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 How to Access the 
System 
 Website 
 Logging-in 

 Overview 
 Home Screen Features 
 System Navigation 
 Major Modules 
 Tips and Tricks 
 Icons 

 

 Patients 
 Immunizations 
 Education 
 Settings 
 Inventory Overview 
 Resources 
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 Update: Records/saves any changes. 

 Cancel: Closes the screen without saving any changes. 

 Create: Records/saves information added to the screen. 

 Add Vaccines: Term that refers to adding vaccine(s) to 
the registry. Does not record the vaccine as having been 
given/administered. You must add and administer 
vaccines to record them as having been administered to 
the patient. 

 Administer Vaccines: Term that refers to the 
administration of a vaccine. By administering a vaccine in 
the registry, the user is providing additional information 
(e.g. inventory) and verifying the vaccine was 
given/administered to the patient. 
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Enter your CIIS User Name and Password and click the “Log In” 
button. 
Note: The user name is not case sensitive, though the system will 
auto-convert it to all caps. The password is case sensitive. Password 
criteria will be discussed later in the training. 

Enter the CIIS URL/website address in an Internet Explorer browser.  
Recommended: Favorite the website and/or create a shortcut to your 
desktop. 
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The menu is always available and 
allows you to access all major 
modules and submodules within 
the system. 

News/Announcements 
used to post important 
information. 

Provider and Clinic 
Defaults 

Current user 
and Log-Out 
option 
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 Modules & Screens 
 Use the Menu to navigate between modules 

and between screens within a module. 
 Menu items with a “+” sign next to them have 

submenus underneath them. 
○ Click on the “+” sign or the menu item to expand 

the menu item. 
○ Click on the “-” sign to collapse the menu item. 

 Browser Back/Forward Buttons 
 NEVER use these!! 
 This can cause unexpected behavior. 
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 Patients 
 Central Repository shared by all users of the 

system. 
 Tracks demographic information, events, notes, 

precautions/contraindications, etc…  
 Immunizations 

 Manages all immunizations 
○ Historical or Administered via System 
○ Recommender that identifies needed vaccines based 

on age, vaccine history, and current immunization 
schedules. 

 Education 
 Manages student enrollment within a school district 

and school. 
 Tracks FERPA consent.  
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 Inventory (Type 3) 
 Tracks vaccine manufacturer, lot number, expiration date, and 

funding source. 
 Ability to transfer inventory between inventory locations 
 Monthly inventory reconciliation process 

 Reports 
 Extensive reporting on a variety of information contained in 

the system 
 Settings 

 Allows each user to set customized defaults for some screens 
and fields. 

 Type 2 Inventory users can use two different default screens 
to document more detailed information on vaccine 
administration information (e.g. lot number, manufacturer, 
etc…). 
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 Tab Key 
 Allows you to navigate from one field to another (an alternative 

to traditional “mousing”).  
 Shift Key + Tab Key allows you to navigate back to the 

previous field. 
 Copy and Paste  

 Traditional Microsoft shortcuts are functional in all text entry 
fields. 
○ Copy: ctrl-c 
○ Paste: ctrl-v 
○ Cut: ctrl-x  

 Required Fields denoted with a bold label. 
 Note: Section headings will also have a bold label, however, 

only bold fields within the section are required. 
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 Date fields 
 Format: mm/dd/yyyy 
 If you type the numbers in this format the system will 

automatically add the slashes. 
○ Example: typing  05142007 will display 05/14/2007 

 Calendar Icon 
○ Allows the user to select a date from a calendar popup. 

 Double-clicking in a date field will populate the current 
system date (i.e., today’s date). 

 Default Button/Action 
 Highlighted with Bold label on the button 
 Can be activated by pressing the “Enter” key 
 Note: This behavior only works when the cursor is in a 

“text-box.” 
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 Lists then Details 
 A common pattern for many screens 

accessible from the menu is to display a 
list of records. From here you can: 
○ Select the individual line item to see more 

details or delete the entry (depending on 
permissions). 
 This is done by double-clicking the line item or 

selecting the associated View or Edit button. 

