Qen
Beginning your Child Search @

Before searching for your first child you will want to create a report list to put
the shot records of the children in your day care center. By doing this, you
will only have to look the child up in the registry one time.

1. Click on Manage list under the Day Care Access section of the menu
panel (blyé bar) on the left side of the screen.
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Production Region 5.3.6 organization IR Physicians - IRPH ¢ user Bill Ledford « role Daycare User
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find child
manage list
check day care report

2. In the New List Name box, create a title for your list, then save it. Each
day care center may create up to 20 different lists.

Each
Manage List
* New List Name I <
Report List

Studernt-Child Count

* Fields marked with an asterisk are required.

3. After you have named your report and saved it, click on d child.

Finding a Child

When searching for an existing child in the Immunization Network for
Children (INC), more information is not always better. By entering too much
information about a child (mother’s maiden name, phone number, birth date,
etc.) you will increase your entry time and decrease the odds of finding the
child due to typing and interpretation errors. We recommend that you supply
four characters of the child’s last name and three characters of the first name
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only. If the child’s name is very common, supplying a complete name, birth
date, or mother’s maiden name will help narrow the search.

1. Click on Find child under the Day Care Access section of the menu panel
(blue bar) ogn the left side of the screen.
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find child

manage list
check day care report

2. In the Child Seagch Criteria screen, you have several options for
searching.

Child Search Criteria

Gender
Last Name C ME F Fl_ndl
E N/A
Birth Datel T

Phone I ) I ) I

Last N@ame: Entering the first three letters of the child’s last name, along
with the first two letters of the first name, will initiate a search of all children
matching those letters. Entering fewer than three letters in the last name
field xvill result in an exact name search. For example, entering the letters
“Li”/will produce only last names of “Li.” If the child’s name is common,
typing in the full name will narrow the search.

U First Name: Entering the first two letters of the child’s first name, along with
the first three letters of the last name, will initiate a search of all children

matching those letters. If the child’s name is common, typing in the full name
will narrow the search.
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Mother’s Maiden Name: Entering the mother’s maiden name, in
bination with the data entered in the above two fields, will narrow a

Find |

Mother's Maiden
Last

Mother's First

nof necessdary to enter a date in this field.

[ Gender: Indicating the genger of the child will narrow a search for a
mon name, especially ifthe first name is androgynous.

'Phone: Entering the
match. However, thi
not be entered for

ild’s phone number only will produce a single name
method is not recommended, as a phone number may
child and phone numbers may change over time.

3. Click FIN

4. If multiple records are found matching the information you entered, a
table listing up to 75 matches with detailed information on each will be
shown below the Find Child Information box. To choose a child from this list,
click on the child’s last name, underlined and in blue.

- ’ - ’ ’ Mother's Mother's
La=t Hame rirst Hame | Birth Date Chart # Maiden First Maiden Last ﬂ Telephone
Jion T

hlL L JOHR 02201993 DEPAS
WILLER: JOHR 1060071 £2001 BET=Y MILLER: L 253-3353
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5. If only one child matches your search, the Student-
screen for that individual will display automaticall

6. If there is no match to your search, recheck th
If you suspect the child has not been entered i
go to the child’s primary care physician ot
the shot information be entered into t

7. If you found your

ild you will see, a screen similar to the one below.

hild information

fiformation you entered for accuracy.
0 INC, request the parent or guardian to
e local health department and request that

mmunization Network for Children.

Student-Chil

Student-Child Name (First - MI - Last) DOB Gender Tracking Schedule
WA HAT 01/16/2005 ACIP

Add this student-child to a Report List

I Please Pick a Report List - ARD
History

DTP/aP 11/03/2008 1of5 Pedigfix ® Full

HepB 11/03/2008 lof3 Pediarix ® Full

Polio 11/03/2008 lof4 Pediarix ® Full

Current Age: 4 years, 14 days

Vaccines Recommended by Selected Tracking Sche

Earliest Date Recoramended Date

Overdue Date

Latest Date

DTP/aP 12/01/2008 12/01/2068 02/03/2009 01/15/2012
HepB 12/01/2008 12/03#2008 02/03/2009 01/15/2010
Hib 02/27/2005 03/6/2005 [N04/46/20050 8 01/15/2010
MMR 01/16/2006 61/16/2006 ~ 05/16/2006
Pneumococcal 02/27/2005 03/16/2005 041620050  01/15/2010
Polio 12/01/2068 12/01/2008 02/03/2009
Varicella 01/1672006 01/16/2006 PNGE/a6/2006M  01/15/2018

8.

