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Immunizing a Patient



Immunizing a patient

. 
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Make sure you are logged into the correct provider/clinic.  
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Search for Patient

• Click on patient

• Click on search

• Enter 1st 3 letters 

of last name and 

first name

• Enter DOB

• Click Search

• Click on the 

dropdown under 

Action to select next 

step.

• If you need to 

enter new 

demographic 

information, 

click on 

Demographics

• If you need to 

enter shots, 

click on 

Immunizations.
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This screen shows you what 

recommended immunizations the patient 

is due for today.

If the patient has previous immunizations 

in the system they will appear here as 

well.

Click on “Select Action”

Select “Add Vaccines”
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• Enter the vaccination 

date (double click to 

enter the current date)

• Select Prescribed By in 

the dropdown

• Vaccines to be 

administered appear 

under Vaccine.  Vaccine 

selection can be changed 

by clicking on the arrow 

next to that vaccine type

• Vaccine on hand is also 

noted here

• If vaccine is not being 

administered it can be 

removed from the list b 

selecting the blank at the 

top of the dropdown list

• Vaccine refusal can be 

recorded on this screen 

by selecting the reason 

from the dropdown

• Click Create and 

Administer
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• Enter the vaccination time 

(double click to enter the 

current time)

• Select Administered By 

from the dropdown

• Vaccine refusal can be 

entered on this screen

• Select the vaccine from the 

dropdown (Make sure you 

select the correct lot 

number)

• Make necessary changes 

to Body Site and Route

• Once all shots have been 

administered click Update
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• Note:  If any of the vaccines are not 

administered at this point and no refusal is 

recorded the vaccine will appear with the 

symbol.  The vaccine will have to be 

deleted at this point or it will cause issues 

with the next inventory reconciliation.  

Vaccine can be deleted by clicking on 

Delete. 


