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Accessing USIIS

A. To locate USIIS:

1.

Open your web browser, type https://apps.usiis.org in the address
bar and press the Enter key.

or

Open your web browser, type www.usiis.org in the address bar and
press the Enter key.

When the website appears, click on the USIIS Login icon.

The USIIS Login screen will appear.

B. To login to USIIS:

1.

w

Enter your facility’s Provider ID (issued by the USIIS Program) in the

Provider ID field. If you don’t know your Provider ID, you can find

your facility name in the Provider Name drop-down box to the right.
Tip: Use the mouse or Tab key to move through the fields.

Enter your User Name. (Selected by the user and is case sensitive)

Enter your Password. (Selected by the user and is case sensitive)

Click on the Login button or press the Enter key.

e If your login was successful, the Patient Search screen will
appear.

e If you have incorrectly logged in, reset the fields by clicking the
Clear button and try again.

e If you continue to have problems, contact the USIIS Helpline at
(801) 538-3440 or (800) 678-3440.
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Patient Search

A. To Perform a Patient ID Search:

1. Enter the patient’s Patient ID number already assigned by your facility
in the Patient ID field (this field is case sensitive). With the cursor still
in the field, press the Enter key.

e The Provider and USIIS Search buttons are not enabled.

2. The Patient Information screen will automatically appear with the
patient’s information.

o Verify the information to ensure you located the correct patient.

B. To Perform a Provider Search:
1. Enter the patient’'s Last Name and/or First Name and/or Birth Date.
Tip: Itis possible to use the “%” wildcard in any part of the name.
2. Click the Provider Search button, the patient’s name will appear in
the Provider Search Results section if affiliated with your facility.
3. Click on the correct name to open the patient’s record. The Patient
Information screen will appear.

4. If the correct patient’s record is not found, go to C: To Perform a USIIS

Search.

C. To Perform a USIIS Search:

1. Enter the patient’'s Last Name, First Name and Birth Date.
e All fields marked in red are required.

2. Click the USIIS Search button, a strong match to an existing USIIS
record will appear in the USIIS Search Results section.

3. Click on the correct name to open the patient’s record.
¢ Read and click YES in the dialog box that appears.

e The Patient Information screen will appear.

4. If the correct patient’s record is not found, indicating there is not a
strong match to an existing USIIS record, click the Search More
button.

e Retrieves similar records with a possible match.

5. Click on the correct name to open the patient’s record.
e Read and click YES in the dialog box that appears.
e The Patient Information screen will appear.

6. If the correct patient’s record is still not found, continue to D: To
Add a New Patient.
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D. To Add a New Patient:
1. If the data was entered correctly and no record was found using USIIS
Search and Search More, click the Add New Patient button.
e The Add New Patient button is not enabled until the Search More
button has been used.
2. Click OK in the dialog box that appears, and the Patient Information
screen will appear.
3. Assign and enter a Patient ID.
e This is a unigue number, assigned by your facility, to identify a
particular patient and is case sensitive.
4. Enter all the information you have regarding the patient.
o All fields marked in red are required. Enter “UNKOWN?” for
Mother’'s Maiden name if not known.
5. Click the Save button to save this new patient entry.

E. To Clear the Fields:
1. Click the Reset button to clear the search and begin again.

Search Value ProvideriD[e01  [oYPatentin]  usism[ Reset
Last First] .| Suffix| BithDate]
Gender CF O M ssM|  MothersFirstf  MothersMaiden]
Street Address| Zipcade| Phone]

Provider Search Results

E : * Most possible match  © All match Sawe List Z|

Fat. ID Last Mame First Mame lid. M. Birth Date S5M Sex  M'sFirst M's Maider
Ji | | | | | | |
JE 5l | | | | | I | |
[ ] | | | | | I | |
o] | | | | | | | |
||| | | | | | | | |
LI | | | | | | | |
] | | | | | | | |
USIIS Search Results m | Search Results Legend |
USIS 1D Last Mame First Mame Middle Mame Bith Date Sex  Mother's First  Fhone 5.
o | | | | | |
[ S| I | | | | | | I
| ] | | | | | | | |
Jed ] | | | | | | | |
| | | | | | | | | | |
LI | | | | | | | |
] I | | | | | | I
Logout | | | | | i | Admin,




Patient Information

A. To Enter or Edit Patient Information:
Verify the correct patient’s information was retrieved.
1. Assign and enter a Patient ID, if one has not already been assigned.
e This is a uniqgue number, assigned by your facility, to identify a
particular patient and is case sensitive.
e A Patient ID must be assigned to view particular screens, add, or
edit information. Tabs requiring a Patient ID are disabled until a
Patient ID is saved.
e A Patient ID does NOT need to be assigned in order to view and
print patient reports.
2. Review, update, and add information you have regarding the patient.
e All fields marked in red are required. Enter “UNKOWN?” for
Mother’'s Maiden name if not known.
3. Click the Save button.

B. To Undo Changes:
1. Click the Undo Changes button to clear any unsaved edits and/or
additions made to the patient’'s demographic information and begin
again.

C. To Delete a Patient’s Web Record:
If there are multiple mistakes on a recently changed patient’s record, you may
delete the temporary web record and start again. This may only be done the
same business day the record was created and saved. This will delete any
patient and/or vaccine information recently changed and saved.

