


Welcome to Arkansas 
WebIZ, a state-of-the-art 
immunization registry 
built from the ground up 
through collaborative 
efforts between the 
Arkansas Department of 
Health and Envision 
Technology Partners. 

INTRODUCTION 



We will start with the 
basics.  This section is 
devoted to logging into 
the system.  It will cover 
your first log in and guide 
you in logging in, in the 
future. 

LOGGING INTO 
THE SYSTEM 



Obtaining a Login 
User Training  
 Requests for training may be submitted to 

the Arkansas Helpdesk.  
 

How to submit request for user account 
 Complete online User Enrollment and Accept 

WebIZ Policy  
 https://adhwebizenrollment.arkansas.gov/ADHEnrollmen

tContent/ShowHomePageContent.aspx 

 Submit – and email will automatically be sent to 
the Help Desk 

 Log-in credentials will be emailed to you 
with link to WebIZ with-in 1-3 days. 

 

ACCESSING WEBIZ 

https://adhwebizenrollment.arkansas.gov/ADHEnrollmentContent/ShowHomePageContent.aspx
https://adhwebizenrollment.arkansas.gov/ADHEnrollmentContent/ShowHomePageContent.aspx
https://adhimmreglive.arkansas.gov/webiznet/Default.aspx


 
Use the link provided in the email 

from the WebIZ Help Desk 
Specialist OR: 
Type this URL into your internet 

browser’s address bar, located at the 
top of the window. 
 

 https://adhimmreglive.arkansas.gov/webiznet/
Default.aspx 

LOG ON TO WEBIZ 



  

LOGIN SCREEN 

Enter your username and 
password as supplied by the 

ADH Helpdesk. 

If you forget 
your password 
you can reset 

your password 
after answering 

your security 
questions. 



Enter the Username and Password 
credentials that you were assigned by the 
Help Desk and cl ick on the “Log In” 
button.* 
 

* If this is your first time logging into WebIZ, 
you will be prompted to change your password 
and set your security questions.  If you have 
logged in before, please use the password that 
you set on your initial log in. 

LOGIN SCREEN 



On your first log in, you will be immediately taken 
to the following slide.  Please enter the password 
that you were given through registration again in 
the “Existing Password” box.  

1. Please create a new password for your account.  
It must contain:  
a) A minimum of eight (8) characters 
b) A combination of upper and lower case 

letters 
c) At least one (1) number. (0-9) 
d) At least one special character. (Ex. #, %, *, !, 

$, etc.) 
e) * Passwords must be changed a minimum of     

6 times before re-use. 
2. Enter your new password into the “New 

Password” box and again in the “Confirm New 
Password” box.  



3. You will need to answer at least six (6) of the 
security questions.  You may answer more if you 
prefer, but you must at least answer six (6) of the 
questions. 

4. When you have created a new password and 
answered at least six (6) security questions, you 
will need to click the “Update” button in order to 
save the changes. 



WEBIZ HOME SCREEN 

WebIZ Home Screen 
The WebIZ Home Screen is the first screen displayed every 
time you access the system. From this screen, you can 
review/update your default provider and clinic by using the 
drop-down feature.  



  

HOME PAGE - DEFAULT 
PROVIDER/CLINIC 

ALWAYS remember 
to review/set your 
default provider and 
clinic for your current 
session.  
This will ensure the 
system is configured 
correctly for you. 



WEBIZ HOME SCREEN (CON’T) 

WebIZ Home Screen 
A users default provider and clinic will influence how many 
of the screens behave and/or the data displayed on these 
screens. If you need to change your entries, simply click on 
the drop down list to view those providers / clinics that you 
are associated to and choose the correct one.  
While navigating through the system you will see a banner 
across the top of your browser. This identifies your current 
provider/clinic (left side) as well as the current user (right 
side) and a link to log out. You can return to the Home 
screen to update your default provider/clinic as necessary.  



WEBIZ HOME SCREEN (CON’T) 

Login History. The last five (most recent) login attempts 
will be displayed so the user can review it for accuracy. If 
they are not familiar with the date/time then they may want 
to reset their password. 



WEBIZ HOME SCREEN (CON’T) 

Login History. The last five (most recent) login attempts 
will be displayed so the user can review it for accuracy. If 
they are not familiar with the date/time then they may want 
to reset their password. 



