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I Introduction
Welcome to Administrative User Training for lowa’s Immunization Registry Information System.

IRIS, lowa’s Immunization Registry Information System, is a population-based web application containing
consolidated demographic and immunization history information. IRIS performs a variety of functions for health
care providers including:

e Recording immunizations, contraindications, and reactions

e Validating immunization history and providing immunization forecasts

e  Producing recall and reminder notices, vaccine usage, and patient reports
e Managing vaccine inventory

e Ordering state supplied vaccines

Access to the web application is available at www.IRIS.iowa.gov. By law, only authorized users are allowed to
access immunization information in IRIS. Authorized users include heath care providers, local health departments,
health plans, schools, and child care facilities. Additionally, health care providers may only obtain information
specific to their own patients. Schools and childcare facilities may only access records specific to their enrollees.

Il. IRIS Resources

e Help Desk: 1-800-374-3958

e  Website: https://idph.iowa.gov/immtb/immunization/iris
e Online Help (Light bulb K

e User Manual

e  Webinars (Live and Pre-recorded)
e Self-guided online training videos available online at https://iris.iowa.gov under the Training tab

Ill. Administrative User Functions

At least one Administrative user must be designated for an organization. To become an Administrative User,
complete the IRIS Site Enrollment Form on the Forms tab of the IRIS website.

The Administrative user is responsible for performing the following functions in IRIS:
e Add new and edit existing users’ access
e Add new and edit clinicians, physicians, and schools
e  Edit VFC contact information and complete yearly VFC re-enrollment
e Manage organization’s inventory not deducted report (VFC only)

IV. Managing Access

How to Re-Enable or Unlock a User

Administrative users have the ability to unlock standard user and patient query only accounts. To unlock a user
account:
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1. Click the manage access/account button in the menu bar.

home manage accessfaccount lated links help desk

2. From the portal page in IRIS, click the “Edit User” link under the Manager Access section.

Manage Access
Add User

Add Multiple Users
List Organizations

Edit Organization

3. On the Edit User — Search Page, select the checkmark boxes next to the status of “Active” and “Disabled”
to search for users who may be inactive or locked out. Search for users by entering either their last name,
first name, or leave both fields blank. When the appropriate information has been entered, click “Find”.

Edit User - Search

Application: IRIS
Organization: Al Orgs -

status Active Disabled Terminated [

Last Name Zehner First Name

To get a complete list of users, leave both fields blank and click the find button.

4. Alist of users will display matching the search results. Click the last name link for the disabled or inactive
user to edit their user account.
Search Results

Zehner Joey jzehner1234
Zehner Joey zehner9

5. On the Edit User screen, enter a new password for the user. Confirm the password and click Save.
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Modify Access

Userld 18281

* User First Name Joey

* User Last Name Zehner

User Middle Initial

* Username jzehneri234

New Password [ssses ] confirm New Password | sesse |

Status @ active © Disabled © Terminated

Street Address

Other Address

P.O. Box

City
State 1A - Zip -

Email

Phone Number Ext
B o [ o

6. A message, “User Updated” displays.

| ** User Updated ** |

Modify Access

7. To reactivate the user’s status, click the Modify Access tab.

Edit User

Add or remove applications and organizations to which this user has access.

User .Joey Zehner

8. Under the Status section, the user’s account may display as Inactive’ or ‘Disabled due to multiple login
attempts with the incorrect password’. Select the checkmark box next to the status, and click the Select

button.
Current list of organizations and applications. Select user from this list to update their role or status. | Select
. Disabled due to multiple login =
IRIS IR Physicians Standard User attempts with Incorrect password.

Save ” Cancel

Administrative User Training Page 4



9. The screen will refresh, and the Status radio buttons appear. Select the Active radio button, and click the
Update button.

B s — L

IRIS IR Physicians Standard User ® iactive | © Disabled © Term

10. The message “Update in progress, press Save to keep” will appear, and the status field will now say
Active. Click Save to save changes.

** Update in progress, press Save to keep **

Current list of organizations and applications. Select user from this list to update their role or stafus.
IRIS IR Physicians Standard User Active [
save || Cancel |

11. The message User Updated will appear, and the user will now be able to login using their new password.

** User Updated *=

Edit User Modify Access

Adding an Existing User to an Organization

IRIS allows administrative users to add existing users to their organization in IRIS. To add an existing user:

1. Click the manage access/account button in the menu bar.

manage accessjaccount lated links | logout | help desk

home

2. Click the Edit User link under “Manage Access” in the menu panel.

Manage Access
Add User
Add Multiple Uzers

Li nizationz
ization

Administrative User Training Page 5



3. Click the appropriate Status (Active, Disabled, and Terminated can all be selected) and type the last
and/or first name of the user. Click the ‘Find’ button.

Application:  All Apps v

Organization Type: All Types M

Organization: All Orgs v

Status I Active I Disabled Terminated [7]

Last Name Test First Name Joey

4. Under the search results, click the last name link for the user’s account.

Search Results

Test Sample tzample

5. On the Edit User page, click the Modify Access tab.

Add or remove applications ang

6. Click the appropriate Organization for the user from the Organization dropdown list. For administrative
users who have access to one organization, only one organization will appear in the Organization field.

7. Click the appropriate role for the user from the Role dropdown list. Click the Add button under Add

Access.

Edit User Modify Access

Add or remove applications and organizations to which this user has access.

User Joey Zehner

RIS - Add

lowa Training Org Standard User

IR. Physicians
Joey Training Org - Test
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8. The message “Update in progress, press Save to keep” will display. Click Save.

** |Update in progress, press Save to keep **

Current list of organizations and applications. Select user from thiz list to update their role or status.