1. Click the Delete Web Record button.

2. Click Yes you want to delete the temporary Web Record.

3. The Patient Search screen will appear to begin a new search.

D. To End a Patient’s Clinic Affiliation:

You may want to End Clinic Affiliation if a patient is no longer your client and is

going elsewhere for services.
1. Click the End Clinic Affiliation button.
2. Follow the instructions that appear in the dialog box(es).
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3. The Patient Search screen will appear to begin a new search.
e Note: The patient’s information will remain in the USIIS database;
however, you will not be able to find the patient using a Patient ID
or Provider Search.

Patient Info.
Last DOE

Pravider ID 801 Catient ID| 80001 964
First| JOHM M.

T TS ID 644765

Suffix

!:I Save I:l Lndo Changes I! Delete Web Recordm End Clinic Affiliation |

Age: 10%rs 10 Mo
Birth Drate| 10010/1999

Contraindications and exemptions

Gender © Ferale & Male 558N
Street | 100 MORTH 100 E Status g Send Reminder Card Mo [
City | SALT LAKE CITY Race |0 | 'j Comments
State UT | Zin 84115 Ethnicity |1 LINMEMOWR
Phaone | (801) 555-1234 Confidential flag | Mo |0
County |9 SALT LAKE | Release Date
Birth State |UT LUTAH Fhysician
Mother's Last |DOE Father's Last |DOE Guardian's Last |DOE
Mother's First |JANE Father's First | JOHM Guardian's First |JAME
Mother's Middle |2 Father's Middle Guardian's Middle |32
Mather's B5M Father's S5N Guardian's 58N
Mather's Maiden | SMITH Pravider | 801
Logout Pat. Search Comments Immun. Forecast Report Admin.




Comments

A. To Enter Patient Comments:
1. Enter the comments in the Patient Comments section.
2. Select Yes or No in the Share drop-down box:
e If Yes is selected, the comment may be viewed by all
facilities.
e If No is selected only the facility that entered the
information may view the comment.
3. Click the Save button.
4. Saved comments will appear in the gray Comment cells and in
the Patient Information screen.
5. To view an entire comment, click on the Comment in the gray
comment cells and it will appear in the Patient Comments
section.

B. To Delete a Comment:
1. Click on the comment to be deleted in the gray comment cells.
2. Click the Delete button.
3. Click OK to finish the deletion.

C. To Edit a Comment:
1. Click on the comment to be edited in the gray comment cells.

\eeelo)

UoBRs

entlD 60001964 I 644755 Age:11visOMo
| om =i ate 10/10/1999 '

Lagaut |Pat.Search Pat. Info. |M_ Forecast

2. Make the appropriate additions/changes to the comment in the Patient

Comments section.
3. Click the Save button.

D. To Undo Changes:

1. Click the Undo Changes button to clear any unsaved edits and begin

again.



View and Enter Vaccinations

The vaccine screen provides a record of all vaccinations. Once a vaccination is
entered and saved, a summary of it will appear in the gray cells labeled
Vaccination History. A Patient ID must be assigned to view this screen and
add or edit information.

A. To Enter a Vaccination:
1. Enter all the information for the administered vaccine in the
appropriate fields along the left hand side of the screen.
e All fields marked in red are required.
e TheE, C, R, I cells (Exemption, Contraindications, Reactions,
and Invalid) are display only.
2. Pull the drop-down boxes to select from the lists or enter the
appropriate codes.
3. Notes for a particular vaccination may be entered in the following
fields:
e General Note: Any information relating to a particular
vaccination.
e Reaction Note: If a reaction occurred after vaccination,
document the reaction information.
e Invalid Note: Explain why a particular vaccination was invalid
and must be repeated.
4. Click the Save button after each vaccine.

B. To View or Edit a Saved Vaccination:

1. Inthe Vaccination History cells (gray cells), click in the cell that
contains the vaccination you would like to view/edit. The vaccination
information entered will appear in the fields on the left.

2. Make the appropriate changes.

e Vaccination Date and Type cannot be changed.

3. Click the Save button.

C. To Enter Varicella Immunity:
1. Check the Varicella Immunity box and enter an approximate date the
patient had chickenpox disease.
2. Click OK to save the immunity.
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D. To Clear the Fields:
1. Click the Reset button to clear any unsaved vaccine information and
begin again.

E. To Delete a Vaccination:

1. Inthe Vaccination History cells (gray cells), click in the cell that
contains the vaccination you would like to delete. The vaccination
information will appear in the fields on the left.

2. Click the Delete button to delete the vaccination.

F. To Enter Vaccinations from a Patient’s Immunization History:
1. Click the Historical Imm. Entry button to enter a patient’s previous
vaccination history. A new screen will appear.

Vaccines Frovider D 801 FPatient ID 80001964 USISID 644765 Age:10%rs 11 Mo
Last DOE First JOHN M. Suffix Birth Crate | 1071001999
Save | m Reset | E Delete ﬂHistoricaI Imm. Entry
“accination Date E Vaccination History Iw Waricella immunity on
Yaccination Type Series Yaccing Date Pravider 5 & =
Route c | DTP DTaP 09/20/2002
- ) G| DTP DTaP-HEF B-IPY 01/14/2002
I c|DTP DTaP 1002/2001
Lat Mumber C|DTP DTaP 09/02/2001
DA = C HIB HIB - UNSPECIFIED | 11/10/2000 W
G POLIO DTaP-HEF B-1PY 0111472002
WETHEEIE c|PoLID Py 1002/2001
Financial Class < MMR TR 1000272001
ST B G| MMR MMR 10/02/2000
| HEF-B DTaP-HEF B-IF 0151452002
VIS Issue Date ¢ HEP-B HEPATITIS B - ADULT | 10/02/2001
Consent Date | HEP-A HEPATITIS A - PEDIAT | 02/01/2005
[~ Consenton File
Waccinator General Mote
Reaction Reaction Mote
Inwalid Invalid Mote
*'I" column values may not be current. Click the Forecast tab to update Invalid status.
Logout Pat. Search Pat. Info. Comments | Contra-Ept | Repart Admin.




