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Health

Assess Practice Readiness for using CIR
Recall Text Messaging

U Do your patients (parents/guardians) accept communication for follow-up and
appointments per your organization’s patient care protocol and practices, including
receiving text messages for immunization recall purposes?

U Are patient cell phone numbers routinely and accurately updated in your method of
reporting by EMR and/or Online Registry by trained staff?

U Are cell phone numbers correctly captured in the Online Registry and periodically
verified with your IT staff, EMR vendor and CIR for accuracy?

U Is there coordinated effort and decision making on prioritizing groups for recall?

U Is the MyList regularly refreshed and patient information regularly maintained
(monthly): patient’s Active/Inactive status (MOGE), text messaging acceptance?

U Are staff available and trained?
U Is there an available dedicated appointment phone line?
U Have Online Registry recall lists been generated for review/preview prior to using text

messoging?
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Difference Between Reminder and Recall

* Reminder: Patients who have immunizations due soon,
in the next 28 days.

* Recall: Patients who are due now or past due.

Coverage, Reminder/Recall Health
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Prepare MyList before running recall jobs:

U Check the last time MyList was updated and “Who’s in MyList”
L] Refresh MyList (located in the MyList screen)
U This feature retrieves patients you immunized in the past who are in the CIR
but may not already be on MyList.
U Choose to limit or expand your patient list based on patients:
[ Seen within 7 number of years
U Looked up in CIR (have not had vaccination at the practice yet)
U MOGEs
U Review and edit patient’s last valid contact information
[ MyList is sortable, downloadable to enable review of missing or outdated
contact information
U Update patient’s active/inactive status, a.k.a. Moved or Gone Elsewhere (MOGE)
The recall list is based on the MyList and the parameters you chose in

Refreshing MyList, not what’s in your entire EMR or CIR. m
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MyList: Who’s in your MyList?

FATIENT
a_ Reports | Add/Edit
ﬁ WMy [ist | Refresh My List

@ Toreport COVID andior

Tools Ossnboards Recall  Adv. Event

VI

immunizations, please use the Quick Add screen to enter the specific immunization information required

M

» Each time someone at RECALL TEST FACILITY finds a patient using Search, they are added to MyList. New patients reported to CIR via EMRs are not

automatically added to MyList

To help manage and update your list, use the Refresh MyList feature

To view a patient record, click on the patient's name:

To Remove from List, check one or more boxes and click the "Remaove” button at the bottom of the page.|
They will not be deleted from the Registry.)

Reminder: Please update patient's information in the Update Patient Info screen

<

‘You may update a patient's status to let CIR know if the patient is no longer being seen at your practice.
patient's name. Update the information at the bottom of "Update Patient Info” screen that appears.

figtname  -or- |

s ,
E13

Shou patients accassed...
ever v

Showi per page... and Jump to...
10 | = W,
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Who's in MyList?

On 07/29/2025 at 01:06PM, Emily
the following criteria as of that date:
« Include all patients who have been looked up at this practice within 3 years.
« Do not include patients who have been designated as MOGE (Moved or Gone Elsewhere)

refreshed this practice's MyList with patients who met

In addition, since the time of that refresh:
- Any patients who were looked up by users at this practice would have been added 1o the

+ Any patients who were manually removed by users at this practice would have been removed
from the MyList
+ Any patient included in a Recall List created from a Flu Coverage Report

Who's in MyList? Refresh Mlist

© -mmunizations DUE Now

immunizations DUE SOON

DoB.

©-immunizations UP TO DATE
Address

1 Cone

Exportto XIS

s19e7e6es  ver @) © Testcreaw Testice r oy/2s/2025 00 oy 817-315-0821 917-315-0821 Yos 07/23/2025
= i . 1 Fall Straet — -315-
O so7s12830  ver © Overdielrlam " 10/oyj2008 el Street e 517-315-0821 917-315-0521 Yes 07/22/2025
— Y = 123 45th Ave = =
0O 919417455  Yes [ @ st Remindertest F o8/12/2024 o0 Ll 1220 929-468-6488 929-468-6488 Yes 07/11/2025
0 917180570 Yes ¢ ©  Testold, Testeleven M 08/2s5/2011 L 1ith St 917-215-0521 917-215-0521 Yes 08/25/2025

Nve. NY 11111
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Refresh MyList

rts  AddiEdit

o
Registry

@

patients to be contacted if your praclice has scheduled recurrent recall jobs using text messaging

Include Patients who:
[JJ Have been looked up at this practice: v
] Have received an immunization at this practice: ]

a
[C)  Have received their last immunization at this practice: [ +|

Do not include patients who have been designated as h ki, ). year
within 2 years

within 3 years

within 4 years

! up | within 5 years.

| within 6 years

within 7 years

* within 8 years

‘within 9 years.
anytime

(] 3one Elsewhere).

Cancel 3 | Continue <

Tools  Dashboards Recall  Adv. Event R

e ey © Before running the recall,
@@@E make sure your MyList is up

Use this feature to recreate the MyList that is shared by all of the Online Registry users at your practice. When you click the "Continue” button
at the bottom of the screen, the MyList for your Practice will be recreated and will contain only the patients who meet the criteria that you select
below. Large sites may want to designate a staff person to manage refreshing MyList Any changes made will affect all your users and affect the

Set Up

Add TES

to date.

MyList is shared by all the
Online Registry at your
practice therefore any
changes you make will affect
all users at your site.

Consider designating one
person to update MylList
monthly, maintain and run
reports.

* Customize your population for
i recall.

* After refreshing MyList,

review your records for any
duplicates or missing records.

Coverage, Reminder/Recall
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Patient List (MyList): Active Status, Remove

Before running a coverage, recall or reminder report, you may update a patient's status to
let CIR know if the patient is no longer active (a.k.a., Moved or Gone Elsewhere [MOGE]
status) at your practice:
1) Click Yes/No in the Active column.
2) The Update Patient Info screen will appear (see next slide). Make your choice.
3) You must do two things to remove a patient from MyList and from your practice.
a) Update the Active Status to “No.”
b) Remove the patient from MyList by checking the box in the
Remove. The record is removed from MyList, but remains in CIR.

To add back a patient, search again in the Search screen. /JET_st

column. Click

©-immonizations DUE N ons DUE SOON O-immunizations UP TO DATE O cimmunization status not available
b Homa Mobila Acoapts
Q ooe Address Phone Taxts

- - : 1 Cone .
0 319878646 Yes ] ©  Testeream, Testice £ o/zsr2025 S0 o 517 313 Yes 07/23/2028
= ) 1 Fall Streat ) )
O ‘ 907512930  Yes (] © Cverduelrlam M 10/01/2008 (8 L 10016 917- 317- Yes 07/22/2025
N % = , 123 4th Ave Y
0 519417455 Yas (7] )  Test Remindactest F o8/12/2024 o Y 11220 923 329 Yes 07/11/2025
0 917180570  Yes [ © Tstold Testeloven M 08/25/2011 h;:‘;vs:ln: 917 917- Yes 06/25/2025
O 918741467 Yes Qb @  _Isictest Ten Yearold F 10/01/2010 Ny N 06/04/2025
B 318739857 Yes ) ©  Testiain, Eight Yearold ] 10/01/2010 e 06/04/2025
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Update Patient Info: Address, Phone, MOGE Status
Online e TR VA O R * Update patient information,
E OV HODTISDOT =~ g ppent e
_MiewRecord PrintReperts Pre-completed Forms and Referrals [Update Patientinio]

parent/guardian cell/mobile
% phone, and parent/guardian

> Please note we are requesting new additional patient information:

Colimania prone umner 2 amal a0ess. Fease Updata airfomaton. The formatien i 2 used 1o poputa your repors email address, text message
FirstName  [ARCHERTEST _ |Alternatefirstt [ |Ispatient active? status

wadename [ | & Vo scrasany P (e * Note: Information reported by
e %W}W! atcernate Lostt Eﬁi{’iﬁ;}if""HWM'EJ Vital Records may not be

. = edited online.

Race : 15> Ethnicity [Unknown v * You may send a copy of the
House No. / Street / Apt. No. | I I revised birth certificate by fax
ity ] State f ZIP L Bk to (347) 396-2559 or call us at
Medical Rec.No. [ ] Medicaid No, eeeeent [ ] (347) 396-2400

Mom DoB T 1]
Mom First Namet [ "] Mom Maiden Namet ]

Primary Contact First Name [ ] Last Name | | Relationship [ v

Mark if MOGE (Moved or Gone
Elsewhere)
MOGE choices:

Patient's status is set to accept text messages: ¥

Home Phone .

