
How to Correct an Immunization that was Mistakenly Entered as an Historical Record 
 

• Providers should only use the Add History feature in CIIS to add a vaccination history from an official 
immunization record.  

• If you administer an immunization during a patient’s visit, you should ALWAYS use the Add Vaccines button from 
the Immunizations Home screen and then click on the Create and Administer button to complete the process.   

• If a vaccination has been mistakenly entered as historical by you or another CIIS user from your clinic, you can 
Delete this vaccination from the patient’s record and enter it correctly by following the instructions in this 
tutorial.    

 
Step 1: Upon logging into CIIS, search for the patient whose immunization record you need to correct and click on 
Immunizations. 
 

 
 

Step 2: Locate the historical vaccination that needs to be deleted and click Update. You will be navigated to the 
Immunizations Home screen where you can delete this vaccination.  
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Step 3: Click on Delete at the bottom of the Immunizations Edit screen.  This will remove the historical immunization 
from the patient’s record.  You are now ready to correctly add and administer this vaccine in CIIS.  For instructions on 
how to add and administer an immunization in CIIS, please refer to the screen shots on the next pages. 
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How to Add and Administer a Vaccination 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 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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