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VII. North Carolina Immunization Registry 
(NCIR) 



North Carolina Immunization Registry 
User Confidentiality Agreement 

(Complete for each NCIR user) 
 
 
 

As a user of the North Carolina Immunization Registry under 
 
 
 
 
_______________________________________________________________________________________________________ 
 (Name of Organization) 
 
 
 

I agree to abide by the following policies: 
 1.  Use information contained in the registry only for purposes for which it is intended. 
 2.  Release registry information only to those parties allowed access by North Carolina    

law and North Carolina administrative code.  
 3.  Keep all information contained in the registry confidential. 
 4.  Keep my assigned user ID and password confidential. 
 5.  Report any violations of confidentiality that I witness. 
 
 
 
 
 
 
Employee Name (Please Print) 
 
 
 
 
 
 
 
Employee Signature/Date 
 
 
 
 
 
 
On-site NCIR Administrator Signature/Date 
 
 
 
 
 
 
 
 
 
 











Admin Packet 

June 2008 

NCIR User Roles 
 

1. Administrator: This is the main contact for NCIR within the health 
care organization. The administrator is responsible for the maintenance 
of all organization specific information, including users, sites and 
clinicians. This user may run reminder/recall reports and Clinic 
Assessment Software Application (CASA) extracts. The administrator 
also can access the functions available to the following roles.  It is 
recommended that you have at least two administrators within your 
organization (one primary and at least one back-up). 

 
2. Inventory Control: The inventory control user is responsible for 
managing the organization's inventory of vaccines. This person may use 
NCIR to view the organization's inventory, add vaccines, update 
vaccines, view inventory transactions, submit inventory counts and view 
inventory reports, including the Vaccine Accountability Statement. The 
inventory control user has access to the functions available to typical 
and reports only users.   Your health department may have 2 Inventory 
Control.  
 
3. Typical User: This is the primary user of NCIR. The typical user 
adds, edits, and finds clients, manages immunization information, and 
prints immunization reports for clients.   The number of Typical Users 
is unlimited.  
 
4. Reports Only: The reports only user has access to client query 
information and may print client specific reports. This user may not 
edit or update information in the registry.   The number of Reports 
Only is unlimited.  
 

 
 



North Carolina Immunization Registry

Vaccine Administration Record

02/04/2008

Organization: NORTH CAROLINA IMMUNIZATION REGISTRY
Site: NORTH CAROLINA IMMUNIZATION REGISTRY

Vaccine Trade Name
Body

 Route Body Site *

Information collected on this form will be used to document authorization for receipt of vaccine(s).

CHART NUMBER

Date of Birth (mm/dd/yyyy) Gender Ethnicity (Check One)

Race (Check all that apply) Mother's Maiden Name (Last, First, Middle Initial)

Eligibility Status (Check only one)
This section must be completed for children
through age 18 given state-supplied vaccines.

Patient's Name (Last, First, Middle Initial)

Name of Parent or Guardian Responsible for Patient (Last, First, Middle Initial) Relationship to Patient

Address P.O. Box

City County State Zip Code

Email address (if applicable) Home Telephone Number Work Telephone Number Extension

Is reminder/recall contact allowed? Would you like reminder/recall sent to you?

SIGNATURE - Person to receive vaccine or person authorized to sign on the patient's behalf Date Signed

FOR OFFICE USE

SIGNATURE AND TITLE - Person Administering Vaccine

Male Female Hispanic Non-Hispanic

American Indian or Alaskan Native
Asian

White
Native Hawaiian or Other Pacific Islander

Unknown

American Indian /Alaskan Native
Underinsured

Medicaid
NC Health Choice

Not Insured
Insured

Yes YesNo No

(               ) (               )

RV    LV    RD    LD

RV    LV    RD    LD

RV    LV    RD    LD

RV    LV    RD    LD

RV    LV    RD    LD

RV    LV    RD    LD

RV    LV    RD    LD

DTP/aP

HepB

Hib

MMR

Pneumo
Conjugate 7

Polio

Varicella

 *RV = Right Vastus Lateralis  LV = Left Vastus Lateralis  RD = Right Deltoid  LD = Left Deltoid   Subcutaneous injections are administered in the muscle "area".

