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Overview
• Accessing the CIR Facility Manager
• Selecting your facility
• Updating Facility Details, Providers, and Contacts
• Completing the VFC Re-enrollment form
• Additional Follow-up/corrections (if needed)
• Confirmation of Approved Re-enrollment
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https://immunize.nyc/prod/cir-facility-manager


2025 VFC Re-enrollment Process Update

• VFC Re-enrollment will now take place in the Citywide Immunization 
Registry (CIR) Facility Manager. Key features include

• Allows providers to manage facility details, provider and contact lists, and 
federal vaccine program enrollments- all in one place 

• Modern interface designed with improved logic for easier navigation
• Pre-populated form with your existing facility information
• Streamlined communication and instant email updates on the status of your 

submission
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New!

https://immunize.nyc/prod/cir-facility-manager
https://immunize.nyc/prod/cir-facility-manager


Accessing CIR Facility Manager
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1. Access the CIR Facility Manager and login using your email and password. This is the same email and password 
used to access the CIR Online Registry

2. Select the facility you wish to re-enroll. If you have multiple facilities enrolled in the VFC program, you will need to 
complete the VFC re-enrollment form for each one

https://immunize.nyc/prod/cir-facility-manager


Update Facility Details
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• Review the accuracy of 
the information in the 
'Facility Details' tab

• If edits are needed, 
select the Edit button 
on the bottom right of 
he screen

• NOTE: Edits to the 
‘Facility Details’ screen 
may require review 
and approval by CIR 
staff

Consent Forms



Update Providers List
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• Ensure the full list of providers at 
your facility is up to date

• Use the Edit button on the bottom 
right to 

• Remove all providers no 
longer at your facility

• Add providers not on the list
• Update existing provider 

information
• Providers listed as vaccine 

contacts (circled in red to the left) 
cannot be removed from this 
screen. Navigate to the VFC re-
enrollment form​ (page 8) to 
remove these providers from their 
vaccine contact role

Consent Forms



Update the Contacts List
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• Ensure the full list of contacts at your 
facility is up to date.

• Use the Edit button on the bottom 
right to 

• Remove all contacts no longer 
at your facility

• Add contacts not on the list
• Update existing contact 

information
• Contacts listed as vaccine contacts 

(circled in red to the left) cannot be 
removed from this screen. Navigate 
to the VFC re-enrollment form​ (page 
8) to remove these contacts from 
their vaccine contact role

Consent Forms



Starting the VFC Re-enrollment form

8

• After reviewing all information on 
the preceding tabs, click the 
Program Enrollments tab at the 
top right

• On the next line select the 
Vaccines for Children (VFC) 2025 
Re-enrollment sub-tab

• Review the pertinent participant 
information

• To agree and proceed to the form, 
select Yes at the bottom left, then 
Save on the bottom right

Consent Forms



Shipping Adress
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• Review the VFC vaccine 
shipping address currently on 
file for your facility.

• If the facility address and 
shipping address are the same, 
a check box available to 
indicate this

• Changes can be made if 
needed at the bottom of this 
section

• If changes are made to the 
shipping address, a VFC 
relocation site visit will be 
required.



Physician-in-Charge
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• The current physician-in-charge at 
your facility will appear in the 
physician-in-charge box, with their 
information displayed below

• To change the Physician-in-charge
1.  Click the dropdown arrow 

and select another provider 
from your provider list

2.  If the provider you are 
looking for does not appear, 
you must add them to your 
facility then return to the 
dropdown to select them

Name

1

2



Vaccine Contacts (1)
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• The current primary vaccine 
coordinator, back-up vaccine 
coordinator, and shipping contact at 
your facility will appear in their three 
respective sections

• The primary and back-up vaccine 
coordinator cannot be the same person

• To make changes to the staff roles:
1.  Click the dropdown arrow and 

select another contact or 
provider from your contact or 
provider list

2.  If the contact or provider you are 
looking for does not appear, you 
must add them to your facility 
then return to the dropdown to 
select them

1

1

1

2



Vaccine Contacts (2)
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• Up to three additional 
contacts working with VFC 
vaccines at your facility 
may be added

• Select the contacts or 
providers from the 
dropdown list.

• Their information will 
appear below as they are 
selected from the 
dropdown list.



Shipping Hours
• The current shipping hours on file 

for your facility will pre-populate 
the fields on this screen

• Review and adjust your shipping 
hours as needed

• If there is a period in the day 
where your facility cannot receive 
vaccine deliveries, please note that 
in the table using the time blocks 
available

• You must be available to receive 
vaccines for, at minimum, one 4-
hour continuous block on either 
Tuesdays, Wednesdays, or 
Thursdays.