WEBIZ HOME SCREEN (CON’T) 

 
News Announcements. News announcements will be 
displayed with the date of posting along with a header and a 
description of the news announcement. The most recent news 
items are always listed first. 



ANNOUNCEMENTS 

News items can be posted by 
administrative users to convey 
important information. Review 

each day when accessing the 
system. 



If you should forget 
your password, worry 
not!  This section will 
cover how to reset 
your password. 

RESETTING YOUR 
PASSWORD 



If you have forgotten your password, 
you may select the “Forgot your 
password?” link below the log in 
prompt. 

 

WHEN LOGGING INTO THE SYSTEM YOU 
WILL HAVE THREE (3) CHANCES TO 
CORRECTLY ENTER YOUR USERNAME 
AND PASSWORD BEFORE THE SYSTEM 
LOCKS YOU OUT.** 
 



ONCE YOU CLICK THE LINK YOU WILL BE 
TAKEN TO A PAGE THAT PROMPTS YOU 
FOR YOUR USERNAME.  PLEASE ENTER 
YOUR USERNAME IN THE BOX PROVIDED 
FOR YOU. 
 



THE NEXT SCREEN WILL PROMPT YOU TO 
ANSWER YOUR SECURIT Y QUESTIONS.  
YOU WILL BE GIVEN THREE (3) OF THE 
SIX(6) ORIGINAL QUESTIONS. 



AFTER YOU HAVE SUCCESSFULLY ANSWERED 
THE QUESTIONS, YOU WILL PROMPTED TO 
CREATE AND CONFIRM A NEW PASSWORD.  
THE PASSWORD CRITERIA IS THE SAME AS 
ALWAYS IN WEBIZ: 
 
 • Minimum of eight (8) characters 

• A combination of upper and lower case letters 
• At least one (1) number. (0-9) 
• At least one special character. (Ex. #, %, *, !, $, 

etc.) 



ONCE YOU CLICK THE “NEXT,” BUTTON, 
YOU WILL RECEIVE THE FOLLOWING POP-
UP BOX.  CLICK ON THE “OK” BUTTON TO 
RETURN TO THE MAIN WEBIZ LOG-IN 
PAGE. 



  

HOME PAGE - DEFAULT 
PROVIDER/CLINIC 

ALWAYS remember 
to review/set your 
default provider and 
clinic for your current 
session.  
This will ensure the 
system is configured 
correctly for you. 



• Tab Key 
– Allows you to navigate from one field to another 

(an alternative to traditional “mousing”) 
• Copy and Paste  

– Traditional Microsoft shortcuts are functional in 
all text entry fields 
• Copy: Ctrl-c 
• Paste: Ctrl-v 
• Cut: Ctrl-x   

 

• Mandatory Items/Required Fields 
– Required Field Headers will appear in BOLD 
– For example below “Street#” is required but 

“Prefix” is not: 
 

 

 

HELPFUL TIPS 



• Date fields 
– Format: mm/dd/yyyy 
– If you type the numbers in this format the system 

will automatically add the slashes 
• Example: typing  05142007 will display 

05/14/2007 
 
 

• Calendar Icon 
• Allows the user to select a date from a calendar 

popup 
– Double-clicking in a date field will populate the 

current system date (i.e., today’s date) 

HELPFUL TIPS 



 Online Help - Screen-specific online 
help can be accessed by clicking on 
this icon. 

 
 Audit Information - Hovering over this 

symbol will reveal the user that 
created the associated record, the 
user who last updated the record and 
the date and time these activities 
occurred. 

 
 Notes - Indicates that this patient has 

additional notes associated with their 
records. This should be a visual 
indicator for the user to review these 
before proceeding. 
 

ICONS 



 Precaution/Contraindication - The 
patient has one or more conditions that 
may impact the immunization(s) they 
should (or should not) receive. Please 
examine these entries prior to 
recommending or administering 
immunizations. 

 
 Deceased - This patient is deceased. 

Only users with special security 
permissions will be able to see records 
that have been marked as deceased.    

 
 Deleted - This patient has been 

“deleted” from the system. This patient 
will no longer show up in searches or 
reports. Only Administrators have the 
ability to delete and undelete patients. 

