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The Idaho Immunization Reminder Information System (IRIS) 



 

1.2   Idaho’s Immunization Reminder Information System          Introduction 

The following sections are an overview of immunization registries reproduced with the 
permission of All Kids Count, a nonprofit organization dedicated to the improvement of 
immunization rates in children.  
 
What Are Immunization Registries?  
Immunization registries are confidential, computerized state- or community-based information 
systems. In the Healthy People 2010 program, the U.S. Department of Health and Human 
Services set a goal of enrolling 95% of children from birth through age five in a fully functioning 
immunization registry, noting “Population-based immunization registries will be a cornerstone of 
the nation’s immunization system by 2010.”  

Registries enable public and private health care providers to consolidate and maintain 
computerized immunization records on all children within a given geographic area. They enable 
multiple authorized health care professionals to access the consolidated information on the 
immunizations that any child has received. They help doctors remind parents when their 
children are due or overdue for immunizations. They help health care professionals stay abreast 
of the complex immunization schedule.  

Why We Need Immunization Registries  
The U.S. now enjoys the highest immunization rates and lowest disease levels ever, but 
sustaining them is not easy. One of the greatest challenges is the growing complexity and 
volume of immunization information:  

 Over 12,000 children are born each day, each needing 18-22 shots by age six to protect 
them from debilitating, life-threatening diseases.  

 An increasingly complex childhood immunization schedule makes it difficult for health 
professionals to keep up, even with the help of books, charts, and training.  

 Families are more mobile than ever before. They relocate, change employers, change 
insurers, and change doctors with increasing frequency.  

 Research shows that many parents whose children are not up to date with their 
immunizations mistakenly believe that they are. Many doctors also overestimate the 
coverage of their patients.  

 Because of increasing concerns about vaccine safety, some parents, in the absence of 
disease, may not choose to immunize their children. Better data about the immunizations 
given can help address these concerns.  

Immunization registries help to avoid the “peaks and valleys” of disease outbreaks by providing 
accurate, up-to-date information about the immunizations that children receive.  
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Idaho’s Immunization Reminder Information System (IRIS) 
 
The Idaho Immunization Reminder Information System (IRIS) is a population-based web 
application containing consolidated demographic and immunization history information.  
 
IRIS is completely confidential, voluntary and secure.  It allows the Idaho public health 
departments, enrolled medical providers, local health departments, schools and childcare 
facilities direct access to a central state immunization registry via the Internet.   
 
IRIS is able to perform a variety of functions for health care providers, including:  
 
 Recording immunizations, contraindications, and reactions.  
 Validating immunization history and providing immunization recommendations.  
 Producing recall and reminder notices, individual patient reports, and IQIP Assessment 

reports.  
 Management of vaccine inventory, including ordering and recording wastage or returns of 

public funded vaccine.    
 Online re-enrollment to the Vaccine for Children (VFC) program and management of 

delivery address and staff contacts.  
 School and Childcare eligibility, required documentation needed, conditional notice and 

notice of exclusion reports.  
 
When a provider begins participation in IRIS, they can manually enter immunization data directly 
into IRIS or utilize their existing electronic data systems to create a data exchange link with 
IRIS.  All children born in Idaho are added to IRIS at birth or a medical provider can add the 
immunization records into IRIS if they are not in the registry. 
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In this chapter: 
 
Internet Access 
Hardware Requirements 
Software Requirements 
Optimizing Browser Performance 
Viewing Reports with Adobe Acrobat® Reader 
Efficient Screen Navigation 
 



 

2.2                   Idaho’s Immunization Reminder Information System         System Requirements 

Internet Access 
Since IRIS is a web-based application, you will need reliable internet access, preferably with a 
dedicated high speed connection.  A modem connection will also work, but is not 
recommended.  

 
Hardware Requirements 
 The following are minimum hardware requirements for accessing IRIS: 

 Pentium 500 MHz computer. 

 64 MB RAM. 

 500 MB free disk space. 

 Screen display set at a minimum of 800 x 600 resolution and 256 colors. 

 Mouse and keyboard. 

 
Software Requirements 
 Internet Browser software.    

 Windows® 98 and all subsequent Windows® versions. 

 Adobe Acrobat Reader® 6.0 or higher. 

 For networked computers, TCP/IP Port 443 of the network firewall must be open for 
outgoing HTTPS (secure HTTP) connections to access the IRIS production 
application. 

 
 
  

 
 
Notes:  TCP/IP Port 444 of the network firewall must be open to access the IRIS Training 
application, https://iris.dhw.idaho.gov:444/. 
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Optimizing Browser Performance 
 

 
Browser Security  
 
Your browser should be set to use TLS 1.2 encryption or higher.   Recent versions of 
browsers have TLS 1.2 enabled by default.   If you have a lower version of the browser, 
check with your IT support (if applicable) to see if you can update to a recent browser 
version.  You should be able to update most browsers by opening the browser and 
going to settings and clicking the About… option in the menu.    
 
Browser   TLS 1.2 enabled by default 
Microsoft Edge  All Versions 
Google Chrome  Version 29 and higher 
Mozilla Firefox  Version 27 and higher 
Apple Safari   Version 7 and higher 
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(Internet Explorer) 
 

Note:   Microsoft will be ending support for Internet Explorer in August 2021.   If you use Internet 
Explorer as your default browser, check with your IT support (if applicable) to see what browser 
should be used as a replacement.   You may have to manually set TLS encryption to 1.2 by 
performing the following steps.  
 

1. Click on Tools on your browser’s menu bar. 

2. Choose Internet Options. 

3. Click on the Advanced tab. 

4. Click the checkbox for TLS 1.2.  
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Turn off Popup Blocker  
 
Reports and error messages may appear in popup windows generated by IRIS.  Some 
computers are set to block popups.   Your browser should be set to turn off pop-up 
blocker for the IRIS web site. 
 
(Google Chrome) 
1. Click on Settings on your browser’s menu bar. 

2. In Privacy and security section, select Site settings 

3. In Content section, select Pop-ups and redirects. 

4. In Allow section, click Add button 

5. Copy the address of the IRIS web site https://iris.dhw.idaho.gov/IRIS/portalInfoManager.do 

 and paste into the ‘Add a Site’ field.’ 

6. Click the Add button.  
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(Microsoft Edge) 
1. Click on Settings on your browser’s menu bar. 

2. Select Cookies and site permissions. 

3. Select Pop-ups and redirects. 

4. In Allow section, click Add button 

5. Copy the address of the IRIS web site https://iris.dhw.idaho.gov/IRIS/portalInfoManager.do 

 and paste into the ‘Add a Site’ field.’ 

6. Click the Add button.  
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(Mozilla Firefox) 
 
1. Click Options on your browser’s menu bar.   
2. Select Privacy & Security  
3. Scroll down on page and select  Block pop-up windows  Exception button  
4. Copy the address of the IRIS web site https://iris.dhw.idaho.gov/IRIS/portalInfoManager.do 

and paste into the ‘Address of website’ field.  
5. Click Allow button 

6. Click Save Changes button 
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(Internet Explorer) 
1. Click on Tools on your browser’s menu bar. 

2. Choose Pop-up Blocker. 

3. Choose Pop-up Blocker settings. 

4. Copy the address of the IRIS web site https://iris.dhw.idaho.gov/IRIS/portalInfoManager.do 

 and paste into the ‘Address of website to allow: field.’ 

5. Click the Add button.  

 

 
 

6. Click the Close button.  
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Deleting Browsing Data  /  Temporary Internet Files (Optional) 
 

Unless instructed to do otherwise, your browser will automatically save a copy of each new web 
page you visit to your computer’s hard drive. Over time, these saved files can slow down your 
browser’s performance. To avoid this problem, you may set your browser to automatically delete 
the temporary Internet files each time the browser is closed.   
 
Note:  This will delete your cache of browsing history, download history and site cookies, etc.     
Frequently used we sites should be saved to your browser Favorites before clearing your 
temporary cache.   
 

(Google Chrome and Microsoft Edge) 

1. Click the Chrome menu on the browser toolbar. 
2. Select History. 
3. Select Clear browsing data. 
4. In the dialog that appears, select the checkboxes for. Browsing history. Cookies and other 

site data. Cached images and files. 
5. Set time range: all time . 
6. Click Clear data 
 
 
(Mozilla Firefox) 
 
1. Click the Firefox menu on the browser toolbar 
2. Select Library. 
3. Select History 
4. Select Clear Recent History. 
5. In the dialog that appears, select  time range: everything 
6. Click Ok 
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(Internet Explorer) 
 
To automatically delete all temporary Internet files each time Internet Explorer is closed, follow 
these steps: 

1. Click on Tools on your browser’s menu bar. 

2. Choose Internet Options. 

3. Click on the Advanced tab. 
 

 
 

4. Scroll down the list until you see the Security heading.  

5. Put a check mark next to the command, “Empty Temporary Internet Files folder when 
browser is closed.”  

6. Click OK.  
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Compatibility Mode (Internet Explorer only) 
 

Compatibility View should be turned on for the IRIS site if using Internet Explorer.      To set 
compatibility mode follow these steps: 

1. Open the IRIS website in your browser.  

2. Click on Tools on your browser’s menu bar. 

3. Choose Compatibility View Settings. 

 
4. In the Add This Site Field, the idaho.gov should auto-populate.   Click on the Add button. 

5. Click on the Close button. 
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Running Reports with Adobe Acrobat Reader® 
 

IRIS uses at a minimum Adobe Acrobat Reader® 6.0 to display reports in portable document file 
(PDF) format. This format allows you to print reports exactly as they appear online.  
 