Other

IM

IM

IM

SC

IM

SC

x

I am authorized by the parent, guardian, or person standing in loco parentis of the above-named child to obtain needed immunizations for the child.

I/parental designee have received the "Vaccine Information Statements" (VIS) about the disease(s) and vaccine(s). I have had a chance to review the VIS(s)
and to ask questions that were answered to my satisfaction. I understand the benefits and risks of the vaccine(s) and request the vaccine(s) indicated below
to be given to me or the person named above for whom I am authorized to make this request.

Other Race

Date Vaccine Administered

Refusal to give information

Black or African-American

Not applicable

Date Last Verified (mm/dd/yyyy):     ______/_______/____________

mL.Lot # VIS Pub. Date
Date VIS
Presented
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Admin Packet 

June 2008 

Best Practices for Successfully Using the  
"Data Integrity" Best Practices:  

 Keep the NCIR immunization patient/chart copy in the front of the medical record (or in a consistent 
location within the record).  Immunization flow sheets that stand out (e.g. printed on colored paper) also 
aid in quickly locating vaccine information. 

 Update all historical immunization information into the NCIR as soon as the information is available. 
 Prior to or during each visit, review the "history recommend" screen to determine which vaccines are 

recommended. 
 Enter all currently administered immunizations into the NCIR as soon as possible.  
 Document any adverse reactions or contraindications to vaccines in the "client comment(s)" section. 
 Document in the medical record when a child transfers from your practice to another provider and 

make their NCIR client status “inactive”. 
 Document in the medical record any attempt to communicate missed appointments or to remind 

parents that vaccines are due. 
 Document one hundred percent 100% of age-appropriate immunization in the NCIR for all individuals 

receiving immunization services from your facility by close of business the day the immunization was 
given (as per your signed NCIR agreement). 

 Only enter immunizations administered by you, under your username. 
 Verify that you have located the correct patient prior to entering immunizations or changing a patient’s 

immunization history. 
 If you are searching for a Medicaid patient and you do not find them within the NCIR, think twice before 

entering them as a new patient.  We receive a nightly Medicaid feed and most Medicaid patients should 
already be in the NCIR. 

 Report duplicates as you find them.  (Detailed instructions are available on the homepage, under 
‘resources on the web’.) 

 When entering a new client or searching for an existing client that has a double surname or 
hyphenated last name, enter BOTH surnames in the last name field, with a space separating them. 

 Do not enter fictitious patient information into the NCIR.  The NCIR is a medical information system 
containing confidential patient data. 

 
 
"Workflow" Best Practices:  

 Keep computers in areas that are convenient for immunizations and are not ‘high traffic’. 
 Use ‘manage client’ instead of ‘manage immunization’ to ensure that you are entering doses on the 

correct patient. 
 
 
"Administrative" Best Practices:  

 Keep a list of UserIDs and Passwords for each NCIR user in your facility. 
 Inactivate users when they leave your practice. 
 Keep ordering authorities and clinicians up to date. 
 Ensure your facility has a contingency plan in place for use during periods of internal Internet 

interruption and/or NCIR outages. 
 
"Inventory" Best Practices:  

 Document all doses that have been administered, transferred, wasted and/or expired within the NCIR. 
 Please remember to wait until the close of business to accept your vaccine order into the NCIR. 
 Complete a physical inventory of all state-supplied vaccine at least once per week and properly 

reconcile within NCIR. 



NC DPH. WCH: Immunization: Providers 

http://www.immunize.nc.gov/providers/trainingmodules.htm      Updated: June 17, 2013 
 
 

 

 
 
NCIR Training Modules 
These interactive training modules were developed in Adobe Captivate. To view these modules Adobe Flash Player 
version 8 or higher is required. You may navigate these modules using the table of contents. You can also skip to or 
replay a topic by clicking the topic title. 

In te rac t i ve  T ra in i ng  Modu les  

1. NCIR Overview 

2. NCIR Administrator Role 

3. NCIR Vaccine Inventory 

 
These presentations were designed to be viewed in PowerPoint and are interactive in nature.  