ICONS (CONT’D) 



 Calendar - Most date fields in the 
application are accompanied by a 
calendar function that will allow the 
user to click on it and select a date or 
double-click in the field and set it to 
today’s date. 

 
 Immunization Reconciled - This icon is 

a visual indicator that the inventory 
transaction associated with the 
immunization has been reconciled as 
part of the Inventory Reconciliation 
process. The associated reconciliation 
could be impacted if the immunization 
is deleted. 

 
 Dose not administered - The syringe 

icon associated with a patient 
immunization record means that the 
record has not yet been administered 
(i.e., body site, body route, 
Administered By, and inventory data 
have not been entered). 

 

ICONS (CONT’D) 



  
 Search.  Clicking on this icon will bring 

up a search popup to find the desired 
entry (e.g., patient, provider, etc.). 

 
 
 Print - Click this icon to generate a 

report of the related  record. The 
resulting report can then be printed. 

 
 Warning - This icon is a visual 

indication that something did not or 
could not occur. For instance if no 
results are returned based on input 
criteria, this symbol along with an 
explanation would be returned instead. 

 
Red Exclamation Point – This icon is a 
visual indication that a dose has been 
determined as invalid by the 
Recommender (typically due to not 
meeting min/max  age and/or interval 
requirements). 

ICONS (CONT’D) 



  
 Adverse Reaction – This icon denotes a 

vaccination has been marked with an 
adverse reaction. 

 
 Historical Vaccination – This icon 

denotes the vaccination event has 
been entered as a historical 
vaccination. 

ICONS (CONT’D) 



We will review the following 
Modules: 
*Patients 
*Immunizations 
*Reports 
*Settings 

 

INTRODUCTION TO 
PRIMARY USER 

MODULES  



• Patients Module 
– Central Repository shared by all users of the 

system to create and update patient records 
– Tracks demographic information, local 

identifiers, events, notes, 
precautions/contraindications, etc. 

• Immunizations Module 
– Manages all immunizations 

• Entered via the System and imported through 
interface(s)  

• Recommender that identifies needed vaccines 
based on age, vaccine history, and current 
immunization schedules 

• Print Official Immunization Record 
– “Birth-to-Death” immunization history 
– State laws vary regarding the sharing of a 

patient’s immunization history without consent 
 

MAJOR MODULES 



• Reports 
• Reminder/Recall 
– Allows users to run a report, create labels 

and/or postcards to targeted patient groups. 

 
• Settings Module 

– Allows each user to set some defaults, change 
password and user security answers. 

 

MAJOR MODULES (CONTINUED) 



This section will supply the 
basics for just about every 
task you will perform in 
Arkansas WebIZ.  You will 
begin most functions using 
these steps. 

LOOKING UP A 
PATIENT 



On the lef t hand side 
of the page, Cl ick on 
the “+” sign next to 
“Patients” to Expand 
the patients module. 

PATIENT SEARCH 



  

PATIENT SEARCH – CLICK ON 
“SEARCH” IN THE “PATIENT” 

MODULE 

This button allows you to pull up the most recent search 
you performed without re-entering the criteria. 

Search Guidelines: 
 - Unique numbers (e.g., Patient ID, SSN) require an exact match 
- Non-Unique fields (e.g., Name) require 2 or more fields to be 

populated and do a “starts with” search 
- Entering values in multiple fields performs an “AND” search 

(i.e., all values must match) 

Enter your 
search 

criteria and 
select this 
button to 
find any 

matching 
patients. 



A good rule of thumb is to use the first 
three letters of their f irst name and 
their Date of Bir th.  
  
For example, i f  you are looking for 
Susan Somebody, born 01/01/1987:  
You would type “SUS” in the “First 
Name” field and then 01/01/1987 in 
the “DOB” field.  
 

TYPE IN THE SEARCH CRITERIA 
YOU WISH TO USE TO FIND THE 
PATIENT. 



ONCE YOU HAVE TYPED IN THE 
CRITERIA THAT YOU DESIRE, 
CLICK THE “SEARCH” BUTTON. 
 



• Searching for Patients 
–May take some time to adjust to doing 

effective searches 
–The goal is to: 

• Provide enough criteria so that the number 
of rows returned is manageable 

• Don’t put in so much that an opportunity to 
find an existing patient record is missed. 