Running Acrobat Reader® Files 
The first time a report is displayed using Acrobat Reader®, a window may appear asking 
whether you want to run the file or save the file to disk. Choose “Run the file” and “Do not 
display this message again.”   
 
If you try to print a report in Acrobat® 6.0 and find that some of the text is illegible, choose File, 
Preferences, and General on the Acrobat® menu bar. In the General Preferences dialog box, 
make sure the “Smooth Text and Images” box is checked.  Subsequent versions of Acrobat® 
require alternate protocol.    
 
Problems Running Reports in Acrobat® 
If, while using Adobe Acrobat Reader® 6.0, you get a small icon resembling a Rubik’s cube and 
the report does not display, Acrobat Reader® needs to be opened in a separate window. To do 
this, follow these steps: 
 

1. Click the Start button on the lower left corner of your computer screen. 

2. Choose Programs. 

3. Select Adobe Rea® 6.0  (or higher)  

4. On the Acrobat Reader® menu bar, select File. 

5. Choose Preferences. 

6. Choose General. 

7. Under Options, uncheck Web Browser Integration. 

8. Click OK. 
 
Try to run your report again. If you continue to have problems, contact the IRIS Help Desk at 
(208) 334-5995. 
 
File Transfer Protocol Server Access 
When running reports and data downloads, IRIS queries a File Transfer Protocol (FTP) server 
to read the file. If your network has blocked FTP access for any reason or if FTP wasn’t installed 
with your browser, you will be unable to run reports or download data. Contact your information 
technology (IT) staff if you suspect your FTP access is blocked. 
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Efficient Screen Navigation 
Microsoft® Windows® often allows users several ways to accomplish certain tasks. Because 
IRIS runs under Windows®, it also allows users to use these methods to enter data. Learning 
the shortcuts in this section will help you increase your efficiency when entering data in IRIS, 
particularly by reducing the number of times you will need to switch from keyboard to mouse. 
These shortcuts will work in almost all Microsoft® software, not just Internet Explorer. 
 

Keyboard Shortcuts in IRIS 
 
Deleting data: When a field or a portion of a field is highlighted, typing something deletes the 

highlighted information and replaces it with the characters you typed. If you 
hit the Delete or Backspace key, the highlighted information is deleted. To 
place the cursor in a specific position within highlighted text, position the 
cursor where you want it and press the left mouse button once. 

 
Tab*: The Tab key advances the cursor to the next field. Internet Explorer moves 

through the fields in the order specified by the web page. When the cursor 
reaches the last field, it advances back to the first field on the screen when 
Tab is pressed.  

 
Shift+Tab*: Holding down the Shift key and clicking the Tab key will bring the cursor back 

to the previous field. In Internet Explorer, the cursor will go back to the 
previous field defined by the web page.  

 
Enter*: In most cases, the Enter key will complete entry of information on the current 

screen. Most screens have a default button that is activated when the Enter 
key is pressed — this button could be called Save, Submit, OK, etc.  

 
(Left Arrow): The left arrow key moves the cursor one character to the left.  
 
(Right Arrow): The right arrow key moves the cursor one character to the right.  
 
Ctrl+: Holding down the Ctrl key and pressing the left arrow key moves the cursor 

one word to the left. 
 
Ctrl+:  Holding down the Ctrl key and pressing the right arrow key moves the cursor 

one word to the right. 
 
Ctrl+A: Holding down the Ctrl key and pressing the A key will select all the text in the 

current field. 
 
Ctrl+C: Holding down the Ctrl key and pressing the C key will copy all highlighted text 

in the current field to the clipboard without changing the highlighted field. 
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Ctrl+V: Holding down the Ctrl key and pressing the V key will insert (“paste”) the 

contents of the clipboard at the current cursor position.  
 
Ctrl+X: Holding down the Ctrl key and pressing the X key will cut all highlighted text 

from the current field and place it on the clipboard. 
 
Delete: The Delete key deletes the character to the right of the cursor. If the field is 

highlighted, all highlighted text is deleted. 
 
Backspace: The Backspace key deletes the character to the left of the cursor. If the field 

is highlighted, all highlighted text is deleted. 
 
Home: The Home key positions the cursor to the left of the first character in the field. 
 
End: The End key positions the cursor to the right of the last character in the field. 
 
Shift: Using the Shift key in conjunction with any key affecting cursor position will 

highlight all characters in the field between the starting cursor position and 
the ending cursor position. For example, if the cursor is at the end of a field 
and Shift+Home is typed, the cursor is repositioned to the left of the 
beginning of the field and the entire field is highlighted. 

 
Ctrl: Using the Ctrl key in conjunction with any key affecting cursor position will 

move the cursor all the way to either end of the field, or the next space in the 
indicated direction. Using the Ctrl and Shift keys simultaneously not only 
moves the cursor, but also highlights all text in the field between the starting 
cursor position and the ending cursor position. 

 
Space: When the cursor is at a check box, the Space bar toggles the check mark on 

and off. 
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Mouse Shortcuts in IRIS 
Unless otherwise specified, mouse clicks refer to the left mouse button. Internet Explorer 
automatically positions the cursor in the field specified by the Web page. To position the cursor, 
Click the mouse in the desired field. 
 
Clicking in a field:  Clicking in a field will place the cursor in that position. 
 
Double Clicking in a field: When a field contains one character string with no spaces, you may 

highlight the entire field by double clicking anywhere in the field. If 
the field contains words separated by spaces, double clicking 
highlights only the word at which the cursor is pointing. 

 
Triple Clicking in a field:  When a field contains words separated by spaces, the entire field 

may be highlighted by triple clicking anywhere in the field. 
 
Dragging the mouse: To highlight a field, hold down the left mouse button within a field 

and drag the mouse across the field. 
 
Right Clicking in a field:  When you right click in a field, IRIS displays a pop-up menu with 

various options. If any items are grayed out, there is either no text 
currently selected or no text is currently on the clipboard. The pop-
up menu, or toolbar options are as follows: 

 
Undo: Selecting the Undo option reverses your last action. Undo may be 

repeated several times. 
 
Cut: Selecting the Cut option deletes all highlighted text in the current 

field and places it on the clipboard. 
 
Copy: Selecting the Copy option duplicates all highlighted text in the 

current field on to the clipboard without changing the highlighted 
field. 

 
Paste: Selecting the Paste option inserts the contents of the clipboard into 

the current field. 
 
Delete: Selecting the Delete option removes the highlighted text without 

placing it on the clipboard. 
 
Select All: Selecting the Select All option highlights all text in the current field. 
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Opening IRIS 
 

To access the IRIS Web site, do the following: 

1. Open your Internet browser. To open your browser, locate the browser icon on your 

computer’s desktop (screen with program icons). For example, the browser icon for 

Microsoft® Internet Explorer looks like this:  Once you have located the icon, double 

click on it with your left mouse button. 

2. Type in the URL for the Idaho Immunization Reminder Information System: 

https://iris.dhw.idaho.gov/  in the address box at the top of the browser, or you can select 

File and Open.   

 

 

Note:  Depending on your browser, you may receive one or more security/certificate 

warnings before the browser will open the site. Accept any warnings regarding secure 

connections or security certificates.  Internet Explorer will give you the option of turning off 

these warnings for future use. 

 
 

 

 

 

https://iris.dhw.idaho.gov/
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Request IRIS Account 
 

IRIS user accounts are managed by the IRIS Help Desk.   New user accounts must be 

requested by completing an online account request form.  A link to the forms is provided on the 

IRIS Login page shown. To request, do the following: 

1. Proceed to the Login Page as shown in Opening IRIS section below. 

2. In the REQUEST AN ACCOUNT section click on the link that applies to your access 

need.  

3. Complete the required fields. 

4. Press Submit. 

 

The IRIS Help Desk will send your user account information if access to IRIS is granted.  

 

You will be able to maintain your individual user account contact information, security questions 

and password in IRIS.   This chapter providers instructions on how to maintain your account.  
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Note: Each person that will be accessing IRIS is required to have their own individual 

username and password.  IRIS user accounts cannot be shared. 

   

 
 

User Roles 
IRIS is set up to accommodate a variety of user types.  Each user will have access to certain 
features in the application based on the role that is assigned.  The roles or levels of access for 
IRIS are hierarchical as follows: 
 
1. Medical Director or Equivalent: This role is responsible for reviewing and submitting VFC 

Re-enrollment forms to the Idaho Immunization Program.  For more information on VFC Re-
enrollment, refer to Chapter 15 of this manual. They also can access all the functions of the 
Administrative User role described below. 

 

2. Administrative User: This is the main contact for IRIS within the health care organization. 

The administrative user is responsible for the maintenance of all organization specific 

information including addresses and contact information and clinician list.  The 

administrative user is also primarily responsible for inventory accountability including 

vaccine ordering, wastage, returns, and doses administered.   They also can access all the 

functions of the Standard User role described below. 
 

3. Standard User: This is the primary user of IRIS. The standard user manages patient 

demographic information and immunizations history.   This role can also generate patient 

specific and organizational level reports. Examples of organizational level reports in IRIS 

include reminder/recall reports, AFIX Assessment reports and Ad Hoc reports. 
 

