
How to Add and Administer a Vaccination to a Patient’s Record in CIIS 
 

This first screen shot is ONLY for Vaccines for Children (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. 
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Follow the steps below to enter a patient’s immunization in CIIS: 
 
Step 1: From the Immunizations Home screen, click on Add Vaccines 
 

 
 
Step 2: Verify your Clinic. Enter the Vaccination Date. Note: The system will automatically 
populate Age. Next, use the drop-down arrow to enter the Prescribed By. 
Step 3: From the drop-down arrow, select the Vaccine(s) you want to administer. 
Step 4: Click Create and Administer and you will be taken to the Immunizations Administer 
screen. 
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Step 5: Select Administered By from the drop-down arrow.  
Step 6: Select the vaccine from the drop-down arrow. (Be sure the vaccine you select matches 
the vaccine you are administering (e.g. Manufacturer, Lot #, Expiration Date, NDC, and Brand.) 
Note: The system will automatically populate the Route; however, you can change this field. 
Step 7: Select the Body Site. 
Step 8: Click Update to save this vaccination to the patient’s record.  
 

 
 
Notice this vaccination has now been saved to the patient’s record.  
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