Historical Vaccination Entry

A. To Enter a Patient’s Immunization History:

1. Click the Historical Imm. Entry button in the top section of the
Immun. Screen.

2. Enter the vaccine information by using the drop-down box to select
the vaccine type from the lists or enter the appropriate codes.

e The code must match the vaccine category to the left.
Otherwise, it may be entered in the Other category.

3. Enter the date the vaccine was administered.

4. Repeat the process to enter all historical vaccinations and dates.
After all vaccination information is correctly entered, click the Save
button.

e Click on the Immun. Tab to return to the Vaccines screen.

B. To Undo Changes:
1. Click the Undo Changes button to clear any unsaved edits and/or
additions made to the patient’s vaccination history and begin
again.

Note: The Historical Imm Entry screen should only be used for entering
vaccinations your facility did not administer.

Vaccines

Last| DOE

Save

Pravider 1D 01

First JOHMN

E Undao Changes |

Patient 1D 80001964 VSIS D 644765

. Suffix

Please only use this form to enter historical immunization records

Yaccine

DTP &
HIB

Polio

MMR| ]
HepB| |
varice [
HepA L
“neumo
Mening | .
FLU &
HPY|
Gthers | |

Logout

Type Date

110

|17
| 11a

3
43

Kl

011452002
1102000
01452002
1000252000
1000252001

07012004

Pat. Search

Pat. Infa.

Type Date
20 | 09/02z20m

10 | 10/022001
3 1000252001

110 0171 42002

31| 02r012005

Comments Immun. | ontr

Type Date Type Date Type Date
20 10/022001 (20 092002002

Faorecast
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Age: 10Yrs 11 Mo

Birth Date 101011999

Type Date

Report Admin.




Contraindications and Exemptions

A. To Enter a Contraindication:

1. Enter the contraindicated vaccine by using the drop-down box to
select from the list or enter the appropriate code.

2. Enter the reason for the contraindication by using the drop-down box
to select from the list or enter the appropriate code.

3. Click the Save button.

The contraindicated vaccine and reason will appear in the
gray cells on the right.

B. To Delete a Contraindication:
1. Click the gray Del (delete) button beside the contraindication
you would like to delete.
2. Click OK to finish the deletion.

C. To Enter an Exemption for All Vaccines:
1. Enter the type of exemption claimed by using the drop-down
box to select from the list or enter the appropriate code.
2. Click the Save button.

D. To Enter an Exemption for a Particular Vaccine:

1. Enter the exempted vaccine by using the drop-down box to
select from the list or enter the appropriate code.

2. Enter the type of exemption claimed by using the drop-down
box to select from the list or enter the appropriate code.

3. Click the Save button.

e The exempted vaccine and exemption type will appear

Contra. and BExempt.

(UISITIT|S]

F. To Delete an Exemption:
1. Click the gray Del (delete) button beside the exemption you would like
to delete.
2. Click OK to finish the deletion.

Provider|D 801 | Patient|D 80001954 USIIS ID 644765 Age: 11 ¥rs 0 Mo
| First JOHN | om | Suffix| | Birth Date 101011899

Last DOE

—] B
= C WARICELLA IMMUNITY: VARICELLA (C | Del
-
Del

.

| T
el

PERSOMNAL

Report |

Pat Search | PatInfo. | DCGRmentsd| immun.  |JETEEETH Forecast |

Logout Admin.

in the gray cells on the right.

E. To Enter an Exemption for a Series of Vaccines:

1. Enter the exempted vaccine series by using the drop-down box to
select from the list or enter the appropriate code.

2. Enter the type of exemption claimed by using the drop-down box to
select from the list or enter the appropriate code.

3. Click the Save button.

The exempted vaccine series and exemption type will appear
in the gray cells on the right.



Patient Forecast

A. To View a Patient Forecast:
1. Click the Forecast Tab to view the immunization status for a
patient.

e The Forecast screen is a “read-only” screen and
contains no editable fields. The screen provides a
summary view of a patient’s immunization status based
on the data provided.

e Animmunization schedule is displayed calculated by
the date of birth and standards developed by the
Advisory Committee on Immunization Practices (ACIP).

e All ACIP recommended vaccines are included.

e If avaccine series is not yet complete for the patient,
the Forecast displays the date when the next vaccine
for each series should be administered.

2. A Patient ID must be assigned to view the patient forecast
screen and print the report.

B. To Print a Patient Forecast:

1. Inthe Forecast screen, click the Forecast Report button
(located in the upper left hand corner). The report will open a
new window in PDF format using the Adobe Acrobat software.

e Adobe Acrobat Reader software is needed to print a
patient’s forecast report. Please visit www.adobe.com to
download a free version of Acrobat Reader.