4. Pharmacist User: This role may be assigned to a pharmacist authorized to administer 

immunizations. This role provides access to similar functionality as a Standard User in IRIS. 
 

5. School or Childcare User: This role has read only access to view students in IRIS.   The 

school user can run school reports and assess the students’ eligibility for school 
admission/childcare attendance. For more information on School/Childcare Users, refer to 

Chapter 14 of this manual. 
 
5. Reports Only User: This role has read only access to view patient immunization histories 

and includes the capability to run reports. The Reports Only role is appropriate for 
individuals within an organization that do not need full access to IRIS.  
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Login to IRIS 
 

1. Once an IRIS user account is requested and access is given, you may Login to IRIS 

2. On the login page enter your Username and Password, and click the Login button. 

 
User accounts set up with access to one organization will be taken to the IRIS Home page 

shown below. 

 

 
User accounts set up with access to more than one organization will be taken to the 

Select Organization screen within the portal shown below.    To Login to IRIS, select an 

organization name from the list. 
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Post Login 
  

Once in IRIS, you may access the Select Organization screen in the portal to switch 

organizations or manage your user account.  

 

To do this, simply click the Manage Access/Account link at the top of the screen in IRIS. 

 

 

 

 For more information on the functions available on the Select Organization screen, refer to the 

Managing Users and Organizations and Managing My Account chapters of this manual 

(Chapters 6 and 7 respectively). 

 

Exiting IRIS 
 

To exit from the IRIS application, press the logout button on the IRIS menu bar at the top of the 

screen.  You may logout this way from most screens within IRIS.   

 

 
 

Within the Select Organization Screen the logout hyperlink can be found within menu groups on 

the left, as seen in the screenshot below. 
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Forgot Password? 
 

IRIS now allows users to reset their own password without the assistance if the IRIS Help Desk. 

In order to reset your own password, you will need to have an email address and established 

security questions on your user account.   Refer to Chapter 7 Managing My Account for 

information on entering an email address and establishing security questions for your user 

account.  

 

1. If you need to reset your password, click the ‘Forgot Password?’ button on the IRIS 
login page.  

 

 

2. Enter your Username, and Email Address associated with your user account.  

 

 
 

3. Click the ‘Submit’ button. 
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4. A message, ‘A password reset link has been sent to the email address associated 

with this account and will be active for 24 hours.’ will display when the request has 
been submitted.  

5. Open the email associated with the user account. The email will include a link to reset 

your password. The link will be active for 24 hours. To reset your password, click the link 

in the email. 

6. The link will take you to a screen in IRIS where one of your security questions will be 

displayed.  

 

 
 

7. Enter the answer to the security question.   Answers are not case-sensitive.  

8. Click the ‘Submit’ button.  

 

 
 

You will have three attempts to correctly answer security questions. Your account and 

password reset will be locked after the third invalid attempt.      

 

 
 

9. After correctly answering your security question, the Change My Password screen will 

display.  Type your new password, then confirm your new password.  
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10. Click the ‘Save’ button. To login to IRIS, click the IRIS link under Applications menu 
group o on the left menu 

 

11. The page that will show next is determined by how your account is set up.  

 

User accounts set up with access to a single organization will be taken to the IRIS 

Home page for that organization, shown below. 

 

 
 

User accounts set up with access to more than one organization will be taken to 

the Select Organization screen in the portal shown below.    To Login to IRIS, 

select an organization name from the list. 
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IRIS Security  

For security reasons, your session with IRIS will time out after designated lengths of time. Data 

that was entered and saved prior to the time out will not be lost. 

 

IRIS will automatically log out a user after 30 minutes of inactivity.  At this point, you must re-

login to IRIS.  Additional IRIS Security items include: 

 

 Your account will be disabled after 60 days of inactivity. 

 

 Your account will be disabled after 3 unsuccessful login attempts. You can use the 

Forgot Password feature to request a password reset.   Your account must have an 

email address and established security questions and answers to use the automated 

password reset. 

  

 Your account will be locked after 3 unsuccessful attempts to answer a security challenge 

question during an automated password reset request.  

 

 If your account becomes locked, you must contact the IRIS help desk at 

iris@dhw.idaho.gov to have it reset. 

 

 A new password is required every 90 days.  

 

 
 

Note: Each person that will be accessing IRIS is required to have their own individual username 

and password.  IRIS user accounts cannot be shared. 

   

 
 

 

 

 

 

mailto:iris@dhw.idaho.gov


 

 

 

 

 

 

 

 
 

 

   Home Page 
 

 

 

 

 

 

 

 

In this chapter: 

 
Menu Bar 
Menu Panel 
Announcements 
Release Notes 
Inventory Alerts 
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To access the IRIS home page, please follow the instructions outlined in the “Opening 
IRIS” section of Chapter 3 of the IRIS User Manual.  

 

 
 

Note:  All IRIS end-users must obtain a unique Username and Password before gaining 

access to the IRIS application. The Username is used to establish each user’s IRIS 

account.    A link to the online user account request form is located on the IRIS Login 

page.  Refer to Chapter 3 Accessing IRIS for information on requesting a user account.   

 
 

The home page of IRIS is divided into several sections.  It may be necessary to use the 

vertical scroll bar to the right of the IRIS screen to view all sections of the home page. 
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Menu Bar 

At the top of the screen, you have several menu options. These menu options will 

appear on every screen within IRIS. The options available are the following: 

 

Home:  Clicking this menu option will return you to the IRIS  home 

page from anywhere in the application. 

 Manage Access/Account:  Access is managed by the IRIS Help Desk.  New user 

account requests should follow the instructions provided 

on the IRIS Home page.     Clicking this menu option will 

bring you to the Manage Access/Account page, where you 

may view organization information or manage your user 

account contact information, password or security 

questions.   Refer to the Managing My Account chapter of 

this manual for more information on these functions (i.e., 

Chapter 5). 

 

Forms:   Clicking on this menu option shows a list of hyperlinks for 

printing blank forms and supporting documentation, such 

as the user manual, data exchange specifications and a 

blank vaccine administration record.  

 

 
 

Tip:  Looking for additional Forms?  The Related Links list 

includes links to current VFC Provider Forms posted in the 

Idaho Immunization Program site. 

 

 
 

Related Links:   Clicking on this menu option will display links to other web 

sites containing information of interest to the immunization 

community and provider organizations.  The related links 

list includes links to current VFC Provider Forms posted in 

the Idaho Immunization Program site. 

 

Logout:     Clicking on this menu option will log you out of your current 

   IRIS session. You may logout from any screen within  

   IRIS.  

 

Help Desk:  Clicking on the Help Desk menu option will direct you to 

the IRIS Help Desk contact information. 
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Online Help:    Clicking the light bulb, in the right corner of the screen,  

   brings up page-specific help. Refer to the Appendix of this  

   manual for more information on the online help. 

 

Directly below the menu bar is a row of information highlighted in yellow. This row 

contains your organization’s name, your first and last name, and your role within IRIS for 

your organization. If your user name information is incorrect, refer to Chapter 7, 

Managing My Account.   The Administrative User should refer to Chapter 6, Managing 

Users and Organizations for instructions on revising their organization’s and user’s 
information.  To alter access or user role the IRIS Help Desk will need to be contacted, 

(208) 334-5995. 

 

Menu Panel 

The menu panel is shaded in blue and appears on the left of all screens within IRIS.  

 

Menu Selections 

These links, which include functions under Patients, Immunizations, Reports, 

Maintenance, and others, are used to navigate the IRIS application. To perform a 

particular function in IRIS, click on the appropriate link under the Menu Panel. Your role 

will determine your access to these functions. 

 

Announcements 

The center portion of the home page, which has a white background, contains important 

information on enhancements and maintenance relating to IRIS and immunization 

related material. Recent announcements that have not been viewed will have “New” 
highlighted in yellow alongside them. Once you have viewed the announcement and 

returned to the home page, the “New” icon will disappear. To view a full announcement, 

do the following: 

 

1. Click on the underlined announcement title. 

2. The IRIS Announcement screen will display, giving full details and the posting date of 

the selected title. 

3. Click on the Return to Main Page link to return to the home page. 

 

Release Notes 

Release Notes are found under the Announcements section of the home page. This 

section contains information regarding new releases of IRIS and features included in that 

release. Release notes may be viewed in the same manner as Announcements. 
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Inventory Alerts 

The inventory alerts section will appear on the IRIS home page under the Release Notes 

section.  Refer to the Inventory Alerts section within Chapter 9 of this manual for more 

information. 

The inventory alerts section of the home page consists of four tables.   

The top table “Vaccine Order/Transfer Notification” lists orders/transfers that have been 

shipped, orders/transfers that are awaiting return shipment, and orders/transfers that 

have been rejected.   

The next table, “Active Inventory That is Going to Expire or Expired Lots with a 
Quantity”, lists vaccines that are going to expire within the configured timeframe (see 

Chapter 9, Managing Inventory) as well as lots which have expired and still have a 

quantity.   

The next table, “Inventory that is Running Low by Vaccine Group”, lists inventory that is 

nearly depleted by vaccine group. This table indicates whether the vaccine is public 

(VFC vaccine) inventory or Private inventory. 

