
•	 Login to Florida SHOTS.
•	 Select the “Assess Imm Levels” menu item.
•	 Select “Create Assessment File” in the sub-menu.
•	 Input the age range from: 12 to: 23.
•	 Input as of: today’s date.
•	 Click “Create Assessment File.”
•	 You will receive a pop-up message stating: “This may take an hour or more to complete. Are you sure 

you want to run this now?” Click “Ok.”
•	 Once the search status displays “Complete,” you are now able to run the various assessment reports.

(Note: An assessment file must be created prior to creating any of the immunization reports to reflect 
the most current data.)

•	 Click the “Summary Report” menu item.
•	 Select the most current assessment file from the assessment list.
•	 Input age range from: 12 to: 23 months old as of: today’s date.
•	 Select the “Compliance Age” 12 months.
•	 Select to “Base Completion on” 3:2:2:2.
•	 Select “Imm Service Site” to view all service sites or a specific service site.
•	 Select to “Include” all patients or only patients with WIC IDs.
•	 Click “Generate Report.”
•	 You will receive a pop-up message stating: “This may take over 2 minutes to generate. Are you sure 

you want to run this now?” Click “Ok.”
•	 The report displays the filtering criteria in the top left corner as well as the total number of patients 

selected, patients who have moved or gone elsewhere, patients with religious exemptions on file, total 
patients assessed, and patients who have moved or gone elsewhere after the compliance age.

•	 The first column displays the standard vaccine series for assessing immunization levels. This report 
reflects the CHD’s immunization coverage levels in preparation of meeting compliance of the National 
Immunization Survey that monitors 2-year-olds. Running this report at 12 months reflects the 3:2:2:2 
for assessing the compliance of the 1-year-old population.

•	 The next column reflects the number and percentages of patients who were “Complete by 12 
months,” for the vaccine series and the 3:2:2:2.

•	 The “Late up-to-date” column displays the number and percentages of patients who were not 	
complete for age-appropriate vaccinations at the selected compliance age.

•	 The “Complete by assessment date” displays the number and percentages of patients who were both 
complete by 12 months and late up-to-date as of the date the assessment file was created.

•	 Of the patients NOT complete, the bottom portion of the report shows the number and percentages of 
patients who could be up-to-date for the 3:2:2:2 with one additional visit.
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