Fhone h L n Yes Ne °
NEW Cell/Mobile Fhona numbar 1o both Ratds. . .
NEW Email [fest@omai.com it ages, ol other pavants st sheet collmonil - Not in my practice
Note: To raquast to ramova » mobile phone number, lesse send & raquest 1 i-:aco/AOhRARY K Gax Al Eallents ere opted n by cefaul 10 receive tet .
ana Inciude ony the CIF 13 3nd Shane Rmber 13 Femeve. of cail 347-360-2400 meszages —Not in NYC (moved)

e | - Patient deceased

MOGE Criteria: https://www.nyc.gov/assets/doh/downloads/pdf/cir/vfc-moge.pdf Coverage, Reminder/Recall
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the immunizations and contact information your practice
reported to the CIR.

The coverage or recall/reminder reports are only as good as

Coverage, Reminder/Recall Health 9
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Onli Reqgist C R t Tool
* Use the Online Registry’s to track up-to-date status for your patients and see who is
due vaccine.
* Coverage Reports can also help you track how many doses to order.
* To run a Coverage Report, click the Tools screen, then click on the link Create Standard,
COVID-19, IQIP, Flu Coveroge Reports.
Onhne Reports | Add/Edit  Tools ‘ashboards  Recall  Adv. Event VAL set Up [EXd ©Hele ) Home
ReGIsTy VOO HPIIDII:= 5
TEST
Immunization Schedule Lead Guidelines
2 This page shows Coverage Reports you have created in the last year.

For Coverage Report instructions, click here For a brief guide on Influenza Coverage Reports, click here. For a brief guide on

IQIP Coverage Reports, click here

Click on the link "Done” in the Report Status column on the right to view a Coverage Report. You may use it to create a Recall List

for patients who need immunizations or blood lead tests.

E> Create Standard, COVID-19, IQIP, Flu, Lead Coverage Reports Refresh
Type Name Patients UTD% o C0*r0%  pate Created  gronort
= Influenza Coverage Report ©_20250604_02_11-18y" 5 200% 0604025 USR03 pong
Coverage, Reminder/Recall 10
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Coverage Report Set-up

55

Immunization Schedule Lead Guidelines

STOP. Before running recall jobs, see
how to Prepare and Refresh MyList

D Use this page to find out which patients are up-to-date and optionally create a Recall List for patients who need immunizations or biood lead tests.
For Coverage Report instructions, click here_ For a brief guide on Influenza Coverage Reports, click here
Consider using Refresh MyList before running a coverage report.
‘You may view the latest or current criteria of your Online Registry patient list here: Who's in MyList. then return to this tab to refresh the MyList using the
choices below.

® Standard Immunization Coverage Report
The patients that will be included are all the patients in "My List” Who's in MyList? Refresh MyList

7-11 month olds 19-35 months olds 24-35 month olds 11-18 year olds 13-17 year olds
i wil with... with... with...

with....
3DTP, 4DTR. 4 DTP, 1MCV, 1MCV,
2 Polio 3 Polio, 3 Polio, 1 Tdap. 1 Tdap,
2 Hib, 1 MMR, 1 MMR, HPV Complete (2 or 3 doses) HPV Complete (2 or 3 doses)
2 HepB 3 HepB, 3 HepB.
3 Pneumococcal 4 Hib, 4 Hib,
1 Varicella, 1 Varicella, Name your Report for

you to identify easily

later. The report list is
shared by all users at
your facility

) IQIP Assessments =

Review date (date as of which age will be calculated and report will be run.)
0742 - v

Influenza Coverage Report

COVID-19 Coverage Report

' Lead Testing Coverage Report

(For AuIQIP reports, the age range will be appended to the name)

>n later: [TEST_20250729_01 1=

Report Name for

Cencel X | Cear _] | Continue 5 |

Tris report is used for SLINAANE epEMICICHiCal FEPOMS, 3nd dEES A0 INEILE Bl FESEMMENTEd IMMUNZSLONS for that 338

Select your
desired coverage
report to run

Name your
report,
preferably with
your last name
and the date

Click Continue <»

Coverage, Reminder/Recall 11
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Reports | Add/Edit  Tools Dashooards Recall  Adv.Event W DHe O Home
¥ A green check IOV PO
mark will appear ‘
. . Immunization Schedule Lead Guidelines
to indicate your
H +/ Your Coverage Report is being processed. Most Coverage Reports can be processed in a few seconds, but
COVenge report Is others take longer. You can find your Coverage Report in Recent Coverage Reports
being processed.
H This page shows Coverage Reporis you have created in the last year.
° C I |Ck on Recent : For Coverage Report instructions. click here. For a brief guide on Influenza Coverage Reports, click here. For a brief guide on
IQIP Coverage Reports, click here.
COVerGge Re pOrtS Click on the link “Done” in the Report Status column on the right to view a Coverage Report. You may use it to create a Recall List
. for patients who need immunizations or bloed lead tests
to find your report
. Create Standard, COVID-19, IQIP, Flu, Lead Coverage Reports Refresh
¢ Click on Done to
i Type Name Patients UTD% COVSrae SlUS3s o gragleg  Report
view u . of Status
= Standard Coverage Report TEST_20250731_01" Mo91% 07312025 ORI 21 Done @
= Influenza Coverage Report "LIANG_20250604_02_11-18y" 5 200%  06/042025 06042025404 Done
Coverage, Reminder/Recall 12
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Coverage Report: Create a Recall Job

* The results inC'Ude a on“ne T | | Reports  Add/Edit To.o‘l.s - -I{ec:all Pl Ewent W CC
summary and a list of the Registry & % c‘+
. | K7 I
patients who are not UTD. J
From here, one may Immunization Schedulz Lead Guidelines
create a recall list and
letters. ) This page lists the results of your Coverage report.
* Currently, text messaging  |COVID-19 Coverage Report:
P P H 0 of 1 patient to date (0.0% COVID-18 cohort with Doses: As Of:
Is not ClVOIlOble from thIS © patients are up to a e{ 0} an age range of: Due for COVID-19 04/24/2023
limited
process bu't can be Create Recall List mimied)
created using the Custom
Recall functions. ] COVID-19 Patient List
° You may take the resglts 1 of 1 patients are not up to date (100.0%)
to produce a Recall List. I Last/First Sex DOB |
Click on i | Test , Jane Female 01/01/1990 |

Coverage, Reminder/Recall
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Review and Update Records

(a) Review each record

. L2555 gl Lo Lo Jotto Lo ol Lo i s
The recall process allows multiple chances to —— e

update records. Step through these screens

(b) Update immunization record if needed

record maintenance has been done.

E'Select all patients in the recall list

55 dRLs Ju 16 T Jo. Fles liao e &

O Our retonds show hat hese pationts may nead
and

5 (1t o patrts whomed e otar han

(c) Update patient information

i EEPODTBITTTOT

Click on the patient
name to view the
record in CIR

{ i i
i i

Coverage, Reminder/Recall
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La bels & Letters

ATIENTS PRACTICE

P
Reports Addﬁ’Edlt Tools Recatl Pibv. Event WM /COWID  Set
————
| .
ﬁf WOV &, u; L8

» 2. Select to make Labels & Letters or make a List

After marking the patients
to recall and clicking
“continue”, select to

create:
NOTE: To create accurate Recall letters, rg ort all patient immunizations to the registry bafore continuing

- a List (downloadable
in Excel), or

- Labels & Letters.
- Click

Select your preferred method:

[C)] iﬂ Create a List of names, addresses, phone numbers, and immunizations

> Your Excel decument will contain a list of names, dates of birth, sexes, medical record numbers from your
practice, CIR IDs, addresses, phone numbers, and the immunizations that are past due for selected patients.

O (% Create Labels and Letters to print and mail. An Excel summary report containing names, addresses, phone
numbers, and the immunizations that are past due for selected patients is included in the output.