The bottom table “Inventory that is Running Low by Trade Name” lists inventory that is 

nearly depleted by trade name.  This table indicates whether the vaccine is public (VFC 

vaccine) inventory or Private inventory 
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In this chapter: 

 
Manage My Account 
Change My Password 
Edit My User Account 
Establish Security Questions 
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Manage Access/Account 

 

IRIS allows all users to manage their own user account information.  Uses can manage 
their account by selecting the manage access/account link in the top header menu 
anywhere in IRIS.  

 

 

 

All users will have access to the following under Manage My Account: 

• Change My Password 

• Edit My User Account 

• Security Questions 

 

 

 
 

 
 
Note:  Your user account must have an email address and established security 

questions/answers to request an automated password reset using the Forgot 
Password button on the IRIS Login page.     
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Change My Password 
 

You can change your password using the Change My Password link.   Users will be 
prompted to change passwords upon initial login and then every 90 days.   Users will also 
need to change their password after a password reset is requested.  

 

1. Under the Manage My Account section of the menu panel, click on 
Change My Password. 

 

 
 

2. Enter a new password and confirm new password. 
 

 

 
 

Note:  Passwords must meet the following criteria.  

• At least 8 characters in length 
• Contain 1 upper case letter 
• Contain 1 lower case letter 
• Include 1 number 
• Cannot match previous 5 passwords 
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Edit My User Account 
 

You can update your user contact information including address, email and phone number 
using the Edit My User Account link. 
 
 

1. Under the Manage My Account section of the menu panel, click on Edit My 
User Account. This will invoke the Edit User screen as shown on the next 
page. 

 

 
 

2. Edit your first name, last name and email address in the appropriate fields.  
Administrators must enter street address, city, state, zip and phone number.   

• Email address must be unique to that user.   An error will display if the email 
address has been assigned to another user.  

 

3. Press Save. You will be routed to the Select Organization page of the portal.  
 

 

 
 
Note:   Required fields are displayed in *blue.  The first name, last name and email fields 

are required fields for all users on the Edit User screen. If you are an 
Administrative User, Address and Phone Number fields are also required. You 
may edit these fields, but do not remove the information from them. 
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Establish Security Questions 

Each IRIS user is required to establish three security questions and answers which are 
used when requesting an automated password reset using the Forgot Password button 
on the IRIS Login page. New users will be required to establish their questions after their 
initial login to the system. 
 

1. Under the Manage My Account section of the menu panel, click on 
Security Questions. This will invoke the Establish Security Questions and 
Responses screen. 

 

 
 

2. To establish security questions, select a question from the drop down list.  
 

3. Enter your answer and confirm your answer for each question. 
 

4. Repeat steps to create three security question and answers for your account.  
 

5. Select the ‘Submit’ button when you have finished. 
 

6. If your user account does not contain an email address, a popup message will 
display:  ‘Your email address has not been entered, please add your email 
address on the Edit My User Account screen.’    You will be routed to Edit My 
User Account screen.    Refer to the Edit My User Account section of this chapter 
on how to update your email address.  
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Note:  The answers are NOT case sensitive (i.e., it does not matter if you use upper or 
lower case characters).  
  
The security questions MUST meet the following criteria:  
• All Question, Answer and Confirmation Answer fields are required.  
• Answers must be five or more characters  
• Answers cannot be your IRIS Username 
• Answers cannot match the other chosen answers  
• Confirmation Answer must match Answer 
• Be something that you will easily remember 
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The Idaho Immunization Program (IIP) administers the federal Vaccines for Children 

(VFC) program in Idaho.  Providers must be enrolled with the IIP to receive public 

funded vaccine.  Providers are required to re-enroll in the VFC Program annually.  The 

provider re-enrollment process will be conducted online through IRIS beginning in 2018. 

 

VFC Re-Enrollment Process 

 

Your provider organization’s IRIS Administrator and Medical Director or Equivalent users 

are responsible to review and update the Provider Agreement, Provider Profile, and 

Brand Choice online forms during the VFC Re-Enrollment period.   All three forms must 

be reviewed and saved during each VFC Re-enrollment period.  Once the information is 

saved, the Administer user must then submit the forms to their Medical Director or 

Equivalent for review and signature.    

 

The Medical Director or Equivalent reviews the information in Provider Agreement, 

Provider Profile, and Brand Choice in IRIS and then enters an online signature indicating 

the information entered is accurate and the staff will comply with the VFC Program 

provider agreement conditions.   The complete VFC Re-enrollment packet is then 

generated (PDF).  The Medical Director or Equivalent must submit the packet to the IIP 

to complete the VFC Re-Enrollment process.  The IIP staff, Medical Director or 

Equivalent, Primary Vaccine Coordinator and Backup Vaccine Coordinator will receive 

an automated email with an attached copy of the full VFC Re-enrollment packet PDF.  

The PDF can be downloaded and saved or printed for your files.  

 

 
 

Note:   Some organization’s email servers or specific user accounts are set to block 
emails sent from mail servers.  You may need to work with your organization’s 

email administrator to allow emails from the HelpDesk - IRIS 

IRIS@dhw.idaho.gov.    The instructions for the Medical Director or Equivalent 

sent in the email are also showed in the Review and Sign section of this page.  

 

 
 

The VFC Re-Enrollment process flow is shown visually using the progress bar at top of 
each page. The below image shows that the provider agreement (1) and provider profile 
(2) the brand choice (3) are completed and saved.   The forms are then submitted to 
Medical Director or Equivalent for review (4).  The Medical Director or Equivalent user 
then reviews, signs and submits VFC Re-Enrollment to IIP (5). 
 

 

 

mailto:IRIS@dhw.idaho.gov
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Provider Agreement  

Provider Agreement Text (Page 1) 

 

The first page of the provider agreement displays the VFC Re-Enrollment agreement 

conditions. The provider agreement can be accessed using the left navigation menu. 

 

 

 

 

 

1. Click on provider agreement under the Vfc Re-Enrollment menu group on the menu 

panel. The Provider Agreement, State Vaccine-Eligible Children, and Birth Dose of 

Hepatitis B Vaccine conditions will be displayed. 

2. Click Next once the conditions are read and understood.  

 

Provider Agreement VFC Enrollment (Page 2) 

 

The second page of provider agreement is the provider enrollment form.  The form 

captures the information about Facility, Physical Address, Mailing Address, Vaccine 

Delivery Address, Medical Director or Equivalent, Primary Vaccine Coordinator, Backup 

Vaccine Coordinator contacts and Providers Practicing at this Facility. 

 

 
 

Note:   You will not be able to enroll if you organization is VFC Inactive or Noncompliant.  

You will see the following error message on the top of the Provider Enrollment form. 

Currently, your organization is not participating in the Idaho Immunization 

Program. For additional details, please call (208) 334-6524 or email 

IIP@dhw.idaho.gov. 
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Facility Information  

 
The facility information such as name, VFC PIN and general facility contact numbers. 
 

 
 

Facility Name:  Facility Name is a required field. Name of the facility. Pre-

populated with the existing facility name. 

VFC PIN:  VFC PIN is a required field. Vaccine for Children (VFC) 

Identification assigned to the facility. This is a read only field. Pre-

populated with existing VFC PIN. 

County:  County where the facility is located. Drop down lists all Idaho 

counties. Pre-populated with existing county when available. 

Telephone:  Telephone is a required field. Primary phone number of the 

facility. Pre-populated with existing Phone when available. 

Facsimile:  Facsimile is an optional field. Primary fax number of the facility. 

Pre-populated with existing Facsimile when available. 

Email:  Primary e-mail of the facility. Pre-populated with existing e-mail if 

available. 
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Physical Address  

 

The physical address/location of the facility. 

 

 
 

Address Line 1:  Address Line 1 is a required field.  Use this line for the street 

address.  

Address Line 2:  Address Line 2.  Use this line to include additional address 

information such as office number, floor etc.  

PO BOX:  Post Office Box for mailings.  

City:  City is a required field. 

State:  State is a required field.  Drop down to select from list of State 

abbreviations for United States and US Territories.   

Zip:  Zip is a required Field.  Five digit US Postal Zip code.  

+4:  Four digit Zip extension.  
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Mailing Address  

 
 The mailing address of the facility. 
 

 
 

• The fields listed are same as the physical address listed above. 

• Populate with Physical Address: Checking this check box will overwrite the mailing 

address with Physical address fields.   Use this feature if physical and vaccine 

deliver addresses are the same. 

 

Vaccine Delivery Address  

 

The vaccine delivery address of the facility. 

 

 
 

• The fields list are same as the physical address listed above.   

• Populate with Physical Address: Checking this check box will overwrite the 

vaccine delivery address with Physical address fields.   Use this feature if physical 

and vaccine deliver addresses are the same.  

 

 
 

Note:  The vaccine delivery address does not have a PO BOX and this value will not be 

copied from physical address when Populate with Physical Address check box is 

checked.  
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Medical Director or Equivalent  

 

The contact details of the medical director or equivalent of the facility. 

 

 
 

Last Name:  Last Name is a required Field. Last Name of the Medical Director 

or Equivalent.  

First Name:  First Name is a required field. First Name of the Medical Director 

or Equivalent.  

Middle Name:  Middle Name of the Medical Director or Equivalent.  

Title:  Title is a required field.  Select the Title/degree of the Medical 

Director or Equivalent from the drop down list.  

Specialty: Medical specialty of the Medical Director or Equivalent.  

Medical License  

Number:  Medical License Number is required. Idaho Medical License 

number of the Medical Director or Equivalent.  

