
 
How to Run the Patient Roster Report 

From the CIIS Reports/Forms module, you will see several categories of reports ( e.g. Patient Management, 
Coverage Statistics, etc. ).  The Patient Roster report is located within the Patient Management section. 
Step 1. Click on the Patient Roster link, and you will be navigated to the Report Selection Criteria screen. 
 

 
 
Step 2: Verify your Provider and Clinic and enter the report criteria (the information you want included in your 
report results). Note: Only the bolded fields on this screen are required. For example, the Vaccination Date 
Range and Age Range fields are optional.  Output Type: This report allows you to sort the results in a 
spreadsheet format by selecting Extract and placing a comma in the Delimiter box next to Output Type.  
Otherwise the system will default to generating the report as a PDF document. To generate the report results, 
click Run Report. 
 

 
 
 



In the example below, I wanted to view a list of all patients who have received a vaccination from my clinic 
between February 17, 2015 through February 17, 2016.  The system defaults to excluding patients with less 
than 2-non-influenza/H1N1 vaccinations; however, you can deselect this if you choose. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Example of Report Results: 
 
This report generates a list of patients who are active at my clinic and were vaccinated between 2/17/15 and 
2/17/16.  Notice the last patient on the list. Because I changed his status in CIIS to Moved Out of the 
Immediate Area, he is now Inactive and is no longer a patient at my clinic.  This patient would not be counted 
in my Immunization Rates report nor would he appear in my CIIS Reminder/Recall report. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Additional Information about CIIS Reports: 
 
There are many CIIS reports in the Reports/Forms module from which to choose.  TIP: You will find this icon 

 on every screen. When you click on it, the system will display the online Help screen. Here’s a sample of 
what you will see.  This information will help you determine (1) whether this is a report that might be useful to 
your clinic and (2) the report criteria that you will need to enter when running the report.  
 
 

 

 
 
 
 
 
 
 


