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The documentation of administered or historical vaccines can either be electronically uploaded via an
established connection with a compatible Electronic Health Record (EHR) software or manually entered in
the Florida SHOTS patient record. This short guide will provide step-by-step instructions on how to enter
administered and historical vaccines in the patient record.

1. DOCUMENTING ADMINISTERED VACCINE

Step 1:
Log into Florida SHOTS.

Step 2:

Complete a Patient Search from the “Patients” Florida SHOTS menu to open or add the patient record.
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Patient Search @ Training Environment

Last Name: First Name: Date of Birth:
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Step 3:

Select “Vaccinations” from the Florida SHOTS menu and click on the “Add a Vaccination Record” button.

:) Vaccination List

User: FATIMA AVILES.

[sortby: @antigen Cwaccine ODate Given

Lost Lie Vaceine Dale  Dosel AgeYr-Mo/ Total Mos/ Provider/Person Source Delete?
Antigen_Type Given _Interval _in Days _Adv Event?
i:j":p‘a: Fimrd HEPB  HEPBPED 11152008 1 15 17 BEACHMEDICAL [
B o 529 N
HEPB  HEPBPED 011102009 2 7 19 BEACHMEDICAL [
56 585 N
HEPB  HEPBPED 07/052011 3 41 49 BEACHMEDICAL [
906 1491 N
MEASLES MMRV 08/052008 1 12 14 BEACHMEDICAL [
o 427 N
MEASLES MMRV 1152008 2 15 17 BEACHMEDICAL [
102 520 N
MUMPS  MMRV 08/052008 1 12 4 BEACHMEDICAL [
o 427 N
MUMPS  MMRV 1152008 2 15 7 BEACHMEDICAL [
102 520 N
POLIO 1PV 11152008 1 15 17 BEACHMEDICAL [
o 520 N
POLIO 1PV 01102008 2 17 19 BEACHMEDICAL [
56 525 N
POLIO 1PV o7iosI2011 3 41 49 BEACHMEDICAL [
Form 1478 (opt-out) &5 ol H -
Reprocks RUBELLA MMRV 08/052008 1 12 14 BEACHMEDICAL [
Tools ] 427 N
ClearPatisnt Thien RUBELLA MMRY 1152008 2 15 7 BEACHMEDICAL [
Rellglnus:xxemlﬂlun 102 520 N
PR e vzv MMRY 08/052008 1 12 4 BEACHMEDICAL [
- ] 427 N
T vzv MMRY 11152008 2 15 7 BEACHMEDICAL [
Vaccine Inventory 102 520 N
Assess Imm Levels
Reports
ki [ Add & vaccination Recora | [ Add Historical Vaccination Records
Administration
Customer Support
Meaningful Use
coviD-19 e
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Step 4:

In the “Add Vaccination Record” page you will need to complete all the following fields:

Vaccine Type: Enter the type of vaccine the
patient received. Vaccine Type Information
hyperlink opens a table of Florida SHOTS
vaccine types, the vaccine name, brand name,
and manufacturer code to ensure correct
Vaccine Type is selected.

Date Given: Enter the date, or if vaccine was
given today, enter “T" and the current date will
automatically populate.

Injection Site: Record the specific place on the
body where an immunization is administered.

Injection Route: Records the method used to
administer the immunization.

Provider Org ID: The name of the practice
administering the vaccination defaults to
your practice.

Provider Person ID: Select the provider person
ID of the staff administering the immunization.

Imm Service Site: If your organization has
multiple service sites, you may indicate which
site administered the vaccination. If the
vaccination being recorded is the most recent,
and the service site selected differs from the
service site on the “Patient Information” page,
users will be asked whether or not to update
the patient’s service site.

Funding Program: If your organization, or any
of its sites, participates in one of the Vaccines
for Children (VFC) ordering efforts, you will
see the “Funding Program” menu. If you are
administering vaccine from one of the listed
Funding Programs, select that effort from the
drop down menu. If you are using privately
purchased vaccine, leave this box marked as

“Select” and continue with recording your vaccine.

VFC Eligibility: This field will only be visible

if a VFC PIN and start date are recorded for
your organization by Florida SHOTS and a VFC
ordering effort is selected from the “Funding
Program” menu. Specify the patient’s eligibility
for receiving VFC vaccine as it applies to

this vaccination.