2. Once the forecast report downloads, click the printicon in
Adobe to print the forecast.

3. Close the Adobe report window to go back to the Forecast
screen when you are finished.

Note: If a vaccination is determined to be invalid, the date will NOT

appear in the forecast. View the vaccination in the Immun Screen to see
the reason the vaccine dose is invalid. Invalid vaccinations do not count
toward completion of the immunization schedule and must be repeated,

UJSITIT]S]

Forecast Provider D 201 Fatient ID 200014964 LSS ID 644765 Age: 10%rs 11 Mo
Last DOE First JOHM . Suffix Birth Date | 1001 01999
I:’ Forecast Report
Forecast
m Dosel Doge2 Doses Dosed Dosed Dosed Mext Due CER
DTRIDTaP/DT | 090272001 | 10/02f2001 | 0141 472002 | 09r20/2002 OWMFLETE |
Tdap 10/10/2008 | OWVERDUE
HIB 1111052000 COMPLETE P
POLID 1070252007 | 011452002 0271172002 | OWERDUE I
MR 10/02f2001 101072003 | OWERDUE
HEP-H 10/0252001 | 0141 452002 031172002 | OWVERDUE
PHEUMOC PCY COMPLETE
CHICKEMPOX 1053072001 | IMMUNE i
HEP-A 0770152004 | 02/01/2005 COMPLETE
Recommended Patient Forecast
Provider Id : 501
Patient Id Usiis Id [Provider Name [Patient Name [Birth Date Age
80001964 6447635 [USIIS PROGRAM TOHN DOE 107101999 |10 Yr. 11 Miths,
E(C|R|G|E
x|o|le|li|n J
Series Name Dose 1 Dose 2 Dose 3 Dose 4 Dose 5 Dose 6 Next Due Status elnjalv]|t Notes
t
o |t|n|s
t|a e
d
DTP/DTaP/DT |09/02/2001 | 10/02/2001 |01/14/2002 | 09/20/2002 COMPLETE
Tdap 10/10/2009| OVERDUE
HIB 11/10/2000 COMPLETE [P
POLIO 10/02/2001 | 01/14/2002 02/11/2002| OVERDUE
MMR 10/02/2001 10/10/2003| OVERDUE
HEP-B 10/02/2001 | 01/14/2002 03/11/2002| OVERDUE
PNEUMO PCV COMFPLETE
CHICKENPOX 10/30/2001| IMMUNE Y
HEP-A 07/01/2004 | 02/01/2005 COMFLETE
FLU 10/30/2001| OVERDUE
MENINGOCOC 10/10/2010| CURRENT
CAL
ROTAVIRUS COMFPLETE




Patient Reports (UISITIT]S)

A. Patient Reports Available:
1. The Report screen allows you to view and print three different  Reports Provider 1D 801 PatientID 80001964
patient reports, they are: Last| DOE First JOHM M. Suffix Birth Date | 1041071939
e Detailed Immunization History — a complete record of
a patient’s vaccinations.
e School Immunization Record — official copy of Patient’s Reports
vaccinations required for school entry (Pink Card).
e Personal Utah Immunization Record — brief summary
of vaccinations for the patient’s record.
2. You DO NOT need to assign a Patient ID in order to view and m
print the patient reports.

USIS D 644765 Age 10%rs 11 ho

Repor(s) to run: Output to:

[ Detailed Immunization History + PDF
[~ Behool Immmunization Record
[~ Personal Utah Immunization Record

B. To View and Print a Patient Report:

1. Place a check mark to the left of the report(s) you would like
Mote: fthe report page does not appear, pop-up windows may not be allowed on your computer.

to obtain. You may select mult|ple reports at one time. Pop-up windows must be allowed from this site in order for report results to be displayed.
2. Click Run Report(s) at the bottom of the page. The report(s)
will open a new window, for each report, in PDF format using Run Reportis) E
the Adobe Acrobat software.
e Adobe Acrobat Reader software is needed to print a B |
patient’s report. Please visit www.adobe.com to
download a free version of Acrobat Reader. Immunization History Report
3. Once the desired report(s) download, click the printicon in
Adobe to print the re ort(s) Patient Name:DOE, JOHN DOB: 10/10/1999 Gender: M
p p : USIIS ID: 644765 Patient ID: 80001964
4. Close the Adobe report window to go back to the Report screen c
. . ]
when you are finished. m . "
z n D a
n v o R €
e a s oS t
n 1 a u 1
t i g Manuf tot Consent  Issue  Version ©
Series  Vaccine Type # Date d g ID LotNumber € € Vaccinator Provider Date Date Date n
DTP DTaP o0 09/20/02 039/20/02
DTP DTaP-HEP B-IPV { 01/14/02 01/14/02
DTE DTaP 1] 10/02/01 10/02/01 10/02/01
DTP DTaP 0 09/02/01 09/02/01 10/02/01
HIB HIB - UNSPECIFIED O 11/10/00 11/10/00
POLIO DTaP-HEP B-IBV 3 01r14/02 01/14/02
POLIO o 10/02/01 w5 10/02/701 10/02/01
MR 0 10s02/01 10/02/01 10/02/01
MMR 1] 10/02/00 F 10/02/00 10/02/00
HEP-B 2 01s14/02 01/14/02
i 10/02/01 10/02/01 10/02/01
02/01/05 02/01/05
07/01/04 07/01/04



Admin / Change Password

FACILITY ADMINISTRATION SCREENS

To access information regarding the facility, click the Admin tab located
at the bottom right of the screen. This button will open a new window with
additional features (tabs). Admin functions include:

Changing Your Password
User Management
Vaccine Inventory
Inventory Adjustment
Batch List

Clinic Reports

A. To Change Your Login Password:

1.