= Your PDF document will contain (1) address labels and (2) a Recall message of your choice with the
immunizations that are past due for each patient. Labels and letters will net be printed for those patients

Recall from Coverage Report: Select List or

missing a street address

& Change Cancel 3¢ | Continue <

Coverage, Reminder/Recall 15
L]
Output: List Example
L]
e Recall list OUtpUtZ Online Reports | Add/Edit _Tools _ Oastboards Recall Adv.Evem WM __ | SetUp Add L7 L0
; Registry > ol
* Lists are always Y °
found in the Recall [eminder TR |
daread. Not il combinations are possible.
H 1. Outreach Type: O Reminder © Reeall O Al of MyList (regardless of UTD status)
L] ! {reg )
Results include the A s
. H 3. Contact Method: List or Letters
vaccines tdrgeted n B
Recurrent Cortinze 5 |
the coverage report,
Reminder/Recall Job List
p | us a ny Othel’ TI‘\sRlsb\e:ww::ERFrr‘r:(ng;;z:c:!“wisﬂ:u:ﬂl;s;:q;r‘e‘;l;g t‘nﬁ;l:;:yﬁa This page wil refresh every 2 minutes. You can manually refresh the Job List page using setresh Fage
. Show[Z0_w Jentries
vaccines due to help
) 5 CIED  ob wame ContactMethod ./ BasadOn status Patients DateCrested .  CancelJob
avoid missed -
g [u] 142401 " List or Letters Coversge Report [ List 156 D4/24/2023 8:43am
opportunities. /
A B C D E F G H J K L ] N
1 |Recall Name: Example 2023042401
2 |Date Crested: 42412023 9.43:20 Al
3 |created By: Tester 1
4 |Based On: Coverage Report
5 |Standard Recal: Selected Due Now patients
6_|Total Patients: 206, Patients not UTD: 157 (76%) Patients UTD: 48 (24%)
7
8 Last Name First Name DoB Sex CIRId Medrec Num Address City State Zip Home Phone Cell Phone Opted Qut Text Msg Due Now
9 _|BERGMAN BARRY 082411344 W 915010217 350 East test Street, 3R NYC. Ny 10018 §17-445-5560 N Influgnza-1, DTP-1, Pneumococcak1, Zoster-1, COVID-19-3
10 | BERRYTEST PINKTEST 08/011967 F 916728017 5 Bivd STATEN ISLAND Ny 110320 777-338.99%9 N Influenza-1, HepB-1, DTP-1, MMR-1, Varicella-1, Zoster-1, COVID-19-2
11 |BERRYTEST PINKTEST 01081967 F__ 916728016 2 Ave BROOKLYN wy__ 01234 321-087-5543 N Influenza-1, HepB-1, DTP-1, MMR-1, Varicella-1, Zoster-1, COVID-19-3
16
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Reminder/Recall

€35 pbe Ly Le T o, L TG
[Femmaer Tecan]

STOP. Before running recall jobs, see
how to Prepare and Refresh MyList

Follow the ) Use this page to set up Reminder/Recall lists, letters, of text message jobs.

on-screen New! Set up REMINDER text message jobs directed at patients who will be due for selected immunizations in the next 28 days. RECALL messages are directed at

patients who are due now or past due. Each Outreach Type, REMINDER or RECALL, must be set up as separate jobs. If you wish to direct messages to patients
. . for both REMINDER and RECALL jobs, return to this initial Reminder/Recall screen to set up each of the Outreach Type jobs using the same parameters/criteria -
Instructions age range, vaccine series - you have selected

If you have not already done so, before selecting your custom Reminder/Recall criteria, please:

o

1. Please review patients in MyList. Refresh MyList before creating a new Reminder/Recall.

2. Update addresses, cell phone numbers, emails, and immunizations of your patients. Hint: from MyList, select each patient to view their record, select the
Update Patient Info tab, then enter the updated information

Patients without cell phone numbers will not receive Reminder/Recall notices via text message. Note: Collecting cell phone number data in the CIR s relatively new.
Please check that your EMR is set up to report cell phone numbers and/or use the Online Registry's Update Patient Information screen to update cell phone
numbers at the time of the patient's visit

To create a new Reminder/Recall job, follow the steps below.

C

1. First, choose an Outreach Type Reminders will be sent to patients due immunizations in the next 28 days. Recalls will be sent to patients due immunizations

now.

2. Next, choose a Parameter Type. If you want to run a job using your MyList, choose “Standard”. Choose "Custom" to specify age range, sex, and vaccine
type/dose numbers.

3. Then, choose a Contact Method. If you are sending text messages, choose the frequency of contact. Recurrent texts for recall jobs will be sent every 28
days, and recurrent texts for reminder jobs will be sent every 14 days, within the start and end date indicated. One-time texts will send only once on the date
indicated

2 If you are sending text messages, it is recommended to run a List (List or Lelters] the first time to view the list of recipients.

You will not be able to view the list of recipients during the text message set u

Please read the all instruction guide, brief text guide, and reminder text messaging guide carefully before attempting to set up or
send text messages.
To recall patients based on up-to-date rates using list or letters, use the Coverage Report Tool <:3
1. Outreach Type: *' Reminder 2 Recall
2. Parameter Type: Standard Custom
3. Contact Method: List or Letters Text Message T
One Time Recurrent Confinue <%
Coverage, Reminder/Recall 17
[
Recall: Custom List or Letters: Set Up Job
. .
Online Reports  Add/Edit  Tools Dasmosrts Recall Adv Ewet WM SetUp Omla O Home
F . | ci= e ¢ Emil
Rgy bRLE Lo L8 L [ I~ PR ) = —
i
a. To set up a custom list, or labels
2 Use this page to set up Reminder/Recall lists, letters, or text message jobs. .
& letters for patients Due Now,
New! Set up REMINDER text message jobs directed at patients who will be due for selected immunizations in the next 28 days. RECALL messages are difected at .
palients wno are due now or past due. Each Outreach Type, REMINDER or RECALL, must e sef up as separate joos. I you wish 1o direct messages to patients select the followi ng:
for both REMINDER and RECALL jobs, return lo this initial Reminder/Recall screen fo sef up each of the Outreach Type jobs using ihe same parametersicriteria - .
age range, vaccine series - you have selected
© Wyou have not already done 0, before selecting your custom Reminder/Recall criteria, please: - Out reach Type . ReCG | I
1. Please review patients in MyList. Refresh MyList before creating a new Reminder/Recall.
2. Update addrasses, cell phone numbers, emails, and immunizations of your patients. Hint from MyList. select sach patient to view theif record. select the < Parameter Type Custom
Update Patient Info tab. then enter the updated information. C T L. L
. .
Patents without cell phone numbers wil not receive Reminder/Recall notices via text message. Note: Collecting cell phone number data in the CIR is relatively new ontact ype: Ist or Letter
Please check that your EMR is set up o report cell phone numbers and/or use the Online Registry’s Update Patient Information screen to update cell phone .
numbers at the time of the patient’s visit C | ] Ck Continue
2 To create a new Reminder/Recall job, follow the steps below.
1. First, choose an Outreach Type. Reminders will be sent to patients due immunizations in the next 28 days. Recalls will be sent to patients due mmunzations
",
2. Next, choose a Parameter Type. If you want to run a job using your MyList, choose "Standard™. Choose “Custom” to specify age range, sex, and vaccine
typeldose numbers
3. Then, cnoose a Contact Method |1 you are sending text messages, Cnoose the frequency of contact. Recurrent texs for recall jobs will be sent every 28
days, and recurrent texts for reminder jobs will be sent every 14 days, within the start and end date indicated. One-time texts will send only once on the date b * I n th € neXt screen ’ se I eCt you r
indicated . . .
criteria from sections A, B, and C
’ ’ .
2 Iyou are sending text messages, it is recommended to run a List (List or Letters) the first time to view the list of recipients.
You will not be able to view the list of recipients during the text message set up.
Important: Please read the instruction quide, brief text messaging guide, and reminder text messaging guide carefully before attempting to set up or
send text messages.
To recall patients based on up-to-date rates using list o lefters, use the Coverage Regort Tool. a
1. Outreach Type: Reminder ® Recall
2. Parameter Type: Standard ® Custom
3. Contact Method: List or Letters Text Message T
One Time Recurrent Continue
18
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Recall:
<55 glRLe ln L8 Lt o, T Tt L/

You are here: Home > Recall > Setting up a List or Letter job.

U The Registry will find the patients that fit the criteria you chose and save them in 3 st vith the name you ch
a5 patants based o up1o-date rates, use the Goverane Ragor Tocl For Coverage. A ecalleminder mstuctons, cick

Torsider using Rerash Myt ist bafors runsing 3 Custom Racal.

¢

important: Please read the remindarreeal instruction quick carefully bafore atempting to sat up lists o lenters.

As Of July 2025, e New York State Depanment of Heakth and the New York City Heatth Depanmant I1Ss recommend HPV
vaccination beginning a1 3ge § years 35 routine practice. Visit this page for more details. Note that 0 to 10 year-okd pavents vl
nowe be included i the cutput for recal jobs based on Mylist

@

Hints.

- Toruna job for @ 3nd 10-yaar-oids dus for HEV vaccina, in Section A, click the s66ond 38 grouping ehcice, “Age Range’
snd enter 9 click - and ciick “years™. In Section C, select Hunar\ =;. IOMBVirUS VBCCING Group
through 18-year-oids due for HPV vaccine and cther vaccnes, in Section A, click the second age
Bangs’ and enier &, cick "years”, in enter 1 803 click ‘years” In Secton C. click b Human
ine group or ohes vacene groups
g-year-oids due for HF\ vaccine or ofher vaccines. in Section A, ciick the first age grouging

= Torunajobfor 11 8

vaccing groups

The patients that will be inciuded are all the patients in "My List" Whe's in MyList? Esfresh Mylis!
i For immunization sefies:
A O} Peesth Myt Gl Inchute paents who are missing:
Specific Age Ay ape-agpropiare mmanizason
7211 mon oas 118 yesras
16:35monh oids 1317 yaar s Ay age-agproprise immcnizaton fom e saries baow only.
® 2635 o s 180 year oids lonza
Age Range
Fromz yes montns

o years menis

DOE Range
Inchuge patents bom bemeen

i —
B “ou
Graras

18 i Others.

ough
choice, Spe:!cAge and dlick on “11-18 year olds”. In Secton C. cick on "Human Fapillomavirus” vaccine group or other

Custom List: Select Patient and

T Immunization Criteria

Select patient and immunization
criteria:

A. Choose one of the three age range
choices in the left column.

B. Specify gender, optional.

C. Next, choose one of the three
choices in the right column to
include patients to recall who are:

1.missing age-appropriate
immunizations, or

2.missing any age-appropriate
immunizations from a specified

vaccine series, or

3. missing a specified # of valid doses
from specified series.

