Florida SHOTS™

QUICK TIPS

FOR VIEW-ONLY ACCOUNTS

Contact Information

www.flshots.com

Free help desk:
877-888-SHOT (7468)
Monday — Friday, 8 A.M. to 5 P.M. Eastern

A complete user guide and Web-based training can be located under

“Customer Support” from the registry’s sidebar menu. You may want to
print out a copy of the user guide for easy reference. Free web-based

training is available 24 hours a day.
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1. LOGGING IN

Login Screen

e URL: e Passwords must be entered exactly as they
https://www.flshots.com/flshots/signin.csp were created. We recommend that passwords
be created in all caps and that you keep your
e For quick access, add this URL to your computer in CAPS LOCK at login.

“Favorites” within Internet Explorer.

Florida Sh

keeping shots in check

1la SHOTS
The statewide immunization registry.

To find out more about this program read the
immunization registry fact sheet.

Log into Florida SHOTS
[i * Organization LoginiD
[ *userName

[ *password
Legin |

Forgot your password?

Copyright ©2003 State of Florida | Fact Sheet | Browser Requirements

How to Log In
- For security purposes, you will be required to

¢ Organization Login ID (OID): The OID is a change this password following initial access.
unique identifier assigned to your organization - Passwords must be at least seven characters long,
by the Florida Department of Health (DOH). are case-sensitive, and must be kept confidential.
- They should be changed once every 30 days.
¢ User Name: The user name is a unique - If your password doesn’t work after you've
alphanumeric identifier that informs the tried to enter it twice, use the “Forgot your
system of the user’s identity within the password?” function to reset it.
provider organization. DOH assigns the site
administrator’s user name, and then the After three failed login attempts, the account
administrator may add or delete additional will be locked, and an administrator will need to
users. (Florida SHOTS will automatically unlock it. The local administrator will be able to
create those IDs, or you can override the unlock the individual accounts of staff members
names with your own.) they have added to their organization’s account.
However, if the local administrator on the account
¢ Password: When your account is activated, is locked out, that person will need to reset their
DOH or your local administrator will provide password or call the Florida SHOTS help desk
you with a password to access the system. directly to have their account unlocked.
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2. FORGOTTEN PASSWORD

Setting Security Questions

Florida SHOTS allows you to reset your password by answering user-selected security questions. If
you have not selected security questions and answers, you will be prompted to do so when you log
into the system. To change these questions and answers later, select the “Security Question Edit”

link from the “Administration” menu.

orid

State Health Online Tracking Sy

Keeping Shots n Check

SECURITY QUESTION EDIT

Username: SWITHCL

Currend Password: ™

Reminder Recall

Azsess Imm Levels

+ | What is your city of bith?
Security question #1: T =

Reports

‘What is your mother's masden name?

Administration

‘What was the Lagt high schodl you atended?
‘What was the make of your frst car?

Change Passmard
Security Quastion Edit
Organization Edit
Personnsl List

Ermulate Organization

o answer: ¥

S L
Securily question g2; | ¥What is your oy of bath
by ‘Wil is your favore pat s nama?

Customer Support

‘Whiat is your mother's maiden name ?
Whal was he last igh echool you albended?

| Sian_out

Whal was the make of your frsl car?

ANEWer *l

* Astarisk indicates a requined feld

| st |

Forgotten Password Link

Once questions and answers are on file, if you forget your password, click the “Forgot your password?”
link on the login screen.

Log into Florida SHOTS

| *organization LoginiD

%
User Name

*Pas sword

Forgot your password?
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2. FORGOTTEN PASSWORD (cont.)

Security Prompts

You will be prompted to enter your organization logon ID and username and then answer your security
questions. If the questions are answered correctly, you will be allowed to reset your password. If the

questions are not answered correctly after three attempts, your account will be locked and your local
account administrator or the Florida SHOTS help desk will need to unlock the account.

Florida Shﬁt S

keeping shots in check

Forgot Your Password?

To reset your password enter your organization's login id and and your user name.
When you click the Submit button your security questions will be displayed.

If you provide the correct answers to the security questions you will be allowed to enter
a new password.

Organization LoginlD i ||

*
User Name: |

Submit | Back |

Copyright ©@2003 State of Florida
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3. ADDING AND DELETING PERSONNEL (ADMINISTRATIVE USERS ONLY)

Administrative users can edit the contact information in the “Organization Edit” screen from

the sidebar menu. If any information is incorrect, please send an email to Florida SHOTS staff
(FLSHOTSusers@doh.state.fl.us). Once the “Organization Edit” link has been used, the “Organization
Maintenance” screen will appear.

epo

Administration

Change Password
Security Question Edit

Crganization Edit
Personnel List

Customer Support

Sign out

The local Florida SHOTS administrator is the individual(s) designated by the responsible authorized
individual within the enroliment application as a participant in Florida SHOTS with authority to
manage system access for other users within the organization. The administrator(s) displayed may or
may not be the same as the responsible authorized individual. This person will be able to grant access
to others within the facility as approved by the responsible authorized individual. Administrators can
also click on any user to change their access information. From the “Personnel List,” administrators
have the ability to add a new user or change the status and access of an existing user.
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3. ADDING AND DELETING PERSONNEL (cont.)