○ Add a new entry with the button in the 
upper right-hand corner. 
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 Online Help: Screen-specific online help can be accessed 
by clicking on this icon. 

 

 Audit Information: Hovering over this symbol will reveal 
the user who created the associated record, the user who 
last updated the record, and the date and time these 
activities occurred. 

 

 Notes: Indicates that this patient has additional notes 
associated with their records. This should be a visual 
indicator for the user to review these before proceeding. 

 

 IZ Print Notes: Indicates that the user has notes that will 
be printed on the shot record. Again, this is a visual 
indicator for the user to review before proceeding. 
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 Precaution/Contraindication: The patient may have a 
precaution or contraindication to specific immunizations and 
this should be examined prior to recommending or 
administering immunizations. 

 

 Deceased: This patient is deceased. User will be able to view 
the deceased patient’s record, but will not be able to make any 
edits.  

 

 Deleted: This patient has been “deleted” from the system. This 
patient will no longer show up in searches or reports. Only 
users with special privileges have the ability to delete and 
undelete patients. 

 

 Historical Vaccination: The vaccination came from an 
historical record. 
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 Calendar: Most date fields in the application are accompanied by a 
calendar function that will allow the user to click on it and select a 
date or double-click in the field and set it to today’s date. 

 

 Immunization Reconciled: This icon is a visual indicator that the 
inventory transaction associated with the immunization has been 
reconciled as part of the Inventory Reconciliation process. 

 

 Dose Not Administered: The syringe icon associated with a patient 
immunization record means that the vaccine has been added to the 
record in preparation for administration. When the dose has been 
administered (meaning the shot has been officially recorded in CIIS 
as having been administered to the patient), this icon will disappear. 

 Note: Doses added but not administered in CIIS will be deleted by 
the system after 35 days. 
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 Invalid Dose (Exclamation Point):  This icon 
represents an immunization that has been marked as 
invalid by the system.  This is usually because the 
immunization has been given at an invalid age or 
interval. 

 

     Invalid Dose: This icon represents an immunization 
that had been manually marked as invalid by the user. 

 

 Current User:  Clicking on this icon will set the 
associated menu to the current user (if the current user 
is in the dropdown as an option). 

 

 Lookup:  Clicking on this icon will bring up a search 
popup to find the desired entry (e.g., patient, provider, 
etc.). 
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 Print: Click this icon to generate a report of the related 
record. The resulting report can then be printed. 

 

 Warning: This icon is a visual indication that something 
did not or could not occur. For instance if no results are 
returned based on input criteria, this symbol along with 
an explanation would be returned instead. 

 

 Opt-Out: This icon denotes the patient has chosen not to 
have their immunization information stored in CIIS, 
opting-out of the registry. 

 

     Adverse Reaction: The patient has a documented 
adverse reaction associated with that vaccination. 
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 Search 
 Demographics  
 Local ID’s 
 Programs 
 Notes 
 Precautions/Contraindications 
 Events 
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 Searching for Patients 
 May take some time to adjust to doing effective searches 
 The goal is to: 

○ Provide enough criteria so that the number of rows 
returned is manageable. 

○ Don’t put in so much that an opportunity to find an existing 
patient record is missed. 

 For example: 
○ Entering a very limited search criteria could return 100’s or 

1000’s of records. 
○ Entering a very narrow search criteria, e.g. full first and 

last name plus a DOB could omit the record you’re looking 
for if there is a typo or a last name change. 

 A compromise might be to search by a specific ID (Unique 
CIIS ID, Local ID), by the first few letters of the first name 
and DOB, or by the first few letters of the first and last 
name (with the DOB as necessary to limit results). 
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Help Icon 

Step 1: Click the “Search” option located 
in the Patients submenu to bring up the 
Patient Search screen. 
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Step 2: Enter your 
search criteria and click 
the “Search” button. 

Note: The “Previous Criteria” button allows 
you to pull up the last patient you searched 
for without re-entering the criteria. 
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Step 1: Click the 
radio button to select 
your patient. 