IRIS IR Physicians Standard User Active

[ save ][ Cancel ]

9. The message “User Updated” will display at the top of the screen, and the user now has access to the
organization.

" User Updated ™

Edit User Modify Access

Adding a New User
To add a new user:

1. Click the manage access/account button in the menu bar.

home manage accessfaccount [ated links help desk

2. Click Add User under “Manage Access” in the menu panel.

Manage Access
ultiple Uzers

er
rganizations

rganization

3. Enter the required information, denoted by an asterisk (*), as well as the user’s email address. Click Save.
The message: “User Added, please proceed to the Modify Access tab. User does not have access until
you do!” will display at the top of the page.
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** User Added, please proceed to Modify Access Tab. User does not have access until you do! **

Modify Access

UserId 18301

* User First Name lrJOh”

* User Last Mame Doe

User Middle Initial

* Username [doe

Mew Password

Status @ Active O Disabled © Terminated

Confirm Mew Password

Street Address

Other Address

P.O. Box

City
State A -

Email

Phone Number

4. Click the Modify Access tab.

F I
- Save ” Cancel

Add or remove applications ang

5. Click the appropriate Organization for the user from the Organization dropdown list. For administrative

users who have access to one organization, only one organization will appear in the Organization field

6. Click the appropriate role for the new use from the Role dropdown list.

7. Click Add under Add Access.

Edit User -

Add or remove applications and organizations to which this user has access.

User Joey Zehner

IRIS

-

lowa Training Org
IR Physicians
Joey Training Org - Test

Standard User

8. Click Save.
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** Update in progress, press Save to keep **

Current list of organizations and applications. Select user from thiz list to update their role or status.

e | B s

RIS IR Physicians Standard User Active

[ Save [ Cancel ]

9. The message “User Updated” will display at the top of the screen, and the user now has access to the
organization.

™ User Updated **

Edit User Modify Access

Additional Information:
If a user has access to more than one organization, he or she must select the specific organization to access upon
logging into IRIS. The user must compete an IRIS Site Agreement for each location where he or she accesses IRIS.

Adding Multiple Users

Administrative users have the option to add multiple standard users at once. This is the quickest way to create
standard user accounts. To add multiple standard users:

1. Click the manage access/account button in the menu bar.

home manage accessfaccount ' related links help desk

2. Click Add Multiple Users under “Manage Access” on the menu panel.

Manage Access
Add User

Edit User

List Organizations

Edit Organization
3. Click the organization to give the user access to from the Organization dropdown menu.
4. Enter the last name, first name, user name, password, and role for the user.
5. Click Add.
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Application: RIS

Organization: -

Indiancla Family Practice
Select Add between each user you wal lowa Training Organization

Once you change application or organi. IR Physicians

I T T R N

Test Joey jtest sene Standard User

6. The Newly added user will display. Repeat steps 3-5 for each additional user.

Newly added users

Clsiame | rsame | userame | e |

Zehner Joey jzehnerd&7 Standard User

Maintaining Users
IRIS allows Administrative users to edit user accounts within their organization(s). To edit user accounts, the
Administrative user must find the corresponding user account in IRIS prior to editing the account information. To

find a user account:

1. Click the manage access/account button in the menu bar.

home manage accessfaccount [ated links | logout | help desk

2. Click Edit User under “Manage Access” in the menu panel.
Manage Access
Add User
Add Multiple
List Organiza
Edit Organizatio

3. Onthe “Edit User — Search” page, click the user’s organization from the Organization dropdown list or
leave the field as All Orgs to search all organizations.

4. Click all Status options (Active, Disabled, and Terminated).
5. Enter the first and last name of the user.

6. Click Find.
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Application: Al Apps A

Organization Type: All Types A

Organization: All Orgs -

Status Active Disabled Terminated [7]

Last Name Test First Name Joey

7. All user accounts matching are displayed under the “Search Results”.

8. Click the last name link for the corresponding user account.

Search Results

Test Sample tzample

9. The user’s account information displays. Admin users can edit information, add an email address and
modify access.

Edit User Modify Access

User|d 18109

* User First Name Jogy
* User Last Name Zehner

User Middle Initial

* Username Zehneradmin

Editing My User Account
IRIS allows all users to manage their own user account information. To verify or edit user account information:

1. Click the manage access/account button in the menu bar.

home manage accessfaccount [ated links | logowt | help desk
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2. Click Edit My User Account link under “Manage My Account” in the menu panel.

Manage My Account
Change My Password
My Training Status

3. Onthe Edit User page, change all information listed including; user first name, user last name, street
address, email address and phone number.

4. Click Save. If changes were made, the message “User Updated” appears at the top of the page.

Edit User

* User First Mame  joey
* User Last Mame Zehner \fl
User Middle Initial
* Street Address
Other Address
P.O. Box
* City
* State 1A - *Zip
* Email

* Phone Mumber - Ext

V. Maintenance: Managing Schools

IRIS Administrative users may enter new, and update existing, schools using the Manage Schools function. Schools
entered using this function are available for selection from a dropdown menu on the Patient Demographic page.
Reports may then be generated by school. To add schools:

1. Click manage schools under “Maintenance” from the menu panel.
Maintenance
manage physicians'
manage clinicians

2. Click the Add School button.

Add School | | List Al

3. Enter the name of the school and any additional information in their corresponding fields and click Save.
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Add School
School Mame lowa High School
Street Address 123 Fake St.
Other Address P.O. Box

City Des Moines Siate A - Zip 50321 =

Email iowahighschool@schools_arg

Telephone # ( 515 )y 111 11 Ext

4. A message will display “School Added”.
5. Click the List All button to return to the Manage Schools page.

Select a School to Edit

School Name [EFTPERIT - N [ List Al

Edit School **School Added*™

Editing School Information
1. Click Manage Schools under “Maintenance” from the menu panel.
Maintenance
manage physicians l
manage clinicians

2. Click the school from the School Name dropdown menu.

Select a School to Edit

School Mame Pick a School

Pick a School

. lowa High Schoaol
Edit School ||gwa Test Schoal

3. Add or change desired information in the Edit School table.

4. Click Save. A message displaying “School Updated” appears.

Edit School **School Updated™™

School Mame lowa High Schoal
Street Address 321 Fake St. W N
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Listing All Schools
1. Click Manage Schools under “Maintenance” from the menu panel.
Maintenance
manage physicians l
manage clinicians

2. Click the List All button.

Selecta School to Edit

School Mame Test One School - [ Add School | || Listan |

School Listing

Hame Street City Phone
Test One School Street Address CITY {111y 111-1111
Other Address

1 s

VI. Maintenance: Managing Physicians

Administrative users can utilize the Add Physician/Edit Physician screens to enter new and update existing Primary
Care Providers/Physicians. Physicians or health care organizations entered on this screen will be available for
selection from the Provider-PCP dropdown menu on the Patient Demographic page. Reports may be generated
from this data. To add Physicians:

1. Click Manage Physicians under Maintenance from the menu panel.

Maintenance
manage schools

manage clinicians

2. Click the Add Physician button.
Select a Physician to Edit

Physician Name Pick a Physician - Add Physician ] ’ List All

3. Enter the Last Name and any additional information in the corresponding fields.
4. Click Save. A message displaying “Physician Added” appears.
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Edit Physician I"*Physician Added™™

Prefix/Title Dr.

