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Reminder Recall:
Fast and Easy Steps

SEPTEMBER 13, 2024

BOOST IMMUNIZATION LEVELS

TO GET STARTED:

Reminder Recall is one of the many Florida SHOTS™ tools that help you boost immunization levels in your 
practice. This short guide provides you with step-by-step instructions on utilizing the reminder recall tool,  
so your office can run reports that show a list of your patients who are due or overdue for immunizations.

1. Click “Reminder Recall” from the main menu. You can click on this screen with or without an active 
patient record in use.

2. Click “Recall Patients.”

a. If you have run a Reminder Recall previously, a “Reminder Recall Log” will appear, displaying 
previously created lists. Create a new Reminder Recall list by clicking “Create New List.”

b. If you have never run a Reminder Recall, you will be prompted to create a Reminder Recall list.
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6. Select the series of vaccinations you would like include in the report. If you select “Include all antigens 
and vaccines,” you will choose between the recommended CDC schedule and the minimum intervals 
between vaccine doses. 

If you select “Include only specific antigens or vaccines,” you must select each antigen/vaccine and 
which doses to include.

3. In the “Reminder Recall Patient Search” screen, select the time frame to check for patients due for shots.

4. Patient “Age from” range can be entered in months or years or left at default of 0 through 18 years.

5. “Include Imm Service Sites” will default to include patients from “All” the service sites of the organization 
that you have access, or you can select the site(s) from the list.

NOTE:  To select more than one service site, hold the [Ctrl] key down while clicking on 
the service site name.
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7. Click “Start Search.”

8. The “Reminder Recall Patient List” screen will display the search results.

9. You can narrow your search by clicking on “Refine Patient List.” You can choose from the following 
categories to narrow the search results:

a. Age

b. Antigen and dose

c. Include only patients who are Active, Inactive – WIC/Private Provider Recall, or All (only applies to 
county health departments)

d. Sort how the records will display in your report based on the following criteria:

• Patient Name

• Date of Birth

• First Series Due Date

• Imm Antigen Site

•  Zip Code

10. You can add a contact attempt record for each patient by checking the ‘Update Contact Attempts’ check 
box and selecting a contact attempt method from the drop down text box. The contact attempt records 
will be added when you print the report, labels or download the data to Excel.
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Click on “Create Labels” to download a PDF of the labels. You may get a pop-up stating that the Reminder 
Recall label production is in process. Please click “OK” and then wait for the “File Download” alert box  
to appear.

11. To print the report click “Print Report.”

12. To create mailing labels click “Create Labels.” Select the first line of the label and the type of label you 
will be printing on. Florida SHOTS is only compatible with Avery standard 5260, 5261, and 5262 labels. 
Use “Sort labels by” to specify how labels will be sorted. 
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13. To export records to Excel click “Download to Excel” and save on your desktop for future reference. 
To save the file, in the Excel screen, click “File” then “Save As” to save to your desktop.

NOTE:  After downloading the file, you can easily send out email reminders.

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

INCLUDING:
• Merging duplicate patient records
• Adding account administrators
• Unlocking Florida SHOTS accounts

• Questions about any Florida SHOTS 
features

•  Requesting Florida SHOTS materials