–For example: 
• Entering just a DOB  if you have a large 

birth cohort could return 100’s or 1000’s 
of records 

• Entering a full first, middle, and last name 
plus a DOB could omit the record you’re 
looking for if there is a typo 

–A compromise might be to search by a 
specific ID or by the first few letters of 
the first and last name (with the DOB 
as necessary to limit results) 

SUCCESSFUL SEARCHES 



This section will explain 
what happens when your 
search yields no results.  
We encourage you to enter 
as much information as you 
can on the following 
screens as it will help 
future health professionals 
to find and update patients 
more efficiently. 

ENTERING A NEW 
PATIENT 



Should your search criteria yields no 
results you wil l  receive the fol lowing 
message at the bottom of the Patient 
Search screen which al lows you to 
begin the process of entering in a new 
patient.  Cl ick on “New Patient” and fi l l  
in al l  the info that you know.  

SEARCH FIRST – THEN CREATE 
NEW PATIENT                   
(AVOID DUPLICATIONS) 



CREATE A NEW PATIENT 

The search criteria 
are pre-populated 

on this screen. 

Enter Patient Information and click the “Create” button.  
The system will perform a secondary search to ensure 

the patient does not already exist in the database.  



  

 CREATE A NEW PATIENT 
(CONT’D) 

A secondary search may return potential matches. At this point, 
you can use the existing record or proceed with creating the new 
record. Notice that the DOB is different, so in this case you will 

“Proceed with Create” 



At this point, the patient has been entered into the 
system.  The next step is to update the 
demographics information, using the screen 
shown on the following slide.  
Simply go field by field and enter in the 
information you have.  Remember:  The more 
information that you enter, the more accurate and 
reliable our database becomes.  Providers are 
more likely to find and update a patient’s record 
that looks complete.  
Simply click the “Update” button when you have 
entered in all information you possess.  
 
Note: 
This is the same process as updating an 
existing patient’s demographic information  

CREATE A NEW PATIENT (CONT’D) 
- DEMOGRAPHICS 



DEMOGRAPHICS SCREEN 



  

PATIENT HOME 

Information about the patient can be added or viewed by 
selecting any one of the buttons listed or the equivalent link 

in the Patients submenu.  



This section will explain 
how to update and add 
new information to the 
patient demographic 
screen.  You will have to 
do this when creating a 
new patient or updating 
an existing patient. 

UPDATING PATIENT 
DEMOGRAPHIC 
INFORMATION 



  

PATIENT DEMOGRAPHICS 

The “Demographics” 
screen is used to 

enter/view patient 
contact, insurance, 
ethnicity, address  

and birth information. 

Shortcuts to the 
various sections of 

the screen 



Alias information is used during 
patient searches (in addition to 
the First and Last Name fields) 

PATIENT DEMOGRAPHICS 
(CONT’D) 

Up to three different 
Insurances can be 

tracked per patient 



  

PATIENT DEMOGRAPHICS 
(CONT’D) 

  
Address info must be entered to 

move forward, or if not available, 
please check box. If you do not have 
address, you should also check “Do 

Not Include Patient on Reminder 
Recall” 



  

PATIENT DEMOGRAPHICS 
(CONT’D) 

Various 
information 
about the 
patient’s 

birth. 



• Administrators will see the SSN 
field behave as any other field 
in the system 

• Users who do not have this 
function can: 
–Search the system using a patient’s SSN  
–Add the SSN if the field is empty 
–Once the patient has an SSN, the SSN 

cannot be modified by the user and the 
actual is masked to only be displayed as 
###-##-#### 

• This prevents users who do not 
have the SSN for a patient 
from obtaining it in via the 
system 

SSN SECURITY RULES 



  

ADDRESS HISTORY POP-OUT 

Displays a running list of every insurance source  
change since the record was created. 



  

INSURANCE HISTORY POPUP 

Displays a running list of every insurance source  
change since the record was created. 



  

DEFAULT CLINIC POP-OUT 

Default Clinic Pop-out Identifies the Provider and Clinic that 
“owns” this patient’s record (mostly impacts reporting). 



  

CONTACTS POP-OUT 

Contacts Pop-out holds information on the various 
contacts for the patient. 