In te rac t i ve  P resenta t ions  P r in tab le  PDFs  

1. How To Register with NCIR (PPT, 349 KB) 1. How To Register with NCIR (PDF, 263 KB) 

2. Logging in to the NCIR (PPT, 1.56 MB) 2. Logging in to the NCIR (PDF, 377 KB) 

3. Introduction to the Home Page (PPT, 417 KB) 3. Introduction to the Home Page (PDF, 192 KB) 

4. Adding & Editing Users (PPT, 830 KB) 4. Adding & Editing Users (PDF, 137 KB) 

5. Adding & Editing Clinicians PPT, 825 KB) 5. Adding & Editing Clinicians (PDF, 332 KB) 

6. Searching for Clients (PPT, 232 KB) 6. Searching for Clients (PDF, 151 KB) 

7. Entering New Clients (PPT, 465 KB) 7. Entering New Clients (PDF, 386 KB) 

8. Viewing History & Recommendations (PPT, 401 KB) 8. Viewing History & Recommendations (PDF, 262 KB) 

9. Adding & Editing Historicals (PPT, 1.64 MB) 9. Adding & Editing Historicals (PDF, 1.07 MB) 

10. Adding & Editing New Immunizations (PPT, 337 KB) 10. Adding & Editing Live Immunizations (PDF, 484 KB) 

11. Reviewing Immunization Records (PPT, 1.03 MB) 11. Reviewing Immunization Records (PDF, 563 KB) 

12. Managing Your Inventory (PPT, 3.88 MB) 12. Managing Your Inventory (PDF, 1.43 MB) 

13. Managing Your Vaccine Orders (PPT, 2.08 MB) 13. Managing Your Vaccine Orders (PDF, 674 KB) 

14. Managing Your Transfers (PPT, 2.15 MB) 14. Managing Your Transfers (PDF, 1.05 MB) 

15. Reporting Expired Vaccine (PPT, 2.95 MB) 15. Reporting Expired Vaccine (PDF, 1.50 MB) 

16. Reporting Wasted Vaccine (PPT, 1.77 MB) 16. Reporting Wasted Vaccine (PDF, 629 KB) 

   
 



North Carolina Immunization Registry 
Mass Clinic Form 

 
Name of Organization:___________________________________________________   Chart Number:  ________________________  

 
YOU MUST COMPLETE ALL FIELDS BELOW.    
Information collected on this form will be used to document authorization for receipt of vaccine(s).  
 

 
 

 
   Male   Female   Hispanic       Non-Hispanic 

 
   Asian                                       American Indian or Alaskan Native                      White                      Unknown 
   Black or African-American      Native Hawaiian or Other Pacific Islander  Other Race 

 
 

 
 

 
 

 
 

 _________________________________________________________________________________________________  
 

1. Are you currently pregnant?  YES  NO 

2. Do you have any acute/chronic medical conditions such as heart disease, diabetes, asthma, 

cancer or any condition that affects your immune system? 
 YES  NO 

3. Have you gotten any other vaccines in the past 4 week?  YES  NO 

4. Have you ever had a reaction to a previous dose of influenza vaccine?  YES  NO 

5. Do you have an allergy to eggs?  YES  NO 

 

 
 
 

 

 

 

 
 

  
   American Indian/Alaskan Native     Medicaid     Not Insured     Underinsured     NC Health Choice     Insured 
 

Vaccine Trade Name Lot # VIS Pub. Date 
Date VIS 

Presented 
Body 
Route 

Body Site* mL. 