19
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Custom Recall List or

T

Reports |Add/Edt  Tools  Dssnbosras Recall  Adv. Even Set Up

DI HDO

You are here: Home > Recall > Setting up a List or Letter job

[

The Registry will find the patients that fit the criteria you chose and save them in a list with the name you choose
To recall patients based on up-to-date rates, use the Coverage Report Tool. For Coverage, RecallReminder instructions, click

here.
Consider using Refresh MyList before running a Custom Recall

Letters Example - HPV

ik L

Example:

To recall patients who are 9 and 10-
years old due for HPV vaccine

A. Select “Age Range” and enter “9”,

5] Please read the remind instruction guide carefully before attempting to set up lists or letters

D Asof July 2025, the New York State Department of Health and the New York City Health Department 1Ss recommend HPV
vaccination beginning at age 9 years as routine practice. Visit this page for more details. Note that 8 to 10 year-old patients will
now be included in the output far recall jobs based on MyList

Hints:

+ Torun ajob for § and 10-year-olds due for HPV vaccine, in Section A, click the second age grouping choice, “Age Range™
and enter °9°, click "years-, then enter “11" and click "years™. In Section C. select Human Papillomavirus vaccine group

+ Torun ajob for § nough i8-year-olds dus for HPY vaccine and olhe vaccinss, in Section A dick he sscond age
grouping choice. "Age Range" and enter ", click “years”. then enter *19” and cick "years". In Section C, click on "Human
Papillomavirus® vaccine group or other vaceine groups

« Torun ajob for 11 through 18-year-olds due for HPV vaccine or other vaccines, in Section A, click the first age grouping

vaccine groups

choice, “Specific Age” and click on *11-18 year olds” In Section C. click on "Human Papillomavirus” vaccine group or ather

click “years”, then enter “11” and
click “years”

B. Keep the gender default options
and

C. Select “For immunization series:
Include patients who are

The patients that will be included are ail the patients in “My List" Who's in MyList? Refresh hiylist

missing...[a]lny age-appropriate
immunization from the series only,”

Inelude patients bom between

and
¥ J
Sex
B B
GFsmaln
21 Others

T O Apavent byt .
Spaciic Ag and choose “Human
11 meonkvuds T ACTam phhs ® Any age-appropriate immunizatian from the series balow only H H ”
L BT s - e Papillomavirus
P
® Ago Range Ak = B men Faomomvis Results: Patients who are 9 and 10-
Froma |9 ® years months. 1 Tdar COVID-19 . . .
S5 ] S s ) years old missing the HPV vaccine
008 Range Results will also list additional

vaccines missing.

CoveragecRethdurpstines] 20

20
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Custom Recall: View Patients Retrieved for this Job
] 1

@ For COVID-19 vaccinations, the Bureau of Immunization is sending one recall text message to any patient who misses a 2nd dose after 7 days.
Message example: NYC Hesith, 211 You are due now fo receive your 2nd dose of COVID-19 vaccine. Call 8T7-VAX-4NYC or visit nyc.govivaccinefinder. To stop The statu S ChG n ges fro m

reminders, text STOP . .
“Selecting Patients...” to

You may use the Coverage tools to create lists of patients dus COVID vaccine

. Refresh Myl ist before creating a new Reminder/Recall job “ pend | n g ReVi ew” ( Done)
2 To create a new Reminder/Recall job, follow the steps below.
1. First, choose an Outreach Type. Reminders will be sent to patients due immunizations in the next 28 days. Recalls will be sent to patients due It ma y ta ke some time.
immunizations now.

2. Next, choose a Parameter Type. If you want fo run a job using your MyList. choose "Standard”. Choose "Custom’” lo specify age range, sex, and vaccing
typefdose numbers.

3. Then, choose a Contact Method. If you are sending text messages. choose the frequency of contact Recurrent texis will be sent every 28 days within the . .
start and end date indicated. Cne time texts will send only once on the date indicated. C | |Ck on th e I ] St of

For addifional RecallReminder instructions, click here. View Erief Texi Messaging Guide

patients that are
“Pending Review”

To recall patients based on up-to-dats rates using list or lefters, use the Coverane Report Tool

Not all combinations are possible.

1. Outreach Type: ' Reminder O Recall
2. Parameter Type: Standard Custom
3. Contact Method: List or Letters Text Message T

One Tims Recurent Confinu

Reminder/Recall Job List

This table shows Reminder/Recall jobs you have created in the last year. This page will refresh every 2 minutes. You can manually refresh the Job List page using
the "Refresh Page’ link. Please wait while this page loads completely. Refresh Page

Job Name ‘Qg““'"‘ Method Based On Patients Date Created .  Cancel Job
O "Recall 2023 April" List or Letters (C) Recall 14 047242023 2:13pm

Coverage, Reminder/Recall 21
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Output: List, Letter and Labels

A 5 8 1] E F & i I} K T ] i

1_|Recall Name: Example 2023042401

2 | Date Created: 424/2023 5:43:29 AN

3 |createa By: Tester] 1

4 |Based On: Coverage Report

5 |Standard Recall: Selected ‘Due Now' patients

& |Total Patients: 208, Patients not UTD: 157 (76%) Patients UTD: 49 (24%)

7

& LastName First Name DOB  Sex  CIRld  MedrecNum Address City State Zip Home Phone Cell Phone Opted Out Text Msg Due Now

9 |BERGMAN BARRY 082411944 W 15010217 350 Easttest Straet, 3R NYe we 917-449.5560 N Influenza-1, DTP-1, Pneumococcal-1, Zoster-1, COVID-18-3

10 | BERRYTEST FINKTEST 08011967 F 16728017 5 Bivd STATEN ISLAND nv  foazo 777-868-8888 N Influenza-1, HepB-1, DTR-1, MUR-1, Varicella-1, Zoster-1, COVID-18-2
11 |BERRYTEST PINKTEST 01081967 F 16728016 2Ave BROOKLYN ny_ 11234 321-987-6543 N nfluenza-1, HepB-1, DTP-1, MUR-1, Varicella-1, Zoster-1, COVID-19-3

The downloadable list of patients contains:

* Summary of the criteria for the recall job

* Number of patients UTD and not UTD

* Text message sent status

* Patient status for accepting text messages

* Medical record number, CIR ID, contact information,
and immunizations past due.

Coverage, Reminder/Recall 22
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Online Registry Text Messaging

Coverage, Reminder/Recall

Health

23

23
L]
Recall: Custom Text Message
A sample of how the messages you send will look on the screen of a mobile phone:
< 85080 & Q
It is important to include
the practice phone number @ Yourchiigbomin 2008 s Short Code: 850-80.
. overdue for immunization. ..
and practice name, shown Call The Best Practice at This is the number
here as “The Best 347:396:2400 to schedule. To that recipients will
Practice,” so your patient SR rEmiers. 12 STOR see when you text
knows who is sending the
them.
message. e, The Best Practice has COVID
vaccine available. Book an .
Shown are examples of a appointment with Dr. Best, Include the practice
vaccinefinder.nyc.gov/ or i
(1) default message and T ey appointment phone
(2) custom message reminders, text STOP. number.
Auto-reply confirming @
atient has opted out of You have been removed from ..
E)eceivin textpmesso es c receiving mobile immunization The reCIplent qlwoys
9 A 9 alerts. Removed by mistake? has the option of
after replying, “STOP”. Reply OOPS to rejoin. o .
continuing to receive
Auto—reply confirming @ messages or
atient has opted back in MOBILE IMMUNIZATION :
P . P f/ ALERTS: Your mobile alerts stopplng them.
to receive text messages el )
after replying, “OOPS”. Recurring Msgs.
Reply STOP 1o quit, HELP for |
info. MSg&E@mS&@%ﬁpﬁhermecaﬂ Health 24
24
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Custom Text Message -
Facility Naome and Contact Settings

EPOTETITITI B

Change Password/Email

MyList Settings Before setting up a text message

L e S—1 job, you can enter your facility

Oipley:  Show (107 Jpatancs por page name and phone number in settings

fork A.Go to Set Up
Doses Administered Report Settings

Always start with: B. On the bottom on the page, enter

® Sum R ops

sl i your facility name and phone

ReminderRecall Facility Name and Contact Settings number

> l'u.l:iu'm::”m:‘flum phone number as you would like it Lo appear 1o the patient for reminder/recall purposes. Entries may be C. Click confirn« |[tO save your Chonges