VIS Recipient: Select the person receiving the
VIS statements for this patient. Mother, father,
guardian and patient names will be available
when they are already in the patient record. If
“Other” is selected, you will enter the name
of the person receiving the form, as well as
that person'’s relationship to the patient. If

the relationship is mother, father, or guardian
and the name entered is different than what

is already on record, the user will be given the
option to replace the current information with
the new. This information will be included on
the Form DH687, Clinic Record Card, along
with whether or not this person also gave
consent for treatment.

VIS Date: Enter the date of the Vaccine
Information Statement provided for this
vaccination. Some combination vaccines may
require multiple VIS publication dates. If a
single VIS statement exists for combination
vaccines, you will see a button labeled “Other
VIS Options,” which allows you to use either
the separate statements or the combined
statement. To view current VIS information,
click on the hyperlink CDC Vaccine Information
Statements (VIS) above “VIS Recipient” field.

Consent for Treatment Given by VIS
Recipient: When VIS information is recorded,
this field is enabled and required. Leave the
default value at “Yes” if the person receiving
the VIS gave consent for treatment. If the
person giving consent is not the same as the
person receiving the statements, local policy on
documentation of consent for treatment should
be used. This information will be included on
the Form DH687, Clinic Record Card, along
with the name of the VIS recipient.

Manufacturer, Lot Number & Expiration Date:
These are required when the vaccination is VFC
eligible and the date given is within the last
30 days; otherwise, these fields are optional.
If manufacturer is selected, lot number is
required. The expiration date can only be
entered once a manufacturer is selected.

Remove the checkmark from “Add another vaccination record” if no other vaccines need to be recorded.



Documenting Vaccines AUGUST 29, 2025

Click on the “Next” button.

Add Vaccination Record © Training Environment

) Barcode Scan: Do not trigger the raadsr unlsss the cursor is in this field

77
Vaccine Type: * [TDAP [CVX115] v Vaccine Type information Date Given: * [03/022023
Injection site: | LALEFT ARM: - Injection Route: [ IN-INTRAVUSCULAR
Provider Org 10: * [BEACH MEDICAL v Provider Person ID: * [ARCEL v

*
Imm Service Site:~ | SUNSETPEDS ___~
Funding Program: [ VFCIPED

VFC Eligibility: * [VFC ELGIBLE-UNINSURED v

Vaccine Information Statements

CDC Vacine Information Statements (V1)

VIS Recipient Type: VIS Date:
* [Patient SMITH, JUSTIN ~

s TDAP * [ogi06i2021
* [ves ~ | Consent for treatment given by VIS recipient
[P - SaorT TasTEOR <] Oincluce inactive

Lot Number; * [ YFE9AA Expiration Date; | 11/30/2023

49281040005 v

NDC;

[ Special Conditions: 0 ]

I Add another vaccination record after "Next" button s clicked

* Asterisk indicates a required field

Retum to Vaccination List

Step 5:
Click on

“Submit” to save the vaccination record.