First Name John

Middle Name
Last Name Smith
Suffix

Street Address

Other Address P.O. Box
City DES MCOINES State A - Zip 50321
Email

Provider Activity
Status

5. Click the List All button to return to the Manage Physicians page.

Select a Physician to Edit

Physician Name Pick a Physician - Add P List Al

Additional information:
Provider-PCP may be used as a filter when running a Reminder/Recall report.

Editing Physician Information

1. Click Manage Physicians under “Maintenance” from the menu panel.

Maintenance
manage schools

manage clinicians

2. Using the Physician Name dropdown menu, click the physician’s name. Or click the physician’s name in
the “Physician Listing” table on the page.

Select a Physician to Edit

ician Name | Pick a Physician ~ Add Physician | | List All

gJones, Jim - - -
Name Smith. John ty/ State/ZIP Email Physician Activity Status
Drawf, Doc 1\ White. Snow DREST CITY, I1A 55667

3. Add or change information in the “Edit Physician” box and click Save. A message displaying “Physician
Updated” appears.
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**Physician Updated™™

Save

Deleting Physicians

1. Click Manage Physicians under “Maintenance” from the menu panel.

Maintenance
manage schools

manage clinicians

2. Using the Physician Name dropdown menu, click the physician’s name. Or, click the physician’s name in
the “Physician Listing” table on the page.

Select a Physician to Edit

ician Name  Pick a Physician ~ Add Physician | | List Al
Pick a Physician
Drawf, Doc

ician Listil pcl. Donald

gJones, Jim - r -
Name Smith. John ty/! State/ZIP Email Physician Activity Status
Drawf. Doc 1| White. Snow DREST CITY, 14 55667

3. Click Delete.
4. Click OK on the prompt. A message displaying “Physician Deleted” appears.

Edit Physician

-
Message from webpage

Prefix/Title Dr.

First Name John @C% Areyou sure you want to permanantly delete this Physician frem your

( S
Y organization?

Middle Mame

Last Name Smith

A
A
A
A
A

Suffix

Listing All Physicians

1. Click Manage Physicians under “Maintenance” from the menu panel.

Maintenance
manage schools

manage clinicians
2. Click the List All button.

Select a Physician to Edit

Physician Name Pick a Physician ~ Add Physician] [ List Al
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VII. Maintenance: Managing Clinicians

Clinicians in IRIS are the individuals who administer vaccines to patients and are available to select from a
dropdown menu when recording immunizations. IRIS Administrative users can use the Manage Clinicians function
to enter new or update existing clinicians within the organization. To add Clinicians:

1. Click Manage Clinicians under “Maintenance” from the menu panel.

Maintenance
manage schools
manage physicians

2. Click the Add Clinician button.

Organization Name: IR Physicians

Add Clinician
Site List: IR Physicians - Find Clinician

3. Click the appropriate role and enter the name of the clinician being added.

Edit Clinician Information

Role @ Clinician © Ordering Authority @ Ordering Authority / Clinician

Prefix

Last Mame Doe

First Name John

Middle Name

Suffix

a. Clinician: the person who administers the vaccination.
Ordering Authority: the individual who authorizes the administration of a vaccine.
c. Ordering Authority/Clinician: a person who both authorizes and administers vaccines, such as a
pediatrician.
4. Inthe Complete Site Listing field, highlight a site with which the clinician will be associated and click the
Add button or double click the site name. This action will move the site to the Selected Sites box.
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Complete Site Listing Selected Sites

lowa Training Org Add > lowa Training Org

Add All >>

| < Remove ]

| << Remove All J

5. Click Save.

* Record Updated

=dit Clinician Information

Role @) Clinician ' Ordering Authority @  Ordering Authority / Clinician -

Editing Clinician Information

1. Click Manage Clinicians under “Maintenance” from the menu panel.

Maintenance
manage schools
manage physicians

2. Click the appropriate clinician name in the Clinician Name table:
Organization Name: lowa Training Org

Site List: | lowa Training Org Vl Find Clinician

Clinician List

Sample. Joey Clinician N Inactive

3. Add or change information on the Edit Clinician Information page.
4. Click Save. A message displaying “Updated clinician: ‘<last name>, <first name>

o

will appear.

Sa

Ext. Delete

Cancel

Updated clinician: Doe, John

Merging Clinicians
To eliminate duplicate clinician names in IRIS:

1. Click Manage Clinicians under “Maintenance” from the menu panel.
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Maintenance
manage schools
manage physicians

2. Click the Find Clinician button.

Organization Name: IR Physicians

Site List: IR Physicians -

3. Enter the last and first names of the clinician and click the Find button.

Add Clinician |

=

Find Clinician |

| Clinician List |

4. Click at least two clinicians from the Search Results table and click the Merge button.

Clinician Search

Last Name: First Name:

To get a complete list of clinicians, leave both fields blank and press the find button.

Search Results

test, clinician Ordering Authority / Clinician

Test, Clinician Ordering Authority

Count: 2

seict [cimemtame————————————Jooe e

e ]

Y
N

5. Click the clinician to keep and click the Keep Selected button.

Clinician Merge

Select the clinician to keep. All references to the other clinicians wil be redirected to the
kept clinician.

@  [lest. Clinician Ordering Autherity

est, clinician

pet, e a

Ordering Authority / Clinician

Keep Selected

Cancel

Y

Inactivating Clinicians
To inactive a clinician in IRIS and remove them from the Administered By dropdown:

1. Click Manage Clinicians under “Maintenance” from the menu panel.

Maintenance
manage schools
manage physicians
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2. Click the clinician’s name from the clinician list.