Upload CDC Training Certificates (1)
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• The people selected as Physician-in-charge, Vaccine Coordinator,  and 
Back-up Vaccine Coordinator will appear for those respective titles in this 
section

• If any of these people are incorrect, scroll up to the ‘Vaccine 
Contacts’ section and assign the correct people to those roles

• For each person, upload the certificate of completion for CDC’s Vaccine 
Storage and Handling and Vaccines for Children trainings by clicking 
Upload for each course and selecting the file from your computer

• Courses must have been completed in the current calendar year. 
Certificates earned earlier will not be accepted. Instructions for accessing 
CDC You Call the Shots trainings can be found here

https:/www.nyc.gov/assets/doh/downloads/pdf/imm/accessing-the-cdc-traning-modules-instructions-cdctrain.pdf


Upload CDC Training Certificates (2)
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• The Physician-in-charge may also be the Vaccine 
Coordinator or Backup-Vaccine Coordinator

• In this case, certificates are only required to be uploaded 
once for this person 

• In the example shown (left), the Physician-in-charge 
is also the Back-up Vaccine Coordinator

• The system recognizes this and only allows certificate 
uploads in the Physician-in-charge role. The uploads 
for the Back-up Vaccine Coordinator role is not 
required



CDC Training Certificates (3)
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• Each file uploaded must 
have a unique name

• If a duplicate file is 
uploaded, a warning will 
display in red

• To correct this error:
1. Click Delete next to the 

file that is not correct
2. Once deleted, you will 

be able to click Upload 
again in that location 
and select the correct 
file



Vaccines Offered

17

• If you offer all the ACIP 
recommended vaccines, then 
select the top checkbox (shown 
left)

• Specialty providers (Urgent Cares, 
Pharmacies, Inpatient Nurseries) 
are not required to carry all ACIP 
recommended vaccines for VFC 
eligible patients. If this applies to 
your facility, then select only the 
vaccines you offer from the 
available list



Annual Patient Numbers
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• The annual patient numbers table 
will pre-populate with the number of 
patients in each age group and VFC 
eligibility category reported to the 
CIR by your facility in the last year

• If needed, adjust the table values so 
that the patient population shown is 
accurate to what your facility served 
in the last year

• Select one or more of the 
checkboxes at the bottom of the 
section to indicate what data 
source(s) were used to determine 
the patient profile



Practitioner List
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• List all the staff immunizing 
with VFC vaccines at your 
facility in this section

• Include all immunizing staff, 
even if they are already listed 
in another section of this form

1.  Click the dropdown arrow 
and select each provider from 
your provider list

2.  If the provider you are 
looking for does not appear, 
you must add them to your 
facility then return to the 
dropdown to select them

1

2



Storage Information
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• Ensure that the vaccine storage units 
and DDL thermometers at your 
practice are up to date

• You can check the photos currently on 
file by clicking the     icon.

• To make changes to an existing unit, 
click Edit in the bottom right corner of 
the unit tile

• If you no longer have a storage unit 
that is listed, click Delete in the 
bottom right corner of the unit tile

• If you do not see a storage unit in your 
facility on this list, add it by clicking + 
Add Storage Unit

• For guidance on vaccine storage and 
handling requirements, refer to the 
CDC Vaccine Storage and Handling 
Toolkit

https://www.cdc.gov/vaccines/hcp/admin/storage/toolkit/storage-handling-toolkit.pdf
https://www.cdc.gov/vaccines/hcp/admin/storage/toolkit/storage-handling-toolkit.pdf


VFC Re-enrollment Agreement and Consent
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• Read the full text of the VFC 
Program Provider Agreement 
displayed in the scroll box in 
this section.

1.  Once you have read and 
understood the terms of 
the agreement, and have 
completed all sections of 
the form above, check the I 
Agree checkbox on the 
bottom left

2.  To submit your agreement 
for review, click the Submit 
button on the bottom right

1

2



Additional Follow-up/Corrections 

• You will receive processing updates via email
• If your VFC re-enrollment submission is rejected, the email notification 

sent will contain details stating the reason and any corrections needed
• Return to the Citywide Immunization Registry (CIR) Facility Manager and access 

the VFC 2025 Re-enrollment Form for the facility
• Make the adjustment requested to the necessary section(s)
• Agree and submit the re-enrollment for to be reviewed again

• If your VFC Enrollment submission is approved, you will receive 
confirmation via email – save this message for your records
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https://immunize.nyc/prod/cir-facility-manager


Correcting a Rejected Re-enrollment (1)

• If your VFC re-enrollment is rejected, 
you will be notified through email

• The rejection reason will be listed for 
your review

• Return to the CIR Facility Manager to 
make the corrections described in 
the email

https://immunize.nyc/prod/cir-facility-manager


Correcting a Rejected Re-enrollment (2)
• Select the facility that had the re-

enrollment rejected
• Click the Program Enrollments tab at 

the top right
• On the next line select the Vaccines 

for Children (VFC) 2025 Re-
enrollment sub-tab

• The reason the re-enrollment was 
rejected will appear at the top of the 
form

• Make the corrections identified
• Click I Agree and Submit at the 

bottom of the re-enrollment form to 
re-submit for review

Consent Forms



Confirmation of Approved Re-enrollment
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9009X01

VFCCIR

Citywide Immunization Registry

• Once your VFC re-enrollment 
agreement is reviewed by NYC 
VFC staff and approved you will 
receive an email confirmation

• Save this message for your records
• Additional VFC requirements and 

helpful resources are listed in this 
email as well. Please take a 
moment to review them and 
ensure you and your staff are up 
to date on all VFC requirements 
and recommendations



Questions?
If you have additional questions about the VFC 

re-enrollment process, please email us at:
 nycimmunize@health.nyc.gov 

mailto:nycimmunize@health.nyc.gov
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