Step 2: Click the gray button that corresponds to the screen you wish to view. 
 

Note: You must initially click one of the gray buttons to “activate” your patient in the system. After 
this, you may then use the links in the menu to navigate between screens for your selected patient.  

      – Audit Information 
      – Precautions/Contraindications exist 
      – Notes exist for patient 
      – Opt-Out patient 
 
      

Printable immunization records and 
certificates at top and bottom of screen 
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You will be able to see that they have 
opted-out, but will not be able to work 
with the patient’s record. 

If the patient you are searching for comes up in the 
search results as an Opt-Out, this indicates they 
chose not to have their immunization information 
entered into CIIS.  

Opt-Out Icon 
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To add a new patient 
to the registry, click 
the “New Patient” 
button located on the 
Patient Search 
Results screen. 
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Enter the patient’s information and 
click the “Create” button. 
 

Note: The system will perform a 
search to ensure the patient is not 
already in the registry. 

Note: The search criteria are pre-
populated on this screen. 
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A secondary search may return potential matches. At this point, you 
can use the existing record or proceed with creating the new record. 
Once you click the “Proceed with Create” button, you will be taken 
to the Demographics screen to enter additional patient information 
and save the record. 
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Fields in bold 
are required, 
including VFC 
Eligibility 
status. 

Inactive or 
MOGE reason 

Alias information is used during patient searches 
(in addition to the First and Last Name fields). 

The “Set Defaults” button 
uses preset user or clinic 
level defaults to set the 
value for Language, City, 
County, State, Country, 
and Zip Code. 

The gray buttons lead to 
popups for viewing/editing 
additional information for 
the patient. 
 

Shortcuts to the various 
sections of the screen 
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Two types of addresses: 
mailing and physical 
 

Click the 
magnifying 
glass icon to  
use the 
city/county/zip 
code look-up 
feature. 

Check this box to 
exclude patient from a 
Reminder/Recall. Check if address is 

temporary or unavailable. 
 

Option to enter 
Race/Ethnicity 
information 
 27 



Medical Home 
Information: Patient’s 
Medical Home Provider 

Birth Information: Includes Birth Record 
information and section for Mother’s information. 
Note: Some fields will be read-only if populated by 
State Vital Statistics. 

Employment Information: Intended for adult 
patients, specifically health care workers 

Click “Update” to save 
your changes or “Cancel” 
to exit the screen without 
saving your changes. 
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Local Identifier is a provider-created patient 
id (e.g., chart or medical record number). 
The Local ID will only be seen by users with 
access to that provider/clinic. 

To add a Local ID, click 
the “Add Local 
Identifier” button. 

To view/edit the 
patient’s local 
identifier, click the 
“View” button. 

The Local Identifier 
screen can be accessed 
by clicking the Local IDs 
link located in the 
Patients submenu. 
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Step 3: Click the “Create” 
button to save your 
information. 

Step 1: Select the appropriate provider/clinic if you have access to more than 
one provider/clinic. 
 

Step 2: Enter the patient’s Local Identifier. 
 

Note: The Local ID will only be viewed/accessible by your provider/clinic. 
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The Programs screen can 
be accessed by clicking 
the Program link located 
in the Patients submenu. 

CIIS can be used to track different patient programs 
depending on permissions.  The patient will 
automatically be enrolled in the immunizations 
program once they have received a vaccination. 

To view/edit/close 
an existing 
program, click the 
“View” button. 

To add a program, click the 
“Add Program” button. 
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Step 1: Enter the required information 
(e.g., Program and Open Date). 
 

Step 2: Click the “Create”  button to 
record/save the note.  
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You can close a patient out of the Immunizations 
Program (MOGE or unregister them from your practice). 
 

Step 1: Enter the Close Date and Close Reason.  
 

Step 2: Click the “Update” button to save the record. 

You can also close or un-register a patient from your 
practice through the Patient Demographics screen. 
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 Used to track a variety of information about 
the patient. Some notes (e.g., Vaccine 
Refusals) can be generated automatically by 
the system. 

