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Chapter 13 
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Forms Tab 

The Forms tab at the top of the ALERT IIS web page gives users access to 
several ALERT IIS related forms. You can also access this tab prior to 
logging into ALERT IIS.  
 
To access forms, click the Forms tab in the top menu bar. 
 

 

 

Patient Level Reports 

For all patients in ALERT IIS, you may generate the following reports from the 
Patient Reports Screen: 
 

 Vaccine Administration Record – Pediatric 
 Vaccine Administration Record – Adult 
 Immunization History Report 
 Immunizations Needed  
 Certificate of Immunization Status (CIS) Report 

Certificate of Immunization Status (CIS) Report 

This form is required by Oregon law for proof of immunizations provided or 
medical/religious exemption with signature. The patient’s demographic 
information and immunization history will be automatically populated by 
ALERT IIS. All other fields on this report are a template and should be 
completed in writing. To generate the CIS Report for the patient, follow these 
steps: 
 

1. From a patient’s Manage Patient screen or Manage Immunizations 
screen, click the Reports button. 

2. At the Reports Available for this Patient section, click Certificate of 
Immunization Status (CIS) Report—this is hyperlink. 

3. Once the report is generated, it will be displayed using Adobe Acrobat 
Reader®.  
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4. To print the report, click the printer icon on the Adobe® toolbar. Click 
the OK button in the Print dialog box. 

5. To return to the Patient Reports screen, you may close the Acrobat 
Reader® by clicking the X button in the upper right corner of the 
Certificate of Immunization Status (CIS) Report window. 
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Immunization History Report 

The Immunization History Report displays demographics, contact information, 
and a detailed summary of the patient’s immunization history. This report will 
typically be used as an official school record. This report should be provided 
to parents and guardians, as requested. To generate the report, follow these 
steps: 
 

1. From a patient’s Manage Patient screen or Manage Immunizations 
screen, click the Reports button. 

2. At the Reports Available for this Patient section, click Immunization 
History Report, this is a hyperlink. 

3. Once the report is generated, it will be displayed using Adobe Acrobat 
Reader®.  
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4. To print the report, click the printer icon on the Adobe® toolbar. Click 

the OK button in the Print dialog box. 
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5. To return to the Patient Reports screen, you may close the Acrobat 
Reader® by clicking the X button in the upper right corner of the 
Immunization History Report window. 

Immunizations Needed Report 

The Immunizations Needed report displays demographics, contact 
information, immunization record, and immunizations recommended by date 
according to the tracking schedule assigned to the patient. This report can be 
provided to parents and guardians for their records and helps to identify 
upcoming immunizations for their children. In addition, it provides a place for 
the next appointment date and organization phone number. To generate the 
report, follow these steps: 

 
1. From a patient’s Manage Patient screen or Manage Immunizations 

screen, click Reports. 
2. At the Reports Available for this Patient section, click Immunizations 

Needed, which is a hyperlink. 
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3. Once the report is generated, it will be displayed using Adobe Acrobat 
Reader®. 

 
 
 
4. To print the report, click the printer icon on the Adobe® toolbar. Click 

the OK button in the Print dialog box. 
5. To return to the Patient Reports screen, you may close the Acrobat 

Reader® by clicking the X button in the upper right corner of the 
Immunization History Report window. 

Vaccine Administration Record – Pediatric 

The Vaccine Administration Record – Pediatric displays English and Spanish 
versions of the pediatric VAR form approved by the Oregon Immunization 
Program. The forms are not populated with patient or immunization data by 
ALERT IIS. To generate the form, follow these steps: 
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1. From a patient’s Manage Patient screen or Manage Immunizations 
screen, click the Reports button. 

2. At the Reports Available for this Patient Section, choose the language 
you would like to print under the Additional Information column for the 
Vaccine Administration Record – Pediatric row. 

3. Click Vaccine Administration Record - Pediatric, which is a 
hyperlink underlined and in blue text. The report will be generated in a 
new browser window. 

4. Once the report is generated, it will be displayed using Adobe Acrobat 
Reader®.  

5. To print the form, click the printer icon on the Adobe® toolbar. Click 
the OK button in the Print dialog box. 

6. To return to the Patient Reports screen, close the browser window 
that contains the VAR. 

Vaccine Administration Record – Adult 

The Vaccine Administration Record – Adult displays English and Spanish 
versions of the adult VAR form approved by the Oregon Immunization 
Program. The forms are not populated with patient or immunization data by 
ALERT IIS. 
 
To generate the form, follow the steps above for Vaccine Administration 
Record – Pediatric.  
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Ad Hoc Reports 

The Ad Hoc reports function in ALERT IIS allows the user to create 
customized reports. Filters within the Ad Hoc reporting function help to 
narrow a search by patient active status, immunization ownership, age range, 
vaccination date range, and/or many other factors. The Ad Hoc reporting 
function produces two types of reports: 1) Ad Hoc List, produces a list with 
information about selected patients and immunizations; and 1) Ad Hoc Count 
produces counts, either of patients or of immunizations.  
 
The tables below define terms used in Ad Hoc reports. 

 
Items to filter on:  
Patient Factors  
Active Status Whether the patient is active or inactive for 

your organization. 
Age Range Returns patients within a specified age 

range. 
Birth Date Birth Date of the Patient  
City City where patient currently resides. 
Comment Comments related to the patient. 
County of Birth Birth County of the patient.  
County of Residence County  where the patient currently resides. 
Gender Gender of the Patient. 
Has 2 or More 
Immunizations 

Filters patients as specified that have two or 
more immunizations.  

Language Preference Patients preferred language.  
Patient ID Patients Alert IIS ID. 
Primary Care Physician Patients Primary Care Physician. 
School Patients school.  
State State where patient currently resides. 
Zip Zip Code where patient currently resides. 
Immunization Factors  
Administering Clinician Clinician who administered the immunization. 
CVX Code CVX Code of an administered vaccine. 
Display Inadvertent 
Vaccine Group 

Display allowable inadvertent vaccines for 
vaccine group.  (i.e. Tdap vaccine for DTP/aP 
vaccine group) 

Historical Immunization Whether the immunization was a new or 
historical immunization.  

From Inventory Whether the immunization was administered 
from the organizations inventory. 
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Owned Immunization Whether the immunization was given by your 
organization.  

Source of Last Update Displays how the immunization was sent 
(user interface, electronic data exchange, 
etc). 

Trade Name The Trade Name of the immunization. 
Vaccination Date Date of when the vaccination was 

administered. 
Vaccine Vaccine that was administered  
Vaccine Eligibility Vaccine Eligibility Code for the vaccination 

administered  
Vaccine Group  Vaccine Group of vaccination that was 

administered. 
Vaccine Lot The log from which the vaccine was 

aliquoted. 
Valid Immunization Whether the immunization is valid.  
Comparison  
BEFORE Used for dates 
EQUALS Same in comparison 
NOT EQUAL TO Not the same in comparison 
AFTER Used for dates 
BETWEEN Used for dates 
IS Exact equivalent 
IS NOT Not the equivalent  
Selected Filters  
Edit Edit an applied filter 
Remove Remove an applied filter 
And/Or Changes the operator between ‘And’ and ‘Or’ 

depending upon which is initially selected. 
Requires at least two filters to be applied. 

Group Groups filtered sections together in the report 
Ungroup Removes grouped filtered sections 

 
 

 

Notes:  Patients whose information is added or changed on the day 
the report is run will not appear in the results until the following 
day.  

 

 Ad Hoc reports run against all patients associated with your 
organization. To disassociate a patient from your organization 
you must change their status in the organization information 
section of the patient’s record. 
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 Two default filters have been added to the Ad Hoc Reports. 
The first filter is “Active Status EQUALS Yes” and the second 
filter is “Owned Immunization EQUALS Yes”.  

 If you remove the “Active Status EQUALS Yes” as a 
Selected Filter the query will return all patients except 
those that have an Active Status EQUAL to P – 
permanently deceased.  