Facibty Name (up 1o 30 characters):

Confirm o |
Coverage, Reminder/Recall 25

25

Custom Text Message — Prepare and Update
P(]tient I nfO rm(]tion Before creating a custom recall

text message job, please do the

rparts | AddEdd Tools  Dmnbowds Recall  Adv Evert OHen Orome .
EIPOVHOOTSDOT ==
Sy RECALL 1251 FACILITY (Provider)
- 1. Refresh MyList
View Record Print Recons Precompleted Ferm“  Referrals . . . .
ﬁ 2. Review patients in MyList
First Name AlternateFirstt [ Ts patient active? 3. Update patient information to
Middle Name @ ‘Fes, patient is currently in my practice . | d " b.l b
[ Mo (sl Feason) oo o Woved or Gone include a cell/mobile number
[FUNTSTONE —— |a <ot cHice (Gehe elsEriy i
Last Name  [FLINTSTONE ternate Lastt = Nzt :: E‘;fc"(':mvc;]( ne elsEyihere) 4. Update the opted in or out

L Gttt doasr Vb status of patients for receiving
Sex [Fomale  ~[&» text messages.
Race [UNKNOWN / UNDETERMINED ~|52  Ethnicity [Unknown w52
House No. / Street / Apt. No. i | BEDROCK I * By default, all patients with a cell number
B e EROOTTH e o Jr will be opted in to receive text messages.
C—— p— i * If patients ever want to opt out or opt
edical Rec. No. I:l ledicaid No. (as=====2 . .
back in to receive text messages, update
1 .
ftom DOB NN [N — . their status here.
Mom First Namet Mom Maiden NameT

(222) 2222222

Primary Contact | Last Name | | Relationship | v
(222) 222-2222

Home Phone ‘g::';:f:s"‘;f;:o':;w‘;:;“;: fhe s Patient's status is set to accept text messagesy
Phone number and the Home Yes ® No O
AV Cell /Mobile [(917) 000-1234 Hi et st b ol

i If you change the patient's status for receiving text
NEW Email [test@amail.com| messages, all other patients with the same cell/mobile
number will automatically be set to the same status.
Note: To request to remove a mabile phone number, please send a request to gir-records@healtn nyc.gov Al patients are opfed in by default fo receive text

and include only the GIR 1D and phane number to remove. or call 347-306-2400. messages.

Coverage, Rem'\rt\i@a‘r/Rgcb\tunlmue-,

Warning: If you change the opted in or out
status of a patient for receiving text messages,
all related patients with the same cell/mobile
number will automatically be set to the same
status. The number will be opted out from other
Immunization Bureau messages, including
centralized public health messages.

26
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Custom One-Time Text Message — Set Up Job
wga%émﬁ niﬁﬁaﬁw?m a. To set up text message to run
[Reminder  Recall |

one time, select the following:

@ For COVID-18 vaccinations, the Bureau of Immunization is sending one recall text message fo any patient who misses a 2nd dose after 7 days « Outreach Type: Recall

Message example: NYC Health, 311. You are due now to receive your 2nd dose of COVID-19 vaccine. Call 877-VAX-4NYC or visit nyc. govivaccinefinder. To stop .

reminders, text STOP * Parameter Type: Custom

You may use the Coverage tools to create lists of patients dus COVID vaccine. Contact T Text M

+ Contact Type: Text Message
5 Refresh MyList before creating a new ReminderiRecall job . Select: One Time
2 To create a new Reminder/Recall job, follow the steps below.
1. First, choose an Outreach Type. Reminders will be sent to patients due i in the next 28 days. Recalls will be sent o patients due Click Continue <
immunizations now.

2 Nexd, choose a Parameter Type. If you want to run a job using your MyList. choose "Standard". Choose "Cusiom” to specify age range, sex, and vaccine
typeldose numbers. b
3. Then. choose a Contact Method. If you are sending text messages, choese the frequency of conlact. Recurrent texds will be sent every 28 days within the

In the next screen, select your

start and end date indicated. One time texts will send only once on the date indicated. criteria from sections A, B, and C.
For addifional Recall/Reminder instructions, click here. View Brief Text Messaging Guide. q
To recall patients based on up-fo-date rates using list or letters, use the Coverage Report Tool @ Importqnt' First run your criteria as a Custom LiSt JOb to review

: )

P T the patients w.ho will receive the. text messages. You will not be
1. Outreach Type: © Reminder ® Recal able to see a list of patients until after the messages are sent out.
2 Parameter Type: O Standard ® Custom Refresh your MyList to show the current information reported to
3. Contact Method: O List or Letters ® Text Message T

CIR by your facility, if reporting by EMR or billing

® One Time O Recurrent Continue <

Reminder/Recall Job List
This table shaws Reminder/Recall jobs you have created in the last year. This page will refresh every 2 minutes. You can manually refresh the Job List page using

the ‘Refresh Page' link. Please wait while this page loads completely. Refresh Page
Show entries
Job Name ,“:-3"“"" S Based On Status Patients. Date Created ., Cancel Job
W] "Recall 2023 April" List or Letters (C) Recall E Pe Review 14 04i24/2023 2:13pm
Coverage, Reminder/Recall 27
n rictam Danall SAVIR DAWAIAA M7 ik nr | abars 101 - = Dandinn Daviau A ARINAPATY G fne

Custom One-Time Text Message — Select Patient
EAPODOPOTODT= Immunization Criteria

¥ou are here: Home > Raca > Betting uD # Ore-tems Reosl Sext Job

b.Select patient and immunization
criteria:

|:> o EERE e A.Choose one of the three age range
choices in the left column.

—T B. Specify gender, optional.
— s
T ’ : C. Next, choose one of the three choices in

the right column to include patients to
recall who are:

1.missing age-appropriate
immunizations, or

2.missing any age-appropriate
immunizations from a specified
vaccine series, or

3.missing a specified # of valid doses
from specified series.

Carcet X |_Coer | | Comnim

Coverage, Reminder/Recall 28

28
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Custom One-Time Text Message — Send

Date & Compose Message

c. Enter the date but avoid entering today’s date.

d. Next, choose a default message or choose custom message.
If you choose to send a default message, fill in your facility name and contact
number to schedule an appointment. Each patient’s year of birth will be populated
by the CIR. If you have previously entered your facility name and contact number
from Set Up, the information should be automatically shown.

Send out job on this date:

Select message (default

) This message will be sent to each patient on your recall list.

@ Use default message
3 Fillin the fields for the sample
message provided

Use custom message

Type in your custom message. Your
facility name and contact number
will precede the message Set up
and save your facility name and
number here.

<

Please do not use any non-English
language characters or symbols.
which are not supported at this time

sz CONTACT NUMBER: |(929) 111-1111

to schedule.

RECALL FACILITY (929) 111-1111
98 character limit

Characiers remaining. 98

NOTE: To allow patients 1o opt out of
receiving text message reminders, the line
“To stop reminders, text STOP” will be
added to the end of your message.

Patients who text “STOP” will not receive
any future text messages via the CIR.

Please note that it is your responsibility to
adhere to the laws, rules, and regulations

that apply to the disclosure of confidential
and sensitive information in the content of
your custom text message.

Cancel X | Clear _| | Continue
——

If you choose to send a
custom message,
please note that it is
your responsibility to
adhere to the laws,
rules, and regulations
that apply to the
disclosure of
confidential and
sensitive information in
the content of your
custom text message.

Coverage, Reminder/Recall 29
.
Recall: Custom Text Message - View Jobs
—
° g
Reports  Add/Edit  Tools Dashboards  Recall  Adv Event UM ELI I Quick Add eHalp © Home
~— - .
. a-p. | i Emil . . .
ﬁk B @ oiv l“. "'E;? catrest €. Confirm criteria for
s: TEST .