If you wrish to add
the drop dow
click the ADD’button and this will place this child in your chosen list.

is child to one of your saved report list (see page 1) click on
arrow and click on the list you want. After you pick a report list
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9. Once again click on Manage list under the Day Care Access section of the

menu panel (blue bar) on the left side of the screen and you will see the
screen below.

Reports Available for: MY LIST

Student-Child List Displays the name and date of birth for each student-child on the list sorted alphabetically
by last name.

Student-Child Displays the name, date of birth and immunization history for each student-child on the
Immunization Histoty List list sorted alphabetically by last name.

Displays the name, date of birth and all immunization information for immunizations due
for each student-child on the list sorted alphabetically by last name.

Immunization Due

12. Notice the reportsthat are available to be run for each list you may have.

13. If you left click Student- Child List, it will display the name and date of birth for each
student-child on the list sorted alphabetically/by last name.

,"‘ https:/ /www.inc.arkansasir.com/reports/rwservlet?inc_prd_school_student_list&p_job 10| x|
@‘\——: - I@, https:,I',I'www.inc.arkansasir.cnmIl'reportsll'rwservlet?incléj % *1| X ILive Search Foli
J COUPONS ~ | . Coupons (62) + | W More Coupons (105) ~ | Save up to $10,00 on Health Ca... -

J File Edit GoTo Favoribes  Help
T 88' v| (& frkansas De... | (& Immunization, .. | @Atps:jjw... x | H - - s - |k Page - (0 Tools - ®
508 & B =T = FF el

munization Network for Children j
Student/Child Listing
Rapart rum an: Q272677009 03:13 PM Prgalefl
Last Name First Name Middle Name Birth Date
HATHAWAY WALTER H 01161941
LEDFORD WILLIAM 10:29/1966 LI
l_l_l_l_l_’_|@ Lnknown Zone y
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14. If you left click Student- Child Immunization History List it will display date of birth
and immunization history far each student-child on the list sorted alphabetically by
last name.

Report Name Description
PRI Displays the name and date of birth for each student-child g
Student-Child List by last name.

Student-Child Displays the name, date of birth and immunization history for each student-child on the
Immunization History List list sorted alphabetically by last name.

Immunization Due Displays the name, date of birth and all immunization infgrmation for immunizations due
S — for each student-child on the list sorted alphabetically by/last name.

the list sorted alphabetically

/= Immunization Network for Children .. [School Report Skatus] - Windows Internet Explorer -0l x|
e . i i T i L +. i -
@1:. - I@, https:f e inc. arkansasic.comfine prd,l'report_m.showSchooIRepmﬂ ﬂ + | XK Ilee Search 2

J mv | . Coupons (62) = | i More Coupons (105) = | Save up ko $10.00 on Health Ca... =
J Ele Edit Yew Favortes Tools Help

w ak 88' '| (& Arkansas Depart... | @ Immunization Net... | @ Immunization ... X J h - B - od=h - |ibpPage -+ (CFTods - 7

L e yuu HEIP UesSK b &

“
organization IR Physicians - IRPH + wzsr Bill Ledford = roiz Daycare User
School-Day Care Report Job Status
cnce_|
02/25/2005 03:33 PM QUEUE
School-Day Care Report Status
Mo School-Day Care Report Logged, _I
-
[T [ 3 @ mtermet [®00e - 4

To retrieve the report out of QUEUE, click Refresh and the status will show 100% when the
report is completed.
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When the report is complete the status will change to 100%

/= Immunization Network for Children .. [School Report Stavus] - Windows Internek Explorer

@?;* - |g, https: f . inc. arkansasir. comyinc-prdfreport_ui
J COUPONS - | . Coupons (62) - | W More Coupons (105) ~

J File Edit \iew Favorites Tools  Help

W 88' v| (& irkansas Depart...