Type your current password in the Old Password field.
e Case sensitive

Type your new password in the New Password field.
e Case sensitive

Retype your new password in the Retype New Password field.
e Case sensitive

Click the Update button to save your new password.

B. To Clear the Fields:

1.

10

Click the Reset button to clear the fields and begin again.

Change Your Passworid

0ld Password
Mew Password

Retype New Password

B Update |E

Feset

Inventary

Inven. Adjust

Batch List

(UISITIT]S)
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Admin / User Management

A. To Enter a New User:
1. Type the user’'s chosen Login Name. (This is case sensitive.)
Enter the user's Email and Office Phone.

Enter any comments you may have in the User Comment field.
Choose the Access Level the user will need by clicking the

No ok

corresponding buttons or select from the Function Access drop-down

box.

8. If the user is a Vaccinator or Physician, click Yes under Clinical
Roles.

9. Click the Save button.

B. To Inactivate a User:
1. Select the user you want to inactivate from the drop-down list
labeled New User.
2. When the user’s information is displayed in the fields, click the
Inactivate button.
e Inactivated users will continue to appear as a vaccinator
in the drop-down list on the Immun screen unless their
vaccinator role is changed to No.

C. To View Inactive Users:
1. Click the Show Inactive button.
2. Pull the drop-down list labeled New User.

D. To Reactivate an Inactive User:
1. Click the Show Inactive button.

2. Pull the drop-down list labeled New User and select the user’'s name

you would like to activate.

3. The user’s information will be displayed in the fields, verify their
Function Access and make any necessary changes.

4. Click the Activate button.

11

Type and retype the user’s chosen Password. (This is case sensitive.)
Enter the user’s Last, First and Middle Name, and Date of Birth.

Use the drop-down box to select the user’'s Occupation from the list.

(UISITIT]S)
Function Access Legend:
R/O — Read only R/D — Read and Delete
R/W — Read and Write R/D/W — Read, Delete, and Write

Note: Access will not be granted for any user until an original, signed User
Confidentiality & Security Agreement has been received by the Utah
Immunization Program. The agreement can be found at www.usiis.org. Please
contact the Utah Immunization Program at (801) 538-9450 with any questions.

User Management

Provider | UJSIS PROGRAM T ey Save Reset

[ Show Inactive Mewy User
Function Access

Login Marne
Password R0 RID  RMW  RIDMW Mone.
Retype Password General Access @ [ r‘ I
Last Marne Clinic Affiliation r v
First Marne Imwentory Adjust O (" [ (s il
Middle Mame User Management O L L (s
Birth Date Provider Sharing [ - (s
Ermail
Office Phone
S Clinical Roles
Sl Yaccinator - O Yes * Mo
Physician  © Yes + Mo
Date Created Date Inactivated Date Access Granted

Y Inven. Adjust Batch List Report | [ERGHEERN

| Change Pass.



Admin / Vaccine Inventory (UISITIT]S)
A. To View Current Inventory: F. To View or Edit a Specific Vaccine:
1. Current Inventory is the default setting and is automatically displayed 1. Select the correct vaccine to view or edit from the Current Inventory
upon opening. or All Inventory list.
2. Click on the vaccine lot number.
B. To View All Inventory: 3. The Inventory Adjustment screen will appear with the vaccine
1. Click the All Inventory button. information.
2. All of your facility’s vaccine inventory will be displayed, including any
expired and/or depleted vaccine inventory. Note: Expiration dates shown in Blue indicate vaccine expiring within 90 days.
Expiration dates shown in Red indicate vaccine has expired and should not be
C. To View Inventory by Vaccine Type: administered. Expired vaccines are automatically removed from the current
1. Select from the Current Inventory or All Inventory list. inventory list.

2. Choose the vaccine type you wish to review by using the drop-down
box to select from the list.
3. Only vaccine entered into inventory with the selected vaccine

Vaccine Inventory

Al Irwventary -
type will display. & Current Inventory First Prev |1 of1 Mext | Last | Inventory Report
Waccim Manuf Exp. INo Doses WIS Version
Lot Mumber Code ‘Waccine |n] Manufacturer Date Coses Left  %FC  Date Cosage
D. To View Multiple Pages in Inventory: 70912348 20 |DTaP PMC | SAMOFI PASTEUR (08302012 [10  [13 [v  [10Moi2008| 0.50
) , o . CPTEST1234 |20 | DTaP MSD | MERCKAND GO, | 12i01/2010(50 (48 |5 | 12nd000] 050
1. Click the First button to see the beginning of the facility’s TTHEPEN 8 HEPATITIS B- PEL| SKB | GLAXOSMITHKLIN | 02/28/2011 [130 118 |8 03/18/2000| 0.50
inventor 3506847 133 | (PCWI 3 Prieurno: | WAL |WYETH-AYERST (12317201310 |8 P |0B/20/2008| 050
y. 85432195 133 [{PCY1 3 Pneumoc WAL |WYETH-AYERST (1] 1073002012 110 10 W 063062009 0.50
2. Click the Last button to see the end of the facility’s inventory. B085233 21 |WARIGELLA WAL |WYETH-AYERST (1[12M2/2011 |68 |68 |V |10Mm2006] 050
. CPTEST1234 |21 | VARICELLA MSD |MERCKAND CO., | 12/01/2010[40  [40  |v  [12/01/2000| 0.50
3. Click the Prev or Next buttons to scroll through pages as needed. JC ALEXANDER | 21 | WARICELLA MSD | MERCKAND CO., |01/01/2011 30 |30 |P 01/011988| 050
12356 75 | TYPHOID- ORAL |FPMC | SANOFIFASTEUR 123102011 32 [32 [V | 0BM32006| 050
E. To Print an Inventory Report:
1. Click the Inventory Report button.
2. Select the parameters for the report you would like to generate.
3. Click the Print or View button. The report will open a new
window in PDF format using the Adobe Acrobat software.
e Adobe Acrobat Reader software is needed to print a
patient’s forecast report. Please visit www.adobe.com to
download a free version of Acrobat Reader.
4. Once the inventory report downloads form Adobe Acrobat, click Change Pass. | Iwen. Adjust | SR Report | INFGHESTN

the print icon in Adobe to print the report.