LOCAL IDS 

Local Identifier allows providers to enter their own ID for 
a patient (i.e. medical record number, chart number, 

etc.). The value is only visible to users associated with the 
clinic and can be used as one of the criteria fields on the 

Patient Search screen. 



  

PATIENT NOTES 

Notes can be used to track a variety of information 
about the patient.  Some notes (e.g., Vaccine Refusals) 

can be generated automatically by the system. 



  

PATIENT NOTES (CONT’D) 

Some note types have special meaning: 
• IZ Record (Print) will come out on the Immunization 

Record 
• Provider Specific can only be seen by other users 

associated to the indicated provider 



  

PRECAUTIONS / 
CONTRAINDICATIONS 

The Recommender can be configured to optionally 
ignore some recommended immunizations based on the 

patient having an associated 
precaution/contraindication. 



CONSENT 

Consent can given to 
specific types of 

providers to share 
records with or all. 



PATIENT EVENTS 

Patient Events can be added by the system (e.g., when 
reminder dates are generated) or manually (e.g., for non-

vaccine events) 



DUPLICATES 

End users can identify potential duplicates so that the 
WebIZ Help Desk can clean these faster. 

User searches for patients, enters comments, then adds as 
duplicates. The system administrator then can run a report 

to identify these so the user doesn’t need to call/email 
Help Desk. 



DUPLICATES (CONT’D) 

User can 
view 

potential 
duplicate 
records 

side by side 
for more 

information 
as needed. 



• Add New Patient with the following 
information: 
– A Child at least 2 months old 
– Provide demographic information 
– Add a precaution/contraindication 
– Add a note for the patient 
– Note the name and date of birth as it will be used 

in subsequent exercises 
• Search 

– Utilize the Patient Search screen to search for 
your patient using different criteria to get a feel 
for how you might best use the search function to 
locate patients in the future. 

– Please call the WebIZ Help Desk at 1-800-574-
4040 Option 1, should you have any problems. 

EXERCISE 1 – ADDING A 
PATIENT  



This section will cover the 
process of adding and 
administering 
immunizations to a 
patient’s record. 

ADMINISTERING 
AN IMMUNIZATION 



ADMINISTERING AN 
IMMUNIZATION IN WEBIZ 

First find the patient record. Type in your search criteria 
and click on the “Search” button; you will be given a list 
of relevant matches. Select the radio button next to the 
patient you would like to view and then select the 
“Immunizations” button beneath the list of search results. 
 
 



ADMINISTER AN IMMUNIZATION 
IN WEBIZ.  

Here you will see the Recommended Immunizations 
for the patient you have searched.  In order to add 
immunizations given to the patients, you will need to 
select the “Add Vaccines” button.  



ADMINISTER AN IMMUNIZATION 
IN WEBIZ.  

This criteria is determined by 
the shots already on the 

record and the patient’s age.  
If you do not want these to be 

added, simply click on the 
“Clear Vaccines” button and 
select the vaccines you wish 
to add from the drop down 
menu present on each line. 



ADMINISTER AN IMMUNIZATION 
IN WEBIZ.  

If a vaccine was refused, 
please make sure to select 
the reason from the drop 
down box located next to 

the vaccine you have 
selected.   

 



ADMINISTER AN IMMUNIZATION 
IN WEBIZ.  

Please make sure to fill out the Vaccination Date, and the prescribed by field 
located above the listed vaccinations.  If this patient is not a regular patient 

and is simply visiting to get an immunization, please remember to check the 
box labeled: “Do not set this clinic as the ‘default clinic’ for this patient.” 

 

Click on Create & Administer 



ADMINISTER AN IMMUNIZATION 
IN WEBIZ.  

Click on Update 

You will need to fill out all the information  the information for each vaccine you 
are trying to administer.  

 



YOU WILL THEN BE RETURNED THE 
IMMUNIZATION HOME PAGE. 
 



This section will show you 
where to find links to print 
the Official Immunization 
record and Vaccine 
Documentation/Consent 
Form for your patients. 

PRINTING AN 
IMMUNIZATION 
RECORD 



IMMUNIZATION HOME PAGE – 
OFFICIAL RECORD. 
 

Click on Official 
Immunization Record 



Click on the print Icon as shown below or select “Print”  
from the right click menu. 