Medicaid/NPI  

Number:  Medicaid/NPI Number is a required field. Medicaid/NPI number of 

the Medical Director or Equivalent.  

Employee Identification  

Number:  Employee Identification Number of the Medical Director or 

Equivalent. 

 

Email:  Email is a required field. E-Mail of the Medical Director or 

Equivalent.  Maximum field length 40 characters.   A copy of the 

final VFC enrollment packet submitted to IIP will be sent to this 

email address.   
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Primary Vaccine Coordinator  

 

The contact details of the Primary Vaccine Coordinator of the facility and the annual 

trainings completed. 

 

 
 

Last Name:  Last Name is a required Field.  Last Name of the Primary Vaccine 

Coordinator.   

First Name:  First Name is a required field. First Name of the Primary Vaccine 

Coordinator.   

Middle Name:  Middle Name of the Primary Vaccine Coordinator.   

Telephone:  Telephone is a required field. Primary phone number of the 

Primary Vaccine Coordinator.   

Email:  Email is a required field. Maximum field length 40 characters.  

Primary e-mail address of the Primary Vaccine Coordinator.   

• Annual Trainings:  Select checkbox for each of the listed annual trainings 

completed by the Primary Vaccine Coordinator in the past year.   Select N/A - Did 

not complete training if no training was completed.  

 

 
 

Note:  The training selections made during the previous year's VFC re-enrollment will be 

cleared out to make sure that the annual trainings are selected for the current 

enrollment.  
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Backup Vaccine Coordinator  

 

The contact details of the Backup Vaccine Coordinator of the facility and the annual 

trainings completed. 

 

 
 

Last Name:  Last Name is a required Field.  Last Name of the Backup Vaccine 

Coordinator.   

First Name:  First Name is a required field. First Name of the Backup Vaccine 

Coordinator.   

Middle Name:  Middle Name of the Backup Vaccine Coordinator.   

Telephone:  Telephone is a required field. Backup phone number of the 

Backup Vaccine Coordinator.   

Email:  Email is a required field. Maximum field length 40 characters.  

Backup e-mail address of the Backup Vaccine Coordinator.   

• Annual Trainings:  Select checkbox for each of the listed annual trainings 

completed by the Backup Vaccine Coordinator in the past year.   Select N/A - Did not 

complete training if no training was completed.  

 

 
 

Note:  The training selections made during the previous year's VFC re-enrollment will be 

cleared out to make sure that the annual trainings are selected for the current 

enrollment.  
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Polices and Guidelines  

 

 

 The IIP policies and guidelines that needs to be read and accepted. 

 

 
 

• The policies and guidelines check box should be checked before the provider 

agreement can be completed. 

 

• The current Idaho Immunization Program (IIP) Provider Policies and Guidelines can 

be viewed by clicking the underlined hyperlink provided in this section. 

 

 
 

Note:  The Policies and Guidelines check box will be cleared out to make sure that 

the Policies and Guidelines are read and accepted for the current enrollment.  
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Providers Practicing at this Facility  

 

A list of providers practicing at the facility. 

 

 
 

Last Name:  Last Name is a required Field. Last Name of the provider.  

First Name:  First Name is a required field. First Name of the provider 

Middle Name:  Middle Name of the provider.  

Medical License  

Number:  Medical License Number is required. Idaho Medical License 

number of the provider 

Title:  Title is a required field.  Select the Title/degree of the provider 

from the drop down list.  

Medicaid/NPI  

Number:  Medicaid/NPI Number is a required field. Medicaid/NPI number of 

the provider.  

EIN:  Employee Identification Number of the provider. 

 

• Add: Clicking Add will add a new contact to the existing list of providers practicing 

at the facility. A new blank row will be added in the contacts table displayed below 

the Add button. 

 

• Delete: Clicking Delete will remove an existing provider practicing at the facility. The 

deleted row will be removed from the contacts table displayed below the Add button. 
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Saving VFC Enrollment Information 

 

Save: When pressed, the Save command button at the bottom of the 

screen will save all information fields within the Facility 

Information, Physical Address, Mailing Address, Vaccine Delivery 

Address, Medical Director or Equivalent, Primary Vaccine 

Coordinator, Backup Vaccine Coordinator, Policies and Guidelines 

and Providers Practicing at this Facility sections of the form to the 

IRIS database. Once the provider enrollment data is saved, the 

message “Saved successfully.” will display. 

 

 If the VFC enrollment information is being updated during the 

enrollment period, another message will display if additional steps 

are needed to complete enrollment.  

 

“The re-enrollment is not complete. Please review and save the 

Provider Agreement, Provider Profile, and Brand Choice. Once all 

three forms have been saved, submit the information to the 

medical director or equivalent for signature.”  

 

If the Brand Choice is being updated during the enrollment period, 

the following message will display if all three required enrollment 

forms have been saved.   You can submit the forms for Medical 

Director or Equivalent review and signature to complete Step 4.   

The Submit button will display on the bottom of the form.  Refer to 

the Submit button definition on the next page.    

 

Provider Agreement, Provider Profile and Brand Choice have all 
been saved successfully for VFC Re-enrollment.  Click Submit to 
notify the medical director the forms are ready for review and 
signature. 

 

Once the VFC Enrollment form is saved during the VFC Re-enrollment, the VFC 

Process progress bar will show Step 1 in green. 
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Submit: During enrollment period, the Submit button will not be 

displayed until the three forms: provider agreement, provider 

profile and brand choice are saved. Clicking submit will submit 

the enrollment to the medical director for review. An automated 

email notification will be sent to medical director or equivalent 

informing that the VFC Re-Enrollment forms need to be 

reviewed. 

 

Once the forms are submitted to Medical Director Review and Signature, the VFC 
Process progress bar will show Step 4 in green.  
 

 

 

Print: The Print button will be enabled after the Provider Enrollment 

is saved. Clicking Print will print the Provider Agreement form 

as a PDF file. 

 

Cancel: When pressed, the Cancel command button will route the user 

to the Home pages.  Any changes made on the Provider 

Agreement form are not saved.  

 

Next: The Next button will be enabled after the Provider Enrollment is 

saved at least once during the VFC re-enrollment period. 

Clicking the Next button will take the user to Provider Profile. 
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Provider Profile 

 

The provider profile page captures the organization's facility type, the vaccines offered, 

provider population, and the type of data used to determine the Provider Population 

details. 

 

Facility Information 

 

 
 

Facility Name:  Name of the facility. This is a read only field. Pre-populated with 

the existing facility name. 

 

VFC PIN:  VFC PIN number of the facility. This is a read only field. Pre-

populated with existing VFC PIN. 

 

Provider Type 

 

 
 

Provider Type:  Type of the provider. Pre-populated with current provider type.  

Drop down lists all available IRIS Provider Types (Organizational 

Type).  

 

 
 

Note:  Warning: Changing Provider Type will also clear all information saved 

previously in this page. Are you sure you want to Continue?  Changing the facility 

type will prompt the user to confirm the change as the facility type change will clear all 

the selections made under vaccines offered and type of data used to determine the 

Provider Population as well as the data in the Provider Population.  

 

In addition, if the Provider type is changed to Birthing Hospital, the Enrollment Type will 

automatically change to Birth Dose Hospital to reflect the correct enrollment type. 
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Provider Specialty Section 

 

 
 

Provider Specialty:  Type of the specialty provider user can select one 

or more specialties from the available options with 

a checkbox.  

 

 

Hospital/Healthcare System Section 

 

 
 

Hospital/Healthcare System?:  User can select if the provider is part of 

hospital/healthcare system from the 

available options with a checkbox.  

 

 

Facility Type Section 

 

 
 

Facility Type Section:  User can select if facility type is Private, Public or 

combinations options with a checkbox.  
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Mobile Facility Section 

 

 
 

Mobile Facility:  User can select if provider has mobile facility unity with a 

checkbox.  

 

 

Enrollment Type 

 

 
 

 

Enrollment Type:  The type of enrollment is either Vaccines for Children Provider 

or Birth Dose Hospital. Vaccines for Children Provider is 

selected as the enrollment type by default and is used for all 

facilities that are not Birthing Hospitals.   If the facility type is 

Birthing Hospital, the enrollment type will also be Birth Dose 

Hospital. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

VFC Re-Enrollment               Idaho’s Immunization Reminder Information System                   6.17 

Vaccines Offered 

 

This section captures the vaccines offered by the specialty providers. 

 

 
 

• All ACIP Recommended Vaccines: Select this option if the provider is not a 

specialty provider. If this option is selected, the individual vaccines under "Select 

Vaccine(s) Offered by Specialty Provider" are not selectable. 

 

• Offers Select Vaccines (This option is only available for facilities 

designated as Specialty Providers by the VFC Program):  Select this option if 

the provider is a specialty provider. If this option is selected, at least one of the 

individual vaccines listed under "Select Vaccine(s) Offered by Specialty Provider" 

needs to be selected.   If Other, specify is selected, indicate the vaccine offered 

in the free text box to the right.  
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Provider Population 

 

This sections captures the number of patients under 19 years of age that had an 

immunization administered by your organization during the Date Range period.  

 

You have two options to enter the population for your organization 

• Edit the tables with the population counts from a source outside IRIS or 

• Use IRIS immunization data to calculate the population counts  

 

 
 

• To Edit the tables with the population counts from a source outside IRIS: 

 

1. Click Edit button blow the first table and enter the unique patient counts for each 

VFC Eligible category.   If a patient received multiple immunizations during the 

date range, they should be counted in the category based on their most recent 

immunization.  