 When including “Owned Immunization EQUALS Yes” 
as a Selected Filter you must include at least one 
immunization field to display/factor on for the report.  

 

Ad Hoc List Reports  

To produce a list of information about selected patients:  
 

1. Click Ad Hoc List Report under the Reports section of the menu 
panel. 

2. Select the items that you would like to display on the report by double-
clicking the desired items from the left column (for example, Patient 
Last Name) or by highlighting the item and clicking Add. This will copy 
the item to the right column and add it to your report. 
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3. Select the single item by which you would like to have the report 
sorted and click the sort order (first-to-last or last-to-first). Note: 
Sorting the report will increase the time it takes to process. 
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4. Under Item to filter on, select an item that you would like to add as a 
filter using the drop down list. For example, Birth Date could be an item 
used as a filter. 

5. Filters in ALERT IIS are used to narrow information down so that it 
answers a user’s query. Under Comparison, select a word from the 
drop down list that best describes the type of comparison you wish to 
make; for example, BETWEEN or EQUALS. 

6. Under Value to compare to, either choose a value from the drop 
down list in the left field, type in a value, or enter a date in the right field, if 
applicable.  

7. Under and, select another value from the drop down list in the left 
field, type in a value, or enter the ending date in the right field, if 
applicable. 

8. Click the Add/Save Edit button. Repeat steps 4-8 for each item you 
wish to filter. 
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9. When finished adding filter items: 
a. Within the Selected Filters section, to change AND to OR, 

highlight ‘AND’ and click the And/Or button. Alternatively, the 
value can also be switched from OR to AND by following the 
same process. 

b. Group statements together by highlighting two filter statements 
and clicking the Group button. This groups the filters together 
in the report.  

c. Highlight grouped statements and click the Ungroup button to 
ungroup it. This removes the filters from being grouped 
together in the report. 

d. Highlight a statement and click the Remove button to remove 
it from the selected filters.  

e. Highlight a statement and click the Edit button to make 
changes to a statement. Make the necessary changes to the 
statement in the filtering section of the screen and click the 
Add/Save Edit button. 

10. Click the Generate button. The Ad Hoc Report Status page will 
display; see the Ad Hoc Report Status section of this chapter for more 
information. 
 
*Note: Organization can set the row count to display in the report on 
the Security Options Screen which can be between 1-999,999. If user 
tries to generate report which has more row than set on the Security 
Option Screen than the following message is returned: 
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Ad Hoc Count Report 

To produce a count of selected patients or immunizations:  
 

1. Click Ad Hoc Count Report under the Reports section of the menu 
panel.  

2. Select whether Patients or Immunizations will be counted by clicking 
the appropriate radio button at the top of the screen. 

 

 
 

3. Select the factors you would like to use to group the counts on the 
report by double-clicking on the desired item from the left column (for 
example, Vaccine) or by highlighting the item and clicking the Add 
button. This will copy the item to the right column so that it can be 
used in your report. You can choose a maximum of three factors. 
 

 
 

4. Under Item to filter on select an item that you would like to add as a 
filter using the drop down list. For example, Owned Immunization 
could be an item used as a filter.  

5. Under Comparison, select a word from the drop down list that best 
describes the type of comparison you wish to make. For example, 
EQUALS is one comparison operator.  
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6. Under Value to compare to, either choose a value from the drop 
down list in the left field, type in a value and/or enter a date in the right 
field.  

7. Under and, select another value from the drop down list in the left 
field, type in a value and/or enter the ending date in the right field, if 
applicable.  

8. Click on Add/Save Edit. Repeat Steps 4-8 for each item you wish to 
filter. 

9. When finished adding filter items, you may do the following: 
a. Group them together by highlighting two filter statements and 

click Group. 
b. Change AND to OR by highlighting ‘AND’ and clicking the 

And/Or button. OR can also be switched to AND by following 
the same process. 

c. Highlight a grouped statement and click on Ungroup to 
ungroup it. 

d. Highlight a statement and click on Remove to remove it from 
the selected filters. 

e. Highlight a statement and click on Edit to make changes to a 
statement. Make the necessary changes to the statement in 
the filtering section of the screen and click on Add/Save 

10. Click Generate. The Ad Hoc Report Status page will display; see the Ad 
Hoc Report Status section of this chapter for more information. 
 

Ad Hoc Report Status 

1. The Ad Hoc Report Status screen will display after you click Generate 
on the Ad Hoc Count or Ad Hoc List Report screens. You may also 
access the status screen by clicking on Ad Hoc Report Status under 
the Reports section of the menu panel. 
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2. Click Refresh occasionally to check the status of the report. Once the 
underlined report type appears in blue, click it. The report will display 
directly on this screen. 

3. Export the data as a text file, spreadsheet, or PDF by selecting the 
appropriate link. 

4. If you wish to print the report, click Print under the File menu within 
the application (text file, spreadsheet, or Adobe® Reader). In the print 
dialog box, adjust the print options as necessary, and then click either 
Print or OK, depending on the application.  

5. The user has been provided with an option to enter the maximum 
number of ad hoc list records user can view.  The user can change 
this setting by going to Manage Access//Account tab and under the 
Security option on portal menu.  An update on this option now allows 
user to enter between 0- 999999 values. Reminder the value '0' here 
means a default max value of 10,000.When running the ad hoc report, 
if the system generates more records than what was set as max value 
in the security option by user. The following message will appear. 
"More records were found than limit. Please refine your search criteria 

 
 

 
Note: Ad hoc reports are retained for 7 days for a user. ALERT IIS will retain 
all count and list reports for that period.  For users who belong to multiple 
organizations, ALERT IIS displays links to all reports run by the user with a 
Provider Organization column displayed on screen to differentiate the reports. 

 

Assessment Reports 
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The Assessment Report feature in ALERT IIS provides an analysis of an 
organization’s immunization coverage rates. The following is a brief overview 
of the data that are returned on each table within the Assessment Report. 
Routinely reviewing patient records and assessing vaccination coverage 
rates are proven strategies to improve vaccination coverage in your 
organization. 
 

1. Click Assessment Report under the Reports section of the menu 
panel. 

 

 
 

2. Select the patient population to be assessed by clicking one of the 
following: 

3. All Patients Associated with <Organization Name>: Choose this 
option to view immunization data on all patients associated with your 
organization.  

4. Select the age, birth date range, or age range of the patients by 
choosing one of the following: 

a. Less than 72 months old: Choose this option to return all 
patients who are 72 months or younger. 

b. Birth date range: Choose this option to enter a range of birth 
dates. Enter the earliest birth date in the first field and the 
latest birth date in the second field. Alternatively, use the 
calendar icons beside each field to enter the dates. 

c. Age range: Choose this option to enter an age range. Enter 
the youngest age range in the first field; use the drop down list 
next to it to choose days, months, or years. In the Oldest Age 
field, enter an age and use the drop down list to choose days, 
months, or years. You cannot search for patients older than 72 
months. 
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d. Select either the Standard Assessment or the Assess Patients 
with Sufficient Refusal history as Covered option for the report 
by choosing the appropriate radio button. Selecting the second 
option will return an assessment report that counts patients 
with sufficient refusal comments as being up-to-date. 

e. Select the assessment report evaluation date by entering the 
date in the field provided or by using the calendar icon to enter 
the date. No immunizations administered after the assessment 
criteria date will be included in the report. 

 
  

5. Click Generate. 
6. The Assessment Report Status screen will display. Some reports will 

automatically generate and will appear in the Job Name – Evaluation 
Date and Age Range – Evaluation Date Sections. The number of 
reports that will automatically generate will vary based on the age 
range of patients assessed. 
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7. Click Refresh occasionally to check on the progress of the reports. 
When the reports are ready, the job name will appear underlined and 
in blue text and the status will display as Complete.  

8. Once reports are complete, you may view the reports that 
automatically generated, or you may run additional reports. At this 
screen you may do the following: 

9. Select an age from the drop down list provided and click on Generate 
(to the right of the age drop down list). Create an assessment report 
listing patients for an age-specific benchmark by selecting an age 
from the drop down list and clicking Generate. This report lists the 
patient’s name, address, telephone number, and the vaccinations that 
they did or did not complete or refused by the benchmark age. A 
patient will show on the report if they missed at least one age-specific 
benchmark. 