_(Ol x|
.XQDwRequestStalj ﬂ ‘? A ILive Search R~

Save up ko $10.00 on Health Ca... -

@Immunization Met... @I munization ... X

J@vﬁ]v@vlﬁvﬁaQEv@T@ISv

IHC home

logout | help desk

| »

organization IR Physicians - IRRH + wser Bill Ledford = rolz Daycare User

School-Day Care Report Job Status Refresh |

Started Completed Target From | Target To Cancel |

02/26/2009 03:33 PM 02/26/2009 03:33 PM 100 %

FProduction Region 5.3.6 —
School-Day Care Report Status

Day Care Access Mo School-Day Care Report Logged

| [T [ [ [ [ mnternet [#, 1o0e

AL

15. If you left click Immunization Due it will display date of birth and all immunization
information for immunizations due for eachl student-child on the list sorted
alphabetically by last name.

/2 Immunization Network for Children .. [Manage Client List] - Windows Internet Explorer o |EI|5|
@@ - I@, https:,l’,l’www.inc.arkansasir.com,l’INC—PRD-SC,l’manageSchooIP.c?éssListCIient.jsp?pj ﬂ 2| X ILive Search P~
J COUPONS ~ | . Coupons (62) + | W More Coupons (105) ~ | Save upf to $10.00 on Health Ca.., =
J Eile Edit View Favorites Tools Help
- e 3
W ake @Arkansas Department ... @Immunization Metwark, /. @ Imrnunization Met... X J @ ~ B - @b @ & Page - \9} Tools -
IHC home | logout | help desk | ‘@ =
organization IR Physiciang - IRPH = wu=zer Bill Ledford » role Daycare User
Reports Available for: jackie test
e Dizplays the ame and date of birth for each student-child on the list sorted alphabeticalty by
e R Student-Child List st name.
N Student-Child Immunization Dizplaye the name, date of birth and immunization history for each student-child on the list
Day Care Access History List fbetically by last name.
find child Immunization Due Displays tjile name, date of birth and all immunization information for immunizations due for each
manage list —— child on the list zorted alphabetically by last name.
check day care report
Client List for: jackie test Deiste || cancel |
Il HATHAAY WALTER H 01161541 b
- LEDFORD WILLLAK 104251966 j
[ [ [ & meemet H100% - g
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/2 Immunization Network for Children . [School-Day Care Immunization Due List] - Windows Internet Explorer ngﬂ
@;' @https:waw.inc.arkansasir.cumiinc-prd!repurt_ui.shawSchaulRepurtStatus?pSech@ # X lLive Search Rl
J wv JCnupnns (f2) * iMore Coupons (105) + | Saveup to$10.00 on Health Ca,., +
J Fle Edt Yiew Favorites Took Hep
[] - bl
(8 kansas Deparment .. | (& Inmunization Netwark.. | (8 Inrizaton e, X J b v B v e Bage - (T +
INC home | logout | help desk | ¢ [
organization IR Physicians - IRPH + vser Bill Ledford + role Daycare User
School-Day Care Immunization Due List Request
~ Select the Vaceine Group(s) ..
¥ Use Al Vaccie Groups Avalable Vaceine Groups Selectzd Vacone Groups
Producion Region 536 (" UseYaceie Groups Selectsd Bd»
Adeno _
I EEEEEEEEEREERERE] Anthrax j ﬂREmDVE
Day Care Access
e Dhm. rEnter the Date Sriteria ..
manage list
check da carereport Target Date Rangs Froml_E TDI_E
NOTE: If Target Date is blank, todsy’s date wi be used,
Genergte | Cancel | J
| \ LT T T NG et Ry

\ \

Always select Use All Vaccine Groups and by leaving the Date Criteria blank, the
date the report is requested will be used.
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Child List for: MY LIST Delete | Cancel |

01/16/2005

10. Click on the child’s last name and the record will appear as shown.
Student-Child Information

Student-Child Name (First - MI - Last) DOB Gender Tracking Schedule
WA HAT 01/16/2008 U ACIP

Add this student-child to a Report List

I Please Pick a Report List j .

