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Follow the instructions below to input immunization data into PhilaVax. If you have any questions reach out to 
philavax@phila.gov.  
 
Part 1: Patient Search

 1. Log in to PhilaVax using your personal username and password.

 2. Click on Patients in the lefthand blue navigation panel, then click Search.

	 3.	Enter	the	first	three	letters	of	the	patient’s	last	name,	first	three	letters	of	the	first	name,	and	date	of 
      birth (DOB), then click Search.

 4. Verify that the name and DOB are correct, then click demographics	to	view	the	patient’s	chart.

*If you are unfamiliar with the patient search process, please go back and view the “PhilaVax 101: Patient Search 
Guide” for a more detailed explanation and visual guide*

Part 2: Adding a Patient

Sometimes, a patient may not be in the PhilaVax database when you search for them. If this happens, you will need 
to add the patient. 

1. Click New Patient at the bottom of the patient search screen.

2. Fill in the required information.

        Click Create to save information. 
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Part 3: Confirm Patient Information 

1. Once you have searched/added  a new patient, review the search results and click Demographics to open 
the	intended	chart	and	confirm	the	patient’s	information.	

2. If	the	address	on	file	is	different	from	what	the	patient	provided,	input	the	new	address	and	click update.

3. Review patient eligibility and update if needed then, click update.
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Part 4: Add Immunization 

1. While	remaining	in	the	patient’s	chart,	go	over	to	the	lefthand	blue	navigation	panel	and	click IZ Quick Add, 
then click Immunizations. 

2. Click Add Administered.

3. Confirm	that	the	clinic	is	correct,	then	enter	the	Vaccination	Date.

4. Next, enter :  
a. Vaccine 
b. Manufacturer 
c. Lot/Serial Number 
d. Body Site 

5. Click Create. 
The immunization 
data has been 
saved to PhilaVax!