10. Click the underlined job name.  
11. The report listing patients by benchmark age will have a job name of: 

(Benchmark Patient Listing) <Organization Name> - <Benchmark 
Age>. 

12. The assessment report will be called: (Assessment 
Report)<Organization Name> - <Date>.   

13. A report listing all patients who have missed a vaccination opportunity 
will have a job name of: (Missed Opps Patients)<Organization 
Name>-<Date>. 

14. Click an underlined age range to view a listing of patients returned 
that fall within the specified range. This list will give the name, 
address, and telephone number for all patients meeting the record 
criteria. To view patients for all age ranges that meet the criteria, click 
the All Age Ranges link. 

15. The report displays in Adobe Reader® if you clicked one of the report 
or age range links. To print one of the reports, click on the printer icon 
on the Adobe® toolbar. 

16. Click OK in the Print Dialog box 
17. To return to the Assessment Report Status screen, click the Back 

button in the browser. 

 

 
Note: Patients with Refusals 
If the option to Assess Patients with Sufficient Refusal History as Covered is 
selected when the assessment report is run, patients who fall short of 
needed, valid doses but have sufficient refusals to meet the benchmark are 
included within the count as if they received the needed doses. 

 

Understanding the Assessment Report 
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The following is a brief overview of the data that is returned on each table 
within the assessment report. 
 

 

 

 

 

 

Table 1 

 

 
 
 
Age Group: This column displays the age ranges used for 
evaluation. 
 
Records Analyzed: This column displays the count of selected 

patients within the age group that are included in 
this report. This is determined by the age range 
chosen when generating the report. 

 
Inactive: This column displays the count of selected 

patients within the age group that are not active 
in your clinic. Refer to Chapter 10, Managing 
Patients, for information on marking patients as 
inactive 

 
Records Meeting Criteria: This column displays the count of selected 

patients within the age group who are Active in 
your organization. 
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Table 2 
 

 
 
 

Age (Months): This column displays the age of the patient on the 
assessment date.  

 

Up-to-Date: This column displays the percent of patients (out of 
the total number of active patients for that age 
group) meeting the criteria on the assessment date. 
The criteria are given at the bottom of the report 
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page. For example, a seven-month-old UP-TO-
DATE patient who has met the criteria will have had 
three DTaP, two HepB, two HIB, and two Polio 
vaccinations.  

 

Late UP-TO-DATE @ Assessment: This column displays the percent of 
patients (out of the total number of active patients 
for that age group) meeting the criteria on the date 
the report was run, rather than on the assessment 
date.  

 
Table 3 

 

 
 
 

 

The Age-Specific Immunization Benchmarks chart shows how many doses of 
each vaccine a patient should have by the age listed at the left to be 
determined UP-TO-DATE. This chart is used to create the Assessment of 
Patients Meeting Age-Specific Benchmarks table.  

 
 

Table 4 
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UP-TO-DATE Age:  This column shows the maximum age the patient 
has attained by the assessment date.  

Vaccine Columns:   These seven columns display the count of the 
patients who have met the vaccination criteria by 
the UP-TO-DATE age.  

Total Meeting Age Criteria:  This column gives a count of all the patients who 
are at least the age listed under UP-TO-DATE 
Age. However, the 72 Months UP-TO-DATE Age 
category includes patients from 48 to 72 months 
of age. 

% Coverage:  This column displays the percentage of patients 
meeting all UP-TO-DATE criteria, out of a total of 
all patients at least the age listed under UP-TO-
DATE Age. 

 
 
 
 
 
 
 

Table 5 
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The report breaks down the children who could have been brought up to date 

into three tables,≤ 12 months, 24-36 months, and 60-72 months. 
This is an example of ≤ 12 months. 

 

Column 1: In the first row of column one, the age range of patients 
examined in this table is displayed. In subsequent rows within 
this column, the number of vaccines needed by this group of 
patients is displayed.  

Column 2:  In the first row of column two, a count is displayed of all patients 
for this age group who are behind schedule for four or fewer 
vaccinations. Subsequent boxes display a count of patients for 
this age group who need additional vaccinations to be up-to-date.  

Column 3: In the first row of column three, a percent is displayed of all 
patients for this age group who are behind schedule for four or 
fewer vaccinations (out of the total number of patients for this 
age group). Subsequent rows within this column display a 
percentage of patients for this age group who need additional 
vaccinations to be up-to-date. 

 
 

Table 6 

 

Late Start Rates:  A patient who did not receive one full dose of DTaP by 90 
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days of age is considered to have gotten a late start. The 
values in column three of the late start row are the 
percentages of patients (within the age groups listed in 
column four) who have not received the first DTaP dose 
by 3 months of age.  

Drop Off Rates: The drop off rate section of this chart shows the 
percentage of patients (column three) in various age 
groups (column two) who have not gone beyond 12 or 24-
month status (column four) in their immunizations. 
Immunization status is calculated using the formula 
outlined at the bottom of the chart.  

 
Table 7 

 

 
The Hep B chart gives the number and percentage of patients who did not 
receive a birth dose of the Hep B vaccination and who did not complete the 
three-dose series. Patients evaluated are between six and 72 months old and 
have at least one immunization in ALERT IIS. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Table 8 
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Age Group on Evaluation Date:  This column lists the age group of the 
selected patients and the immunization 
benchmark used for evaluation.  

Total Patients in Age Group:  This column gives the total number of patients 
within the age group listed in the first column. 

Patients Not Up to Date: This column gives the count and percentage of 
patients who are not up to date for the 
benchmark listed in column one. 

Missed Op on Last Visit:  This column gives the count and percentage of 
patients who are not up to date and who had a 
missed opportunity for vaccination on the last 
visit on or before the evaluation date.  

 
The missed opportunities report lists all your organization’s patients who have 
missed opportunities to be vaccinated. This report lists the patient’s first and 
last names, birth date, and date of each missed opportunity by vaccine group.  
 

 
Note: Missed Opportunities Assessment 
Keep in mind, since ALERT IIS is used for reporting immunization records, it 
only identifies patients that had at least one immunization at their last visit, 
but missed an opportunity to receive additional immunizations. The Missed 
Opportunities Assessment in ALERT IIS will not include any patients that 
were treated at your organization for any other reason except vaccination 
purposes.  
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Benchmark Reports 

 
Benchmark reports allow ALERT IIS users to retrieve a list and count of 
patients who have met an immunization benchmark or predefined series of 
benchmarks. The resulting report may be viewed in ALERT IIS, exported as a 
text file, exported as a spreadsheet, or exported as a PDF file. 
 
To generate a Benchmark report: 
 

1. Click Benchmark Report under the Reports section of the menu 
panel. 

2. Select the patient population to be assessed by clicking on one of the 
following: 
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a. Patients Associated with Selected Site:  immunization data on 
all patients associated with the site selected from the drop 
down list at the right. Patients Associated with <Organization 
Name> OR Patients Residing in < County Name>: 
immunization data on patients associated with your 
organization and those residing within a given county. This 
option is only available for county organizations. (City 
organization functionality has been disabled in ALERT IIS.) 

b. All Patients Associated with <Organization Name>: 
immunization data on all patients associated with your 
organization. 

3. Click one of the following to specify the patients to return on the 
report: 

a. Patients who did NOT meet the benchmark:  a list of patients 
who did not meet the benchmark(s) defined in the table. 

b. Patients who DID meet the benchmark: a list of patients who 
met the benchmark(s) defined in the table. 

c. All patients, regardless of whether they met the benchmark or 
not: a list of all patients meeting the criteria defined in the 
table. 