History
DTP/aP 11/03/2008 1lof5 Pediarix ® Full
HepB 11/03/2008 lof3 Pediarix ® Full
Polio 11/03/2008 lof4 Pediarix ® Full

Current Age: 1 year, 1 month, 10 days

Vaccines Recommended by Selected Tracking Schedule

Earliest Date Recommended Date Overdue Date Latest Date

Vaccine Group

12/01/2008 12/01/2008 01/15/2015
12/01/2008 12/01/2008 01/15/2013
02/27/2008 03/16/2008 01/15/2013
01/16/2009 01/16/2009 05/16/2009

Pneumococgal 02/27/2008 03/16/2008 01/15/2013
12/01/2008 12/01/2008
01/16/2009 01/16/2009 05/16/2009 01/15/2021

11. The bottom portion of the shot record is the recommended vaccine tracking
schedule with the recommended dates that this child should have received those
vaccines.
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“ Immunization Network for Children .. [Switch Organizations] - Windows Internet Explorer - |EI|£|

@;v I@, https:,l',l'www.inc.arkansasir.com,l'inc-prd,l'organization_ui.showﬂ ﬂ +3 || % | |Live Search pulile

J m- | J Coupons (621 = | i More Coupons (105) | Save up to $10.00 on Health Ca... -
J File Edit Yiew Favorites Tools Help

| B - B - & - 2eeoe - (G Tooks -
logout | help desk o« |
NC Systen

w i gglvl (& Arkansas..,

@ Immuniza, .. @ Immuniza, ..

IHC home

orgenization ARKANSAS DEPARTMEMNT OF HEALTH - 0001 = wser Walter Hathaway = rolg
Manager

Switch Organizations

Current Organization ARKANSAS DEPARTMENT OF HEALTH - 0001 Ok

— Switch by selecting the organization name...
Cancel
Qrganization
Type: 2 orgs =]
Switchto [Torn arareT = =
system user manual EmrTErE |1L H STREET CHILD DEVELOPMENT CENTER - DC1801 / ;l
Organizations
manage roles /
switch organizations — Switch by entering an organization pin...
manage organizations
Data Exchange Organization Pin: I _ILI
| »

,— ,_ IT l_ H |EB Internet ESUCIRSY

12. If you have any questions or need help, cligk on the helpdesk tab (upper right of
page). A toll free phone number and an e-mail address will be displayed for your use.

.f_:‘ Immunization Network for Children .. [Help Desk] - Windows Internet Explorer =100

@; - IE, https\.\quw.inc.arkansasir.c\m,l'inc—prd,l'splash_ui.showHeIlej ﬂ 4| % ILive Search 2 -
J Mv | J Coupong (621 = | i More Chupons (105) | Save up to $10.00 on Health Ca... -

J File Edit ‘%iew Favorkes Tools Help

Wk

J@' - B - é.; -l-_l:_\'*'Eagev-@Tgols-

logout | help desk | §:

@ Immuniza. | @ Immuniza. ..

IHC home

orgenizatiyn ARKAMSAS DEPARTMENT OF HEALTH - 0001 = wser Walter Hathaway + roie INC System
Manager

INC Help Des!

If you are sxperlencing difficultiez\or have guestions regarding INC, you may contact the INC Help Desk. Several individualz
=taff the help de=. All callz are lodged and tracked through to completion; callz are put in a pending =tatuz until a remedy

to the user's problims is found.
The INC Help Desk Mgurs are 7:30 a.
Phone # 1-200-574-2040
Email: Immunization HelpDeskRegistrvi@arkanzas. gov

. to 4:00 p.m., Menday through Friday.

witch organizations
\anage organizations

a Exchange I -
m . :
| [T [ [ [ @ 7

03/2009 10



