CIIS IZ Quick Add Module Tutorial

The 1Z Quick Add module may be helpful to providers holding large flu clinics or mass
immunization events in response to a certain disease outbreak. It is designed to make
data entry for mass events quick and easy. The 1Z Quick Add module allows for loading
of mass doses administered. On this screen, you can view and add mass event data
(generally from vaccination consent forms), view details of the mass event (inventory
used, location of event, etc.), and view the list of patients tied to a mass event along with
their vaccination details (route, site, etc.). If you are interested in gaining access to the
IZ Quick Add module, you will need to contact the CIIS Help Desk at
CDPHE.CIlIS@state.co.us or 303 692-2437.

Adding a Mass Event

Step 1: The IZ Quick Add module can be accessed from the left side of the CIIS screen
in the navigation menu bar.

The 1Z Quick Add module consists of the Search, Demographics and Mass Events sub-
modules.
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Step 2: Click on the “Mass Events” link on the left side of the screen and then click on
the “Add New Mass Event” button to create a mass event, such as a flu clinic.

Please Note: The following buttons appear on a number of screens in CIIS. When
selected, they perform the following actions.
o Previous Criteria - Restores the criteria you entered during your most recent
search.
e Clear — Clears any fields that have search criteria in them.
e Search - Invokes a search based on the criteria entered.
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Step 3: From the “Mass Event Details” screen, you can begin adding the details of your
mass event. All bolded fields are required. Only Type 3 Inventory Users will see the
“Doses Available” field. All grayed-out fields will be auto-populated by the system.

Step 4: Click the “Update” button to save your information or click “Cancel” to exit the
screen and not save changes.

Remember: You must first enter inventory into CIIS before creating a “Mass
Event.” Users will enter the Inventory for a mass event the way they normally do (e.qg.,
Type 2 Inventory Users enter vaccine inventory on the Clinic Vaccine Defaults screen
located within the Settings module. Type 3 Inventory Users enter vaccine inventory
within the Inventory module.)
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Once you have created the mass event, you can begin adding patients to the event from
the Mass Event Details Screen.

Step 5: Click on the “Patient List” button to add patients. Please Note: Once patients

are added to a mass event, you can also click on this button to view or edit the list of
patients associated with the event.
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Step 6: Click on the “Add Patient to Mass Event” button to be taken to the patient

Search screen. Here you will be able to search for the patient you want to add to the
mass event or add a new patient to the registry.
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Step 7: Enter the patient search criteria and click the “Search” button.

Search Tip: Start with the first two letters of the first and last name. You can narrow
your search by adding a date of birth.
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Step 8: Select the patient you want to add and click the "Add to Mass Event" button.
You can also view/edit a selected patient’s demographics by clicking on the
"Demographics” button.

If you don't find the patient you are looking for after performing a thorough search, you
can add them by clicking the "New Patient" button. (See further instructions for adding a
new patient on page 8 of this tutorial.)
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Step 9: Click the “Create” button to save the patient’s immunization details.

CIIS will auto-populate all of the grayed-out fields; however, you can override the
“Default Dosage, Body Route, Body site and/or Administered By” fields. (See the next
screen for an example.)
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You will notice when viewing the list of all patients added to the mass event, a red

exclamation signifies that the patient has override(s). Hovering your mouse over the

exclamation will tell you the specific fields that were overridden.
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Adding a “New Patient” to a Mass Event

If you have a patient who does not have an immunization record in CIIS, you will first
need to create a record for them in the registry before adding them to the mass event.
The 1Z Quick Add Module allows you to add a new patient by entering a minimal amount
of data. See the following screen shots for instructions.

Step 1: Click on the “New Patient” button to add a new patient to a mass event.
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Step 2: Complete all of the fields in bold text. Next, click the “Create” button and you will
be taken to the 1Z Quick Add Demographics screen which allows for minimal data entry
of demographic information.
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Step 3: Enter the patient’'s demographic information and click the “Update” button to

save the record.

Step 4: Next, click the “Cancel” button to be navigated back to the IZ Quick Add screen,

where you can now add the patient to the mass event.
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Step 5: Click on the “Add to Mass Event” button.

1Z Quick Add

This is your central location for navigating through a patient record. Click any of the buttons at the bottom of the o
screen to continue.
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Step 6: Click the “Create” button to save the patient’s immunization details.

The system will auto-populate all of the grayed-out fields; however, you can override the
“Default dosage, Body Route, Body Site and/or Administered By” Fields.
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Submitting the Mass Event for Overnight Batch Processing

Once you have added all of the patients to the mass event, the last step is to submit the
event to CIIS for processing. CIIS will process the event overnight, at which time it will
add the vaccines to the patient records and decrement inventory for Type 3 Inventory
providers. To submit the mass event to CIIS for processing, follow these steps:

Step 1: Select the Mass Events sub-module from the 1Z Quick Add module so that you
can search for previously entered mass events. Next, enter your search criteria. You
can search by Vaccine Type, Funding Source, Status and/or Event Date Range. Note:

To search for all mass events entered by a provider/clinic, leave the search criteria fields
blank.

Step 2: Click the “Search” button to view your search results.
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The screen displays previously entered mass events that match the search criteria.
Step 3: Locate the event you want to submit and click the “View” button.
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Step 4: From the “Status” drop-down box, select “Submitted.”

Step 5: Next, click on the “Update” button to save your changes. The system will
process the mass event overnight.
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Example of the Mass Event Screen after Overnight Batch is Run

Once CIIS completes the overnight batch run, the “Status” of the event appears as
“Processed.” At this point, all vaccines that were administered during the mass event
have been added to the patient immunization records. In addition, the system defaults to
documenting the current VIS edition date on the patient immunization records. For
Inventory 3 providers, the “Doses Available” has been decremented. Note: Once the
mass event has been processed, you can no longer add patients to the event.
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Example of a Patient List After the Mass Event Has Been Processed.

Wersion 12.9-1 444886 ROTH MEREDITH 09/25/2006 F View
Copyright ® 2001-2013 @ -

Envision Techn. Partners inc. ROTH NICHOLAS 121191979 “-“.m

Once the mass event has been processed if you see this icon next to / [ Duplicate vaccinati Oln for this patient on same day'h
a patient’'s name on the "Patient List," it signifies an error. Hovering

over this icon will provide a description of the error. Note: You

cannot resubmit a mass event. To correct an error, you will need to

review the patient's record outside of the Mass Events screen using

the Search functionality within the Patients Module.
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