2. Click Edit button blow the second table and enter the unique patient counts for 

each Non-VFC Eligible categories.   If a patient received multiple immunizations 

during the date range, they should be counted in the category based on their 

most recent immunization.  

3. Enter the Begin Date: The begin date for the time period for which the provider 

population is/need to be displayed. 
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4. Enter the End Date: The end date for the time period for which the provider 

population is/need to be displayed.  The date range cannot exceed a year. 

5. The information is not saved until you click Save button at the bottom of the 

page.  

 

 
 

Note:   Not all cohorts may be editable for your facility.  Only certain facility types 

can enter data for Underinsured FQHC/RHC and Birth Dose (HepB) Other Insured 

at Birthing Hospitals Only.  

 

• Under the VFC population chart, the row data against ‘Underinsured FQHC/RHC1’ 
can only be edited when the when the Facility Type is one of the following: 

'Federally Qualified Health Center', 

‘Private Practice (e.g., family practice, pediatric, primary care)', 

'Private Practice (e.g., family practice, pediatric, primary care) as agent for 

FQHC/RHC-deputized',   

‘Public Health Department Clinic (state/local)', 

‘Rural Health Clinic’. 

 

• Under the Non-VFC population chart, the row data against ‘Birth Dose (Hep B) - 

Other Insured at Birthing Hospitals Only3’ can only be edited when the when the 

Facility Type is ' Federally Qualified Health Center'. 

 

 
 

• To Use IRIS immunization data to calculate the population counts  
 

1. Enter the Begin Date: The begin date for the time period for which the provider 

population is/need to be displayed. 

2. Enter the End Date: The end date for the time period for which the provider 

population is/need to be displayed.  The date range cannot exceed a year. 

3. Click Update button will use IRIS immunization data entered by your 
organization to calculate the counts for each category.  

4. The information is not saved until you click Save button at the bottom of the 

page.  

 

Type of data used to determine provider population 

This section captures the type of data that are used to determine the VFC and Non-VFC 

provider population in the above section.  
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• Select one or more options on the type of data used to determine provider 

population.  The options 'IIS (IRIS)' and 'Doses Administered' are selected by 

default.   You may uncheck these options if other options were used to determine 

provider population.  

 

Saving Provider Profile Information 

 

Save: When pressed, the Save command button at the bottom of the 

screen will save all information fields within the Facility 

Information, Facility Type, Enrollment Type, Vaccines Offered and 

Select Vaccines(s) Offered by Specialty Provider,  Provider 

Population, and Type of Data sections on the form to the IRIS 

database.   Once the provider profile data is saved, the message 

“Saved successfully.” will display. 

 

 If the Provider Profile information is being updated during the 

enrollment period, another message will display if additional steps 

are needed to complete enrollment.  

 

“The re-enrollment is not complete. Please review and save the 

Provider Agreement, Provider Profile, and Brand Choice. Once all 

three forms have been saved, submit the information to the 

medical director or equivalent for signature.”  

 

If the Provider Profile is being updated during the enrollment 

period, the following message will display if all three required 

enrollment forms have been saved.   You can submit the forms for 

Medical Director or Equivalent review and signature to complete 

Step 4.   The Submit button will display on the bottom of the form.  

Refer to the Submit button definition on the next page.    

 

Provider Agreement, Provider Profile and Brand Choice have all 
been saved successfully for VFC Re-enrollment.  Click Submit to 
notify the medical director the forms are ready for review and 
signature. 
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Once the Provider Profile form is saved during the VFC Re-enrollment, the VFC Process 

progress bar will show Step 2 in green.  

 
 

 

Submit: During enrollment period, the Submit button will not be 

displayed until the three forms: provider agreement, provider 

profile and brand choice are saved. Clicking submit will submit 

the enrollment to the medical director for review. An automated 

email notification will be sent to medical director or equivalent 

informing that the VFC Re-Enrollment forms need to be 

reviewed. 

 

Once the forms are submitted to Medical Director Review and Signature, the VFC 
Process progress bar will show Step 4 in green.  
 

 

 

Print: The Print button will be enabled after the Provider Enrollment 

is saved. Clicking Print will print the Provider Agreement form 

as a PDF file. 

 

Cancel: When pressed, the Cancel command button will route the user 

to the Home pages.  Any changes made on the Provider 

Agreement form are not saved.  

 

Next: The Next button will be enabled after the Provider Enrollment is 

saved at least once during the VFC re-enrollment period. 

Clicking the Next button will take the user to Provider Profile. 
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Vaccine Brand Choice 
 

The Provider Vaccine Brand Choice form captures the provider’s preferred vaccine 
brand choices for ordering. Providers may choose which vaccine brands are preferred 

when multiple orderable vaccines are available. Vaccine brand choices are “locked in” 
for 6 month time periods starting January 1 and July 1 of each year.  

 

Facility Information 

 

 
 

Facility Name:  Name of the facility. This is a read only field. Pre-populated with 

the existing facility name. 

 

VFC PIN:  VFC PIN number of the facility. This is a read only field. Pre-

populated with existing VFC PIN. 

 

Date Range 

 
VFC Providers can update their preferred vaccine brand choices for the NEXT brand 

choice period.    

 

 
 

• The date range will default to the next brand choice period as users can only 

change brand selections for the future.    From January to June, user would enter 

their preferred brand choices for the vaccine ordering period July to December.    

From July to December, user could enter their preferred brand choices for the 

vaccine ordering period January to July.  

• Selecting the radio button current brand choice period to will allow view the current 

selection.   The current brand choice is read only.  
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Brand Choice (select only one) 

 

 
 

1. Select the preferred brand choice for each vaccine group. Each vaccine group 

should have a vaccine brand selected and only one brand can be selected for 

each vaccine group. 

 

Completed and Submitted By 

 

 
 

• Name: The Full Name of the user who last submitted/Saved the Brand Choice. 

This field is read only and will be automatically populated. 

• Date: The date the Brand Choice was last submitted/Saved. This field is read 

only and will be automatically populated. 
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Saving Provider Vaccine Brand Choice Information 

 

Back: Clicking the Back button will take the user to Provider Profile form. 

Save: When pressed, the Save command button at the bottom of the 

screen will save all information fields within the Date Range, 

Brand Choice and Complete and Submitted By section of the form 

to the IRIS database.   Once the brand choice data is saved, the 

message “Saved successfully.” will display. 

 

 If the Brand Choice is being updated during the enrollment period, 

another message will display if additional steps are needed to 

complete enrollment.  

 

“The re-enrollment is not complete. Please review and save the 

Provider Agreement, Provider Profile, and Brand Choice. Once all 

three forms have been saved, submit the information to the 

medical director or equivalent for signature.”  

 

If the Brand Choice is being updated during the enrollment period, 

the following message will display if all three required enrollment 

forms have been saved.   You can submit the forms for Medical 

Director or Equivalent review and signature to complete Step 4.   

The Submit button will display on the bottom of the form.  Refer to 

the Submit button definition on the next page.    

 

Provider Agreement, Provider Profile and Brand Choice have all 
been saved successfully for VFC Re-enrollment.  Click Submit to 
notify the medical director the forms are ready for review and 
signature. 

 

Once the Brand Choice form is saved during the VFC Re-enrollment, the VFC Process 

progress bar will show Step 3 in green.  
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Submit: During enrollment period, the Submit button will not be 

displayed until the three forms: provider agreement, provider 

profile and brand choice are saved. Clicking submit will submit 

the enrollment to the medical director for review. An automated 

email notification will be sent to medical director or equivalent 

informing that the VFC Re-Enrollment forms need to be 

reviewed. 

 

Once the forms are submitted to Medical Director Review and Signature, the VFC 
Process progress bar will show Step 4 in green.  
 

 

 

 

Print: The Print button will be enabled after the Provider Profile is 

saved. Clicking Print will print the Brand Choice form for the 

selected date range as a PDF file. 

 

Cancel: When pressed, the Cancel command button will route the user 

to the Home pages.  Any changes made on the Brand Choice 

form are not saved.  

 

Next: The Next button will be enabled after the Brand Choice is 

saved at least once during the re-enrollment period. The Next 

button will be enabled only for Medical Director or Equivalent 

and Idaho Immunization Program roles that can submit on 

Review and Sign. When Next is clicked, the user will be taken 

from the Vaccine Brand Choice page to the Review and Sign 

page. 
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Review and Sign  
(by authorized Medical Director or Equivalent user) 
 

The Provider Agreement, Provider Profile and Brand Choice forms can be filled out be 

Administrative or the Medical Director or Equivalent users for your organization.    

The Medical Director or Equivalent for your organization is the only person that can 

submit the VFC Enrollment forms to the Idaho Immunization Program.    

 

 
 

If your organization does not have a current user setup with Medical Director or 

Equivalent user, you will need to submit a request to the Idaho Immunization Program 

for user access.  You may request one through the IRIS Login page or by clicking on the 

following link: Healthcare Provider: REQUEST AN IRIS ACCOUNT  

https://healthandwelfare.idaho.gov/Health/IDImmunizationProgram/HealthcareProviders/

RequestanIRISAccountHealthcareProvider/tabid/3794/Default.aspx 

 
 

1. Login to IRIS as Medical Director or Equivalent.   

2. From the left men on the IRIS Home page,  click review and sign under Vfc Re-

Enrollment on the left side of the screen. 