4. Select the age, birth date range, or age range of the patients by 
choosing one of the following. You may only enter up to age six years.   

a. Less than or equal to 72 months old: all patients who are 72 
months old or younger. 

b. Birth date range: a range of birth dates. Enter the earliest birth 
date in the first field and the latest birth date in the second field 
that you wish included on the report or use the calendar icons 
beside each field to enter the dates.   

c. Age range: an age range. In the Youngest Age field, use the 
drop down list next to it to choose days, months, or years. In 
the Oldest Age field, enter an age and use the drop down list 
to choose days, months, or years.  

5. Select either the Standard Assessment or the Assess Patients with 
Sufficient Refusal History as Covered option for the report by 
choosing the appropriate radio button. Selecting the second option will 
return a benchmark report that counts patients with sufficient refusal 
comments as being up-to-date. 

 

 
Note: Refusals of Vaccine 
In order for patient refusals of vaccine to be calculated correctly on 
assessment and benchmark reports, an appropriate Start Date must be 
entered for refusal comments on the Patient Comments tab. Refer to the 
Managing Patients Chapter 10 of this manual for more information. 

 



 

 Forms and Reports ALERT IIS 180 

 

 
6. Select the report evaluation date by entering the date in the field 

provided or by using the calendar icon to enter the date. No 
immunizations administered after the evaluation date will be included 
in the report. 

7. Select the benchmark(s) to be used on the report: 
8. To select one or more single vaccine benchmarks within a single row, 

click on the box where the vaccine and the number of months 
intersect. For example, clicking on the box with 4 in it where DTaP 
and @ 19 months intersect will result in a report with this benchmark 
included. 

9. To select all benchmarks in a row, you may click on the first box in the 
row that indicates @ X months. 

 
 

10. To select benchmarks in a predefined series, select one of the 431, 
43133, or 431331 combinations at the bottom of the table. 

11. Click the Generate button. 
12. The Benchmark Report Status screen will display. Click on Refresh 

occasionally to check on the progress of the report. When the report is 
ready, click on the blue Benchmark hyperlink. Once this link is clicked, 
ALERT IIS will display the Benchmark report at the bottom of the 
Benchmark Report Status screen. In addition, you may do one of the 
following: 

13. Click the Export as Text link to display the report in text file format. 
14. Click the Export as a Spreadsheet link to display the report in a 

spreadsheet format. 
15. Click the Display as a PDF link to display the report in Adobe® 

Reader. 
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Note: The size of your file is not limited when you choose to export the 
Benchmark report as text. However, to export as a spreadsheet, there is a 
limit of 65,535 lines. The information message “file not loaded completely” will 
display to indicate that part of the report was truncated. When the report is 
displayed as a PDF, the report will be limited to about 5,000 lines (119 
pages); if the report is more than 5,000 lines, a red error report banner will 
display. 

 
 
 
The Benchmark Report shows a list of all patients who met the filter criteria 
specified when you set up the report. The report gives you a count and 
percent of how many patients met the specified criteria. It lists patients by first 
and last name, date of birth, phone number, and address. The Y or N in the 
columns after each patient’s demographic information indicates whether the 
patient met the criteria for that vaccine and benchmark age. 
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Group Patients Report 

The purpose of Group patients is to run either the Immunization History 
Report for a group of selected patients. To run one of these reports, complete 
the following steps: 

1. Click Group Patients under the Reports section of the menu panel. 
 

 

 

2. To run a report for patients in a specific birth date range, click on the 
check box on the first line. Enter a from birth date and to birth date in 
MM/DD/YYYY format. 

3. To run a report for patients who have immunizations administered by 
one of your sites, click on the check box on the second line. Choose a 
site from the drop down list. By selecting this option, you will limit this 
report to immunizations administered at your site. 

4. To run a report for patients who have an immunization in a specific 
date range, click on the check box on the third line. Enter a from and 
to date in MM/DD/YYYY format. 

 

 
Note:  You may combine any of the criteria in the above steps. The 
system only selects patients who fulfill all the criteria you specify. 

 
 

5. You may choose a sort order. Your two options are either by Last 
Name then Age or by Age, then Last Name. 

6. If you wish to start over, click the Reset button. The system erases all 
the criteria you entered and starts with a fresh page. You may 
proceed to enter your criteria again.  

7. When criteria are completed, click the Generate button. Click the 
Refresh button periodically (use same language used in assessment 
reports section) The system starts to generate the report and takes 
you to the Group Patient Reports Request Status screen. 
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8. After the report finishes generating, the top line on the Group Patient 
Reports Request Status screen becomes a hyperlink. Click the 
hyperlink. 
 

 
9. The system displays the report output in PDF. 

 
 

Reminder/Recall 

From the Reports menu option, you may generate reminder and recall notices, which 
include letters, mailing labels, and patient listings. 
 

 
Note: Generation of reminder and recall notices 
Reminder and recall notices can be generated for each patient, if the 
following conditions are met: 

 The status is Active in the Patient Information Section for your 
organization. 

 The Allow Reminder and Recall Contact? indicator in the Patient 
Information Section is Yes. 

 The patient has complete address information listed in the Address 
Information Section. 

 

Reminder Request Status screen 

Depending upon the number of patients associated with your provider 
organization, it may take five minutes or more to generate the data for the 
various reports. While the data is being generated, the Reminder Request 
Status screen indicates the percentage of completion. Periodically click on 
Refresh to update the status.   
 

 
Note: Once you reach the Reminder Request Status screen, it is not 
necessary to stay at this screen while your report is being created. You may 
go anywhere in ALERT IIS while the report is generating and may return to 
the status screen by clicking on the Check Reminder Status link under 
Reports on the menu panel. Likewise, you may close out of ALERT IIS and 
return to the status screen by clicking on the Check Reminder Status link 
after logging in again.  
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Summary Screen 

When the report is complete, you may click on the blue date hyperlink to go to 
the Reminder Request Process Summary screen. The Summary screen lists 
the number of patients involved in the search and the criteria that were used to 
define the search. From the Summary screen, you may create various 
reminder output options. 

 

Last Notice Date Options  

On the bottom of the Reminder Request Process Summary screen, you have 
the option of resetting the last notice date, which will affect future 
reminder/recall notices generated using this information. Your options on the 
last notice date table include:  
 

 
 

1. Clicking Preview Patients will provide a list of patients included in the 
Reminder Recall Report. This information is presented on the screen 
and includes a hyperlink to each patient’s demographic record. 

2. Clicking Increment Eligible will reset the last notice date for all 
patients eligible for this reminder. The last notice date is viewable on 
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the patient’s demographic record under the organization information 
section. 

3. Increment last notice date for all patients immunized by your 
organization. 

4. Click Cancel to return to the Reminder Request Status screen. 

Reminder/Recall Output Options  

The Reminder Request Output Options table, found on the Reminder 
Request Process Summary screen, allows you to choose how you would like 
to use the data from your query.  

Reminder Letters  

The letter output option allows you to generate a standard form letter for the 
parent/guardian for each patient returned on your query. The letter allows 
room at the top for your organization’s letterhead. The body of the letter 
includes the patient’s immunization history, recommended immunizations and 
due dates. There are up to two lines for free text and/or a telephone number. 
To generate Reminder Letters: 

1. Under the Additional Input column or the Letter section of the table, 
you have the option of entering:  

 

 
 

a. If a Report Name is not indicated, the report will simply be 
named Reminder Letter on the Reminder Report Status 
screen. 

b. You may include a maximum of 400 characters in additional 
information in the Free Text field. Any information entered in 
this text box will be presented as the closing for each of the 
letters generated in your report.  

c. The telephone number is presented in the closing for each of 
the letters generated in your report. 

2. Click Reminder Letter, which is a hyperlink.  
3. Your report will be listed on the Reminder Request Status screen. The 

bottom table shows the name of the request, the date and time it was 
started and the status of the request.  

a. You have the option of moving to other portions of ALERT IIS 
or using other functions of your computer while you are waiting 
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for your letters to process. To return to check the progress of 
your request, click on Check Reminder Status under Reports 
on the menu panel.  

b. If you choose to stay at the Reminder Request Status screen 
while your request is processing, click on Refresh occasionally 
to check the status.  