 Most users will not be able to delete notes out 
of the system (permission-based). 

 Some note types have special meaning: 
• IZ Record (Print) will come out on the Immunization 

Record. 
• Provider Specific notes can only be seen by other 

users associated to the indicated provider. 
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To add a note, click the 
“Add Note” button. 

To view/edit an 
existing note, click the 
“View” button. The Patient Notes screen 

can be accessed by 
clicking on the Notes link 
in the Patients submenu. 
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Step 1: Enter the required information. 
 

Step 2: Click the “Create”  button to 
record/save the note.  
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 The Recommender can be configured to optionally ignore 
some recommended immunizations based on the patient 
having an associated contraindication. 

 Precautions will be denoted by an icon in the patient’s record, 
however, they will not affect the Recommender. 

 The Recommender only considers the contraindication from 
the Effective Date to the Expiration Date. Note: If there is no 
expiration date, leave the “Expiration Date” field blank. 

 Associated Vaccines: The list of vaccines potentially 
impacted by this contraindication.  

 Note: The Recommender can only be configured by CDPHE 
staff and some effective/expiration dates will be required 
based on those configurations. 
 
 37 



To view/edit an existing 
precaution/contraindication, 
click the “View” button. 

To add a precaution or contraindication, click the 
“Add Precautions/Contraindications” button. 

To access the Precautions/Contraindications 
screen, click the Precautions/Contraindications 
link located in the Patients submenu. 
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Step 1: Enter required information. 
 

Step 2: Click the “Create”  button 
to record/save the precaution or 
contraindication.  

39 



To view/edit an event, 
click the “View” button.  

To add an event, click the “Add 
Event”  button.  

A Patient Event can be added by the system (e.g. 
when reminder dates are generated) or manually 
(e.g. for non-vaccine events). This function will 
mainly be used when generating reminder/recall. 

To access the Events screen, 
click the Events link located 
in the Patients submenu.  
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Step 1: Enter patient event 
information. 
 

Step 2: Click the “Create”  button 
to record/save the event.  
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 Add a New Patient with the following information: 
 A Child at least 2 months old. 
 Provide demographic information. 
 Add a precaution/contraindication, such as pregnancy 

(effective and expiration date), latex allergy, egg allergy, etc... 
 Add a note for the patient. 
 Note the name and date of birth as it will be used in 

subsequent exercises. 
 Search 

 Utilize the Patient Search screen to search for your patient 
using different criteria to get a feel for how you might best use 
the search function to locate patients in the future. 

42 



 Immunizations Home Screen 
 Add Immunization History: options 1 and 2 
 Add Vaccines: term that refers to adding vaccines to 

the registry. This can also be referred to in the registry 
as “Create Vaccine.” 

 Administer Vaccines: Term that refers to the 
administration of a vaccine. By administering a vaccine 
in the registry, the user is verifying the vaccine was 
given/administered and adds additional information. 

 Recommendations: based on the ACIP 
Schedules/recommendations 

 Printing Immunization Record/Certificate 
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Print immunization 
records/certificates. From the Immunizations Home 

screen, you can Add and Administer 
new vaccinations, and add historical 
vaccinations. 

Vaccine Refusals 
Message: Denotes patient 
has refused/deferred one 
or more vaccines. Click 
link to view vaccine 
refusal/deferral notes. 

Populates recommended 
immunizations for today. 

Checking this box auto-populates today’s 
recommended vaccines on the Add Vaccines screen. 

To access the 
Immunizations 
Module, click the 
Immunizations link 
located in the 
menu. 

Notes and 
Precautions/
Contraindica
tions 
indicated. 
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Dose 
Number in 
Series 

Indicates a dose 
marked invalid by 
the Recommender. 

Clinic that added 
the vaccine  

Indicates a dose 
manually marked as 
invalid via Immunizations 
Details screen. 

Dose was added, but 
NOT Administered. 

Historical 
Vaccination 

Indicates an 
Adverse 
Reaction 
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To view/edit immunization 
details, click the “Update” 
button that corresponds to 
the appropriate vaccine. 