Clinician N Active

Clinician Name

Sample, Joey

Test, Joey Clinician N Inactive

3. On the Edit Clinician page, select the Inactive radio button.

Edit Clinician Information

Role @) Clinician (O Ordering Authority O Ordering Authority / Clinician

Prefix | |

Last Name |Examp|e |

First Name |J0ey |

Middle Name | |

Suffix | |

O Actve ® mm_

Edit Clinician Information

4. Click ‘Save’.

Role @) Clinician () Ordering Authority () Ordering Authority / Clinician

Prefix | |

Last Name |Example |

First Name |.Joey |

Middle Name | |

Suffix | |

O Active ® Inactive

5. The message ‘Record Updated’ will display, and the clinician will not be on the Administered By dropdown
list:

» Record Updated

Edit Clinician Information

Role ®) ciinician O Ordering Authority

Prefix ’ ]

Last Name |Examp|e |

First Name |J0ey |

Deleting Clinicians

Deleting a clinician removes their name from any immunization where their name was selected under the
Administered By field. Rather than deleting the clinician, the clinician should be inactivated as shown above.
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Listing All Clinicians

1. Click Manage Clinicians under “Maintenance” from the menu panel.

Maintenance
manage schools

manage physicians '

2. Click the Clinician List button.

Organization Name: IR Physicians

Add Clinician
Site List: IR Physicians v Find Clinician

3. The Clinician Listing screen opens, displaying all available clinicians, their organization association(s), and

their role(s).

4. Click the Close button to return to the Manage Clinicians screen.
VIIl. How to Setup VFC Contact Information:

This information applies only to Vaccines for Children (VFC) Program providers. To setup VFC contact information:
1. Click the “Edit Organization” link on the portal page:

Manage Access
Add Multiple Users
Add User
Edit User
List Organizations

2. The Edit Organization — Search page will display. The Search Field defaults to search by name. Enter a few
letters of the organization’s name and click “Search”.

Organization Search Criteria

Edit Organizations

Select your arganization's name to view and/or update information.

Note: parent organization names are marked with an ™.

Search Field Name A
search String| Delaware County |

3. The organization will appear in the search results. Click the blue link under the organization field to edit

the organization’s information.
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Search Result

DELAWARE COUNTY PUBLIC

HEALTH 10188

P28001 MAMCHESTER

Delaware Y

4. Scroll to the Main Contact Information section. Add or edit the Vaccine Delivery address information (or
organization’s address information).
Main Contact Information
Address Information
Vaccine Delivery Address 1 Address 2 PO Box
Populate With Physical
Adiress O] 709W MAIN ST
City State Zip +4
MANCHESTER 1A -~ 52057 Geocoded: No
5. Scroll down to the Individual Contacts section and add or edit a contact for Vaccine Delivery. Select the
Role, Vaccine Delivery, and enter the last name and first name of the vaccine delivery contact person.
Once the required information has been entered, click “Apply”.
Individual Contacts
Add Contact
*Role Vaccine Delivery - Address 1 709 WEST MAIN Apply
*Last Name Sample Address 2
* First Name  Test PO Box
6.

Individual Contacts

Contact Listing

The contact will now appear in the Individual Contacts listing section with the role of vaccine delivery.

roe __vame ___________Jevar______Jeat Joel |
Vaccine
Delivery Test Sample

Address: 709 WEST MAIN MANCHESTER 1A 52057 -

Phone: (563)927-7551

7. Scroll to the top of the page and click “Save”.

Edit IRIS PROFILE

Org Id: 1346

Geocoded:
Facsimile: (563)927-7444

*Name [Delaware County Public Health

2 x

Save
Cancel
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8. The message Organization Updated will display.
** Organization Updated ™

Edit IRIS PROFILE

IS Status (@) Open O closed

Orgld 2303

* Mame llowa Training Org »

IX. Inventory Not Deducted Report:

The inventory not deducted report allows VFC providers to find unaccounted for VFC doses sent from their
electronic medical record (EMR) but did not deduct the organization’s IRIS inventory. This report only allows
providers to account for missing VFC doses. To use the inventory not deduct report:

1) Click the ‘inventory not deducted’ link on the menu panel under the reports section.
cocasa extract
check reminder status

2) The page will display all unaccounted for immunizations sent by the provider, ordered by the most recent
vaccination date.

Immunizations Not Deducted for Organization - lowa Training Org - ITO - Z77000 Coﬁf‘f"gg
'accination
Transaction Date Lot/Vaccine Name Eligibility | Trade Name Patient Name Actual Lot Update
06/05/2017 06/05/2017 FV232/HPV, Ovalent  Medicad INVERTORY. 031052004 V]
Enrolled TEST

3) The four columns to the right of the report indicate what was sent by the organization’s EMR: Transaction
Date, Vaccination Date, Lot/Vaccine Name, and Eligibility. These columns cannot be altered because they
indicate what was sent by the EMR.

06/05/2017 06/05/2017 FV232/HPV, 9-valent  Medicaid
Enrolled

4) The Trade Name column allows the user to select the appropriate Trade Name administered to the
patient. Select the specific Trade Name administered to the patient.

Immunizations Not Deducted for Organization - lowa Training Org - ITC

06/05/2017 06/05/2017 FV232/HPV, 9-valent  Medicaid
Enrolled .
S Gardasil 9

Mediraid

a. Trade Names available are based off the vaccine name sent to IRIS. For example, if the Vaccine
Name sent to IRIS is ‘DTaP’, only single antigen DTaP Trade Names will display.
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5) The patient’s name and birth date will be listed, which can be used to verify the patient being updated.

Patient Name DOB

INVENTORY,
TEST 03/05/2004

6) The Actual Lot column will list all the available VFC lot numbers in the organization’s inventory for the
Trade Name selected. Select the actual lot number that was administered to the patient. Please note
expired and inactive lot numbers will not appear on this dropdown.

Recorc
Count: 52

06/052017 06/05/12017 FV232/HPV, Svalent  Hocoat] INVERETRY 0310512004
arete DUPTEST1A/FC

e I — J Medicaid 1 INVENTORY

Immunizations Not Deducted for Organization - lowa Training Org - 1TO - Z77000

7) Once a Trade Name and Actual Lot have been selected, the checkmark box under the update column can
be selected. To update the patient record, select the checkmark box.