4. Once the status displays as Ready and the report name becomes a 
hyperlink, your letters are ready to be viewed. Click the report name to 
view or print the letters in Adobe Reader®. 

5. To print the letters, click the printer icon on the Adobe® toolbar. Click 
the OK button in the Print dialog box. 

6. To print additional output, click the Back button on your browser. At 
the Reminder Request Status screen, click on the Reminder Request 
hyperlink (top table) to return to the Reminder Request Process 
Summary screen. 
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Reminder Card 

The Reminder Card output option allows you to generate a standard reminder 
card for the parent/guardian for each patient returned on your query. The 
card allows room at the top for a greeting. The body of the card includes the 
patient’s recommended immunizations and due dates. There are up to two 
lines for free text and/or a telephone number. To generate Reminder Cards, 
follow these steps: 
 

 Under the Additional Input column or the Letter section of the table, 
you have the option of entering the following information: 

o If a Report Name is not indicated, the report will simply be 
named Reminder Card on the Reminder Report Status screen 

o You may include a maximum of 400 characters in the Free 
Text field. Any information entered in this text box will be 
presented as the closing for each of the cards generated in 
your report.  

o The telephone number is presented in the closing for each of 
the cards generated in your report. 
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Mailing Labels 

The labels output option produces 30 labels per page on Avery Mailing 
Labels #5160. To generate mailing labels, follow these steps:  
 
 
 

1. Click Mailing Labels, which is a hyperlink. Your request will be listed 
on the Reminder Request Status screen; the bottom table shows the 
name of the request, the date and time it was started, and the status 
of the request. 

2. You have the option of moving to other portions of ALERT IIS or using 
other functions of your computer while you are waiting for your labels 
to process. To return to check the progress of your request, click 
Check Reminder Status under Reports on the menu panel.  

3. If you choose to stay at the Reminder Request Status screen while 
your request is processing, click Refresh periodically to check the 
status.  

a. Once the report name becomes a hyperlink, your labels are 
ready. Click the report name to view or print the labels in 
Adobe Reader®.  

b. To print the labels, click on the printer icon on the Adobe® 
toolbar. Click OK in the Print dialog box. 

4. To print additional output, click the Back button on your browser. At 
the Reminder Request Status screen, click on the Reminder Request 
hyperlink (top table) to return to the Reminder Request Process 
Summary screen.  
 

Patient Query Listing  

The Patient Query Listing displays contact information for those patients 
identified as being due/overdue in the Reminder/Recall output in a report 
format. This report lists every patient that was returned in the report query 
process. To generate a Patient Query Listing: 
  

1. Click the Patient Query Listing hyperlink. 
2. Your request will be listed on the Reminder Request Status screen; 

the bottom table shows the name of the request, the date and time it 
was started and the status of the request. 

a. You have the option of moving to other portions of ALERT IIS 
or using other functions of your computer while you are waiting 
for your report to process. To return to check the progress of 
your request, click on Check Reminder Status under Reports 
on the menu panel.  
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b. If you choose to stay at the Reminder Request Status screen 
while your request is processing, click on Refresh occasionally 
to check the status.  

3. Once the report name becomes a hyperlink, your report is ready. Click 
the report name to view or print the report in Adobe Reader®.  

4. To print the report, click the printer icon on the Adobe® toolbar. Click 
OK in the Print dialog box. 

5. To print additional output, click the Back button on your browser. At 
the Reminder Request Status screen, click on the Reminder Request 
hyperlink (top table) to return to the Reminder Request Process 
Summary screen. 
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Extract Client Data 

The Extract Client Data displays patient demographic information, 
immunization history, and recommendations for those patients identified as 
being due/overdue in the Reminder/Recall output in XML format. This report 
lists every patient that was returned in the report query process. To extract 
client data in XML format: 
 

1. Click the Extract Client Data hyperlink. 
2. Your request will be listed on the Reminder Request Status screen; 

the bottom table shows the name of the request, the date and time it 
was started, and the status of the request. 
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Creating Custom Letters  

In addition to the standard letter, ALERT IIS allows users to create and store 
up to three custom letters to be used for reminder/recall. To create a new 
custom letter, follow these steps: 

1. Click Manage Custom Letter under Reports on the menu panel.  
 

 
 

2. Click the New Custom Letter hyperlink.  
3. At the Create New Custom Letter screen, enter the following:  

a. Top Margin: Choose the number of blank lines you would like 
at the top of the letter from the drop down list provided. These 
blank spaces will leave room to print the letters on your office 
letterhead. 

b. Include Patient Address:  
i. Check the box to include the patient’s address at the 

top of the letter.  
c. To include a name with the patient address, choose from the 

drop down list one of the following: 
i.  (no name) - default 
i. Patient name 
ii. To the parent/guardian of patient name 

b. Salutation: Enter a greeting, and then choose a name option 
from the drop down list provided.  
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i. If name is chosen, the name of the patient will show up 
after the salutation.  

ii. If responsible person is chosen, the letter will read 
<salutation> Parent/Guardian of <patient name> 

4. Paragraph 1:  
a. In the field marked First Part, enter desired text.  
b. If you do not wish to include a name, you may enter all of the 

first paragraph text in the field marked First Part and select no 
name from the name drop down list. 

c. If you wish to include a name within the paragraph, enter text 
up to the mention of the name ending with a single space. 
Next, choose the name you would like to appear within the 
paragraph from the drop down list (either parent/guardian, 
patient name or no name). 

d. In the field marked Second Part, continue to enter the rest of 
the text.  

e. Immunization History: Check the box to include the patient’s 
immunization history in the letter.  

f. The maximum amount of allowed characters in this field is 
4,000. 

5. Paragraph 2: You may enter more text in this field.  
a. Immunization recommendations: Check this box to include the  

immunization forecast for the patient in the letter.  
b. The maximum amount of allowed characters in this field is 

4,000.  
6. Paragraph 3: You may enter text in this field.  

a. Closing: Enter a closing word or statement in this field. If you 
wish to include your provider, organization’s name and/or 
telephone number after the closing, check the appropriate 
boxes.  

b. Name and Save the Custom Letter: Enter a name for the letter 
in the field provided. When the letter is complete, click on Save.  
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c. The maximum amount of allowed characters in this field is 
4,000.  

 
 

Note: Once you have saved the custom letter, click on check reminder 
status in the left hand menu bar. Then select the reminder report you want to 
use to generate your custom letter. 
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Generating Custom Letters 

The custom letter output option allows you to generate a customized letter for 
each patient returned on your query. To create a new custom letter, refer to 
the Creating Custom Letters section of this chapter. To generate a custom 
letter from the Reminder Request Process Summary screen: 
  

1. Every time you generate a custom letter, you will want to give the 
report a unique name. This name is different from the custom letter 
name. You will want to name the report prior to clicking on the custom 
letter hyperlink. 

2. Click the link with the name of the custom letter. The letter will begin 
generating immediately.  

 

 
 

3. Your report will be listed on the Reminder Request Status screen; the 
bottom table shows the name of the request, the date and time it was 
started and the status of the request.  

a. You have the option of moving to other portions of ALERT IIS 
or using other functions of your computer while you are waiting 
for your letters to process. To return to check the progress of 
your request, click on Check Reminder Status under Reports 
on the menu panel.  

b. If you choose to stay at the Reminder Request Status screen 
while your request is processing, click on Refresh occasionally 
to check the status.  

4. Once the report name becomes a hyperlink, your letters are ready. 
Click on the report name to view or print the letters in Adobe Reader®.  

5. To print the letters, click on the printer icon on the Adobe® toolbar. 
Click on OK in the Print dialog box. 

6. To print additional output, click on the back button on your browser. At 
the Reminder Request Status screen, click on the reminder request 
hyperlink (top table) to return to the Reminder Request Process 



 

 Forms and Reports ALERT IIS 195 

Summary screen. 