Vaccination List

[sortby: @antigen Cvaccine _ODate Given
Vaccine Date  Dosel AgeYrMol Total Mos/ ProviderPerson Source Delete?
Antigen  Type Given interval inDays Adv Event?
DIPHTHERIA TDAP 03022023 1 158 188 BEACHMEDICAL BEACHMEDICAL L]
0 5749 N ARCEL
HEPB HEPBPED 11152008 1 5 17 BEACHMEDICAL  (J
0 529 N
HEPB HEPBPED 01102009 2 7 19 BEACHMEDICAL [
Discard Updatas
Patient Data 56 585 N _
Patiant Identification HEPB HEPBPED 07052011 3 41 49 BEACHMEDICAL [
TR 206 1491 N
i bl MEASLES ~ MMRV 08052008 1 2 14 BEACHMEDICAL [
0 21 N
MEASLES ~ MVRV 1152008 2 5 17 BEACHMEDICAL [
102 529 N
Centact Attzmats O
S MUMPS  MMRV 08052008 1 12 14 BEACHMEDICAL [
New Tmim Status 0 a1 N N
terge History MUMPS MRV 1152008 2 5 17 BEACHMEDICAL (I
o i 102 520 N
e ey HPVe 111102022 156 185 BEACHMEDICAL [
Create For n 5637 N
Form 686 (Imm History) PERTUSSIS TDAP 03022023 1 158 188 BEACHMEDICAL BEACHMEDICAL [
Form 687 (Clinic Record) . = N el
Form 1478 (opt-out)
POLIO 1PV 11152008 1 5 17 BEACHMEDICAL [
0 520 N
A o Tk POLIO 1PV 01102008 2 7 19 BEACHMEDICAL [
eligious Exemption
Religious Exemption = 563 bl £
e POLIO 1PV 07052011 3 41 49 BEACHMEDICAL [
— 05 1491 N
System Transactions o
. RUBELLA  MMRV 080052008 1 12 14 BEACHMEDICAL [
Vaccine Inventory o o N
Assess Tl ovels RUBELLA  MVRV 11152008 2 15 17 BEACHMEDICAL [
HRepocts 102 529 N
AT TETANUS ~ TDAP 0310212023 1 158 188 BEACH MEDICAL BEACHMEDICAL [
Customer Support 0 5749 N ARCEL
Meaningful Use vzv MMRV 08/05/2008 1 12 14 BEACHMEDICAL [
coviD-19 0 47 N
Outbreak Reports vzv MRV 11152008 2 15 17 BEACHMEDICAL (]
VEC Re-enroll 102 529 N
Sign out
[[Add a Vaccination Record | [ Add Historical Vaccination Records |
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2. DOCUMENTING HISTORICAL VACCINE

Step 1:
Log into Florida SHOTS.

Step 2:

Complete a Patient Search from the “Patients” Florida SHOTS menu to open or add the patient record.

Patient Search @ Training Environment

Last Name: First Name: Date of Birth:

OR

OR

* Asterisk indicates a required field
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Step 3:

Select “Vaccinations” from the Florida SHOTS menu and click on the “Add Historical Vaccination Records” button.

:) Vaccination List

el 2t [sortby: ©Antigen WVaccine ODate Given
Vaccine Date Dose/ Age Yr-Mo/ Total Mos/ Provider/Person Source Delete?
Antigen  Type Given Interval  in Days Adv Event?
HEPB HEP B PED 11/15/2008 1 15 17 BEACH MEDICAL (]
[] 520 N
HEP B HEP B PED 01/10/2009 2 17 19 BEACH MEDICAL O
56 585 N
HEPB HEP B PED 07/05/2011 3 41 49 BEACH MEDICAL O
%06 1491 N
MEASLES MMRV 08/05/2008 1 1-2 14 BEACH MEDICAL O
0 47 N
MEASLES MMRV 11/15/2008 2 15 17 BEACH MEDICAL O
102 520 N
MUMPS MMRV 08/05/2008 1 1-2 14 BEACH MEDICAL O
0 427 N
Exchada From :eca\l MUMPS MMRV 11/15/2008 2 15 17 BEACH MEDICAL ]
New I Status 102 520 N
Marge Histary POLIO PV 11/15/2008 1 15 17 BEACH MEDICAL (]
Forme B 0 520 N
Eaay POLIO 1PV o11072008 2 7 19 BEACHMEDICAL [J
Create Form €80 Pin 56 585 N
Form €86 (Imm History) POLIO PV 07/05/2011 3 4-1 49 BEACH MEDICAL O
Form 687 (Clinic Record) 906 1491 N
Form 1478 (opt-out) —
RUBELLA MMRV 08/05/2008 1 12 14 BEACH MEDICAL a
0 427 N
RUBELLA MMRV 11/15/2008 2 15 17 BEACH MEDICAL (]
102 529 N
——— vzv MMRY 030572008 ‘1] :; L 4 BEACHMEDIGAL  [J
ystem Iopnsacions vzv MMRY 1152008 2 15 7 BEACHMEDIGAL  [J

Vaccine Inventory
Assess Imm Levels.

102 529 N

‘Add a Vaccination Record | [ Add Historical Vaccination Records | <

Reports
Administration

Customer Support

Meaningful Use

covip-19 Kex

Step 4:

In the “Historical Shots” page you can simultaneously enter several shots and will need to complete the
following fields:

* Vaccine Type: Enter the type of vaccine the * Date Given: Enter the date the vaccine was
patient received. Vaccine Type Information given. (By clicking on the checkboxes next to
hyperlink opens a table of Florida SHOTS the “Date Given” fields, you indicate that the
vaccine types, the vaccine name, brand name, vaccine was provided by your organization.)

and manufacturer code to ensure correct
Vaccine Type is selected.
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Click on the “Next” button.

