<5 4. Click the ‘Add’ button

& 5. Click ‘Reset to clear selactions or entries. Click ‘Close’ to return to the Adjust Inventory screen

23 6 Note: Lots for COVID-19 cannot be selected to add, but will appear in your reporting screens after CIR approves your participation in the
COVID-19 Vaccine Program
If you are unable to add lot numbers for other vaccines, please contact the CIR at: nycimmunize@health nye.gov

Note: If you are unable to add a lot number, please call the CIR Hotline at 347-396-2400 for assistance.

Brand / Manufacturer Lot Number Presentation Received Date

v| [-Select -
- Select -

Quantity
| Sea=vio ]

ey yyy

Type
[Zoster

|

| Reset & | add % | closeX

Shingrix | GLAXOSMITHKLINE

Zostavax | MERCK

Save

2 After entering your lots, click or & Retum to QuikAdd | if you came in from Adult Quick Add

screen.

L]
CXD auickGuide Adult Provider 03/01/21 Page 3 of 10

Health



e COVID-19 Vaccine Orders should be placed by Monday at 12pm to receive vaccine for the
following week. Request vaccine on an as-needed basis only. Vaccine requests not received for the
current week will roll over to the next week, you do not need to re-submit the order.

l) Fi rst, reconcile your COVID-19 Vaccine Order Revise Your COVID-14 Shipping History
. Pre-Book
COVID-19 vaccine
Inventory by CIICkIng ~ Enter an amount in the *Current Order Amount’ column based an the numhber of vaccinations you are ahle to administer at vour facility for the
- upcoming week; hut please note that even though an order has been placed, vour facility may not receive vaccine due to limited vaccine supply. If
on the Reconc"e you did not receive vaccine for the current week, your request will roll over to the following week.
H Total
Inventory link. Amount - Current
y COVID-19 Vaccine B e Remaning Order
F d l d \facci;le Shipped . Amount
s r |
0 eta e Moderna COVID-149 Vaccine 500 1] 500 Last R oiasetmtmmesgl(] 5/2021
instructions on how to Pfizer COVID-19 Vaccine 6,240 0 6,240 I:> Reconcile Inventory
Total 6,740 0 6,740

reconcile, click here.

2) Place your order.
COVID-19 Vaccine Order Revise Your COVID-19 Shipping History

< Enter the number of Pre-Bock
first doses you need Total Amount - Current
y i COVID-19 Vaccine Pre-Booked Am;y ";""‘%‘""’f grrnrjt'rl

forthe u pcoming COVID-18 Vaccine shipped re-500 Amount
. Modemz COVID-19 Vaccine 1,300 0 1,300 o

week in the Current Pfizer COVID-19 Vaccine 9,750 0 9,750 [

Total 11,050 0 11,050
Order Amount
column.

« Click _Submit < when you are done.

4) If necessary, revise your Pre-Book Order by clicking the esok - tab. For detailed instructions on

how to do this, see the COVID-19 Vaccine Ordering & Inventory Management guide.

Orders cannot be amended or cancelled within the CIR once they have been submitted. To cancel or
amend your order, email COVIDVax@health.nyc.gov with subject: “AMEND COVID ORDER”.

e VIM Transfer Module (in-network) allows you to manage the transfer or redistribution of vaccine.
Approval from the New York State (NYS) Department of Health must be obtained prior to redistributing
vaccine. See the Redistribution Request form-CDC Agreement to complete your redistribution.

< To transfer vaccine in-network: (1) navigate to the VIM/COVID-19 screen | =/; (2) click the
SBREREEIIERLE N tab; (3) select the  Transfer COVID-19 vaccine dn-Network) - sub-tab.

=4 Select the site within your organization that you are sending vaccines to. Enter doses to transfer.

= Once allfields are complete, click Submit = |. Inventory is increased or decreased automatically.

For more information on using the Transfer Module, refer to the COVID-19 Transfer and VIM Guide.

MR/COVD

e Transfer Vaccine Out of Network from within the VIM/COVID-19 screen'<) by clicking the
Vaccine Inventory Management tab, then select the Adjust Inventory sub-tab.

= Forthe transferred lot, (1) Enter Adjust Direction: Decrease; (2) enter # of vaccines in Adjust
Quantity; (3) enter Adjustment Reason: Transfer COVID-19 Vaccine; (4) click ~ Save |,
< Upon receipt of vaccine, receiving site must use Find and Add Lot to add vaccine to inventory.