Users with permissions can delete 
vaccines added but not administered. 
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Generate 
VAERS form. 

Edit information and click the “Update 
and Return” button to return to the 
Immunizations Home screen. 

Mark immunization 
as invalid. 

Adverse Reactions 
must be entered to 
generate VAERS form. 
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To add historical vaccinations, click 
the “Add History” button located on 
the Immunizations Home screen. 
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Step 1: Enter past 
vaccination clinic 
or “Patient 
Record” if clinic is 
not listed. 

Step 3: Click the 
“Add” button to 
add/save the 
vaccine(s) to the 
patient’s record.  

Step 2: 
Enter date 
vaccine(s) 
were given.  

You can 
choose to 
show Child 
Vaccines or 
All Vaccines.  

History of 
Varicella 

Take 
ownership 
of patient 
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Step 1: Enter past vaccination clinic or 
“Patient Record - PR” if clinic is not listed. 

Step 4: Click the 
“Add” button to 
add/save the 
vaccine(s) to the 
patient’s record.  

Step 3: Check the box that 
corresponds to vaccine and 
date vaccine was given. 

Step 2: 
Enter date 
vaccine 
was given.  

You can 
choose to 
show Child 
Vaccines or 
All 
Vaccines.  
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To add new/current vaccines, 
click the “Add Vaccines” button 
located on the Immunizations 
Home screen. 
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Step 1: Enter the date the vaccination was 
administered  in the “Vacc Date” field. 

Step 5: Click the “Create and 
Administer” button to save your 
information and proceed to the 
Administer Vaccines screen.  

Step 2: Select the 
vaccine in the 
“Vaccine” 
dropdown menu. 
The system auto-
populates 
recommended 
vaccines. 

Step 3: If the vaccine(s) were refused or deferred by the 
patient, select the refusal reason in the “If Vaccine Refused, 
Reason” dropdown menu. This will generate a Patient Note 
specifying the vaccine was refused and the refusal reason. 

VFC 
Eligibility 
status 

Patient 
Precautions/ 
Contraindications 

Step 4: Enter the user 
who prescribed (ordered) 
the immunization. 

Clear Vaccines 
clears out the auto-
populated vaccines. 

Display All Vaccines will show 
all available vaccines in the 
“Vaccine” dropdown menu. 



Step 1: Select the name of the person 
who administered the vaccine from the 
“Administered By” dropdown menu.  

Step 2: Select the lot 
number from the “Mfg 
Lot” dropdown menu. 

Step 3: Select the 
body site, e.g. left arm 
or right arm, from the 
“Site” dropdown 
menu. 

Step 4: Once all required information has been 
entered, click the “Update” button to record the 
vaccines in the registry and return to the 
Immunizations Home screen. 

VFC 
Eligibility 
Status 

Links 

You can enter a 
Vaccine 
Refusal/Deferral on 
this screen. 
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You will now see your saved 
administered vaccine on the 
Immunizations Home screen. 
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To record vaccinations that you have previously added to 
the registry but not administered (recorded as given), 
click the “Administer Vaccines” button and follow the 
same steps to Administer Vaccines. 
 

Important! Always Delete or Administer any Added 
Vaccines in a timely manner. 
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 Administer Immunization  
 Find your patient from Exercise 1. 
 Add historical immunization for birth dose 

of Hep B and any other appropriate 
immunization history. 

 Review results of Recommender. 
 Add Vaccine(s) 

○ Refuse at least one immunization. 
 Administer Vaccine(s) 

 View Immunization Records/Certificates 
 Patient Administrative Record 
 School Immunization Certificate 
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 Create a New Patient. 
 Age: less than 4 years old 

 Add historical vaccines, view Recommender, repeat. 
 Observe impact on Recommender results. 
 Observe renumbering of doses in each series. 

 Administer at least one vaccine with a date of 3 days 
ago. 
 Use Immunizations Details screen to log adverse 

reaction. 
 Administer Tb skin test with a date of 3 days ago. 