 

3. The Review and Sign page will open. 

 

 

https://healthandwelfare.idaho.gov/Health/IDImmunizationProgram/HealthcareProviders/RequestanIRISAccountHealthcareProvider/tabid/3794/Default.aspx
https://healthandwelfare.idaho.gov/Health/IDImmunizationProgram/HealthcareProviders/RequestanIRISAccountHealthcareProvider/tabid/3794/Default.aspx
https://healthandwelfare.idaho.gov/Health/IDImmunizationProgram/HealthcareProviders/RequestanIRISAccountHealthcareProvider/tabid/3794/Default.aspx
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4. Review each page of the provider re-enrollment, paying close attention to the 

Provider Agreement.  To review a page just click on the page name on the left 

side menu under Vfc Re-Enrollment or directly on the Review and Sign page. 

For example, to read the Provider Agreement click Provider Agreement. 
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a. If necessary, then you may edit the information listed by clicking 

the edit button at the top of the section. 

 
 

b. If changes are made, then be sure to click the Save button at the 

bottom of the page. 

 

5. After all pages have been reviewed, please type your name in the Medical 

Director or Equivalent signature field.  By typing your name in the field you are 

electronically signing the Vaccines for Children Provider Agreement.  

6. Next, enter the date in the Date field (mm/dd/yyyy). 

7. Next, read the Idaho Immunization Program (IIP) Provider Policies and 

Guidelines which may be found by clicking the link above or through the link 

provided on the Review and Sign page (see below).  

 

8. Next, check the boxes located under the signature line indicating you have read 

and agree to comply with the Vaccines for Children enrollment requirements and 

the IIP Provider Policies and Guidelines.  

 

http://healthandwelfare.idaho.gov/Portals/0/Health/Idaho%20Immunizations/HealthcareProvider/2017%20Idaho%20Provider%20Policies%20and%20Guidelines.pdf
http://healthandwelfare.idaho.gov/Portals/0/Health/Idaho%20Immunizations/HealthcareProvider/2017%20Idaho%20Provider%20Policies%20and%20Guidelines.pdf
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9. After you have reviewed the pages, your name and the date have been entered, 

and both boxes checked, click the Save and Generate button to process the re-

enrollment paperwork.  

 

10. The VFC Provider Re-Enrollment Packet page will open. 

11. As soon as report status changes to Done, the re-enrollment is ready to be 

submitted to the IIP 

 

12. To submit the Re-enrollment packet, click the Submit to the Idaho Immunization 

Program button. 
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When the forms are successfully submitted to the IIP, then VFC Process progress bar 

Step 5 will be green.  

Your organization’s re-enrollment is complete and a copy of the paperwork will be 

emailed to you, the primary vaccine coordinator, and the back-up immunization 

coordinator.  

If you have any questions about the current Provider Agreement, Provider Profile, or 

Policies and Guidelines, then please contact the IIP at (208) 334-5931.     
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Profile Updates Outside of VFC Re-Enrollment 
 

An organization that is enrolled in VFC can submit updates to VFC Provider Information 

outside of the VFC Re-Enrollment period.   The Provider Enrollment, Provider Profile and 

Vaccine Brand Choice can be updated individually as necessary.  Medical Director 

Review and signature and VFC packet submission to IIP is not required. 

 

The following changes are applicable when this happens. 

 

• Save: The message ‘Saved successfully and submitted to the Idaho 

Immunization Program’ will be displayed.   The VFC Progress bar is not 

updated. 

 

• An automated mail will be sent to IIP which lists the fields that were updated 

since the last save. 

 

 



 
 
 
 
 
 
 
 
 

 
     Maintenance 
 
 
 
 
 
 
 

In this chapter: 

 
Managing Schools 
Managing Physicians 
Managing Clinicians 
Managing Cold Storage  
Managing Provider Profile 
Manage Delivery Hours 
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The Maintenance section on the menu panel allows IRIS Administrative Users to add 
and update information on schools, physicians, and clinicians. 

 

Managing Schools 

IRIS Administrative Users may enter new and update existing schools and daycare 

centers using the Manage Schools function. Schools entered using this function will be 

available for selection from a drop down list on the Patient Demographic screen. Reports 

may then be generated by school. 

 

Adding Schools 

 

1. On the IRIS Home page, click on “Manage Schools” under the “Maintenance section” of the 

menu panel. 

2. On the Manage Schools screen, press Add School. 
 

 
 

3. Below the Add School box, fill in the name of the school in the appropriate text field. Enter any 

additional information you wish to supply for the school in the appropriate fields. 

4. Press Save. 

5. Once your school information is successfully saved, “**School Added**” will appear in the upper 
right corner of the Edit School box. 

6. Press List All to return to the Manage Schools screen. 

 
 

Note:  Required fields are shown in blue text.  For example, when entering information 
on the Add School screen, the School name is required; thus they are shown in 
blue type.  Fields not shown in blue are optional. 
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Editing School Information 
 

1. On the IRIS Home page, click on Manage Schools under the Maintenance section 

of the menu panel. 

2. On the Manage Schools screen, choose the school whose information you would like 

to edit from the “Select a School to Edit” drop down list at the top of the screen. Or, 

click on the school’s name in the School Listing at the bottom of the screen. 
 

 
 

3. Add or change information in the Add School box. 

4. Press Save. 

5. Once your changes are successfully saved, “**School Updated**” will appear in the 

upper right corner of the box. 

6. Press Cancel twice, or the List All button, to return to the Manage Schools screen. 

 
Deleting Schools 
 

1. On the IRIS Home page, click on Manage Schools under the Maintenance section 

of the menu panel. 

2. On the Manage Schools screen, choose the school whose information you would like 

to delete from the Select a School to Edit drop down list at the top of the screen. 

3. In the Edit School box, press Delete. 

4. A box will open asking if you want to delete this school. Press OK. 

5. IRIS will return to the Manage Schools screen and the message “**School Deleted**” 
will appear at the upper right corner of the screen. 

 

Listing All Schools 
 

A list of all schools entered into an organization’s database may be viewed by choosing 
List All on the Manage Schools screen. 
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Managing Physicians 

Physicians are considered Primary Care Providers (PCP) in IRIS. Administrative users 

can utilize the Add Physician/Edit Physician screens to enter new and update existing 

Primary Care Providers. Health care organizations or clinic names may also be entered 

in the Add Physician screen. Physicians or health care organizations entered on this 

screen will be available for selection from the Provider (PCP) drop down list on the 

Patient Demographic screen. Reports may then be generated from this data. 

 

Adding Physicians 
 

1. On the IRIS Home page, click on Manage Physicians under the Maintenance 

section of the menu panel. 

2. On the Manage Physicians screen, press Add Physician. 

3. At the Add Physician box, fill in the required field, Last Name, plus any additional 

information you wish to supply about the physician. The Prefix/Title field, for 

example, could be filled with “Dr.” or the Suffix field would then be “M.D.” To add a 
clinic name, type the site name in the Last Name field and the location in the First 

Name field. 
 

  
 

4. Press Save. 

5. Once the physician is successfully saved, “**Physician Added**” will appear in the 
upper right corner of the Edit Physician box. 

6. Press List All button to return to the Manage Physicians screen. 
 

 
 
Note:  When entering a physician on the Add Physician screen, keep in mind that this is 

a primary care provider, which is associated to the patient and not to a 
vaccination.  Provider-PCP may be used for filtering when running a 
Reminder/Recall report. 
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Editing Physician Information 
 

1. On the IRIS Home page, click on Manage Physicians under the Maintenance 

section of the menu panel. 

2. On the Manage Physicians screen, choose the physician whose information you 

would like to edit from the Physician Name drop down list at the top of the screen. 

Or, click on the physician’s name in the Physician Listing at the bottom of the screen. 
 

 
 

 

3. Add or change information in the Edit Physician box. 

4. Press Save. 

5. Once your changes are successfully saved, “**Physician Updated**” will appear in 
the upper right corner of the Edit Physician box. 

6. Press Cancel twice, or List All to return to the Manage Physicians screen. 
 

 

Note:  When adding Physicians and Clinicians into IRIS, this does not create an IRIS 

User Account for them.  To have a user account created for a Physician or 

Clinician contact the IRIS Help Desk (208)334-5995.  

 

 

Deleting Physicians 
 

1. On the IRIS Home page, click on Manage Physicians under the Maintenance 

section of the menu panel. 

2. On the Manage Physicians screen, choose the physician whose information you 

would like to delete from the Physician Name drop down list at the top of the screen. 

Or, click on the physician’s name in the Physician Listing at the bottom of the screen. 

3. In the Edit Physician box, press Delete. 

4. A box will open asking if you want to delete this physician. Press OK. 

5. Once your changes are successfully saved, “**Physician Deleted**” will appear in the 
upper right corner of the Manage Physicians screen. 
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Listing All Physicians 
 

A list of all physicians entered into an organization’s database may be viewed by 
pressing List All on the Select a Physician to Edit screen.  
 

 
 

 

Managing Clinicians 

Clinicians are the individuals within the organization who administer vaccines to patients. 

Ordering Authorities are the individuals that approve the administration of vaccines.  A 

clinician/ordering authorities are specific to a single provider organization.  To associate 

a clinician/ordering authority to more than one provider organization that 

clinician/ordering authority will have to be created separately within each organization.  