If you are unable to log vaccine transfers in the VIM, please call the CIR at (347) 396-2400.

e COVID-19 Vaccine Wastage should be reported to the CIR immediately. Please dispose of wasted
vaccine as you would other unused medication. Temperature Excursions must also be documented.

<4 Select the Vaccine Inventory Management tab, YFCVaccineRetumsiastage g\ h-tah,

= Fill out all fields displayed. Click | Continue < | to confirm entry(ies), then click _Submit < |

[]
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https://immunize.nyc/uat/web/pdf/New_COVID19_Vaccine_Ordering_Inventory_combined_Guide_final.pdf
https://www1.nyc.gov/assets/doh/downloads/pdf/cir/covid-19-vaccine-inventory-management.pdf
mailto:COVIDVax@health.nyc.gov
https://www1.nyc.gov/assets/doh/downloads/pdf/cir/redistribution-qa-request-form.pdf
https://www1.nyc.gov/assets/doh/downloads/pdf/cir/covid-19-transfer-vim-guide.pdf

For more info on reporting wastage and Temperature Excursions, refer to the COVID-19 Vaccine
Ordering & Inventory Management guide. If you need more help, please call the CIR at (347) 396-2400.

e COVID-19 Summary Reports show you a summary of what has been shipped and administered by
your facility, sorted by date, brand, and dose sequence (first or second dose).

= The COVID-19 Vaccine Shipped Report shows doses shipped to your site.
= The COVID-19 Vaccine Administered Report shows doses administered to patients at your site.

® Tip! Inthe Administered Report, COVID-19 mRNA NOS = Not Otherwise Specified. This should not be used
regularly. If your system is reporting this way, please correct in your EHR.

Waccine Inventory Management COVID-19 Vaccination Program Reports Forms, VIM Guides 2021 VFC Re-enroliment Standing Orders A¢
COVID-12 Program Enrcliment Order COVID-19 Vaccine Transfer COVID-19 Vaccine (In-Metwork) COVID-19 Vaccine Summary Report

- » COVID-19 Vaccine Shipped Report 2

Summarizes doses shipped to your site by shipment date, brand and dose sequence (first or second dose)
« COVID-19 Vaccine Administered Report =
Summarizes doses administered to patients at your site by administration date, brand, and dose sequence (first or second dose)

e Vaccine Transactions Reports can be used to find out how specific vaccine lots were used.
While in the VIM screen, in the top row of tabs: (1) click the tab Reports ;(2) in the second row of tabs,
click the tab; (3) click on the Vaccine Transactions Report tab; (4) specify parameters; (5) click  runRepor

¢ Doses Administered Reports shows the number of vaccines you reported giving.

While in the VIM screen, in the top row of tabs: (1) click the tab Reports ;(2) in the second row of tabs,

click the tab; (3) click on the Doses Administered tab, and (4) click the button: | Detailed
= For counts of adult doses, choose (a) “Privately Provided,” (b) enter the date range the vaccines were
administered, and (c) choose the adult age ranges. Click | Continue < | to view the report.

Vaccine Inventory Management Other VFC Forms 2020 VFC Re-enrollment Standing Orders Aggregate Form

Doses Administered VFC Eligibility Report Vaccine Transactions Report Aging Inventory Report Vaccine Retums/W
Summary.

Eligibility Type Date Range Age Range(s)
CJVFC Eligible From: =1 O11-12
CICHPIusB Eligible [ 01 013-18
Errivately Provided Ta: 2 19-24
[JUnknown / Unreperted I:M:M:I O35 E25-44
Ue 4564
710 Ees+

e Independent Pharmacists vaccinating under standing orders can find instructions for the Standing
Orders Aggregate Form and Standing Orders Report in our QuickGuide: Tools for Aggregate Reporting.

For more detailed instructions on how to access your VIM Reports, refer to the COVID-19 Vaccine Ordering &
Inventory Management guide. If you need help accessing your reports, call the CIR at (347) 396-2400.

J MyLiSt contains every record your facility has looked up and found. Click on an individual’s name to
quickly and easily find the record. The list is downloadable.
e Search MylList:
> Search within MyList using the first few letters of the name.
® View MylList:

[]
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~ Choose the number of patients to view per page; jump to the Last Name by alphabet.
~ MyList can be sorted by First Name, Last Name, Gender, Date of Birth (DOB), Date Last Accessed, and

color-coded Status: ©= up-to-date; - past due ©=due soon, by clicking on the small arrows

under each column heading.

~ Update a patient’s status to “Active” or “Inactive”, referred to as the Moved or Gone Elsewhere
(MOGE) status, in the “Active” column to let CIR know if patient is no longer being seen at practice.