 

Vaccine Eligibility 

The Vaccines for Children (VFC) Report details the number of patients that 
were vaccinated by your organization for each Vaccine Eligibility type for a 
specified date range. To generate a VFC Report: 
 

1. Click Vaccine Eligibility under the Reports section of the menu 
panel. 
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2. Select your organization name from the drop-down list.  
3. Enter a From date under the Report Date Range using the 

MM/DD/YYYY format.  
4. Enter a To date under the Report Date Range using the 

MM/DD/YYYY format.  
5. Choose a type of VFC Report to run. You have two choices: 

a. The Age Group report displays a summary of patients by 
vaccine eligibility and four specific age ranges: < 1 year of 
age, 1-6 years of age, 7-18 years of age and 19 years and 
older. 

b. The Vaccine Group report displays a summary of doses by 
vaccine eligibility and vaccine groups.   

6. Click the Generate Report button.  The reports drop into a processing 
queue: 

 
 

7. Click Refresh until the statuses are 100%; then click on the underlined 
hyperlink, and you will be presented with an adobe file which contains 
your report.  From here you can print the document; then close the 
document window to return to the results screen. 

 
 
Understanding the Vaccine Eligibility Report by Vaccine Group 
The following section explains the rows and columns within the Vaccine 
Edibility Report by Vaccine Group. The report only displays vaccines 
administered by your organization. 
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The key at the top of the report provides a listing of each vaccine eligibility 
code and its description. This report may show codes that are not available to 
your clinic. Codes are specific to whether your clinic is public or private and 
whether you have a federal designation. No provider will be able to use all 
codes listed.  
 
The columns on the report break down the vaccines administered by vaccine 
eligibility code.  
Column Description 
Vaccine Lists the vaccines that were used by your organization 

during the date range entered for the report 
M Medicaid, Oregon Health Plan 
N No Insurance 
A American Indian/ Alaskan Native 
F Underinsured Federal Qualified Health Center (FQHC)   
U Underinsured, not FQHC 
C Insured, Co-pay Unaffordable   
O Other State Supplied   
R Unknown Insurance Status   
B Billable/Not Eligible   
L Locally Owned   
S Special Projects   
G IG Only   
NS Not Specified 
Total The total count of immunizations provided for the type of 

vaccine administered 

Understanding the Vaccine Eligibility Report by Age Group 
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The following section explains the rows and columns within the Vaccine 
Eligibility report by Age Group. The report only displays patients who have 
received vaccines administered by your organization. 

 

 
 
The key at the top of the report provides a listing of each vaccine eligibility 
code and its description.  
 
The rows on the report break down the count of distinct patients given 
immunizations by age in years. For example, patient who receives a 
vaccination when he or she is 6 years and 11 months old will be included in 
the 1-6 age group.  
 
Row Description 
< 1 Patients who were under 1 year of age at the 

time a dose was administered 
1-6 Patients who were 1 through 6 years of age at 

the time a dose was administered 
7-18 Patients who were 7 through 18 years of age at 

the time a dose was administered 
19+ Patients who were 19 years of age or older at 

the time a dose was administered 
 
 

Each column on the report counts the number of distinct patients who have 
received immunizations associated with a vaccine eligibility category within the 
specified date range. For example, a single patient who received 3 Medicaid 
doses would contribute only +1 to the total column. 
 
 
 
 
Column Description 
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M – Medicated, OHP The immunization indicates Medicaid, Oregon Health 
Plan. 

N – No Insurance The immunization indicates No Insurance 
A - American Indian The immunization indicates American Indian/ Alaskan 

Native. 
F - Underinsured, FQHC The immunization indicates Underinsured, FQHC.   

 
U - Underinsured, not FQHC The immunization indicates the vaccine eligibility 

Underinsured, not FQHC 
C – Insured, Co-pay Unaffordable The immunization indicates the vaccine eligibility 

Insured, Co-pay Unaffordable 
O – Other State Supplied The immunization indicates the vaccine eligibility Other 

State Supplied` 
R – Unknown Insurance Status The immunization indicates the vaccine eligibility 

Unknown Insurance Status 
B – Billable/Not Eligible The immunization indicates the vaccine eligibility 

Billable/Not Eligible 
L – Locally Owned The immunization indicates the vaccine eligibility Locally 

Owned 
S – Special Projects The immunization indicates the vaccine eligibility 

Special Projects 
G – IG Only The immunization indicates the vaccine eligibility IG 

Only 
NS: Not Specified The immunization does not indicate a vaccine eligibility 
Total The total count of patients given immunizations for each 

age group category 
 
 

Billing Report 

Selecting the Billing Report will allow you to create a report where you can 
preview your quarterly billable report and check to ensure that your coding is 
correct before the final bill is prepared by VFC staff.   The report displays 
those immunizations administered during the specified time period which 
have been coded with an eligibility code of “B-billable/not eligible”, indicating 
that the dose is reimbursable either by an insurance company or by the 
patient. To generate a billing report: 
 

1. Select Billing Report Request from the side Reports menu and you 
will be presented with the following selection screen: 
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2. Select the quarter and year you wish to generate the billing report for, 

or alternately, enter the begin month and year and end month and 
year from the dropdowns provided. 

3. Select the billing organization by clicking on the drop down menu and 
selecting your organization. If you have satellite organizations and 
would like their information included in your report, check the 
appropriate box. If you would like to create a copy of the billing memo, 
enter the names of the VFC Manager and the Administrative 
Specialist to be included on the generated memo. 

4. Select Included Reports:  Check the boxes indicating which report 
types are requested – Memo, Summary, and/or Detail. 

5. Click Generate. The reports drop into a processing queue: 
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6. Click Refresh until the statuses are Complete; then click on the 
underlined hyperlink, and you will be presented with an adobe file 
which contains your report.  From here you can print the document; 
then close the document window to return to the results screen. 
 

Sample Memo Billing Report 

 

Sample Summary Billing Report 
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Sample Detail Billing Report 

 
 
After reviewing the reports, if you find patients with doses that need to be 
recorded, you can edit the vaccine eligibility code through the user interface 
by bringing up the patient’s immunization record and editing the appropriate 
dose. If you submit immunization information through an electronic interface, 
you still need to update immunization eligibility codes through the user 
interface.  

 
 

Provider Report 

Provider reports are available to designated user roles only. If you feel as 
though you need access to one of the following reports please contact the 
ALERT IIS Help Desk. Selecting the Provider Report will allow you to further 
specify up to 4 different Provider level reports, which provide information 
about aggregate transactions entered into ALERT IIS for specified time 
periods. These reports can be generated for specific organizations, or for 
organizations including their satellites.  To generate a Provider Report: 
 

1. Click Provider Report under the Reports section of the menu panel. 
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2. Select the organization name from the drop-down list.  
3. Enter a From date under the Report Date Range using the 

MM/DD/YYYY format. (The default is provided is the first day of the 
current year, as in a year-to-date report.  However you can change 
the From date by entering a different date or selecting it from the 
calendar icon). 

4. Enter a To date under the Report Date Range using the 
MM/DD/YYYY format. (The default is provided as the current date, 
however you can change the To date by entering a different date or 
selecting it from the calendar icon). 

5. Indicate if you want to also include transactions from your satellite 
organizations by clicking on the checkbox “Include Satellite 
Organizations”.  If you wish to report only on the selected 
organization, leave this checkbox blank. 

6. Choose a type of Provider Report to run. You have four choices: 
a. Provider Participation Report 
b. Provider Data Entry Report 
c. Data Entry Compliance Report 
d. Late Data Entry Detail Report 

7. Click the Generate Report button. 
8. The report request drops into a processing queue, in order to update 

the % complete click on the refresh button, when status indicates 
“ready” you can click on the underlined hyperlink to view the report.  

 
 

9. The form displays in Adobe® Reader. To print the report, click on the 
printer icon on the Adobe® toolbar.  
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10. Click the OK button in the Print dialog box. To return to the Provider 
Report Status screen, click the Back button on your browser. 