S the custom one-time
text message. This is
your last chance to

%> 3. Confirm criteria for the Custom Recall job and accept or change the name ofyour job. H
4. Click Continue to submit your Custom Recall job and gt text will be sent to each patient in your MyList u dete your MyLISt
that has a cell number on record and meets the selection criteria. before Crec‘ting the
Note: This is your last chance to update your MyList before creating this Recall job. Who's in MyList? Refresh MyList . .
If you schedule a recurrent job, we encourage you to regularly refresh your MyList and review your patient's information in the CIR. Scheduled text reca “ JOb C | |Ck on the
messages will be based on the latest refresh of your MyList. |ink to see “ WhO’S in
MyList?” or click the
All patients in MyList For immunization series: Include patients who are missing : “ H ”
Patients missing any age appropriate immunization Refresh MyList
Sex: all link.
Text Message Type: One Time
Date of Run: 08/05/2025 f. Accept or cha nge the
Default Message:  You or your child born in <BIRTH YEAR= is overdue for immunization.
Call RECALL FACILITY at 929-111-1111 to schedule. Job Name.
VvJub Name for identification later TEST2025080401 J g. Click Continue =» to
Ve recommended you give your list a brief and clearly descriplive name.
schedule the job.
& Change | Cancel X J Continue <
Coverage, Reminder/Recall 30
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Custom Recurrent Text Message — Set Up Job

on“ne Reports Add/Edit  Tocls Dashboards Recall
&35 ke L Le L das 1)
a. To set up text message to run
) Use this page to set up Reminder/Recall lists, letters, or texl message jobs. . I t t h f | I Wi n .
New! Sel up REMINDER text message jobs directed at patients who will be due for selected immunizations in the next 28 days. RECALL messages are directed al on e t ! me ’ se ec e o o g °

patients who are due now or past due. Each Outreach Type, REMINDER or RECALL, must be sef up as separate jobs. If you viish fo direct messages to patients
for both REMINDER and RECALL jobs, retum to this initial Reminder/Recall screen to set up each of the Outreach Type jobs using the same parametersicriteria -

C + Outreach Type: Recall
age range. vaccing series - you have selected
%) Ifyou have not already done so, before selecting your custom Reminder/Recall criteria, please: . Pa ra meter Type: C u stom

1. Please review patients in MyList. Refresh MyList before creating a new Reminder/Recall. .
.
2. Update addresses, cell phone numbers, emails, and immunizations of your patients. Hint: from MyList, select each patient fo view their record, select the ContGCt Type TeXt M eSSGge

Update Patient Info tab, then enter the updated information

+ Select: Recurrent
Patients without cell phone numbers will not receive ReminderRecall notices via text message. Note: Collecting cell phone number data in the CIR is relatively nev
Please check that your EMR is set up to report cell phone numbers and/or use the Online Registry’s Update Pabent Information screen to update cell phone .
numbers at the time of the patient's visit Click  Continue
) To create a new Reminder/Recall job, follow the steps below.
1. First, choose an Outreach Type will be sent o patients d in the next 28 days. Recalls vill be sent fo patients due
Pk chioes oy 8 b. In the next screen, select your
2 Next, choose 2 Parameter Type. If you want to run a job using your MyList, choose "Standard”. Choose "Custom” to specify age range, sex, and vaccine H H H
N e a o ek b el youk by iy criteria from sections A, B,
3. Then, choose a Contact Method If you are sending text messages, choose the frequency of contact. Recurrent texds for recall jobs will be sent every 28
days, and recurrent texts for reminder jobs will be sent every 14 days, within the start and end date indicated. One-time fexts will send only once on the date: an d C .
indicated

22 i you are sending text messages, it is recommended to run a List (List or Letters) the first time to view the list of recipients.
You will not be able to view the list of recipients during the text message set up.

Please read the frecall tion guide, brief text messaging quide, and reminder text messaging quide carefully before attempting to set up ¢
send text messages.

To recall patients based on up-to-date rates using list or letters, use the Coverage Report Tool

1. Outreach Type: Reminder

2. Parameter Type: Standard
3. Contact Method: List or Letters

Recall

Custom a
Text Message &
One Time ® Recument

ontinue < :
rage, Reminder/Recall

31
31
L]
Recall: Custom Recurrent Text Message
Online ; Reports  AddiEdit " Tools  Dsshosrds Recall Mb—« WA | Set Btele Orome
&35 RLe L [s I Ja Lo Tgtes Jus Lo 1+ e
R b. Select patient and immunization
. . p
criteria:
You are here: Home > Recall > Setting up a Recurring Recall text job
) LTE:&‘;;?L?::MQ instruction guide and brief text i fully before attempting o set up A ChOOSG one Of the three Gge ronge
ot i s oo e i eachcn ik s e o e ot R ok 1 13 et s v choices in the left column.
now be included in the output for recall jobs based on MyList
B. Specify gender, optional.
A ® Auposents inyList TR
Y R R e R————— C. Next, choose one of the three
e = e L choices in the right column to
e - include patients to recall who are:
- 1.missing age-appropriate
2 immunizations, or
2.missing any age-appropriate
immunizations from a specified
i SRR vaccine series, or
T Lo - e e 3.missing a specified # of valid
E=re— 3 g een (e doses from specified series.
T v (B e
e et
ot s
T Coverage, Reminder/Recall 32
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Custom Recurrent Text Message — Enter Date
Range & Select and Compose Message

If you choose to send a default message, fill in your facility name and contact number to
schedule an appointment. Each patient’s year of birth will be populated by the CIR. Use the
default message only for patients under 19 years old.

If you choose to send a custom message, please note that it is your responsibility to adhere to
the laws, rules, and regulations that apply to the disclosure of confidential and sensitive
information in the content of your custom text message and include your facility name and
contact number.
c. Enter the date range but

Enter the cate range tis Select message ) This message will be sent to each patient on your recall I

. . ,
Bl e o i avoid entering today’s
NGnTE ;‘-}\H recall rbczusl:ﬂi @ Use default message will inser! patient birth Y NOTE: To allow patients to opt out of .
obn wilrum vety 28 daya serlpa rocchie o rebemaes e, e o
trom pour sertdaie. Once iy | O R e el or e sanple 7o siop reminders lext STOP" willbe date. Messages will be

message provided
job is created, you may stop I ) added to the end of your message.
e el FACILITY NAME (up o 30 characters] ¥ g sent every 28 deS
I;mmga off Hme Jf‘llj DS E"e RECALL FACILITY. Patients who text “STOP" will not receive N
eminderiRecall Job List. Characiers remaining 15 any future text messages via the CIR Pati . .
atients in MyLIst will

az CONTACTNUMBER [@29) 111411 ] . .
B SciAdE S automatically age in and

[os” /s Ju[2025 ]
.l: T‘“ZMEM@ ) Use custom message RECALL FACILITY (929) T11-1111 out, and be added or

Q

Type in your cuslom message. Your | 98 character limit Please note that it is your responsibility to .
m:pm:;:dn:l::amo&ﬁ:;;n;m; adnere to the laws, rules, and regulations removed depend Ing on

that apply to the disclosure of confidential
and save your facility name and

et minmtemmemheesnss D status.
Please do not use any non-English Characlers remaining. 98 <
e - d. Next, choose a default
message or choose
Cencel X | Ciear ] | Contnue |
custom message.
Coverage, Reminder/Recall 33
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Recall: Custom Text Message — Confirm and Name Job

Reports Add/Edit  Tocls Dastboards Recall Adv Evet W SetUp [ETincd Qualp O Home.
Online -
Registry % @m@ i‘ *," "2? [ RECALL Tes1 8

2 3. Confirm criteria for the Custom Recall job and accept or cnange me name olywr]ob
4, Click Continue to submit your Custom Recall job and will be sent to each patient in your MyList
that has a cell number on record and meets the selection crnerla

Note: This is your last chance to update your MyList before creating this Recall job. YWhe's in MyList? Refresh MyList
If you schedule a recurrent job, we encourage you to regularly refresh your MyList and review your patient's information in the CIR. Scheduled text
messages will be based on the latest refresh of your MyList

All patients in MyList For immunization series: Include patients who are missing :
Patients missing any age appropriate immunization ACCGpt or ChG nge the JOb que'
Sex: &l Click | Coninue 5 |to schedule the
Text Message Type: Recurrent .
Date Range: 08/05/2025 - 12/05/2026 Jo b.
Default Message:  You or your child born in <BIRTH YEAR> is overdue for immunization.
Call RECALL FACILITY at 929-111-1111 to schedule.

Job Name for identification later: = |TEST2025080401

We recommended you give your list a brief and clearly descriptive name.