See guidance on MOGE: https://www1.nyc.gov/assets/doh/downloads/pdf/cir/vfc-moge.pdf

2 In this column, clicking Yes/No, will bring up the Update Patient Info screen where you may:

e Update address and phone numbers

e Update patient MOGE status by choosing one of the options:

Is patient active?

® Yes, patient is currently in my practice
O Mo (select reasan)
:\ O Mot in my practice (Gone elsewhere)
O Mot in NYC (Moved)
O Patient deceased

T
Click
Crite
Gane

Mo

+ To remove patients from MyList and its association with the practice, you must do two steps:
1) First, update the Active status to “No” in the Update Patient Info screen.

2) Second, remove the record from MyList by checking the box to the left of the patient’s
column, and then clicking the 1§
4 Note: If step 2 is completed, but step 1 is not, the record is only removed from your view in MyList

name in the GENENE

and remains associated with your practice.

e Refresh MyList use this feature to regularly refresh (update) MyList.
# Add patients you have immunized in the past who are in the CIR, but may not already be on MyList.

+ Add patients you have looked up but may not have immunized yet at your practice. Please note

MyList is shared by all users at your practice.

# Click on “Who’s in MyList” to view details of the current MyList, such as when and who updated the

list last in your practice and the criteria they chose.

= icon at the top of the column.

Search allows you to search the CIR for an individual’s immunization record. If you cannot find an

individual, and believe the individual has a record in CIR and was born in NYC after 1995, please call the CIR

for assistance, at (347) 396-2400. You may add a patient online if the individual was born before 1996 or was

born outside of NYC and you cannot find the patient.

e Search

=+ Fillin all four fields: first name, last name, date of birth and gender. Click | Continue < |
If you are unable to find an individual’s record with this option, use the Advanced Search option.

e Advanced Search

< Toimprove your chances of finding an individual’s record choose by clicking on one of the advanced

search combinations in the Z!Tip box. Type the requested additional information. Click | Continue <3 |,

If you are still unable to find the individual’s record, call the CIR at (347) 396-2400.

e Add New Patient

+ To help prevent duplicate records, enter as much information as possible to add a new patient.

If you have trouble adding a new patient, call the CIR at (347) 396-2400.

LS

Add/Edit allows you to add the immunizations events you administered and add historical
immunizations administered by you or other providers, to an individual’s record. The first step is to look up
the individual by using the ©.Search screen or | . Adult screen, and click on the Add/Edit icon or link.

® Current Immunizations allows you to add all immunizations given to a patient at a single visit.

L]
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2 Select the specificimmunization type ) This patient is 19 years af age or older. You may now document either verbal or written consent from individuals 19
years and older in order to report vaccinations to the CIR. Click here for more information about CIR reporting
administered in the drop-down menus

requirements and a sample consent form (en Espafiol).

Select Vaccines

for the patient’s recommended vaccine & Fora combination vaccine, only select  inflenza [Choose Vaccine Type =)
1 'T':ilgzlt:i?apﬁ:gﬁr;?: isgr?fber vaccine HepB |Choose Vaccine Type v‘
series. Some Of the ad u lt series, click the Add History tab above. Rotavirus [Choose Vaccine Type v
. . . . . DTP | Choose Vaccine Type v
immunizations are listed in the last Hib [Chooss Vaccine Typs <]
« - - Pediatric ] .
category “Other.” “Other” lists Preumococcl (PCY [Chocse Vaccine Type \
i i ’ Palio | Choose Vaccine Type v
vaccines that are not part of children’s P e e -
Series. Varicella | Choose Vaccine Type v
L. . Hep{\ | Choose Vaccine Type v
You may enter an administration date heningooecal  [Choose Vaccine Type vl
Indicate patient’s VFC eligibility for Edﬂ"{\m [Choose Vaccine Type ¥]
H ult P | | Choose Vaccine Type ~]

(PCV & PPSV)

patlents under 19 years Of age' For H1N1 Influenza |Choose Vaccine Type v‘
patients 19 years of age and older, covin-1¢ |Choose Vaccine Type ~]

« Hp » - Tip: Can't find what you looking for? Check this category
choose “Not VFC Eligible. (mhm Vaccins Type v
Which default date do you want to use?

= Click ' Continue <» | Next, add lot and E—

>} @Today
manufacturer information (optional for Omnatherdate >[__J[___J[___ |
(U None (enter dates individually)
adult vacci nations) . Indicate Patient's VFC Eligibility

> This is required to generate VFC Doses K [Selsct Patient's Current VFC Eligibility Status |

2 Review your additions. Click _Confim ¢ | AdmnseredRepors

Clear _| ‘ thnuefl‘

To have immunizations recorded in the CIR, for your convenience, a link to a sample adult voluntary
consent form will appear on this screen when accessing a record of an adult.