Immunizations Not Deducted for Organization - lowa Training Org - ITO - Z77000 c oﬁﬁio;g

06/05/2017 06/05/2017 FV232/HPV, 9-valent ﬁﬁf{'}ﬁg‘{cj’ 'NVEEET)RY’ 03/05/2004 [ DUPTEST W

8) After the checkmark box is selected, click the ‘Save’ button to update the patient’s record.

Save
Cancel

Record
Count: 52

. Medicaid .C INVENTORY,
06/05/2017 06/05/2017 FV232HPV, 9-valent 2= "o TEST 03/05/2004 | DUPTEST W

Immunizations Not Deducted for Organization - lowa Training Org - ITO - Z77000

9) The screen will refresh, and all patients who were selected will no longer appear on this report. Their
doses are now accounted for on their patient record(s) in IRIS.

X.  VFC Re-Enrollment Form Completion

The Vaccines for Children (VFC) Program requires all participating VFC providers complete annual re-enroliment,
which is completed in IRIS. Only IRIS Admin users have access to complete VFC re-enrollment.

1) Loginto IRIS at https://iris.iowa.gov using the Org Code, Username, and Password. Use Internet Explorer as
the web browser.
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Iowa's Immunization Registry Information System

INMUNEATION FEGETRY
IRFOAMAT R SPSTEM

Production Region Hot Topics HT-1
IEEEE e —
—— 'elcome to lowa's Immunization Registry Information System (IRIS)! Posted on 11242010
= ' If you are an authorized user, please login using your unique combination of Organization Code, Username, and Password
Usemame:
If vou are a new user, please visit the training tab above, and contact your crganization's Administrative User for further
Password: information. If you are frem an organization requesting access for the first time, please contact the IRIS Help Desk to
request enrollment infermation. IRIS Help Desk hours are 8:00 a.m. — 4:00 p.m. Monday through Friday, excluding
government holidays. Contact the Help Desk at 800-374-3958.
This site will work optimally for users logging in with Internet Explorer browsers versions 6, 7, or 8. If you are using
alternate browsers and experience display issues, please consider switching to Internet Explorer.
DO NOT ATTEMPT TO
LOG OM UNLESS YOU
ARE AN AUTHORIZED » About lowa Immunization Registry Information System
USER. = About lowa Medical Countermeasure
— & About Public Immunization Record Access
» Disclaimer
» ContactUs

2) Select the Manage Access/Account link on the menu panel.

manage accessfaccount Lfarms | related links logout | help desk

organization IR Physicians = wser Matt Jacob: role IRIS Admin {(Org)
announcements:

NEW (3/01/2012 ~ Welcome!

ccooooooooooosoc release notes:
Patients

3) Select Edit Organization.

Iowa's Immunization Registry Information System

INMUNZATION FEGETRY
IHFORMAT O SYSTEM

IR Physicians
Production Region
P

Welcome Copyri
Matt Jacobs
Logout

onsin. All rights re

Manage Access
Add User
Add Multiple Users

Edit User
List Organizations
Edit Organization

4) Enter the organization name in the search string, then select ‘search’. Type the full name or just part of the
organization name.

Administrative User Training Page 25



Iowa's Immunization Registry Information System
T ———

Organization Search Criteria

Production Region
PR

Edit Organizations
Welcome

Matt Jacobs Select your organization's name to view and/or update information.
Logout Search

Search Field Name /
Manage Access

Add User Search String R Physiciansl ‘
Add Multiple Users
Edit User Search Result

List Organizations

Applications

5) Select the organization link in the Name column of the search results section.

) . Organization Search Criteria
Production Region

IR

Edit Organizations
Welcome
SIELTEE Select your organization's name to view and/or update information.
Search Field Mame -
Manage Access

Add User Search String R Physicians

Add Multiple Users

Edit User Search Result

List Organizations

-
Applications R PHYSICIANS IRPH Z90090 DES MOINES Polk ¥
IRIS

6) Review the organization’s VFC Patient Activity chart, displayed under the State Supplied Vaccine Profile.
VFC Patient Activity

Less than 1 1 through 6 7 through 18 Total
Year Years Years
Total number of children that receive 2 7 7 16
vaccinations at this clinic/practice
Of the total number of children above how
many are VFC eligible due to.
Medicaid Eligible 1 3 5 9
Mo Health Insurance 0 1] 0 0
American Indian/Alaska Native 1 1 3 5
Underinsured (only for FQHC, RHC, or local 0 0 0 0
public health agencies)
Total VFC Eligible Patients 2 4 7 13
Begin Date [04/01/2016 |1 [ update |

End Date | 03/31/2017 E

a) If the organization uses IRIS to track VFC vaccine inventory, the VFC Patient Activity chart will be
populated, and changes will not need to be made. Proceed to step 7.

b) If the organization does not track VFC vaccine inventory in IRIS, the admin user will need to update the
VFC Patient Activity chart manually. An example of the chart is displayed below. The Patient Activity must
reflect one year. Enter the number of patients in each cohort that received immunizations at the
organization from 4-1-2016 through 3-31-2017. These numbers should represent unduplicated patients
for each age cohort and not immunizations. Some patients may be counted in multiple categories (for
instance, if they received an immunization at age 9 months and another at 14 months).
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VFC Patient Activity

For a 12 month period, enter the number of children in each age cohort whe will receive vaccinations

at your facility
Less than 1 1 through & 7 through 18 Total
Year Years Years

Total number of children that receive
vaccinations at this clinic/practice 16‘ ‘ 124‘ ‘ 10| | 150
Of the total number of children above how
many are VFC eligible due to:

Medicaid Eligible 14 122 10 145
No Health Insurance 2 2 0 4
[American Indian/Alaska Native 0 0 0 0

Und d for FQHC. RHC, or local

Dbk nosit agencies i I ) R I I

Total VFC Eligible Patients I 0] I o] I 0] [ 0]
Begin Date [04/01/2016 |E| Update |

End Date | 03/31/2017 E

c) Once the VFC Patient Activity chart is completed, edit the date range below the chart to show the
beginning date of 04/01/2016 and ending date of 03/31/2017, and select ‘Update’ to save the entries.