Examples of clinicians are physicians, physician assistants, and nurses. IRIS 

Administrative Users will use the Manage Clinicians function to enter new, and update 

existing clinicians/ordering authorities within their organization. Clinicians added to IRIS 

through this function will be available from drop down lists used for recording 

immunizations. 

 

Adding Clinicians 
 

1. On the IRIS Home page, click on Manage Clinicians under the Maintenance section 
of the menu panel. 

2. Press Add Clinician. 
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3. At the Add Clinician Information screen, choose a role for the clinician. Definitions of 

these roles are as follows: 

 Clinician: The Clinician is the person who administers the vaccination.  

 Ordering Authority: The Ordering Authority is the individual that authorizes the 

administration of a vaccine.  

 Ordering Authority/Clinician: Check this option if the person both authorizes and 

administers vaccines, such as a pediatrician. 

4. Fill in the required field, Last Name, and any other fields you wish to complete. The 

Prefix field, for example, might be filled with “Dr.” and the Suffix field would then be 

“M.D.” 

5. In the Complete Site Listing field, highlight a site with which the clinician will be 

associated and press Add.  It is expected that only a single site will be listed here 

and that it will be identically named to the user’s provider organization.   

6. Press Save. 

7. After the clinician is successfully saved, the message “**Record Updated**” will 
appear at the top of the screen. 

8. Press Cancel to return to the Manage Clinicians screen. 
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Notes: Required fields are shown in blue text.  For example, when entering information 

on the Managing Clinicians screen, the clinician last name is required; thus they 

are shown in blue text.  Input fields not shown in blue are optional. 

 
 
 

Editing Clinician Information 
 

1. On the IRIS Home page, click on “Manage Clinicians” under the Maintenance section 

of the menu panel. 

2. Press Find Clinician or click on the appropriate clinician name on the table at the 

bottom of the Manage Clinicians screen. If you choose this latter option, skip to  

 Step 4. 

3. At the Clinician Search screen, enter the last and first names of the clinician and 

press Find to bring up his or her information. Then click on his or her last name in the 

Search Results table. To bring up a list of all clinicians within an organization, leave 

both fields blank and press Find. You may then click on the last name of the clinician 

within the Search Results table to bring up his or her information. 

 

4. Make the desired changes or updates to the clinician’s information. 

5. Press Save. 

6. Once the clinician’s information is successfully updated, the message “Updated 
clinician: “<last name>, <first name>” will appear at the bottom of the screen. 

7. To return to the Manage Clinicians screen, press Cancel. 

 

Merging Clinicians 
  

Occasionally, clinicians are entered more than once in IRIS, creating duplicate records. 

To eliminate extraneous records using the IRIS merge clinician feature, follow these 

steps: 

 

1. On the IRIS Home page, click on “Manage Clinicians” under Maintenance section of the menu 

panel. 

2. Press Find Clinician. 

3. Enter the last and first names of the clinician. Press Find. 

4. Select at least two clinicians from the search results table and press Merge. 
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Deleting Clinicians 
 

1. On the IRIS Home page, click on “Manage Clinicians” under the Maintenance section 

of the menu panel. 

2.  On the Manage Clinicians screen press Find Clinician or click the appropriate 

clinician name in the table at the bottom of the Manage Clinicians screen.  If you 

choose the latter option, skip to step 5. 

3. At the Clinician Search screen, enter the first and last name of the clinician and press 

Find to bring up his or her information. Then click on his or her last name in the 

Search Results table. Or, leave both fields blank and press Find to bring up a list of 

clinicians within the organization. You may then click on the last name of the clinician 

within the Search Results table to bring up his or her information.  

4. At the Edit Clinician Information screen, press Delete. 

5. A box will open asking if you want to delete this clinician. Press OK. 

6. IRIS will return you to the Manage Clinicians screen. 

 

Listing All Clinicians 
 

1. On the IRIS Home page, click on “Manage Clinicians” under the Maintenance section 

of the menu panel. 

2. On the Manage Clinicians screen, press Clinician List. 

3. The Clinician Listing screen will open, showing all available clinicians, their 

organization association(s), and their role(s). 

4. Press Close to return to the Manage Clinicians screen. 
 

 

Creating and Maintaining Cold Storage Units 

 

The Manage Cold Storage module is for the purpose of creating and maintaining cold 
storage units (i.e. refrigerators and freezers).  Your administrator will maintain your cold 
storage units. 

There are two screens associated to the Manage Cold Storage module, the Manage 
Cold Storage screen (Figure 1A) and Add/Edit Cold Storage Unit screen (Figure 1B) 
respectively. 

 

Manage Cold Storage  

Select Manage Cold Storage from the Maintenance section of the menu panel.  
Subsequently Figure 1A will display. 

From this screen: 

 Select Add Unit to create a new refrigerator or freezer.  Subsequently Figure 
1B will display. 
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 To edit an existing refrigerator or freezer select the associated hyperlink 
(name).  Subsequently Figure 2B will display. 

 Notice the Refrigerator/Freezer indicates what type of cold storage unit each 
is. 

Figure 1A – Manage Cold Storage Screen 

 

Figure 1B – Add/Edit Cold Storage Unit Screen 

 

To Create A New Refrigerator or Freezer: 

 Select the Add Unit button from Figure 1A. 

 Figure 1B will display however all fields will be blank. 

 Input a Unit Name 
o Names must be unique within an organization. 
o Required field. 

 Indicate whether the cold storage unit is a refrigerator or freezer. 
o Required field. 

 Select the Save button. 

To Edit an Existing Cold Storage Unit: 

 Select the cold storage unit’s name (hyperlink) from Figure 2A. 

 Figure 1B will display, and the fields will populate with the existing 
information. 

 Change the Unit Name. 
o Names must be unique within an organization. 
o Required field. 

 Change the cold storage unit type. 
o Required field. 

 Select the Save button. 
 

 

Note: Changing a refrigerator to a freezer or freezer to refrigerator will impact 

the acceptable temperature range within the Record Cold Storage screen 

and Cold Storage Report. 
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Manage Provider Profile 

 

The Manage Provider Profile link is used as a shortcut to the VFC Re-Enrollment 
address and contacts.    Refer to Chapter 6 VFC Re-Enrollment for information updating 
your organization’s address and staff contact information.  

 

Manage Vaccine Delivery Hours 

 

The Manage Vaccine Delivery Hours link is used as a shortcut to the Manage Orders 
screen used to review and modify vaccine delivery hours and special instructions.     
Refer to Chapter 8 Managing Inventory for managing orders.  

 



 
 
 
 
 
 
 
 

Managing       
Inventory 

 
 
 
 
 
 
 

In this chapter: 

 
View Inventory 
Adding Inventory  
Updating Inventory 
Inventory Alerts  
Viewing Inventory Transactions  
Doses Administered Report  
Inventory Counts 
Managing Vaccine Orders 
Creating Order 
Modifying Order 
Viewing Order 
Creating a Transfer 
Editing a Transfer 
Shipping a Transfer/Return 
Accepting and Rejecting Transfers 
Restocking Transfers 
Managing Wastage and Returns Requests 
Creating a Request 
Modifying a Request 
Viewing a Request 
Recording Cold Storage Temperatures 
Vaccine Prebooking 
Create Prebooking 
Edit Prebooking 
Requesting Vaccine 
Auto-Return of Prebooking Allocation 
Inventory Not Deducted 
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Managing 
Patients 

 
 
 
 

In this chapter: 

 
Finding Patients 

Editing/Entering Patient Information 

Saving Patient Information 

Deduplication of Patients 

Managing Patient Status 

 

















































 

 

 

 

 

 

 

 

 

 
 

 

  Managing 
 Immunizations 

 

 

 

 

 

 

 

 

In this chapter: 

 
Viewing Patient Immunization Information 
Entering Immunizations  
Editing Immunizations 
Countermeasure and Response Administration (CRA) 







































 

 

 
 
 
 
 
 
 
 
 

 

Forms and 
Reports  

 
 
 
 
 

In this chapter: 

 
Forms 
Ad Hoc List Report 
Ad Hoc Count Report 
Compromised Vaccine Recall  
Cold Storage Reports 
Group Reports 

Immunization History Report 
Individual Patient Reports 

Vaccine Administration Record 
Immunization History Report 
Immunizations Needed Report 

Reminder/Recall Reports 
Inventory Not Deducted Report 
 
 
 











































































 

 

 

 

 

 

 

 

 

 

Data 
Exchange 

 

 

  

 
 
 

In this chapter: 

 
Data Exchange  
HMO Data Exchange 
Provider Data Exchange Dashboard Report 



























 

 

 

 

 

 

 

School and 
Childcare  

 

 

In this chapter: 

School/Childcare Access 

Manage School Profile 

Finding Student Screen 

Student Immunization History Screen 

Manage List Screen 

Report Student List Screen 

Check School Report 

School/Childcare Reports Menu Group 

School/Childcare Reports for Specific Student 

Entering Immunizations 

Editing Immunizations 

Entering/Editing Patient Information 
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In the Appendix: 

 

Online Help 
IRIS Help Desk 
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Appendix 2 
 

     

 

 

 

 
 

 

In the Appendix: 

 
Validation of Patient Entry Data 
Disallowed Address Entries 
Disallowed First Name Entries 
Disallowed Last Name Entries 
















