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Add and Administer Vaccines 

The workflow is separated into two steps – Adding and Administering. Completing only “Add” does not 

complete the documentation of the vaccination.  

Add Vaccines 

 
1. Locate the patient in the search results. 

2. Click the drop-down arrow beside Demographics. 

3. Click Immunizations. 

 

The Immunizations Home screen displays. 

4. Click the drop-down arrow beside Select Action. 

5. Click Add Vaccines. 
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NOTE: Before clicking Add Vaccines – Decide if you want to prepopulate the list of 

recommended vaccines for the day by clicking Auto-Populate Add Vaccines Screen checkbox at   

the bottom of the Immunizations Home screen. 

 

The Add screen displays. 

6. Enter the Vaccination Date and if necessary, select the Prescribed By name from the drop-

down. 

7. Verify vaccines listed and/or select a vaccine to administer by using the drop-down arrow in the 

Vaccine column. 

8. Select VIS - A green circle with a checkmark indicates that there is a default VIS selected. If 

there’s a red triangle with an exclamation, click Select VIS to acknowledge there isn’t a VIS 

associated with that vaccine.  

9. Verify that a green check displays under On-Hand. If the selected vaccine is not on hand a red 

icon with an X displays and the vaccine cannot be administered. 

10. Click Create and Administer. 
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Administer Vaccines 

 

The Administer screen displays. 

11. Select the name of the individual administering the vaccine(s) from Administered By. 

12. Select the on-hand inventory item from Mfg | Lot | Exp Date (MM/DD/YY) | Funding Src | Inv 

Loc | NDC | Brand. 

13. Default values auto-populate the Body Site, Route, and Dosage fields – update them if needed. 

14. Click Update. 

NOTE: If the funding source and Dose level eligibility are not a valid combination, a borrowing 

reason and comment is required. A Borrowed Reason drop down will appear for the vaccine.  

 

The patient's immunizations are updated to reflect doses administered. 


