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School User: Entering an Immunization 

Revised 9/25/2025 

Getting Started 

1.) To add an immunization to a student’s records, click on Patient from the NDIIS Main 

Menu, then click Management from the drop-down. This will open the Patient Search. 

 The easiest way to search for a student is by using their birthdate and the first letter 

of their first name. Click Search.  
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2.) After entering and searching for your student, the Patient Search results will appear 

below the first module. The NDIIS will return up to 100 potential matches. 

3.) Find your student’s record on the list of search results. Click on it to highlight and 

click on View Detail to open the record. 

 If you cannot find your student, click on the Filters button to narrow down the results. 

You can filter by either the first, last, or middle name; date of birth; alias name;     

address; city; state.  

If you still do not see your student in the search results, can change your search 

criteria by clicking Refine Search. If no matching record can be found in the  

NDIIS, you can create a new record for the student. This can be done by clicking 

Add New Patient. Please see the Creating New Patient Records tip sheet for 

instructions on how to create a new record in the NDIIS.   

Revised 9/25/2025 

https://www.hhs.nd.gov/sites/www/files/documents/DOH%20Legacy/NDIIS/CreateNewPatientRecord.pdf
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4.) The record will open to the student’s Core Demographics. 

 All required fields will be marked by an asterisk (*) and must be filled in       

before any  new information can be saved. 

 Be sure to verify the student demographics every time a record is accessed. 

DEMOGRAPHIC  

REMINDER 

Data Quality greatly 

improves when  

records are        

reviewed and     

updated regularly. 
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5.) To access the student’s immunization record, click on the Immunizations tab. 

6.) Click the Add button to open the Add New Immunization module. This will open 

under the Immunization Summary. 
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7.) Add immunization event information for all required fields. 

School users with Standard or Provider Admin level access are able to add historical 

immunizations to a student’s record. Required data fields are marked by an asterisk (*). 

These include:  

 Dose Date - Ensure that this field is correctly filled with the date of administration 

 Vaccine Type - Select the type of immunization from the drop-down list  

 

 

 

 

 

 

 

 

 

 

All other immunization event data fields are either set to default for school users and 

cannot be changed or are considered optional and can be filled in if the school user has 

the dose details from the historical record. Fields with default values set include: 

 Historical - this indicator flags the dose as historical, meaning it is being entered 

from an outside record  

  Provider - school user entered immunizations are entered under provider pin 9999 

- UNKNOWN indicating the dose is historical from an outside record 

 Volume Unit - Doses will be marked in ml  

  VFC - school user entered immunizations will all be marked as ‘Not Eligible’ for VFC 

eligibility  
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 If information is available for the remaining optional data fields, the information 

should be entered to ensure the record is as complete as possible. 

Lot - This field would be the lot number for the immunization that was              

administered. This is a free text field  

 Note. There is a limit of 20 characters for lot number 

Funding Source - Administered immunizations can be from a provider’s public 

or private supply.  

Expiration Date - This date will be used by the forecaster to evaluate doses 

given after the expiration date that need to be invalidated.  

Manufacturer - Select the vaccine manufacturer from the drop-down list. 

Administration Route - Select the route of administration from the drop-down 

list.   

Administration Site: Select site of administration from the drop-down list. 
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8.) After all immunization event information has been entered, click Save to finish 

adding the dose to the student’s record.. 

9.) Review the immunization event information in the Immunizations Summary to   

ensure all information was entered correctly. 
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