 

Understanding the Provider Participation Report 

1. There are 5 sections to the Provider participation report, first is the 
Header which displays information about the requesting organization:  

 
 

2. The second section displays a graph of patients by age group (across 
the top), according to their vaccine eligibility code (displayed on each 
line); a count of patients who have received an immunization from this 
organization within the specified date period: 
 

 

 

 

 

 

 
 
 
 
 
 
 
 
 

3. The third section displays a quarterly breakdown of the distinct 
number of patients who received immunizations administered by the 
selected organization: 
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4. The fourth section displays by quarter the number of patient searches 
performed by the specified organization: 

 
 

5. The fifth section displays the number of patient searches, annually, for 
the selected organization, broken down by clinic user: 

 
 
 

Understanding the Provider Data Entry Report 

The Provider Data Entry report displays a count of the various transactions 
entered into the system during the specified time period: 
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Understanding the Data Entry Compliance Report 

The Data Entry Compliance Report displays information about when the 
immunization was entered into the system versus the administration date (for 
the selected time period). It is grouped to highlight those immunizations that 
were entered past the standard 14 days after administration. 

 
 

Understanding the Late Data Entry Detail Report 
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The Late Data Entry detail report gives additional information about the 
immunizations administered during the selected time period, and compares 
that to when they were entered into ALERT.  The report is group by clinician’s 
name: 
 

 
 
 

Vaccine Accountability Report 

The Vaccine Accountability Report provides information about inventory 
transactions entered into ALERT IIS for selected quarterly time periods. The 
report is available to designated user roles only. If you feel as though you 
need access to the Accountability Report please contact the ALERT IIS Help 
Desk. The Vaccine Accountability Report can be generated for a single 
organization, multiple organizations, or All VFC organizations (available to 
state-level user roles only).  When the Vaccine Accountability Report is 
generated for a single organization, both a Summary report and a Detail 
report will be created.  When the Vaccine Accountability Report is generated 
for multiple organizations or All VFC organizations, only a Summary report 
will be created.  To generate a Vaccine Accountability Report: 
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1. Click Accountability Report Request under the Reports section of 
the menu panel. 

 

 
 
2. Select the beginning quarter/year from the Begin Date drop down list. 

(The options provided appear as “Quarter [#], [YYYY]”, for instance 
“Quarter 4, 2013”.  The IIS translates the selected quarter to the 
FIRST date of that quarter, which is October 1, 2013.) 

3. Select the ending quarter/year from the End Date drop down list. (The 
options provided appear as “Quarter [#], [YYYY]”, for instance 
“Quarter 4, 2013”.  The IIS translates the selected quarter to the 
LAST date of that quarter, which is December 31, 2013.) 

 

 
Note: It is acceptable to select the same quarter option in the Begin Date 
and End Date drop down lists.  For instance, if Quarter 4, 2013 is selected for 
both the Begin Date and End Date, the report period will be October 1 - 
December 31, 2013. 
 
Quarter breakdown: 
 Quarter 1: January 1 – March 31 
 Quarter 2: April 1 – June 30 
 Quarter 3: July 1 – September 30 
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 Quarter 4: October 1 – December 31 

 
 
4. Select the organization options available to you (not all options are 

available to all user roles). 
a. The “Select Individual Organization” option may be selected in 

order to run a Vaccine Accountability Report for one or more 
selected organizations. 

i. Most user roles will see their assigned IIS 
organization(s) displayed in the Organization Name list 
box and may select one or more organizations for the 
report. 

ii. If you are assigned to one organization and are not a 
state-level user, your organization will automatically be 
selected for you.  

iii. State-level users have all IIS organizations with a VFC 
status of Active or Suspended displayed in the 
Organization Name list box and may select one or 
more organizations for the report. 

b. For state-level user roles only, the “VFC Clinics Statewide” 
option may be selected in order to run a Vaccine 
Accountability Report for all clinics that have a VFC Status of 
Active or Suspended. 

5. Choose the type of vaccine you would like to include in your Vaccine 
Accountability Report.  Options include “State-Supplied”, “Privately 
Purchased”, or “Both.” 

6. Enter the report name in the Report Name text box.  Entering a report 
name is optional.  If no report name is entered, ALERT IIS will 
automatically assign a report name as shown below: 

a. One organization Detail report: “[Organization Name]_ 
Detail.xls” 

b. One organization Summary report: “[Organization Name].xls” 
c. Multiple Organization Summary report: “Multiple_Orgs.xls” 
d. VFC Clinics Statewide Summary report: “Statewide.xls” 

7. Click the Generate button. 
8. The report request drops into a processing queue.  In order to update 

the Status, click on the refresh button.  When status indicates “100%” 
you can click on the underlined hyperlink(s) to view the report.  
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9. The reports are in the ‘.xls’ spreadsheet format, so you may be 
prompted to open or save the file.  Choose from the options 
presented: Open, Save, or Cancel.  The file will open in the program 
on your computer that is set to open ‘.xls’ files, such as Microsoft 
Excel. 

10. To print the report, click on the printer icon on the Microsoft Excel 
toolbar or other program that has opened the file.  

11. Click the Print button in the Print dialog box. 
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Vaccine Accountability – Detail Report 

1. The Detail Report contains accountability data grouped by Vaccine 
Group and Lot Number.  

 

 
 

Vaccine Accountability – Summary Report 

1. The Summary Report contains accountability data grouped by 
Vaccine Group, with all lot numbers combined. 
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Understanding Vaccine Accountability Report 

Columns and Calculations: 
 

+ Starting 
Inventory 

+ Doses 
Received 

- Doses 
Reported 

- Doses 
Expired 

- Doses 
Spoiled 

 - Doses 
Wasted 

- Doses 
Transferred 

Out 
+ Ending 
Inventory 

Accounted 
for Doses 

Accounted 
for  % 

1 2 3 4 5 6 7 8 9 10 
 
The following inventory transactions are “counted” in each of the above 
categories of the Vaccine Accountability Report. See p. 70, Table 1: Reasons 
for adding or subtracting inventory for more details on these transaction 
types. 

1. Inventory units on-hand at begin date of report (active non-expired) 
2. Doses Received, transfers in, and '+' error correction 
3. Immunizations Given less Immunizations Deleted (must be recorded 

in the IIS with a valid eligibility code) 
4. Expiration reported by Provider (automatic inventory transaction) 
5. Spoilage reported by Provider, Failure to store properly on receipt by 

Provider, Refrigeration failure report by Provider 
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6. Other not usable by Provider, doses recalled, and '- 'error correction 
7. Doses Transferred Out 
8. Inventory units on hand at end date of report (active, non-expired): per 

system 
9. Accounted for Doses = |(3+4+5+6+7)|+8 
10. Accounted for Doses / Total vaccine doses |(3+4+5+6+7)|+8 / 1+2 

i.e., total accounted for transactions + ending inventory / total 
theoretical doses available 

11. Unaccounted for includes sum of negative values for (-) doses 
administered transaction (doses that were manually subtracted, not 
deducted via inventory modification), (-) Lost or unaccounted for in 
Provider Inventory, (-) doses recorded in the IIS without a valid 
eligibility code, and (+) doses deleted in the IIS without a valid 
eligibility code for the org     

 
 
 
Detailed List of Inventory Transactions 
 
The code is what is displayed in the Show Transactions report in ALERT IIS.  