® Add History shows you all previously reported immunizations for an individual and allows you to add
any additional ones that you know of that were not reported to the CIR.

Enter the missing immunization event(s), including date and vaccine type.
Choose whether the immunization was administered by your practice or documented on a hand-held
immunization record as administered by a different provider.

= Click Cunlinue-y|then Confirm | .

e Modify History gives you the opportunity to make changes to a patient’s immunization information.
2 Choose the immunization event(s) you want to modify or delete.
2 Choose “Modify or Delete.”
< Click Continue < | and make your changes. Click Confim + |,
Once you submit this information, the immunizations you reported previously will be automatically
updated, while requests to modify events reported in the record by other providers will be reviewed by
CIR staff who will update the child’s record if appropriate.

e Disease Immunity allows you to report and review history of varicella disease. You may report and
review disease immunity confirmed by titer or serology for hepatitis A, hepatitis B, measles, mumps,
rubella and varicella.
=4 Toreport disease immunity, you need to report the IgG test date. For varicella, you may report the

disease date by month and year. Scroll down to view patient history.

=) Reports

e View Record When asearch is successful, the individual’simmunization record and lead test history
are displayed. Vaccine series are in the left column. Vaccines administered are listed from left to right,
organized by date. The Next Due column to the right tells you if a series is complete or indicates the date
the next vaccine in the series is due. Orange bubbles “** indicate that the reported dose is invalid. Click
on the orange bubble for additional details. Clear bubbles indicate a note; they do not indicate that the
dose s invalid.

~ Click on the printer friendly format icon- E‘to print the record in the “grid” format.

[]
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® Provider Reports You may choose the filtered report to print only valid immunizations or the
unfiltered report to print all immunizations reported with recommendations and comments. The Lead
Test History is automatically printed unless unchecked.

e Public Reports This official report may be given to individuals to whom the record pertains to, parents
and legal guardians or custodians for school, the Women, Infants, and Children (WIC) program, camp, or
day care. Only valid shots will be displayed. Recommendations and comments will not be displayed.

e Update Patient Info
2 Update the address and phone numbers of the patient if your practice has not recently done so. Add
information, such as Medicaid ID, medical record number, and/or mother’s maiden name, so that you
can use this information in the future to search for and find this patient.
2 Indicate patients as “Active” or “No longer active” meaning, the patient left the practice. Also known
as Moved or Gone Elsewhere (MOGE) status.
2 Update cell phone information. Modify status for accepting text messages.

TOOIS contains materials and features useful for your practice.

e Coverage Report Use this page to find out which patients are up-to-date and optionally create a
Recall List for patients who need immunizations. Refresh MyList before running a coverage report. Print
letters and address labels based on a list of patients who are not up-to-date.

= Clickonthelink Create Standard, COVID-19, IQIP, Flu Coverage Reports

< Onthe next screen, choose, for example, COVID-19 Coverage Report, which calculates the percent of
patients who had the first dose of vaccine reported, and are now due the second dose. At the bottom right,
assign a name for the output file.

< Return to the

job list to Type Narme OnBenalfOf  Patienis UTD% COVErage SIS ooy oreata ;gfu"s”
choose a report u| .
to view when it 0 | = coviD-19 Coverage Report  “COVID coverage_20210111° 2 aw oty (IZETZE M(j:
is “Done.”
The summary results are shown and a list of patietns due for vaccine.
+ To create a Recall List, Letters Immunization Schedule Lead Guidelines
and Labels’ CIICk on: ) This page lists the results of your Coverage report.
| Create Recall List |
. |coviD-19 coverage Report:
9 of 22 patients are up to date {40.9%) COVID-19 cohort with Doses: As OF:
an age range of: Due for COVID-10 011152021
_— {unfimited)
| Create Recall List |
x|
13 of 22 patients are not up to date (59.1%)
| Last/First Gender DOB
| Cnnnertest Alicetest M N7MRMAa7R

- View the online Coverage Reports Reminder/Recall Guide for details.