Influenza 
    

IM RV   LV   RD   LD 
 

FLU – Nasal 
    

IN BN   RN   LN 
 

PPSV 
    

IM SC RV   LV   RD   LD 
 

Other 
       

* RV = Right Vastus Lateralis LV = Left Vastus Lateralis RD = Right Deltoid LD = Left Deltoid BN = Bilateral Nares RN = Right Naris LN = Left Naris 

 
 
 
 

Patient’s Name (Last, First, Middle Initial) 

Date of Birth (mm/dd/yyyy) Gender Ethnicity (Check One) 

Mother’s Maiden Name (Last, First, Middle Initial) 

Name of Parent or Guardian Responsible for Patient (Last, First, Middle Initial) Relationship to Patient 

Address 

City County 

P.O. Box 

State Zip Code 

Email Address (if applicable) Home Telephone Number Work Telephone Number Extension 

(            ) (            ) 

PLEASE ANSWER ALL OF THE FOLLOWING: 

SIGNATURE – Person to receive vaccine or person authorized to sign on the patient’s behalf Date Signed 

X 

Date Vaccine Administered SIGNATURE AND TITLE – Person Administering Vaccine 

Race (Check all that apply) 

FOR OFFICE USE ONLY: 

Eligibility: 

I am authorized by the parent, guardian, or person standing in loco parentis of the above-named child to obtain needed immunizations for the child. 
 
I/parental designee have received the “Vaccine Information Statements” (VIS) about the disease(s) and vaccine(s).  I have had a chance to review the VIS(s) 
and to ask questions that were answered to my satisfaction.  I understand the benefits and risks of the vaccine(s) and request the vaccine(s) indicated below 
to be given to me or the person named above for whom I am authorized to make this request. 



Registro de inmunizaciones de North Carolina 
Registro de administración de vacunas 

 
Name of Organization:___________________________________________________ OFFICE USE ONLY 

 
La información colectada en este formulario será utilizada para documentar la autorización para recibir la(s) vacuna(s). 
  ________________________________________________  
 

 
 

 

        varón   hembra   Hispano       No-Hispano 

 

   Asiático                                      Indio Americano o nativo de Alaska                      Blanco                      Desconocido 
   Negro o Afro-Americano      Nativo de Hawaii o de otras Islas del Pacifico  Otra raza 

 
 

 
 

 
 

 
 

 _________________________________________________________________________________________________  
 

1. ¿Está usted embarazaba?   Sí  No 

2. ¿Tiene alguna condición médica aguda o crónica tal como enfermedades del corazón, diabetes, 
asma, cáncer o alguna condición que afecte su sistema inmunológico?  

 
 Sí  No 

3. ¿Tienen alguna otras vacunas en las últimas 4 semanas?  Sí  No 

4. ¿Ha tenido antes una reacción a la dosis de la vacuna de la influenza (gripe)?   Sí  No 

5. ¿Tiene una alergia a los huevos?   Sí  No 
 

 
 
 

 

 

 

 
 

  
   American Indian/Alaskan Native     Medicaid     Not Insured     Underinsured     NC Health Choice     Insured 
 

Vaccine Trade Name Lot # VIS Pub. Date 
Date VIS 

Presented 
Body 
Route 

Body Site* mL. 

Influenza 
    

IM RV   LV   RD   LD 
 

FLU – Nasal 
    

IN BN   RN   LN 
 

PPSV 
    

IM SC RV   LV   RD   LD 
 

Other 
       

* RV = Right Vastus Lateralis LV = Left Vastus Lateralis RD = Right Deltoid LD = Left Deltoid BN = Bilateral Nares RN = Right Naris LN = Left Naris 

 
 
 
 

CHART NUMBER 

Nombre del paciente (apellido, primer nombre, segundo nombre) 

Fecha de nacimiento (mm/dd/aaaa) Sexo Origen étnico 

Nombre de soltera de la madre (apellido, primer nombre) 

Nombre del padre/madre o tutor responsable por el paciente (apellido, primer nombre) Relación con el paciente 
 

Dirección 

Ciudad Condado 

Apdo. postal 

Estado Código postal 
 

Dirección de correo electrónico (si corresponde) Número telefónico de la casa Número telefónico del trabajo Extensión 

(            ) (            ) 

Favor de contestar las preguntas siguientes: 

Yo/Designado como padre he recibido las “Declaraciones de Información Sobre las Vacunas” (VIS-por sus siglas en ingles) respecto las enfermedades y las 
vacunas. 
 
He tenido la oportunidad de revisar el VIS y de hacer preguntas que fueron contestadas a mi satisfacción.  Yo entiendo los beneficios y riesgos de las vacunas y 

pido que las vacunas mencionadas abajas sean administradas a mí o la persona nombrada arriba por quien yo tengo la autorización de hacer esta solicitud. 