# Chenge I Cancal X I Continue <

Coverage, Reminder/Recall 34
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D Use this page to set up Reminder/Recall lists, letiers. or text message jobs

BHcle O rome

Custom Text Message — View Jobs

To view current

Recall | Ade Evet Wik

sosns M s e i i ESREEETED
waai g Js.. Ea ot st Qm,w_ &

or completed

o jobs:

type/dose numbers. Default Message: You or your child bom in <BIRTH YEAR> is overdue for immunization.
3. Then, choose a Contact Method If you are sending 1ext messages. cheose the frequency of conta | I )7
days, and recurrent texts for reminder jobs will be sent every 14 days. within the start and end date o REC:‘“' EACHITY; %28 260 8735 ko nchucite
indicated Job State: Compiete
> o ding text it i ded to List (List or L o }mﬁ et e LS
> u are sending text messages, it is recommen: run o List (List or Letiers) irst time to v =
Y30 will not e albie 10 view the ISt of reCipiants dUring the text message st Prevous
Please read the instruction guide brief texi messaging guide. and reminder tex|
send text messages. Completed Run(s) P
To recall patients based on up-o-date rates using list or letiers, use the Coverage Report Tool Lol s
03/1020250501am __ COMPLETED 24
—

New! Set up REMINDER text message jobs directod ai patients who wit be dus for selected immunizston] * Click on Recall
patients who are due now or past due. Each Outreach Type. REMINDER or RECALL, mustbe selup as o o Ty i detais,
Eont o i o v cr 3 G, Each Syt em, kG o NECALL ot oo i v umwgmh;mmmmww e D .
age range. vaccine series - you have selec 4 . .
5 Wyou have not already done so, before selecting your custom Reminder/Recal criteria, please: D e oo e ety kit gl = c li ck on the
1 Pleass review patients in MyList. Refresh MyList before creating 3 new ReminderiRecall. name Of the H ob
2 Upaate adaresses, cell phone numbers, emaits. and immunizations of your patients. Hint trom 11y | [[S DS NATS, ___Z0250G003TESTY n J
Update Patient Info tab. then enter the updated information. .
Criteria bl
Patients without cell phone numbers will not receive Reminder/Recall notices via texd message. Note: Coll (50 & . TR n ue.
Piease check that your EMR 15 set up 10 report cell phone numbers and/or use the Online Registry's Upday| Created Oni don: patients in MyList | Doses:
Pusmbers af the tims. of the patients visit GRS |Paenis Wy ol | Palenis msse oy enang s ob he i
3 To create a new Reminder/Recall job, follow the steps below. A immunczaton ° T e jOb
1. First, choose an Outreach Type. Reminders will be sent 1o patients due immunizations in the next J TextMessage Type:  Recurrent
IMMURZAONS NoV ) Start Date: 06102025 summary of the
2 Next, choose a Parameter Type. If you want 16 fun a job using your MyList choose “Standara” Chd End Date: a2z

call, including
job status,

criteria of the
recall and the

1. Outreach Type: Reminger Recall
2. Parameter Type: Standard Custom

3. Contact Method: List or Letters Text Message

Contnue

One Time

Reminder/Recall Job List
This table shows Reminder/Recail jobs you have created in the,
the ‘Refresh Page’ link. Flease wail while this page loads ¢

Contact Method _ Based On Status

7 This page will refresh every 2 minutes. You can manually refresh

AS

text message is

table, click on the

patients included.

From the Completed Runs

job to view details about the

shown.

date of your |* Jobs can be also
cancelled from
here.

Recurrent Text Message  Recall

Active (Next Run: 09/05/25)

08/04/2025 2:34pm

Coverage, Reminder/Recall 35
Cust f[ext M Vi Job Run Detail
Onlme Tools Dashboards  Recall dAdd | 7 N = B
. Emil
Regisiry %5 [ ) .
ss: TEST N M
& Click the Excel View
Job Runs Details
2 This page displays the list of patients included in the completed job run selected . . .
5 ncludos reported vacinatons compared aganst he Immunization Schedel s of e dale th s s prepared link to view your job
2 To view a full summary of details for this completed job run, click the "Job Run Defails™ Excel icon. H
B P run details.

= Details for Job Name /2025060403TEST"
Criteria m!:nz'mn-mw‘n. e - — —— - " .
Created On: Om: All patients in MyList Doses: 50 hnozass e conOwe ouonoe G0 canane:

06/04/2025 4:20 pm Patients in My List Patients missing  § owm kseninm

sex: appropriate immu : S T
Al GG e —
Text Message Type: Recurrent
Start Date: 06/10/2025
End Date: 121102025 S S e IS A WS IR Gl R e et
Default Message: You or your child born in <BIRTH YEAR> is overdue for immunization ereTiess ol e e 0 e
Call RECALL FACILITY at 929-289-0733 lo schedule
Job State: Complete
Last Run: 06/10/2025
§Previous
Run Date: 06/10/2025 08.01 am ] Vievi.Job Run Detais
Sex

1 Kinu-Test Brian-Test M 02162014

2 Kiru-Test Miles-Test F__ 01152015

3 Kinu-Test Missy-Test F 03112009

4 Overdue Jr lam M 10/0172008 -

§ RecallKiru Boy M 1110122015 - 5
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Custom Text Message — Job Run Details (Excel Output)

Job Name: TEST2025060403TEST

Facility Code:  5555R56 Facility Hame RECALL TEST FACILITY
Created By:  eliang3
Created On  06/04/2025 420 PM  Start Date 06/10/2025 End Date:  12/10/2025

Date of Run:  06/10/2025 8:01 AM

Outreach Type: Recall
Contact Method: Text message
Based On- All patients in MyList
Sex: All
Doses: Patients missing any age appropriate immunization

Total Patients who met Age/Sex criteria: 40, Patients UTD: 0 (0.0%), Patients not UTD: 40 (100.0%)
Total Patients not UTD who have a cell # 28
Total Patients sent text msg (did not opt-out): 24

Sent Text Msg Opted Out Text Msg Last Name First Name: DOB Sex MRN CIRId Address City State ZIP Home Phone Cell Phone Email Address

Y N REMINDER BABY 04/28/2015 M "07459767 X00X GGGG FFQSSSC A NY  "11201'5466234689 646 .. ...J

\4 N OVERDUE JR 1AM 10/01/2008 M "907512930 1 FALL STREET MANHATTARNY ~ "10016™9173190521 917 1 test@health.nyc.gov

Y N RECALL-KIRU BOY 11/01/2015 M "808004315 73z -

N Y RECALL-KIRU FAKE 05/01/2016 M "308278106 987 TEST ST. NEW YORK NY 12345 678

N Y TEST TEST 03/13/2006 M "08305403 9876 54321 ST BROOKLYN NY "1210"1234567890 123 4+ Test.Test123@somemail.net

The downloadable list of patients contains:

* Summary of the criteria for the recall job

* Number of patients UTD and not UTD

* Text message sent status

* Patient status for accepting text messages

and immunizations past due.

* Medical record number, CIR ID, contact information,

Coverage, Reminder/Recall 37
Custom Text Message — Cancel Job (CI)
Online Reports’ AdSIEdH _Tods  Dssbowts Rocall Al Ewmt _WH | Seklp Ol O vems You can cancel a scheduled
& HOITHODOT == -
gistry Ay B ) NS recall text message job (one-
[Reminder 1 Recan | i
time or recurrent) through the
£ Use this page to st up ReminderRecal lists, leflers, or text message jobs . .
Reminder/Recall Job List.
New! Set up REMINDER text message jobs directed at patients who viill be due for selected immunizations in the next 28 days RECALL messages are directed at
patients who are due now or past due. Each Outreach Type, REMINDER or RECALL, must be set up as separate jobs. If you wish to direct messages 1o patients
for both REMINDER and RECALL jobs, return 10 this initial Reminder/Recall screen 1o $él up each of the Oulreach Type jobs using the same parameters/ciiteria - H « PH
206 g, vacine sens youhave s a. Click “Cancel Job” link to
2 Hyou have not already done so, before selecting your custom Reminder/Recall crileria, please: . .
1 Fesss e oot o, bfrs cresing e Remir o review your job before
2. Update addresses, cell phone numbers, emails, immunizations of your patients. Hint: from MyList, select each patient to view thew record, select the H
Update Patient Infa fab, then enfer the Updated information 4 cancelin g.
) Ifyou are sending text messages, it is recommended to run a List (List or Letters) the first ime to view the list of recipients. . “ N
You will not be able to view the list of recipients during the text message set up. b. Click the “Delete” button to
L;n:uulrt:;t;wsm“ the: instruction guide. brief .quide_ and reminder text messaging guide carefully before attempting 1o set up or can Cel a Job Wlt h OUt reVi ew.
To recall patients based on up-to-dale rates using list or letiers, use the Coverage Report Tool A” jObS Selected ‘ ) W||| be
1. Outreach Type: Recat canceled and removed from
2. Parameter Type: tom .
3 Contact Methocs your Reminder/Recall Job
One Time Recurrent Continue < L. t
IST.
Reminder/Re aRb List
This table sho minder/Recall jobs you have crealed in the last year This page will refresh every 2 minutes. You can manually refresh the Job List page using
the Refr ink_Please wait while this page loads completely. Refresh Page
MJ
@ Job Name .~ Contact Method .~ Based On Status Patients Date Created Cancel Job. a
TEST2025080401" Recurrent Tex Message  Recal Active (Hext Run. 09105725) 08/042025234pm  Cancel Job &
Coverage, Reminder/Recall 38
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(S35 ks Lo Je Tt Lo L Jg T

a.
J This page shows the details for your Recall job. You may use this page to (1) view the details, or (2) cancel your job. If you
ccancel a job in emor, you will be given an opportunity to "Keep"” the job.
D To view the list of patients included in a previously completed job fun, click on the date of run of interest in the "Completed C
Run(s)" section below. .