 CODE -/+ DESCRIPTION SOURCE OF TRANSACTION SOURCE TYPE 
A REC + Receipt of Inventory Edit Inventory reason pick list manual 

B REC + Receipt of Inventory 
Add inventory is saved, 
Order/transfer Received automated 

C RET + Doses Returned 
Rejected transfer that is restocked 
in inventory automated 

D RET + Doses Returned Edit Inventory reason pick list manual 

E TRA - 
transfers out of 
inventory 

Orders from or transfers from 
inventory automated 

F TRA - Doses Transferred Edit Inventory reason pick list manual 
G Immunize - Immunizations Given Imm is added to patient's record automated 

H Delete + Immunizations Deleted 
Imm is deleted from patient 
record automated 

I ERR + or - Error Correction Edit Inventory reason pick list manual 
J RECALL - Doses Recalled Edit Inventory reason pick list manual 
K ADMIN - Doses Administered Edit Inventory reason pick list manual 

M 3 - 
Spoilage reported by 
Provider Edit Inventory reason pick list manual 

N 4  - 
Expiration reported by 
Provider 

Counts auto-generated when 
reports run automated 

O 5 - 
Lost/damaged in transit 
to Provider Edit Inventory reason pick list manual 

P 6 - 
Failure to Store 
properly……….. Edit Inventory reason pick list manual 
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Q 7 - 
Refrigeration 
failure………… Edit Inventory reason pick list manual 

R 11 - 
Lost or Unaccounted for 
……… Edit Inventory reason pick list manual 

S 12 - 
Other - Not useable, per 
Provider Edit Inventory reason pick list manual 

T BORROWEDIN + Borrowed In Edit Inventory reason pick list  manual 
U BORROWEDOUT - Borrowed Out Edit Inventory reason pick list  manual 

V TRAEXP n/a 
Transfer out Expired 
Inventory 

Transfer of Expired Inventory (i.e., 
back to mfg)  automated 

W BORROWED - Borrowed Imm Given 
Borrowed Imm is added to patient 
record automated 

X LOTDELETE - Lot Deleted Edit Inventory Delete button automated 
 
 
 
Inventory Transactions within Vaccine Accountability Report columns 
 

+ Starting 
Inventory 

+ Doses 
Received 

- Doses 
Reported 

- Doses 
Expired 

- Doses 
Spoiled 

 - Doses 
Wasted 

- Doses 
Transferred 

Out 
+ Ending 
Inventory 

Accounted 
for Doses 

Accounted 
for  % 

1 2 3 4 5 6 7 8 9 10 
ending 

inventory 
from 
prior 

report 
run 

A, B, C, 
D, T and 
I when 
positive 

G*,W*, 
(H*) N, V M, P, Q 

J, S, and 
I when 

negative  E, F, O, U, X 

active, 
non-

expired 
QOH per 
system     

 
Note that some transaction types are treated differently based on whether 
they are accompanied by a valid vaccine eligibility code:  
 
G*, W* = count if the immunization administered contains a vaccine eligibility 
code 
H* = Delete transaction of an immunization administered that contains a 
vaccine eligibility code, which lowers the count of Doses Reported 
 
Unaccounted for transactions: K, R, G**, W**, H** 
  
G**, W** = unaccounted for if the immunization administered does not 
contain a vaccine eligibility code 
H** = Delete transaction of an immunization administered that does not 
contain a vaccine eligibility code 
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Data Exchange Report  

The Data Exchange Report Request screen allows users to run organization 
reports to monitor and manage their own data. The following user roles have 
access to the data exchange report request and status screens: 
 
Standard User 
Super User 
E-Transfer Submission Only 
Pharmacy Standard + E=transfer 
System Administrator 
Technical Staff 
Operations Staff 
Helpdesk/Trainer 
 
To produce a Data Exchange Report:  

11. Click data exchange report under the Reports section of the left 
menu panel. This will bring you to the Data Exchange Report Request 
screen: 

 

 
12. Enter Report Date Range 

a. The from date cannot be prior to the Data Exchange Release 
date and must be on or after 05/06/2018 

13. Select the organization(s) that you would like included in the report 
from the left Organization Name list box.    

a. If you are logged in as a Group Organization, the list will be 
populated with the Group Organization and you’re Child 
Organizations. 
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b. If you are logged in as an organization other than a Group 
Organization, the list box will prepopulate with your 
organization. 

c. You can click or control+click to select which organization data 
to run reports on. 

d. The “Add” button will add individually selected provider 
organizations. 

e. You can control+click to select multiple organizations. 
f. Selecting the “Add All” button will add all the organizations 

displayed. 
g. Selecting the “Remove” button will remove individually 

selected organizations. 
h. Selecting the “Remove All” button will remove all the 

organizations displayed. 
14. To run the report select “Generate” button. 

a. When you select the “Generate” button an individual report will 
be generated for each selected organization. 

15. To cancel report select the “Cancel” button and you will be returned to 
main menu. 

 
Data Exchange Report Status 
After selecting the “Generate” button, the Data Exchange Report Status 
screen will display: 

 
1. Report Name  

a. The report name is the organization name. 
b. The name of each organization will display as a hyperlink. 
c. Selecting the hyperlink will take you to the Excel spreadsheet 

report for the respective organization. 
2. Started 

a. The “Started” column displays the date and time the report 
started for each organization. 

3. Completed 
a. The “Completed” column displays the date and time the report 

was completed for each organization. 
4. Status 

a. The “Status” column displays the current status of each 
organization report. 

b. Any % other than 100% is an approximation of how much of 
the data has been processed toward report completion. 

c. 100% in the status column means the report is complete. 
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d. Failed in the status column means the report was not able to 
run. 

5. Refresh button 
a. Selecting the refresh button will refresh the report status field 

until a report is complete and status is 100%. 
 
 
External Data Exchange Report 
1. The Data Exchange Report generates an Excel file: 
 

 
 
2. On the Summary tab, the top left corner of the spreadsheet indicates the 

Org Code/Organization Name 
3. The “Date Range” includes the “From” and “To” dates selected from the 

Data Exchange Report Request screen and defines the data included in 
the report. 

4. The Report Generated date is the date the report was run. 
5. The Data Exchange Summary section includes Immunization counts for: 

a. Accepted/Administered: Total number of accepted administered 
immunizations. 

b. Accepted/Historical: Total number of accepted historical 
immunizations 

c. Pending: Total number of pending immunizations. 
d. Rejected: Total number of rejected immunizations. 
e. Deleted: Total number of deleted immunizations. 
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f. Deducted: Total number of immunizations that were deducted 
from inventory. 

6. The Data Exchange Summary section includes Patient counts for: 
a. Accepted: Total number of accepted patients. 

i. This sums the “Accepted” patients from the Job Detail 
screen under the ‘check status’ menu item. 

ii. This is not a unique count. 
b. Pending: Total number of pending patients. 
c. Rejected: Total number of rejected patients. 

7. The Query Count section counts the number of VXQ records from HL7 
version 2.3.1 and 2.4 and the number of QBP records from HL7 version 
2.5.1. 

a. Queries Sent 
b. Single Match 
c. Multiple Match 
d. No Match 

 
8. Error Counts for Immunizations and Patients section counts all error 

messages within each severity category with their percentage.  
a. E (error) – Transaction was not successful. The application 

rejected data that it views important. This could include required 
fields or the entire message.  

b. W (warning) – Transaction successful, but there may be issues. 
These may include non-fatal errors with potential for loss of data. 

c. I (Informational) – Transaction was successful, but includes 
returned information. 
 

9. Total Counts for each Severity category will be a hyperlink and open into 
spreadsheet with details for the actual records that errored. You can also 
select the corresponding tab from the report summary worksheet to get 
the drill-down data. 
 

10. Percentage of messages in each severity category as a fraction of all 
error message during the reporting timeframe. 

 
11.  ERR 8 (Description) displays the error description. 

 
12. Drill-down worksheets 

a. Each severity category represented has its own worksheet.  
i. Errors 
ii. Warnings 
iii. Info Only 
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b. To get to the drill-down worksheet, from the Summary tab you 
can select the severity total hyperlink or select the tab from the 
bottom of the spreadsheet. 

c. Each worksheet includes the following columns: 
i. Severity: this column provides the severity category found 

in HL7 ERR segment, sequence ERR-4, table # 0516 
ii. Issue Description: MSA-8 
iii. Message ID: this column provides the Message Control ID 

(sequence MSH-10) found in HL7 MSH segment 
iv. Patient Name: this column provides the patient name 

(sequence PID-5) found in HL7 PID segment 
v. Patient DOB: this column provides the patient date/time of 

birth (sequence PID-7) found in HL7 PID segment 
vi. Action Needed: When possible, this column will include 

the HL7 message segment where the error is located. 
 

d. Example of Errors Tab 
 

 
 

e. Example of Warnings Tab 
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f. Example of Info Only Tab 
 

 
 