VFC Patient Activity

For a 12 month period, enter the number of children in each age cohort who will receive vaccinations

at your facility
Less than 1 9 through 6 | 7 through 18 -
Year Years Years
Total number of children that receive
vaccinations at this clinic/practice | 16‘ ‘ 124‘ ‘ 10| ‘ 150'
Of the total number of children above how
many are VFC eligible due to.
Medicaid Eligible 14 122 10 146
No Health Insurance 2 2 0 4
American Indian/Alaska Native 0 0 0 0
Underinsured (only for FQHC, RHC, or local | U‘ ‘ U‘ ‘ 0| ‘ 0|
public health agencies)
Total VFC atients [ o | ] o | | of | ] o]
Begin Date [04/0112016 |CE][ Update |

End Date | 03/31/2017 E

7) Review and update the organization’s main contact information, including vaccine delivery address.
Main Contact Information

Contact Information

Telephone Extension
Phone 555 _ 342 | 6655 -
Telephone Extension
Facsimile 123 - 456 - 7880
Email admini@irphysicians.org

Address Information
Physical Address 1 Address 2 PO Box
15 SOUTHERN AVE

City State Zip +4

DES MOINES 14 » 50311 2345  Geocoded: No
Mailing Address 1 Address 2 PO Box
Populate With Physical D
Address

City State Zip +4

14 v Geocoded:

Vaccine Delivery Address 1 Address 2 PO Box
ic:jp;l.ll-[:;z‘f\f'rth Physical D 4321 MAIN

City State Zip +4

DES MOINES 1A v 50310 Geocoded: No

8) Review the organization’s Individual contacts. The following roles are required when completing the re-
enrollment process: Medical Director, Primary Vaccine Coordinator, Back-Up Vaccine Coordinator, and
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Vaccine Delivery. The role of Medical Director also requires Title, email address, Medicaid/NPI, and Medical

License.
Individual Contacts

Contact Listing

[ Role | Tite | MName ] EMal | Edi | Del |
Necoms DOW CHARLES NOONE@NOPLACE COM

Delivery

Address: 321 E 12TH ST PHY DES MOINES IA 50319 - Geocoded: No

Phone: (800)374-3958 Facsimile:

Medicaid/NPI:

Medical
Director

Address: 321 E 12TH ST SUITE 400 DES MOINES IA 50319 -
Phone: (800)374-3958
Medicaid/NPI: 1234212

Primary VFC
Vaccine ALPHA TANGO
Coordinator

Address: 321 E 12TH ST SUITE 400 DES MOINES 1A 50319 -
Phone: (800)374-3958
Medicaid/NPI:

Back-Up VFC
Vaccine NP
Coordinator

Address: 321 E 12TH ST SUITE 400 DES MOINES |A 50319 -
Phone: (800)374-3956
Medicaid/NPI:

MD DOLPHINS WALES

ROSE TERMEN

Medical License:
ADMIN@IRPHYSICIANS ORG

Geocoded: No
Facsimile:
Medical License: 7693293

ADMIN@IRPHYSICIANS ORG

Geocoded: No
Facsimile:
Medical License:

ADMIN@IRPHYSICIANS. ORG

Geocoded: No
Facsimile:
Medical License:

a) To add a contact, complete the ‘Add Contact’ box below the Contact Listing, then select ‘Apply’.

Add Contact

*Role  Primary VFC Vaccine Coordinator -

Titla - Address 1 123 W 12TH Ave
*Last Name Roberta Address 2 SUITE 400 | Cancel
* First Name Roberts PO Bax
Middla Mame City DES MOINES
Email IRIS_admin@inphysicians.org State 1A - Dip 50319 +4
Telephone g15 | 831 = 958 Facsimile
Ext Ext
Medicaid™PI Medicsl
License

b) The Medical Director’s email address must be included.

b’

~

Medical

Director DO BOB DOBES bob.dobbsi@MOPLACE.COM
Address: 321 E 12TH ST SUITE 100 DES MOINES 1A 50319 - Geocoded:

Phone: (515)555-5555 Facsimile:

Medicaid/MPI: 48934

c) To update or change a contact, select the Edit icon for the entry.

Contact Listing

[ Roe Te | MName | E-Mail Del
Vaccine

N CASEY WALLACE ADMINE@IRPHY SICIANS ORG
Delivery

Address: 15 SOUTHERN AVE DES MOINES LA 50311 - 2345
Phone: (555)342-5655x3444 Facsimile: (123)456-7890
Medicaid/NPI: Medical License:

Medical MD  RICHARD M EXAMPLE \
Director
Address: 4321 MAIN DES MOINES 14 50310 - Geocoded: No o

¢
Phone: (444)555-6644 Facsimile: (123)456-785(
Medicaid/NPl. 983785048928 Medical License: 83478403023

Geocoded: No 2
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d) The contact’s details will be displayed in the Edit Contact section. Make necessary changes, then select
‘Apply’. Repeat as necessary for all contacts.

Edit Contact
* Role | Medical Director V‘

Titte Address 1 [321 E 12TH ST || Apoy |
* Last Name |[DOBBS | Address 2 |SUITE 100 |[ cancal |
*First Name [BOB | PO Box | |
Middle Name | | city [DES MOINES \
|

Email [BOB.DOBBS@NOPLACE.COM State  [IA_ V| zZip [50319 | w4 |

Medicaid/NPI 18932 | Mesical License 37534034 ‘

e) Once the necessary updates have been made, select the ‘Save’ button at the top of the Edit Organization
page. A red message will display at the top of the page to confirm changes were saved.

Iowa's Immunization Registry Information System
. ____|¢

Production Region Edit IRIS PROFILE
Welcome IS Status @ apen © Closed

Matt Jacobs Orgld 2

Logout

IRIS

IMMUNZATION FERETRY
INFORMATCH SPETER

*Name IR Physicians

9) Return to IRIS by selecting the word ‘IRIS’ from the left menu panel.