[ 7= Details for Job Name “TEST2025080401"

Criteria

Created On: Based On: All patients in MyList | Doses:

08/04720252:34pm | Patients in My List Patients missing any e Hia Job
Sex: age appropriate Bznonz
All immunization

Text Message Type: Recurrent

Start Date: 09/05/2025

End Date: 120572026

Default Message:  You or your child born in <BIRTH YEAR> is overdue for immunization.
Call RECALL FACILITY at 929-111-1111 to schedule

Custom Text Message — Cancel Job (b)

_ If you click the CencelJob X | [ink from the
Onlrne Tods Omtbowse Rocall Ak Evet Wi | S5tUp Reminder/Recall Job List, you are taken to the
%  View Job screen.

Review your job details.

Click the | cancetsob | button

Read the pop-up message and click the

Cancel Job button to cancel remaining

recurrent scheduled jobs, if any

+ If you are trying to cancel a one-time

job, we cannot ensure that a job run
scheduled the same day as your
cancellation request will be terminated
in time.

Job State: Active LNe)d Run: 09/05/25)
Next Run: 09/05/2025
#Previous| Cencel Job X
Completed Run(s) =
Date of Run Status ""'I‘ml Note: We car
No text message jobs - c cancellation
- Toca
- lfyou
Job."

Coverage, Reminder/Recall

A Are you sure you want to cancel this job? If you cancel this job, your
remaining scheduled jobs will be cancelled. You will still be able to
view previously completed jobs,

nnot ensure that a job run scheduled the same day as your
request will be terminated in time.

ncel this job, click "Cancel Job."
would like to continue running this recall job, select "Keep

g | cancel Job || Keep Job

39
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Reminder: “Due
m&ai’“%ég s i o 1 R —

3 Use this page o set up Reminder/Recall lists. letiers. or lext message jobs
New! Set "-"-‘n tents wh
patients who are due now or past due. Each Outreach su;mmusnm RECALL, must be sel up as separate b- If you wish fo direct messages (o p:
for both REMINDER and RECALL jobs. retum 10 this mhal REMMC!;‘R&CM\ screen to sel up each M
age range, vaccine senies - you have selected.

3 Myou have not aiready done 5o, before selecting your custom Reminder/Recall crtena, please

1 Please review paents n MyList Refresh MyList before creating a new Reminder/Recall.

2 Updale addresses, cell phone numbers, emall. and immunizatons of yous pabents. Ha, from MyLis, seiect each patent fo v thes record, select the
Update Patient Info tab, then enter the updated infermation

will be due for selected immunizations in the next 28 days. RECALL messages are directed at
to patient:

Patients without cel phone : Gata i tne CIR s rlately pev.
Please check hat your EMR 1 setup o T3 ceh pone humbers andier vae ihe e Fegistny’s Upaste Posen Iboim kon s<rcen 16 upaste Co3 pHOne
numbers at the time of the patient's

) Tocreate a new Reminder/Recall |-t follow the steps below.

1. First, choose an Outreach Type. sentto In the next 28 days. Recalls vall be sent to patients due

immunizations nov

2 Mext choose a Parameter Type. If you want fo run a job using your MyLis!, choose “Standard”. Choose “Cusiom’” 1o specily age range, sex. and vaccine
typeidose numbes

3. Then, choose a Contact Method. If you are sending text messages. choose the frequency of contact Recurrent texts for recall jobs will be sent every 28
days, and recurrent lexts for reminder jobs will be sent every 14 days. vithin the start and end date indicaled. One-time fexts will send only once on the date
indicated.

O Hfyou oro sonding bt messages, It i rocommmendod kyun.a Lt (Listor Letirs) the Bt thne 0 view the Bt of rocipients.
ki will ok be abie 13 view the st of recipients during the text message set
Important: Please read the quide, and reminder et
s2nd text messages.

instruction quide. brie! before atiempting 1o s¢1 up of

To recall patients based on up-to-date rates using list or letters, use the Coverage Report Tool

Soon” ®

© Oranae status circle indicates
To create a list, or labels & letters for

patients Due Soon, select the
following:

° Outreach Type: Reminder

° Parameter Type:
* Standard - for retrieving patients who do
not have any vaccine Due Now (past due);
* Custom - for retrieving patients for specific
vaccine of interest that are Due Soon, and
may also be past due other vaccine
* Contact Type: List or Letter
The reminder list is based on patients

in the MylList.
Follow the instructions.

For this group of patients, the excel
output will show both vaccines that are

1. Outreach Type: ® Reminder Recall
2. Parameter Type: ® Standard Custom
3. Contact Method: ® List or Letiers Text Message T
One Time Recurent Contnue <
A B c D E F G H J K L M
1 Reminder Name: Bes, D 2023-04.26
2 |Date Created: 4/26/2023 12:23:08 AW
3| Created By: 22904
4 |Based On: Patients in "My List’
S | Standard Reminder: Selected Due Soon’ patients.
6 | Total Patients: 15, Patients UTD: 0 (0%) Patients not UTD: 14 (93%) Patients Due Soon: 1 (7%)
7
5 LastMame FirstName Sex, G Medroxum Addross Cit State Zip Home Phon CallPhone Oed Out Text s
S RENINDER TES REMINDER TEST ooz 7 errossosz
:
11 Coverage, Reminder/Recall
12 1

Due Soon and Due Now.

Due Soon Due Now
HepB-1, Rotavirus-1, DTP-1, Hib-1, Pneumococeak-1, Poiis-1

40
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Replies to Text Message

* The current text messaging functionalities do not allow
direct two-way communication to providers; BOI is able to
view replies

* Majority of recipients do not reply to the messages.

* <5% of the recipients opt out of messaging from their
providers.

Coverage, Reminder/Recall Health 41
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Best Practice Tips for using OR
Reminder/Recall and Text Messaging (1)

U 1. Patient follow-up protocols:

If you choose to use the text messaging tool to communicate with parents and/or
guardians of the children, please check your current protocols for contacting
patients for follow-up and consult with your own legal advisors regarding text
messaging parents, guardians, or patients without express consent. Do not use
private health information in text messages.

4 2. Patient participation:

Engage patients in support of text messaging for follow-up and appointments.
Inform patients that if the mobile number is shared by family members, opting
out of receiving a message means opting out all members from receiving future
messages, including centralized public health messages from BOI.

U 3. Mobile phone number accuracy:

Determine your workflow for routinely updating mobile phone information in the
Online Registry. Facilities using HL7 messaging to report to CIR should EMR
vendor. Check that numbers are correctly displayed in the Online Registry.
Determine workflow and train staff to enter data accurately in the correct screen
and data fields.

Coverage, Reminder/Recall 42

42

Coverage, Reminder/Recall Guide

21



Best Practice Tips for using OR
Reminder/Recall and Text Messaging (2)

O 4. Staff roles: Large sites may want to designate a staff person to
manage refreshing MyList and manage recall jobs. Coordinate efforts
and decisions on prioritizing groups for recall.

O If a recurrent recall text message job is set up, refresh the MyList
monthly and update patient Active/Inactive (MOGE) Status.

O Run a recall list to preview the group that will receive the message
before setting up and sending text messages.

O Recalls can increase call volumes. Check that scheduling phone
number is given to patients for appointments. Provide staff with
scripts, answers to FAQs.

U Recurrent jobs will expire and will need to be set up yearly
O Check vaccine supplies

Coverage, Reminder/Recall Health 43
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Best Practice Tips for using OR
Reminder/Recall and Text Messaging (3)

O 5. Composing and scheduling text messages tips:

U Avoid scheduling text messages the same day you create them to
allow time to cancel the job

O Avoid excessive text messages to the same recipient that might cause
message fatigue and lead to opting-out

U Compose professional and grammatically correct messages

O Avoid copying and pasting text from a word processing program into
the message box to prevent hidden formatting symbols from
appearing in the resulting delivered message

U Do not enter foreign language texts. Language conversions cannot be
controlled from end-to-end to the recipient’s service provider

Coverage, Reminder/Recall Health 44
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Further reading

immunization coverage.

CD003941. DOI: 10.1002/14651858.CD003941.pub3.

provider are received better and are more effective.

Coverage, Reminder/Recall

Studies have shown that reminder/recall efforts can improve

Jacobson Vann JC, Jacobson RM, Coyne-Beasley T, Asafu-Adjei JK, Szilagyi
PG. Patient reminder and recall interventions to improve immunization
rates. Cochrane Database of Systematic Reviews 2018, Issue 1. Art. No.:

While the Bureau of Immunization may send vaccination recall
messages to individuals, messages when sent by the patient’s

Health
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Contact Information

Citywide Immunization Registry (CIR)
NYC Department of Health and Mental Hygiene

General CIR contact information:
Tel: 347-396-2400

View additional guides:
nyc.gov/health/cir

E-mail: cir@health.nyc.gov
(Subject line: Recall; your facility name and code)

=
Coverage, Reminder/Recall
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