5. Close the Adobe report window to go back to the Inventory Report
screen when you are finished.

6. Click the Inventory tab to return to the Current Inventory screen.
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Admin / Vaccine Adjustment

A. To Enter a New Vaccine to the Inventory:
1. Click the New button to enter a new vaccine. (This is the default upon
opening the screen.)
2. Enter the information pertaining to the vaccine in the appropriate
fields. All fields marked in red are required.
e Enter the Lot Number of the vaccine.
o Enter the vaccine Manufacturer by using the drop-down box
to select from the list or enter the code.
e Enter the Vaccine type by using the drop-down box to select
from the list or enter the code.
e Enter the number of Doses in shipment received.
o Enter the Expiration Date of the vaccine. If no day is listed
use the last day of the month.
e Enter the VIS Version Date. For a combination vaccine, enter
all applicable VIS dates.
e Enter the Funding Category:
0 VFC = vaccine supplied by the Utah VFC Program.
0 Private = vaccine purchased by the facility.
0 Special Projects = vaccine supplied by the Utah
Immunization Program for a specific vaccine project.
3. Click the Save button.
4. Repeat steps to enter each vaccine.

B. To Clear the Fields:
1. Click the Reset button to clear the vaccine information and begin
again.

C. To Reconcile and Adjust Vaccine Inventory:
1. Click the Inventory tab to display the Current Inventory.
2. Locate the vaccine needing adjustment and click on the lot number.
e The Inventory Adjustment screen with appear with the vaccine
information.
3. Enter the number of doses needing to be corrected:
e Use Extra Doses when your physical inventory is more than
USIIS indicates.

13
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e Use Under Doses when your physical inventory is less than
USIIS indicates.

e Use Shared Doses when vaccine has been given/transferred
to another provider.

e Use Wasted Doses when a vaccine has been determined to
be non-viable (i.e. drawn but not administered the same day,
spoiled/compromised).

e Use Other Adjustment for any non-specific adjustment
needing to be made.

4. When the Doses Left matches your physical inventory, click the Save
button.

D. To Modify or Delete a Vaccine Currently in Inventory:

Vaccine information which has already been entered and saved in inventory
may only be modified or deleted if zero doses of the selected vaccine have
been administered. If doses have been given from the selected vaccine and
corrections must be made to the vaccine information, contact the USIIS
Helpline at (801) 538-3440 or (800) 678-3440.

Vaccine Inventory Adjustment

Lot Mumhber: Expiration Date: e
Manufacturar: Y5 Wersion Date: Save
Yaccine: 2nd WIS Date:
: : Reset
Doses in Shipment: 3rd WIS Date:
Doses Given: Dosage: mL: Funding Categories: Delete
Date Created: Date Modified:
Extra Doses: Mumber of doses in excess of what was said to existin the shipment.

Under Doses:

Shared Doses:

Wasted Doses:

Other Adjustment:

Doses Left:

Change Pass.

Mumber of doses short of what was said to exist in the shipment.

Mumber of doses shared or given to another provider.

Mumber of doses that has been wasted or otherwise deemed unusable.

It is not known why the computer inventory does not match actual inventory. Enter in
an adjustment factor (+ ar -) to hring the inventory into balance.

The NUMBER OF DOSES LEFT is calculated as follows: (Doses in the shipment +

User Management Inventary

Extra Doges + Other Adjustment) MINUS (Doses Given + Under Doses + Shared

| Batehlist |  Report



Admin / Batch List

A. To Create a List of All Patients within a Specific Age Range:
1. Enter either Pat. Ages in months or Pat. With DOB for the desired
group of patients.
2. Click the Search button to create the list.
3. Patients meeting the selected criteria will appear in the cells on the left
hand side of the screen.

B. To Create a List of a Select Number of Patients within a Specific Age
Range:
1. Enter either Pat. Ages in months or Pat. With DOB for the desired
group of patients.
2. Enter the number of patients desired in # of randomly selected
patients.
3. Click the Search button to create the list.
4. Patients meeting the selected criteria will appear in the cells on the left
hand side of the screen.

C. To Save a List of Patients:
1. Enter a List Name.
2. Click the Save List button.

D. To Delete a List of Patients:
1. Select the patient list from the drop-down box you would like to delete.
2. Click the Delete List button.

E. To Print a List of Patients:
1. Select the patient list from the drop-down box you would like to print.
2. Click the Print List button. The report will open a new window in PDF
format using the Adobe Acrobat software.

e Adobe Acrobat Reader software is needed to print a patient’s
forecast report. Please visit www.adobe.com to download a
free version of Acrobat Reader.