 Use Immunizations Details screen to log results as of 
today. 
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To view the patient’s student 
enrollment information, click 
the “View” button. 

To access the Education 
screen, click the Education 
link located in the menu. 

Allows users with permission (LPHA users) to view 
patient’s school enrollment. Users will not be able to 
make any edits in this screen (view only). 
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FERPA Consent: School users 
can document FERPA consent 
in CIIS. 
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 There are a variety of reports/records/forms to choose from within 
this module. 

 Reporting Groups Include: 
 Immunization Records/Certificates 
 Immunization Forms such as ACIP Recommendations and VIS 

forms 
 Patient Management Reports 
 Reminder/Recall – must have permission to access this 

functionality. 
○ Note: Reminder/Recall will be covered in a separate training. 

 Coverage Statistics 
 VFC Reports 
 Data Quality – User 
 Inventory Management – Vaccine (must utilize Type 3 Inventory 

to access these reports) 
 CoCASA 
 LPHA Reporting Group 
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 Report help and definitions will be provided on 
the Reports/Forms Home screen and via a 
Reports Manual. 

 General users no longer need special access to 
view most reports. Some reporting groups will 
require special permission, (e.g., LPHA reporting 
group will only be available to LPHA users). 

 Report Output: Most reports can be generated to 
a PDF document, while some can be generated 
to HTML or as an Extract file. If generating to 
Extract file, use a comma as your delimiter to 
open/save the report in Excel format. 
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To access a specific report or 
form, click the appropriate link 
to open the report or to enter 
your search criteria. 

Variety of reporting groups 
including Patient Records, 
Forms, Coverage Statistics, 
and VFC reports. 

To access the 
Reports/Forms 
Module, click the 
“Reports/Forms” 
link located in the 
menu. 
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Enter your search criteria and 
click the “Run Report” button. 

Patient Roster Report: Generates a list 
(roster) of your patients within a 
specified vaccination date range and/or a 
specified patient age range. 
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Sample output of Patient 
Roster Report in PDF format. 
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 Change Password 
 Password Questions 
 User Defaults 
 User Vaccine Defaults 
 Clinic Vaccine Defaults 

 Note: You must have special permissions 
to have access to Clinic Vaccine Defaults. 

65 



 Passwords must meet the following criteria: 
 Must be a minimum of 8 characters long  
 Must include at least one number (0-9)  
 Must include at least one special character (Ex: 

#, %, *, !, $, etc.)  
 Must be changed a minimum of 2 times before 

re-use 
 

Note: Passwords are case sensitive. 
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Step 1: Enter your existing password. 
 

Step 2: Enter a new password in the New 
Password field and confirm it in the Confirm 
New Password field. 
 

Step 3: Click the “Update” button to save your 
new password. 

To access the Change 
Password screen, click the 
Change Password link located 
in the Settings submenu. 

67 



 

 
 

Step 1: If you have forgotten 
your password, click the 
“Forgot your password?” link 
located on the Login screen. 

Note: You must have answered your password security 
questions in order to utilize the Forgot your password 
functionality. See Settings Module, Password Questions. 
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Step 2: Enter your 
Username and click 
the “Next” button. 

Step 3: Answer two of your password 
questions and click the “Next” button. 
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Step 4: Enter a new password in both the “New 
Password” field and again in the “Confirm New 
Password” field and click the “Next” button to save 
the new password and return to the Login screen. 
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Answer at least 5 questions 
and click the “Update” button 
to save your answers. 

Click the “Password 
Questions” link located 
under the Settings submenu. 
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Immunization History 
Screen Preferences: Alter 
the appearance/form of 
the Add History screen. 

Demographic Defaults: Set 
user-level defaults for select 
Demographic fields. Overrides 
any clinic defaults. 

Once you have made your 
changes, click the “Update” 
button to save your edits. 

Administered By and Prescribed By Defaults: 
Set defaults for the user who administered 
Immunizations and the person who 
prescribed/ordered the immunizations. 

User Defaults allow the 
individual user to set certain 
application preferences. 

