School Immunization Status Online
Reporting Training Guide

Introduction and Purpose:
Schools can submit their annual school immunization status report in the Washington

Immunization Information System (IIS). This training guide has comprehensive instructions on
how to use the system to submit the report. Only schools with any grades Kindergarten through
12™ can submit their annual report through the IIS.

In this guide, you will be instructed on how to do the following:
1) Log into the IIS
2) Select your school
3) Select the Washington Annual School Report
4) Fill out the Washington Annual School Report
5) Submit the completed report online
6) Troubleshoot and find answers to Frequently Asked Questions (FAQs)

STEP 1 - Log into the School Module

1) Go to the IIS website: www.waiis.wa.gov.
2) On the left hand Navigation Menu,
click on the Main Menu Heading.
3) Click on the word Login.
4\ T 1 d d - Click Logi
) Type in your username and passwor - ogin

fOI‘ I‘epOI‘tlng. Password :

. . . Forgot Password
5) Your reporting username is different o
Clear Login |@

- Type
Username
- Type Password

than your username to view
immunization records and print the CIS if you have that type of account.

6) Click the Login button.

7) Once a year, you will be directed to a Confidentiality Agreement directly following login.
Once reviewed, click “Accept” to move on.

NOTE:
e Passwords are case sensitive, and must contain § characters, including at least one upper
case letter, one lower case letter, and one number.
e Passwords will expire every 120 days. Once expired, the system will prompt you to
change your password.

o If you have trouble Signing in or do not Tip: If you forgot your password, select:
have a username & password, see the “Forgot Password”. On the next screen
FAQS at the end of the document. enter you username. The system will EIEEEIT
email you a temporary password. = W
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STEP 2 — Select your school

1) Select a school by clicking the words Click to Select.
2) A separate window will appear

that will allow you to search for

the school.
3) Click the Search button to see a

list of all schools (public and

private) in the district. You can

also narrow your search by using

the filter options.

Note: If you are a private school, you
are assigned to the public school
district where your school is located
only for system reasons.

4) Find your school on the list and
click the button to the left of the
school name.

5) You are re-directed back to the
previous screen, and the School
field will show your selected
school.

6) Itis NOT necessary to choose a
default grade from the dropdown
list provided. This is for future
use. Just ignore this.

7) Click the Continue button.

Place holder for 4™ image of select school
showing selected school step 4)

Tip: After selecting your school, you should see the School reports page. If you do not see this

page, do the following: 1) Click on the Reports Menu Heading on the left, and 2) Click on the
words School Reports.

If your school district or school is not listed, email us at:
oicpschools@doh.wa.gov.
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STEP 3 - Select the School Report

1) For all schools (public and private) that have any grades Kindergarten through 12™ — click
the Complete Annual School Report link.
2) For instructions on completing the form, click the Instructions link.

STEP 4 - Fill out the School Immunization Status Form

1) Part A: Confirm that the information in part A shows the school you want. If not, please
email us at: oicpschools@doh.wa.gov.

2) Part B: All schools with any grades Kindergarten through 12™ grade (K-12) need to
complete Part B for all students in grades in the school.

3) Part C: Schools with kindergartens need to also complete the top row of Part C for all
kindergarteners in the school.

4) Part C: Schools with 6" grade need to also complete the bottom row of Part C for all 6"
graders in the school.

5) Click in each box, or use the “Tab”
key to switch
between the cells.

6) To help eliminate
mistakes, if the numbers
entered do
not add up Part B
correctly, an All Schools:
error message will appear.

Part A
All Schools:

Part C - K Only:

th
PartC6 Only:
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STEP 5 — Submit the completed form

1) Check your work and either select the Save button or select the Save and Submit button when
you have completed the form.

2) The Save and Submit sends the report to the state. The report locks and you cannot make any
changes. If you made a mistake and need to make changes to the report after you send it to
the state, email us at oicpschools@doh.wa.gov. We will unlock your report so you can make
changes and then re-Save and Submit.

3) The Save button saves your report, so you can go back and make changes. The Save button
does not send your report to the state. Use this button only if you can’t complete the entire
report or you need to check your numbers before submitting.

4) Note the Completed By fields at the bottom of the screen. This shows the name, phone
number, and email address of the person who completed the report and the date it was sent to
the state. You can use this information to know who reported for your school.

Remember: You can’t make any changes to the report after you select Save and Submit.

Selecting the Save and Submit button locks and sends your report to the state.
Email us if you need to make a change at oicpschools@doh.wa.gov

See the Frequently Asked Questions for more information

For persons with disabilities, this document is available on request in other formats. To submit a request,
please call 1-800-525-0127 (TDD/TTY call 711). DOH 348-317 August 2015
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