
 

Colorado Immunization Information System 
https://ciis.state.co.us/ciis 

How to Add and Administer a Vaccination in CIIS 
This reference guide demonstrates how to add and administer a vaccination in CIIS for both Vaccines for 

Children (VFC) providers and general healthcare providers.  
 

The first screen shot shown below is ONLY for VFC Providers. If you are NOT a VFC provider, please skip 
this screen shot and go to page 2 of this cheat sheet.  
 
Upon screening your patient for VFC eligibility and BEFORE adding any immunizations to their record in CIIS, 
verify that the patient’s VFC eligibility status has been entered and saved on the Patient Demographics 
screen. 
 
AFTER verifying that the patient’s VFC eligibility status is successfully updated on the Patient Demographics 
screen, proceed to the Immunizations module to add and administer immunizations to the patient within 
CIIS.  

 
 
Follow the steps below to enter a patient’s immunization(s) in CIIS: 
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Step 1: From the Immunizations Home screen, click on the Add Vaccines button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2: Verify your clinic is displayed correctly in the Clinic drop-down menu.  
 

Step 3: Enter the Vaccination Date. Note: The system will automatically populate the Age field based on the 
date you enter.  
 

Step 4: Next, select the clinic staff member who prescribed the vaccine(s) for the patient in the Prescribed 
By drop-down menu.  
 

Step 5: From the Vaccine drop-down menu, select the vaccine(s) you want to administer to the patient.  
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Step 6: Click on the Select VIS button, and select the Vaccine Information Statement (VIS) that you gave to 
the patient from the list. PLEASE NOTE: You must select a VIS for EVERY vaccine being added to the 
patient’s record. If you do not see the version of the VIS you gave to the patient, please immediately call 
the CIIS Help Desk at (303) 692-2437, option 2.  Next, click the Save Changes button.  
 

  

Note: Once you have selected a 
VIS, the icon next to the Select 
VIS button will change to a check-
mark.  
 
Why is this step necessary? In 
the past, CIIS automatically 
defaulted to documenting the 
current VIS edition date even 
though an older version might 
have been given to the patient.  
 
The National Childhood Vaccine 
Injury Act requires that 
healthcare providers make a 
notation in each patient's 
permanent medical record of the 
edition date of the VIS actually 
provided to the patient. CIIS is 
now in compliance with this rule.  
 
 

 
Step 7: Click the Create and Administer button, and you will be taken to the Administer Immunizations 
screen. 
 

Step 8: Select the clinic staff member who administered the vaccine(s) from the Administered By drop-
down menu.  
 

Step 9: Select the specific vaccine administered from the Mfg|Lot|Exp Date (MM/DD/YY|Funding Src|Inv 
Loc|NDC|Brand drop-down menu. (Be sure the vaccine you select matches the vaccine administered to the 
patient (e.g., Manufacturer, Lot #, Expiration Date, NDC, and Brand.) 
 

Note: The system will automatically populate the Route and Dosage fields, but you can change these fields 
when appropriate. 
 

Step 10: Select the Body Site where the vaccine was administered. 
 

Step 11: Click Update to save this vaccination to the patient’s record.  
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Notice this immunization has now been added to the patient’s record.  
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