To access User Defaults, 
click the “User Defaults” 
link located in the 
Settings submenu. Immunization Screen Preference: 

It is recommended you keep this 
checked. 
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Click “User Vaccine Defaults” or “Clinic Vaccine Defaults” 
located under the Settings submenu. 

Note: User can enter inventory through either screen 
depending on permissions. 
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Defines the user-level defaults for the inventory information on 
the Administer Immunizations screen (by vaccine type). 
Inventory entered into this screen will only show for that 
individual user. 

Step 1: Use the various 
dropdowns and fields to build 
a list of your vaccine inventory 
at the user level. 

Step 2: Click the “Update” 
button to save your information. 
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Step 2: Click the “Update” 
button to save your 
information. 

Define the clinic-level defaults for the inventory information on the 
Administer Immunizations screen (by vaccine type). Only select users with 
the necessary security permissions will see this option. Inventory entered 
into this screen will be seen by all users associated with that clinic. 

Step 1: Use the various dropdowns and fields to build a list 
of your vaccine inventory at the clinic level. 

You can filter 
your inventory 
by Status, 
Vaccine, and 
Funding 
Source. 



 Type 2: Tracks Inventory Information but 
does not track Doses On-Hand. 
 Tracks Manufacturer, NDC Number, Brand, 

Lot Number, Funding Source, Expiration 
Date, Dosage, and Route. 
○ Can optionally specify Route defaults. 

 Adding immunizations is a two-step process 
○ Step 1: Add immunizations: Provide the clinic 

and date and select immunization(s). 
○ Step 2: Administer immunizations: Associate an 

inventory item with each immunization. 
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 Inventory is managed under the Settings Module. 
○ Clinic Level Defaults 
 Select users manage the list of available inventory options. 

Enter inventory that will be viewed/used by all clinic staff into 
this screen. 

○ User Level Defaults 
 Users manage their personal list of available inventory options. 
 Note: User Defaults will be used when both Clinic and User 

Defaults exist. Inventory entered into this screen will only show 
for that individual user, not for the entire clinic. 

 Cons: 
○ System cannot be used to track inventory at the dose 

level. 
○ No inventory reports are available. 
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 The new registry offers three levels of inventory 
control (set on a provider-by-provider basis). 
 Type 1 Inventory (no inventory control): Only School 

Users will have this option. 
 Type 2 Inventory Control: Captures Manufacturer and Lot 

information but through the Settings Module, not the 
Inventory Module. 
○ Type 2 Inventory is similar to inventory functionality in 

current CIIS. 
 Type 3 Inventory:  Full Inventory Control 

○ The Inventory Module is for Type 3 Inventory only. 
○ Type 3 Inventory is a separate training intended for 

providers who choose to use that module. 
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 The Inventory Module allows the user to manage and 
track inventory real-time as doses are administered and 
recorded in the system.  

 The Inventory Module course will cover: 
 Inventory Locations 
 Inventory On-Hand 

○ Adding Inventory 
○ Editing Inventory 
○ Inventory Adjustment 
○ Inventory Transfer 
○ Inventory Inquiry 

 Inventory Reconciliation 
 Inventory Reports 

 The Inventory Module will be a separate training. 
Contact your CIIS Coordinator or User Support to learn 
more. 
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 URL/Website address for the CIIS new registry training 
website: 
 http://ciistest.state.co.us/webiznet_co/Login.aspx 

 Important! The above website is a simulated, training 
environment. Do not enter real data as it will not transfer to 
the live application. 

 Generic User Name and Password for the training website: 
 User Name: ciisuser 
 Password: ciisuser1! 
 Remember: The user name is not case sensitive though the 

system will auto-convert it to all caps. The password is case 
sensitive. 

 Have fun learning and playing in the new system! 
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 CIIS User Support: 
 1-888-611-9918, option 1 

 CIIS General Email: 
 cdphe.ciis@state.co.us  

 CIIS Website: www.ColoradoIIS.com 
 CIIS Training and Outreach Coordinator 

 Phyllis Bourassa 
 phyllis.bourassa@state.co.us 
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