Iowa's Immunization Registry Information System
e O e e O e e TN o

IVMUNTITION FEGETRY
THEORMAT OH SETTH

Production Region ** Organization Updated **
*
Welcome Edit IRIS PROFILE
Matt Jacobs Orgld: 2
Logout
=Name IR Physicians
Org Code: IRPH
Manage Access Org Type: IPANendor
Add User . )
Add Muftiple Users Federal Designation: No
Edit User Hoespital FPI:
List Organizations County Polk -
Edit Organization
Organization Relationships
i Data Source: Self
RIS RS Group

10) Select the blue link for the organization to return to the IRIS home page.

Iowa's Immunization Registry Information System

IRIS

IMMUNZATION FEGETRY
INFORMAT CH SYSTEM

IR Physicians
Production Region

]

Welcome
Matt Jacobs

Logout
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11) From the IRIS home page, select the VFC Re-Enrollment Form link from the left menu panel, under the

Maintenance menu.

Inventory

ad hoc report status
reminder / recall

manage inventory
manage orders
manage transfers
shipping documents.
transaction summary
Maintenance

manage schools
manage physicians
manage clinicians
vt re-enrellment form

check reminder st
manage custom letters

Active Inventory that is Going to Expire ...

doses administered

group patients IR Physicians IPOL 1249AA 48 Y 05M32013
check group status . ) 3

,:Dms;mfm Inventory that is Running Low by Vaccine Group ...

assessment report
check assessment
benchmark report

No vaccing groups have a low inventory.

Inventory that is Running Low by Trade Name ...

check benchmark =
ad hoc st resor Quantity On tan vrc
ad hoc count report Pentacel 3 N

Tubersol 10 N

e of Wisconsin. All rights

12) Confirm the data saved on the Edit Organization page appears on the VFC Provider Enrollment Form. If
changes are needed in the sections labeled Facility Information, Medical Director or Equivalent, VFC Vaccine

Coordinator, or Backup Vaccine Coordinator, return to step 2 and make the necessary corrections.

Patients
enter new patient
manage patient
Immunizations
manage immunizations
Mass Vaccination
mass vaccination entry
Reports
check reminder status
check reminder list
manage custom letters
check request status
vaccine eligibility
doses administered
group patients
check group status
assessment report
check assessment
benchmark report
check benchmark

organization IR Physicians = wser Matt.Jacobs = role IRIS Admin (Org)

lowa Department of Public Health
accines for Children Program
Provider Enrollment Form
Facility Information

* Facility Name IR Physicians

* Facility Address 15 SOUTHERN AVE
DES MOINES 14, 50311-2345

* Phone Number (555)342-6655
Fax Number (123)456-7890
Medical Director or Equivalent
Primary
* Title MD
*Last Name EXAMPLE
* First Name RICHARD

* Medicaid/NP| # 983785048928
* Medical License # 83478403023

Widdle Name M
Secondary
= Title MD
* Last Name SMITH * Medicaid/NP| # 1234565
* First Name JANE * Medical License # 2345764

Widdle Name EUNICE

13) Review the section for Providers Practicing at this facility and edit as needed (see a.-e. below for more details).
Confirm all providers with the organization are listed, including Title, Last Name, First Name, Medicaid/NPI

number, and Medical License number. These fields are required for all providers. If necessary, use the
navigation buttons at the bottom of the chart to review the entire provider list. Completion of this form for
the first time will require adding all participating providers (physicians, physician assistants and nurse
practitioners). See below for more details.
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[ ad hoc et report
ad hoc count report
ad hoc report status
reminder / recall
cocasa extract
Inventory
manage inventory
manage orders
manage transfers
transaction summary
Data Exchange
exchange data
check status.
manage data exchange
wvital data exchange
job monitor
submit hmo data
=submit hmo query
organizational extract
custom flat file layouts
custom cav file layouts
Maintenance
manage schools
manage physicians
manage clinicians
wfc re-enrolment form

Providers Practicing at this Facility
Add/Edit Provider

* Medicaid/NPI #

* Medical License #

Title  Medicaid/NPI#

* Title -

* Last Name

* First Name

Widdle Name
# LastName  FirstName  Middle Name
1 Adams Albert DO
2 Barnett Barry Green Do
3 Chase Catherine D MD
4 Davidson Delta Y MD
5 [Engleside Etta MD
6 Fox Francis Kely DO
T Gerhardt Gertrude MD
& Innsmouth Irene ND
9  Konnor Kappa A P&
10 Lewis Leonard ND

Page 1

2696763567
324899027

1234112345
6547645633
1185838064
7621237342
234905642

3450876894
4567632323
0983121009

=gz

Medical License #
76345237
643112345128
2323423456
544341100
1218939053
234994
765123512
34516562
12341223
98712632

a) To add a new provider to the list, enter their data into fields in the Add/Edit Provider section and select
‘Save’. The data will be added to the display with the other providers, and the Add/Edit Provider section

will clear.

[~ check benchmark
ad hoc list report
ad hoc count report
ad hoc report status
reminder / recall

Inventory

manage inventory
manage orders
manage transfers
=shipping documents
tr.

Lmmane

Providers Practicing at this Facility
AddiEdit Provider
*Title MD

*Last Name Miller
* First Hame Thomas

Widdle Name K

* Medicaid/NPl # 50234780234

* Medical License # 42789238423

Save

b) To update or change provider data, select the

‘Edit’ button for the entry.

ad hoc ISt report

reminder / recall

Maintenance
manage schools

vfc re-enroliment

ad hoc count report
ad hoc report status

manage physicians
manage clinicians

Providers Practicing at this Facility
Add/Edit Provider

cocasa extract T T
Inventory * Last Name
manage inventory
manage orders * First Name
manage transfers
transaction summary Widdle Name
Data Exchange
exchange data # Last Hame First Name Middle Name
check status. 1 Adams Albert
manage data exchange
wital data exchange 2  Bamett Barry Green
job menitor
‘submit hmo data 3 Chase Catherine D
submit hime query 4 Davidson Defta Y

organizational extract
custom fiat file layouts ¢
custom csv file layouts

Engleside Etta

& Fox Francis Kelly
7 Gerhardt Gertrude
&  Innsmouth Irene

form
9 Konnor Kappa A
10 Lewis Leanard P

Title:

* Medicaid/NP| #

* Medical License #

MedicaidPi#
2696763567
324399037
1234112345
6547645633
1185838064
7621237342
234905642
3450876884
4567632323
0883121008

Page 10f2 =€ < > >»

Medical License #
76345237

643112345128
2323423458

544341100
1218839053
234994
765123512
34516562
12341223
88712632

c) With the provider’s data in the Add/Edit Provider section, make necessary changes, then select ‘Save’. The

data will be updated on the chart, and the Add/Edit Provider section will clear.

ad hoc count report
ad hoc report status
reminder / recall
cocasa extract
Inventory
manage inventory
manage orders
manage transfers
transaction summary

Nhmte Cacol

Providers Practicing at this Facility
Add/Edit Provider
*Title MD -

*Last Name Chase
* First Name Catherine

Widdle Name D

* Medicaid/NPI # 2323423456

* Medical License # 1234112345

Save
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d) If a provider needs to be removed from the list, select the ‘Edit’ button for the entry, then select the
‘Delete’ button in the Add/Edit Provider section.

Ty
manage orders Providers Practicing at this Facility
manage transfers
SLrTgCsEEs Add/Edit Provider
transaction summany
Maintenance = Tite  MD - Save
manage schools
manage physicians *LastMame  Miller * Medicaid/NPI # 4234072032
manage clinicians
vit re-enroliment form “FirstName Thomas * Medical License 8 5422104732962
Data Exchange ) )
exchange data Middle Initial
check status

e) Confirm the selection to delete the provider by selecting ‘OK’.

Windows Internet Explorer

WARNING: Deleting this record will remove the provider
i l % from your organization's directory.

\
[ Cancel ]‘i OK

i) Note: Some organizations choose to manage the physician dropdown menu within IRIS, which is
available under the Manage Physicians link on the left menu panel. Physicians entered in the VFC Re-
Enrollment Form are automatically added to an organization’s physician dropdown menu.

manage transfers
shipping documents
transaction summary

Maintenance
manage schools
manage physicians

manage clinicians
wvfe re-enroliment form

14) Complete the VFC Vaccine Coordinator section. The VFC Vaccine Coordinator and Back-Up Vaccine
Coordinator are required to complete the training annually. The training is available at
https://www.cdc.gov/vaccines/ed/youcalltheshots.html. The following modules are required:

a) Vaccine Storage and Handling-(current year)
b) Vaccines for Children (VFC)-(current year)
After completing the training, check the box confirming completion of the required VFC training modules.

Additional staff may also complete the training.

The WFC Vaccine Coordinator and Back-Up Vaccine Coordinator have completed the annual training requirements. The training
is available at http:/fwww.cdc.govivaccines/ed/youcalltheshots.htm. The following modules are required:

Vaccine Storage and Handling
Vaccines for Children Program.

15) Read the VFC enrollment requirements. Read and scroll through the entire agreement prior to selecting the ‘I
accept’ check box.

14. | agree to replace vaccine purchased with state or federal funds (VFC, 317) that
are deemed non-viable due to provider negligence on a dose-for-dese basis ~

15. lunderstand this facility or the lowa Immunization Program may terminate this agreement
at any time. If | choose to terminate this agreement, | will properly refurn any unused
federal vaccine as directed by the lowa Immunization Program

By signing this form, | certify on behalf of myself and all immunization providers

in this facility, | have read and agree to the Vaccines for Children enrcliment requirements

listed above and understand | am accountable (and each listed provider is individually accountable) v
\for compliance with these requirements.

[7] I accept
Medical Director or ’—|
Equivalent Si e
Date [03/02/2017 =

16) Check the box indicating the user accepts the VFC enrollment requirements.
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Agreement

14. | agree to replace vaccine purchased with state or federal funds (VFC, 317) that
are deemed non-viable due to provider negligence on a dose-for-dose basis. ~

15. | understand this facility or the lowa Immunization Program may terminate this agreement
at any time. If | choose to terminate this agreement, | will properly return any unused
federal vaccine as directed by the lowa Immunization Program.

By signing this form, | cerlify on behalf of myself and all immunization providers
in this facility, | have read and agree fo the Vaccines for Children enrollment requirements

listed above and understand | am accountable (and e: sted provider is individually accountable) %'
for compliance with these requirements.

1 accept
Medical Director or ,—|

N a—

17) Type the name as the signature.

Agreement

14. | agree to replace vaccine purchased with state or federal funds (VFC, 317) that
are deemed non-viable due to provider negligence on a dose-for-dese basis ~

15. 1 understand this facility or the lowa Immunization Program may terminate this agreement
at any time. If | choose to terminate this agreement, | will properly retum any unused
federal vaccine as directed by the lowa Immunization Program.

By signing this form, | certify on behalf of myself and all immunization providers

in this facility, | have read and agree to the Vaccines for Children enrolliment requirements

listed above and understand | am accountable (and each listed provider is individually accountable) W
for compliance with these requirements.

| accept
E Medical Director of [, 5, Anthony|
q e

Date [03/08/72017 ]

18) Select the ‘Submit’ button. If any alert messages appear at the top of the page, make the necessary
corrections, scroll through and sign the agreement again, and select ‘Submit’ again.

Agreement

14. | agree to replace vaccine purchased with state or federal funds (VFC, 317) that
are deemed non-viable due to provider negligence on a dose-for-dese basis. ~

15. | understand this facility or the lowa Immunization Program may ferminate this agreement
at any time. If | choose fo terminate this agreement, | will properly refurn any unused
federal vaccine as directed by the lowa Immunization Program.

By signing this form, | certify on behalf of myself and all immunization providers
in this facility, | have read and agree io the Vaccines for Children enroliment requirements

listed above and understand | am accountable (and each listed provider is individually accountable) W'
for compliance with these requirements.

| accept
Medical Director or
Equi Signature Susan Anthony| X
Date [03/082017 |

19) A screen appears, confirming submission of the VFC Enrollment Form.

organization IR Physicians = weer MattJacobs + role IRIS Admin (Org)

WFC Enrollment Form has been submitted

Production Region 3.0
Patients
manage patient
enter new patient

20) Once successfully submitted, the VFC Enrollment Form will be locked until the next renewal period. The VFC
Re-Enrollment Form is required annually.
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