3. Once the report downloads from Adobe Acrobat, click the print icon in
Adobe to print the list.

4. Close the Adobe report window to go back to the Batch List screen
when you are finished.
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F. To Delete Select Patients from a List:
1. Select the patient list from the drop-down box you would like to modify.
2. Place a check mark next to the Patient ID for patients you would like
to delete from the list.
3. Click the Remove Checked button.
4. Click the Save List button.

G. To Inactivate Selected Patients from the facility:

Note: Inactive patients are those who have not been seen by the facility in

the last year or have moved or gone elsewhere for services.

1. Create a patient list and save or select a saved list from the drop-down
box.

2. Place a check mark next to the Patient ID for patients needing to be
inactivated from the facility.

3. Under Perform Action on list for, click the Checked Patients button.

4. Click the End Clinic Affiliation button.

Enter Patient ID for Batch List or enter search criteria

ListMame: | Save List Delete List PrintList | ResetList |
Fatient ID First Mame Middle LastMame DoOB Search Criteria Reset Critetia

 Patients whose last immunization was
i administered atyour facility. [

Pats whose lastimmun. given at
waur facility was before:
Pat. Ages in months from
through
or Pat. with DOB from
through
Fatient Zip Code:
ar Patient County:

# of randomly selected patients:

Search

Perfarm action on list for:
+ All Patients " Checked Patients

[ O O o

CASA Expont Batch Farecast
RR Repart End Clinic Affil.

Check All | Reverse Checked| Uncheck All | Remove Checked|

Change Pass. |UserManagement|  Inventory | Inven. Adjust | Report | DTSRRI



Admin / Batch List - Continued

H. To Generate Multiple Forecast Reports for Patients:

1. Create a patient list and save or select a saved list from the
drop-down box.

2. Place a check mark next to the Patient ID for patients needing
a forecast report.

3. Under Perform Action on list for, click the Checked Patients
button (or you may select All Patients).

4. Click the Batch Forecast button. The report will open a new
window in PDF format using the Adobe Acrobat software.

e Adobe Acrobat Reader software is needed to print a
patient’s forecast report. Please visit www.adobe.com
to download a free version of Acrobat Reader.

5. Once the forecast reports download from Adobe Acrobat, click
the print icon in Adobe to print each forecast.

6. Close the Adobe report window to go back to the Batch List
screen when you are finished.

I. To Generate a Reminder-Recall Report for Patients:
1. Create a patient list and save or select a saved list from the
drop-down box.
2. Click the RR Export button.
3. The reminder-recall parameters screen will appear.
4. Select the desired parameters and click the Print or View button.

Note: Additional criteria may be selected if more specific patient lists are
desired (ex: zip code or county)
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Enter Patient ID for Batch List or enter search criteria

List Mame: |
Patient D First hame Middle LastMame DoB

(O

Check All | Reverse Checkedl

Save List

Delete List

(UISITIT]S)

PrintList |  ResetList |

Uncheck All | Remaove Checkedl

Search Criteria Reset Criteria

Patients whose [ast immunization was
administered atyaur facility, [

Pats. whose lastimmun. given at
yaur facility was befare:
Pat. Ages in months from
through
ar Pat. with DOB fram
through
Patient Zip Code:
ar Patient Caunty:

# of randomly selected patients:

Search

Perform action on list for:
+ Al Patients " Checked Patients

CASA Export Batch Forecast
RR Report End Clinic Affil.

Change Pass. | Userhﬂanagementl

Inventary

| Inven. Adjust |

Report | IEVEEA



Admin / Clinic Reports (UISITIT]S)

A. Clinic Reports Available:
1. The Report screen allows you to view and print four different
facility reports, they are:
e Clinic History Report — a complete listing of vaccines
administered by your facility. Clinic History Report |
e Doses Administered Report — online method for
reporting VFC Quarterly Doses Administered Reports.

Clinic Reports

Doses Administered Report |

e Reminder-Recall Summary Report — a listing of patients Reminder-recall Summary Report |
due/overdue for vaccines.
e Batch Forecast Report — generates a forecast report for CUR T A |

every Patient ID entered.

B. To Generate a Clinic Report:
1. Click the button of the facility report you would like to generate. Mote: Ifthe report page does not appear, pop-up windows may not be allowed on your camputer.
2 Detailed inf ti di h tis | ted th Fop-up windows must be allowed from this site in order for report results to be displayed.
. etalled Information regarding eacn report is locatea on the
following pages.
e Adobe Acrobat Reader software is needed to view and
print report. Please visit www.adobe.com to download a
free version of Acrobat Reader Change Pass. | User Management Inventary Inven. Adjust Batch List
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Admin / Clinic History Report

A. To Generate a Clinic History Report

1. Inthe From field, enter the date you want to begin the report.

2. Inthe To field, enter the date you want to end the report.

3. If viewing information about a specific vaccine, select the lot
number in the with lot number field, otherwise field leave
blank.

4. Indicate how you would like to sort the report by selecting the
appropriate button:

a. Immunization Date

b. Vaccine Type

c. Patient Name

5. Click the Print or View button. The report will open a new
window in PDF format using the Adobe Acrobat software.

e Adobe Acrobat Reader software is needed to print the
report. Please visit www.adobe.com to download a free
version of Acrobat Reader.