Historical Shots @ Training Environment
by Vaccine Type Date Given 1 Date Given 2 Date Given 3 Date Given 4 Date Given 5

HPVS [CVX 165] ~ 1111072022 O [m] O [m] O

by Date Given Vaccine Type 1 Vaccine Type 2 Vaccine Type 3 Vaccine Type 4

| = [=Select— ~] [=Select— ~] [=sekat— <] [=seect= <]
o [SSect— ~1 [Seeat= ~1 [Sekct— ~1 [Sekci— ~1
o [=Sect— ~1 [Seeat= ~1 [Sekct— ~1 [Sekct— ~1
1= [=Select— ~] [=Select— ~] [=Sekat— <] [=seect= <]
1= [=Select— ~] [=Select— ~] [=Sekat— <] [Sseect= <]

Vaccine Type Information

Retur to Vaccination List

i

Step 5:

Click on “Submit” to save the vaccination record.

Vaccination List

User: FATIMA AVILES [sortby: _®antigen OvVaccine  Oate Given

Task List Vaccine Date  Dosel AgeYr-Mol Total Mos/ ProviderPerson Source Delete?
Antigen  Type Given Interval inDays AdvEvent?
DIPHTHERIA TDAP 03022023 1 158 188 BEACHMEDICAL BEACHMEDICAL [J
0 5749 N ARCEL
HEP B HEPBPED 11152008 1 15 7 BEACHMEDICAL  [J
o 529 N
HEP B HEPBPED 01102009 2 7 19 BEACHMEDICAL  [J
Discard Updates
Patient Data 56 585 N =
Patient Identification HEPB HEPBPED 07/052011 3 a1 49 BEACHMEDICAL [
Patiant Information 906 1491 N
Di:"fs_:fff‘ifs‘ . MEASLES ~ MMRV 08/052008 1 12 14 BEACHMEDICAL [
Vaccinations 0 427 N
Adverse Events MEASLES ~ MMRV 111152008 2 15 17 BEACH MEDICAL
Observations 102 529 N
Contact Attamats
b MUMPS  MMRV 08/052008 1 12 14 BEACHMEDICAL  (J
New Imm Status ] 21 N N
Merge History MUMPS  MMRV 11152008 2 5 7 BEACHMEDICAL  [J
R e 102 520 N
s S ey HPVY 1102022 155 185 BEACHMEDICAL  [J
Create Form 680 Pin 5637 N
Form 686 (Imm History) PERTUSSIS TDAP 03022023 1 158 188 BEACHMEDICAL BEACHMEDICAL [J
Form 687 (Clinic Record) o e N RRCEL
Form 1478 (opt-out)
Reports. POLIO 1PV 117152008 1 15 7 BEACH MEDICAL 8}
Tools ] 529 N
5 POLIO 1PV 011102008 2 17 19 BEACHMEDICAL  [J
Religious Examption
Religious Examption a6, =85 L o
R POLIO 1PV 07052011 3 41 49 BEACHMEDICAL  [J
- 906 1491 N
System Transactions
RUBELLA  MMRV 081052008 1 12 i BEACH MEDICAL
Vaccine Inventory 0 27 N
(T T RUBELLA  MMRV 11152008 2 5 7 BEACH MEDICAL  [J
Repods: 102 529 N
Adminictration TETANUS ~ TDAP 03022023 1 158 188 BEACH MEDICAL BEACHMEDICAL [J
Customer Support 0 5740 N ARCEL
L L vzv MMRY 081052008 1 12 4 BEACHMEDICAL  [J
COVID-19 0 427 N
Outbreak Reports vzv MMRY 117152008 2 15 7 BEACH MEDICAL (=]
VEC Re-enroll 102 529 N
Sign out
‘Add a Vaccination Record | [ Add Historical Vaccination Records |

Help Desk

FREE TECHNICAL SUPPORT:
877-888-7468 (SHOT)
MONDAY - FRIDAY, 8 A.M. TO 5 P.M. EASTERN

INCLUDING:
Merging duplicate patient records Unlocking Florida SHOTS accounts

Adding account administrators Questions about any Florida SHOTS
features