Recall /Reminder allows you to identify patients who may be due immunizations. This feature

-/ allows you to send text messages, print letters and address labels, or a list of addresses and phone numbers.
You may produce a Recall/Reminder list based on MyList or customized options. View the online Coverage
Reports Reminder/Recall with Text Messaging Guide for details.
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https://immunize.nyc/provider-client/servlet/PC?PCFunction=RecallCoverageRpt&createNew=Y
https://immunize.nyc/provider-client/web/pdf/cir-recall-guide.pdf
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https://immunize.nyc/provider-client/web/pdf/cir-recall-guide.pdf
http://www1.nyc.gov/assets/doh/downloads/pdf/cir/txt-messaging-guide.pdf

SEt-UP contains set-up features useful for the user or the practice.

e Default Settings
</ You may choose settings to always start with the Adult immunization tab.
<4 Choose settings for MyList to view between 10 and “all” patients.
< You may choose how you want your list sorted, such as by Last Name.

¢ Change Password
~ How to request to Reset your Password

= Ifyou forget your password and/or are locked out, please contact your Site Security Administrator
(SSA). Your SSA will be able to view your account and send you a link via email to reset your
password. You must provide a valid email address. The email reset email will come from
cir-reset@health.nyc.gov and will expire after 4 days.
=4 Site Security Administrators need to contact the DOHMH Security Administrator at
cir-reset@health.nyc.gov.
Passwords must be at least 8 characters long, contain at least one number, and have at least one
upper-case letter:
1. Uppercase alphabet characters (A-Z)
2. Lowercase alphabet characters (a-z)
3. Arabic numerals (0-9).
Example: reG1lstry

® Manage User Available to Security Administrators (SSAs) only: Use this function to create, modify and
inactivate user ID’s and reset passwords for each user at your site.
</ Add New User
2 Toadd anew user, click the ' Continue < |button under “Add a New User.”
= Fill out the information. Avalid email address is required to complete the account set-up.
< Notify the new user that they will receive an email containing a link that will be valid for up to 4 days
to set up his/her password.
For Security Group, Select “Normal” if you want your user to Add/Edit immunizations. Select, “Read
Only,” if your user will only be viewing patient immunization records and printing reports.

¥

= If the provider information needs to be updated, please contact the CIR, at (347) 396-2400. Click
Continue <» |and the new user is added to the list with the ID listed to the left of the user’s name.
= Click continue=» |and the following note in green will appear at the top of the page:
User ID xxx was created. Please have the user check their email to set the password for their new
Online Registry account. Please be aware that: (a) there may be a delay of up to an hour for receipt of
the email; and, (b) the email will expire after 4 days, whereupon the account will need to be set up
again.
= The e-mail your user needs to look for will be sent from: cir-reset@health.nyc.gov.
Link will expire in 4 days - please notify new user to check email promptly.
=/ Please instruct users that passwords must contain characters from each of the three categories listed
below, and must be at least 8 characters long:
a. Uppercase alphabet characters (A-Z)
b. Lowercase alphabet characters (a-z)
c. Arabic numerals (0-9)
Passwords must not be shared! Each individual is required to have a separate password. Before
assigning an ID to a new user, make sure they complete and sign a User Confidentiality Statement
which you must keep on file. Do not send a copy to the CIR. Go to www.nyc.gov/health/cir, click “For
Providers,” then click “Online Registry Access & Reporting” for a copy of this statement.
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mailto:cir-reset@health.nyc.gov
mailto:cir-reset@health.nyc.gov
http://www.nyc.gov/html/doh/downloads/pdf/cir/user-confidentiality.pdf
http://www.nyc.gov/health/cir

J Modify User, Reset Password
o Inthe Manage users tab, scroll down. Click on a User ID or Name to be modified.
o Edit contact information and/or use the reset password link. Make sure the email address is
valid.
o Click “Continue” and a note in green will appear at the top of the page.
</ Inactivate User
o Inthe Manage users tab, scroll down. Click on a User ID or Name to be inactivated.
= Next to the question: “Active User?” choose “No”
= Click continue < |and anote in green will appear at the top of the page.
e Change My Contact Info
= Updating your contact information by visiting the Online Registration page:
https://a816-healthpsi.nyc.gov/OnlineRegistration.

QHEIP is designed to assist you in using the Online Registry. Please refer to it if you have any questions, or
contact CIR at cir@health.nyc.gov, or call (347) 396-2400, Monday through Friday, 9 am to 5 pm to
request additional support.

You may also visit www.nyc.gov/health/cir and scroll down to the Online Registry Guides section for
additional resources.

CLog Out

= Click onthe ol.agOut button when you are not using the system. For security reasons, the system
will automatically log you out if idle for more than 30 minutes.

The Citywide Immunization Registry
General help: dr@health.nyc.gov
CIR accounts: dr-reset@nhealth.nyc.gov
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