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Patient Search Tips  
First try searching by patient’s first name, last name and date of birth (enter 

the date of birth as a string of numbers, i.e. enter January 1st, 2008 as 

01012008). 
 

If you can not find the patient, try searching by:  

• Patient’s first initial and date of birth 

• Patient’s last name and date of birth  
• Patient’s first and last names only 

• Chart Number 

• Patient first and last initial with the wildcard characters %  or _ .  

– Note: You must enter a wildcard character in the first and last 

name. 
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Wildcard Character Examples 
 

• The  percentage (%) wildcard character is useful when you are unsure how a name is spelled and can 

be used to replace multiple letters. (e.g. unsure if the name is Janet or Janice).   

  

 (%) Wildcard Example: We could enter Jan% for the first name and click on the   

                   SEARCH button to locate all names that begin with JAN. 

  

 

 

 

 

 

 

• The underscore wildcard character ( _ ), is useful when you are unsure of how a name is spelled but 

know it is a single letter (e.g., we are unsure if the name is Diane or Diana) 

 

 ( _ ) Wildcard Example:  We could enter Dian_ for the first name and click on the  

           SEARCH button to locate all names that begin with DIAN.  
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To search for a patient, click the Search/Add link under the Patient tab in the navigation 

pane. Enter the search criteria. Use any combination of the patient’s first and last name 
and date of birth. Click  the Search button. 
 

Patient Search  
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Once you locate the patient, hover over the name until it is highlighted in purple 

and click on the name. 
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Clicking on the name takes you to the Patient Demographic Master View 

page. 

To edit the record, click on the “Edit” button.  
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Edit a Patient’s Record 
 This will bring you to the Patient Demographics Edit page.  

Add or update the patient’s information. Once completed click Save at the bottom of the page.  
Tip: To expand a section click on the + and to compress a section click on the - . 
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Adding a Patient 
 

To  help reduce duplicate records, search for a patient before you add a new patient. Enter the search 

criteria and click the Search button. If no records are found then add the patient to ASIIS. Follow the 

steps on the next slide.  
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1. Check mark the “Check here if adding a new patient” box. 2. Fill in the fields 

highlighted in red. 3. Click the Search button. A dialog box will appear, click ok. 4. 

Make sure no matches are found. 5. Click the Add Patient button.  

1 

2 

3 

4 

5 
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Enter patient information into the appropriate fields, required fields are in red. The greyed out fields 

can only be changed in Edit mode. When completed, click Save at the bottom of the page.  

 

Use the birth name of the patients instead of “Baby Boy”, “Baby Girl”  or Twin as the first name. Baby 
and Twin names are difficult to match with actual records if the last names are common. 
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If the patient is part of a multiple birth (twins or triplets or more), add the birth 

order and the birth count.  For example, for triplets the first child born would be 1 

(birth order) of 3 (birth count) and the second would be 2 (birth order) of 3 (birth 

count), etc. This will prevent merging of twin and triplet records. 
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Vaccination Forecasts and 

Summary 
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To view the Vaccine Forecast and Summary for a patient, you must search and select 

that patient. Once you are on the Patient Demographic page, click on Forecast from the 

Vaccinations tab in the navigation pane.  
Tip: Each time you search for a patient, use that as an opportunity to update the patient’s demographic 
information.   
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The Vaccination Forecast identifies the recommended vaccines for the selected patient. 
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To view the vaccination summary for the selected patient select Summary from the 

Vaccinations tab in the navigation bar.  

The Vaccination Summary report provides an overview of the selected patient’s 
immunization record.  
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Printing Patient Records  
 

Patient immunizations can be printed out as requested by the patient or 

other medical personnel. Be sure to follow confidential document policies for 

your facility when giving records to patients.  

 



Health and Wellness for all Arizonans 

azdhs.gov 

To access am Immunization Record for a patient, you must search and select that 

patient.  

1. Once you are on the Patient Demographic page, click on the State Reports link 

below the Reports heading.  

2. Click on the Patient Record link.  

1 

2 
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1. If you want to include confidential information on the record, click on the bubble next to 

Include Confidential Information, otherwise the report will default to Do Not Include 

Confidential Information.  

2. To make the report printable, check the box next to Printable Version (enables table 

borders).  

3. Click Create Report when completed. 

1 

2 
3 
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The Patient Vaccination Record will open in another window.  

To print the State of Arizona Seal background image, right click on the patient 

vaccination record and click print preview. Select the page setup up button (      ), 

then check the box next to Print Background Colors and Images. Click ok and 

print the record.  