6. Once the report downloads from Adobe Acrobat, click the print
icon in Adobe to print the report.

7. Close the Adobe report window to go back to the Clinic History

Report screen when you are finished.
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Set-up Conditions for Clinic History Report

Generate this report far
immunizations which

WEre diven
frarm
to

with lof number

are soted by Immunization Date
O Waccine Type
" Patient Mame

Report format

 PDF (Printer friendhy) Print or view |

Change Pass. | User Management Inventary Inven. Adjust | Batch List Report



Admin / Doses Administered Reporting

The Doses Administered Reporting is a new application developed to provide
an online method for all Utah VFC Program to submit required vaccine doses
administered data to the Utah VFC Program. Detailed instructions for using the
Doses Administered Reporting application can be found under the Help link in
the application.

A. To Review, Edit, and Submit a Quarterly Report:

1.
2.

Select Quarterly Reports from the menu near the top of the screen.
Specify the quarter and calendar year for which to report by selecting
from the drop-down list and clicking on the quarter.
Click the Review Quarter button. The Report screen displays.
Select the Populate from USIIS Online Data button if you want to use
immunization data entered into USIIS to populate the tables.
Select the Edit button to enter or modify data in each table.

e The Edit/Enter screen displays where you may enter or

modify the data.

e Click the Save button.
When data entry is complete and the information is ready for
submission to the Utah VFC Program click the Submit to VFC button.
Click Accept at the prompt, indicating the information is correct and
finalize your submission to the Utah VFC Program.

B. To View and Print a Doses Administered Report:
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1.
2.

Select Quarterly Reports from the menu near the top of the screen.
Specify the quarter and calendar year for which to report by selecting
from the drop-down list and clicking on the quarter.

Click the Review Quarter button. The Report screen displays.
Select the View Printable Report button. The report will open a new
window in PDF format using the Adobe Acrobat software.

e Adobe Acrobat Reader software is needed to print a patient’s
forecast report. Please visit www.adobe.com to download a
free version of Acrobat Reader.

Once the report downloads from Adobe Acrobat, click on the print
icon in Adobe to print the forecast.

Close the Adobe report window to go back to the Reports screen
when you are finished.

BoBas

C. To Review Previously Created Reports:
1. Select All Reports from the menu bar near the top of the screen.

e The All Reports screen displays a listing of all reports created
for the facility.

2. Click the Edit button next to the report you would like to review, edit,
or modify.

4. Click the View button. The report will open a new window in PDF
format using the Adobe Acrobat software.

e Adobe Acrobat Reader software is needed to print a patient’s
forecast report. Please visit www.adobe.com to download a
free version of Acrobat Reader.

5. Once the report downloads from Adobe Acrobat, click on the print
icon in Adobe to print the forecast.

6. Close the Adobe report window to go back to the All Reports screen
when you are finished.

Doses Administered Reporting

Quarterly Reports | All Reports| Custom Reports| Help| Links| Logout

Quarterly Reports

Welcome to Doses Administered Reporting
You are logged in as: NANCY MCCONNELL
Your provider name is: USIIS PROGRAM
Your provider 1D is: 801

Doses Administered Reports are due within 15 days following the end of each quarter regardless of amount of vaccine used.
To begin the reporting process select a quarter from the drop-down menu below.

Quarter 3/2011 (Jul 1 - Sep 30) E4

Go to:| Doses Administered Reporting > Report any problem to Utah State DTS Help Desk
=] = Copyright 1999, Utah Department of Health

Version: 0.00.00_20110130




Admin / Reminder — Recall Summary Report

A. To Generate a Reminder — Recall Summary Report:
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1.

w

Enter the age group by selecting the appropriate button or by
typing in the number of year(s) and month(s) old to select a
custom age group.

Select the appropriate patient status button.

Select PDF (printer friendly) or CSV (spreadsheet format).
Select All Required Types to run a report for all vaccines the
child is due OR Series Selections to run a report for children
who are due/overdue for a certain vaccine type.

Enter the date range to begin and end the report.

e Report will display patients who are due or overdue for
vaccine(s) within the date range specified and must be
future dates.

Click the Print or View button. The report will open in a
separate window in the format selected.

Set-up Conditions for Reminder-Recall Summary

Generate this report for
patients who are
* Dto & months old
O Oto 2 years old
 Oto&Syears old
" Setcustom age

from years months (DOB
through years months (DOB

have a patient status of
v Active
™ Unknown Address
" Inactive
Report format
s POF (Printer friendly)
ey

Change Pass. | User Management

due for type ofvaccines
Al Reguired Types

™ Series Selections
CTP

HIB

Polio
MR

Hep B

e

are due far immunizations

Print ar Wiew

Irventory

Inven. Adjust |

from
]

Batch List
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[ Waricella

7 HepB 2-dose
[7 Hepa

[~ Prneumo

Report | ESHEEENN




Admin / Batch Forecast Report

A. To Generate Multiple Forecast Reports for Patients:
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1.

w

Click in the first line and type the appropriate Patient ID. (This

field is case sensitive.)

Tab or enter to go to the next line.

Enter the next Patient ID. Enter as many as needed.

Click the Print or View button. The report(s) will open a new

window, in PDF format using the Adobe Acrobat software.

e Adobe Acrobat Reader software is needed to print a
patient’s forecast report. Please visit www.adobe.com to
download a free version of Acrobat Reader.

Once the desired report(s) download from Adobe Acrobat, click

the print icon in Adobe to print the report(s).

Close the Adobe report window to go back to the Batch

Forecast Report screen when you are finished.

Enter Patient ID for Batch forecast

Patient ID

Report format
& PDF (Printer friendh)

| User Managemem|

Print or Wiew

Inventary

Inven. Adjust |

Batch List
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