Adding New Users

PERSONNEL LIST Show Help Text

Authorized User/Personnel List

Patients TEST ORG
Reminder Recall System User Auth MM Start End  Password
Fomo0s 1o Lonals [[LEN Name Title Level Provider Date Date Exp. Locked Role
Full Local Crg
Reports CARRIGER CARRIGER JOY el i 070242007 1200712007 [
Administration JOHMMLY JOHM MURSE DOCTORZUC"CESS v 072672007 08/25/2007 M Local Org Staft
Change Password Full
Security Question Edit SDOCTOR DOCTOR SMITH e Ad O6#23/2007 05431 2007 M Local Crg Staff
Organization Edit Ful Lacal Or
| a
[E— SHAHPRX SHAH PRAKRIUTI pe— W 07 02£2007 1 [742007 R e
t. S rt
ustomer >u [1] | ocal Org Ste
c 1 SHOTSOY SHOTS DOCTOR byl Ad 05232007 092242007 M Local Crg Staff
Sign out ACCess
SMITHME SMITH MURSE  LPM z'glc:ess As 05/31 f2007 09/30,2007 M Local Crg Staff

Add New Person |

The “Add New Person” button within the “Personnel List” screen takes administrators to the
“Personnel Maintenance” screen for creating a new system user. There, administrators can enter
several key pieces of information regarding the new user to be added. The system administrator
must have the user’s start date prior to entry into the system. End dates are not required but should
be added when a user leaves or no longer requires access to Florida SHOTS. The system will only
accept an end date that is equal to or less than the password expiration date.

PERSONNEL MAINTENANCE Show Help Text

Edit Authorized Usen/Parsonne information

First Nama:™ |
Bliddle Hame:

Last Name:" |

Tithe: [

Email Address: [

Matianal Provcer ki
star Date:™ End Date:
Immunization Provider:” | Mo =
Certity Form 680" FE' Medical professional is authorized b Sign a Form 680
Provider Personil: | (Displays as Provider ID for adverse events and shols piven

System User: C
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4. CHANGING THE PASSWORD EXPIRATION (ADMINISTRATIVE USERS ONLY)

Password Reset and Extension

Occasionally, users may be locked out or their account may expire. Accounts can become locked
after invalid login information is entered three times, and an account can expire if the user hasn’t
changed their password in over 30 days from the last time it was set or changed. Administrators
may unlock these accounts through the “Personnel Maintenance” screen of the affected user(s). To
get to a particular user’s maintenance screen, simply click on the row with the user's name in the
“Personnel List” screen, accessed by clicking on “Personnel List” in the Administration submenu. If
a user is locked out, the “Account Locked” checkbox will be checked and must be unchecked prior
to any further maintenance.

System Users Only

System User ID: Expiration Date:
{Login disabled as of
this date)
System Password: Confirm P il:
RAuthorization: < Account Locked: >
Role: Is atrainer:
Create Certified |5 authorized fo create a Cerified Form &80 in Florida SHOTS
Form 680:

User must change passwaord at next logon

* asterisk indicates a required field

Return to Personnel Listing

A user’s password can be reset at any time by entering a new password and confirming the password.
Changing a password will automatically renew a user’s expiration date. After any of these changes are
made, the administrator must click the “Submit” button to save the changes. The administrator can
then verify that the changes have been made by checking the personnel list.

After a password has been expired for 90 days, the system automatically changes the user’s status
to inactive. To reactivate the user, go to “Personnel List” and select the “All” radio button after “Show
Personnel.” Take out the end date for the user you are reactivating and assign a new password. (The
user must change that password when they log in.)

State Health Online Tracking System

| FERSONMEL LIST S Mty Teot

Authorized User/Personnel List

Falminiads AL

A
Yaccine Invenbary
AsipEs lmm Levels
Faperis Show Peisomnsk = Actie L% 1
Eﬂ‘_‘_‘rﬂ“ﬂ___ Systenn Lper Hull L2 2] S Emi Password
Ehanga Farevad ([ M THle Level Provider Date Dot Exp. Lecked Role
Hacurity Quartion Bdi E 3 v ; Full Lacal &g
Geganization Edi SCAFFER: LARFaGER M0 iz 2 ¥ 0G0 2006 O 2S000R R anitel i
Parionsal Lk Full Lol Crg
b SMTH . [#.i KRR "
et Yoraarts wition HOL H CHAT - M B O A Rl
Custamer Suppart =L ETHOLD —— rua . v Lol Sy
L SMITHOL2 DOCTORDACWN ¥ TLDRZ006 ON0AZ00S ¥ i
Shgm uut
e Add Hew Mevion
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5. FUNCTIONS AVAILABLE ON THE REGISTRY'S MAIN MENU

Use the menu on the left side of the screen to perform various functions regarding your patients’
records, administration of your account, running reports, extracts, and reminder recall, getting help
with using Florida SHOTS, and providing feedback.

Menu Options

e Patients: Search, complete, or update patient information (e.g., demographics, immunization,
etc.), generate forms, reports, and release the patient record.

¢ Administration: Manually update your password or security questions/answers, view organization
details and, for users with administrative rights, add users within your facility, unlock passwords,
manage user accounts, and update limited information about your organization.

e Customer Support: Access links to announcements, contacts, provider feedback, user guide, and
Web-based training.

Note: Every screen has a help text toggle link. Click on it to show or to hide helpful information
about how to complete that page.
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6. D.H. FORM 680 (FLORIDA CERTIFICATION OF IMMUNIZATION; “BLUE FORM")

Printing 680s

Use the “Search Form 680” link located in the left menu to view and print blue cards. Once this link is
clicked, the Florida Certification of Immunization selection criteria screen appears. You have the option
to print the form in several different formats, according to the intended use of the form and status of the
patient.

SEARCH FOR FORM 680 Show Help Texd

Patient G80 Search Critena
Last Hame : * First Mame: ™
Date of Birth : Sox: ¥ [Select- =]
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