The next section will 
detail where to find 
useful reports that you 
will have access to.  
Depending on your 
security clearance, the 
types and amounts of 
reports available will 
vary.  This unit focuses 
on the Reminder/Recall 
Runs. 

ISSUING A 
REMINDER/RECALL 
RUN 



 Begin by selecting the Reports option on 
the left side of the application.  This will 
bring you to the list of reports that are 
available to you. 
Select “Patient Reminder/Recall”.   

PATIENT REMINDER/RECALL  



You wil l  now be on the Reminder/Recall  
home screen. 
Please select the option at the top of 
the screen that says, Add 
Reminder/Recall  Run. 

PATIENT REMINDER/RECALL  



You wil l  now be on the Reminder/Recall  
creation page in which you wil l  need to fi l l  
out the information specific to your 
intentions. And cl ick on “Create” 

PATIENT REMINDER/RECALL  



Click the “Create” button and the event 
wil l  run for the date that you set it .  
You may monitor the status of your 
Reminder/Recall  on the 
Reminder/Recall  home page. 
 

PATIENT REMINDER/RECALL  



This section will detail 
how to take the 
Reminder/Recall run 
from the previous section 
and put it on a printable 
template.  The 
Reminder/Recall must be 
completed before you are 
able to export it to these 
options. 

EXPORTING A 
REMINDER/RECALL 

RUN TO A TEMPLATE 



Click the “Create” button and the event 
wil l  run for the date that you set it .  
You may monitor the status of your 
Reminder/Recall  on the 
Reminder/Recall  home page. 
 

PATIENT REMINDER/RECALL  



Please select the Reminder/Recall  run 
that you wish to view and export by 
cl icking on the appropriate tab “Avery 
Labels” or “Postcard”  etc.  

PATIENT REMINDER/RECALL TEMPLATES  



Dymo Label Export 



Avery Label Export 



Post Card Export 



This section will detail 
how to change your 
password, and update 
your Security Questions 

SETTINGS – USER 
ACCOUNT 

PREFERENCES 



• Settings Module 
– Allows each user to set some defaults, change 

password and user security answers. 
 In most cases the settings are specific to your 

user account. With the necessary permissions, 
some users may also have the ability to define 
preferences for all users associated with a 
clinic. 

 
 

USER SETTINGS 



• Settings Module 
– Allows each user to set some defaults, change 

password and user security answers. 
 In most cases the settings are specific to your 

user account. With the necessary permissions, 
some users may also have the ability to define 
preferences for all users associated with a 
clinic. 

 
 

USER SETTINGS 



• Settings Module 
– Allows each user to set some defaults, change 

password and user security answers. 
 In most cases the settings are specific to your 

user account. With the necessary permissions, 
some users may also have the ability to define 
preferences for all users associated with a 
clinic. 

 
 

USER SETTINGS 



• Settings Module 
– Allows each user to set some defaults, change 

password and user security answers. 
 In most cases the settings are specific to your 

user account. With the necessary permissions, 
some users may also have the ability to define 
preferences for all users associated with a 
clinic. 

 
 

USER SETTINGS 



 We are here to help. 
 Please call us at 1-800-574-4040, Option 1 
 Create a ticket at 

http://adhimmiregistry.hesk.com/ 
 Above is the link for the Hesk Ticketing system. Any 

problems you may encounter on the Web IZ and/or any 
questions that may pop up can be addressed by 
submitting a ticket. This includes any duplicate records 
you might encounter while on the site.  Always 
remember we cannot delete a person from WebIZ, we 
can only combine records. When asking for 2 shot 
records to be combined, please include the Patient ID# 
of the record to keep first, and then the Patient ID# of 
the record to be combined second. Also make sure to 
give as much patient information as possible in case 
there is conflicting data on the two records. Example: 2 
different birthdays, 2 different addresses, different 
spelling of names, etc…   

 Make sure you give a detailed description of the issue 
so that we can resolve the problem promptly. Please 
remember to associate a valid email account to your 
ticket so that we can let you know we have processed 
your request. You will receive an email from 
do_not_reply@hesk.com when your ticket is closed out 

WEBIZ HELP DESK ANALYSTS 

http://adhimmiregistry.hesk.com/
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