FIRMA – Persona que recibirá la vacuna o persona autorizada para firmar en nombre del paciente Fecha de la firma 

X 

Date Vaccine Administered SIGNATURE AND TITLE – Person Administering Vaccine 

Raza (Marque toda respuesta que apliqué) 

FOR OFFICE USE ONLY: 

Eligibility: 



NC DPH. WCH: Immunization: Providers 

http://www.immunize.nc.gov/providers/ncirrollout.htm 

NCIR Standardized Rollout Documents 
The training materials below with help you get started using the NCIR.  

Gett ing  Started  Tra in ing  Tools  He lpfu l  Informat ion 

Best Practices Quick Reference Guide 2013 Childhood Immunization 
Schedule (For ages 0-6 years)  

User ID Self 
Registration 

Typical User Guide 2013 Adolescent Immunization 
Schedule (For ages 7-18 years)  

User/Clinician Form How to Add Inventory Catch-Up Immunization Schedule 
(For ages 4 months - 18 years)  

Workflow Evaluation 
Form  

Common Causes for Inventory 
Discrepancies 

2013 Adult Immunization Schedule  

Technology Evaluation 
Form  

How to Transfer Vaccine to 
Another Facility  

Summary of Recommendations  

NCIR User Roles  How To Accept Transferred 
Vaccine 

Coverage Criteria 

Blank Inventory Form  Documenting Expired/Half 
Doses of Flu 

CDC Price List  

Confidentiality 
Agreement  

Documenting Expired Vaccine  

  Documenting Wasted Vaccine   

  Documenting Combination 
Vaccines  

  

  Documenting Flu Vaccine    

 
 



NC DPH. WCH: Immunization: Providers 

http://www.immunize.nc.gov/providers/ncireducation.htm 

NCIR Education 

Monthly Online Training Classes 
Join us for free online NCIR training sessions on the second Wednesday of each month at 9 
a.m. with a repeat session at 1 p.m. There is no need to pre-register. Simply log on to the 
NCIR and look under the Announcements section for a link to join the sessions. You’ll also 
need to dial in via telephone to hear the presentation - just remember to mute your 
phone! Each session is approximately 30 minutes. 

 
PowerPoint Presentations from Past Monthly Online Training 
Classes 

 NCIR Benchmark Report (PPT, 8.20 MB) (1/24/13) 
 NC Coverage Criteria Changes (PPT, 230 KB)  
 Release 8.8 (PPT, 4.04 MB) (8/16/12) 
 Proper Documentation in the NCIR (PPT, 556 KB) (2/8/12) 
 Using the NCIR as a Clinical Tool (PPT, 864 KB) (1/11/12) 
 NCIR Maintenance (12/13/11) (PPT, 852 KB) 
 NCIP Borrowing and Replacing Policy and the NCIR (PPT, 1.19 MB) (11/9/11) 
 Managing Users/Clinicians (PPT, 301 KB) (7/13/11) 
 Error Correction (PPT, 407 KB) (4/20/11) 
 Expired Vaccine (PPT, 411 KB) (2/22/11) 
 Accountability Report (PPT, 679 KB) (12/15/11)  
 Mass Vaccination Training Module (PDF, 231 KB) 
 Basic Inventory Functions (PPT, 1.80 MB) 
 Inventory Reconciliation (PPT, 2.10 MB) 
 Assessment Report and Reminder Recall (PPT, 2.25 MB) 
 Efficient Ordering Processes (PPT, 1.09 MB) 
 New Users to the NCIR (PPS, 1.80 MB) 

NCIR Standardized Rollout Documents 
Access NCIR rollout documents, including cheat sheets, to help you get started using 
the NCIR. 

 
NCIR Training Modules 
Interactive training modules demonstrate common NCIR functions. 

 
Vital Records Interface 
The NCIR is now receiving information about the birth dose of Hepatitis B vaccine via an 
interface with Vital Records. Click here (PDF, 87 KB) to view an example of what this looks like 
in the NCIR. 
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