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Assess Practice Readiness for using CIR 
Recall Text Messaging
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 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?

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

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

 Is there coordinated effort and decision making on prioritizing groups for recall? 
 Is the MyList regularly refreshed and patient information regularly maintained 

(monthly): patient’s Active/Inactive status (MOGE), text messaging acceptance?
 Are staff available and trained?
 Is there an available dedicated appointment phone line?
 Have Online Registry recall lists been generated for review/preview prior to using text 

messaging?
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• Reminder: Patients who have immunizations due soon, 
in the next 28 days.
• Recall: Patients who are due now or past due.

Difference Between Reminder and Recall
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Prepare MyList before running recall jobs:
Check the last time MyList was updated and “Who’s in MyList” 
Refresh MyList (located in the MyList screen) 
 This feature retrieves patients you immunized in the past who are in the CIR 

but may not already be on MyList.
 Choose to limit or expand your patient list based on patients:  
Seen within n number of years
Looked up in CIR (have not had vaccination at the practice yet)
MOGEs

Review and edit patient’s last valid contact information
 MyList is sortable, downloadable to enable review of missing or outdated 

contact information
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.
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MyList: Who’s in your MyList?
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Refresh MyList
• Before running the recall, 

make sure your MyList is up 
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 MyList
monthly, maintain and run 
reports.
• Customize your population for 

recall.
• After refreshing MyList, 

review your records for any 
duplicates or missing records.
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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  column. Click 
Remove. The record is removed from MyList, but remains in CIR.

To add back a patient, search again in the Search screen.
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Update Patient Info: Address, Phone, MOGE Status
• Update patient information, 

address, home phone, 
parent/guardian cell/mobile 
phone, and parent/guardian 
email address, text message 
status

• Note: Information reported by 
Vital Records may not be 
edited online. 

• You may send a copy of the 
revised birth certificate by fax 
to (347) 396-2559 or call us at 
(347) 396-2400

• Mark if MOGE (Moved or Gone 
Elsewhere)

• MOGE choices:
– Not in my practice
– Not in NYC (moved)
– Patient deceased

MOGE Criteria: https://www.nyc.gov/assets/doh/downloads/pdf/cir/vfc-moge.pdf Coverage, Reminder/Recall 8

7

8



Coverage, Reminder/Recall Guide 5

The coverage or recall/reminder reports are only as good as 
the immunizations and contact information your practice 

reported to the CIR. 
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Online Registry – Coverage Report Tools
• 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 Coverage Reports.
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Coverage Report Set-up
STOP. Before running recall jobs, see 
how to Prepare and Refresh MyList

Name your Report for 
you to identify easily 
later. The report list is 
shared by all users at 
your facility

• Select your 
desired coverage 
report to run

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

• Click cont.
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Coverage Report Results

• A green check 
mark will appear 
to indicate your 
coverage report is 
being processed.

• Click on Recent 
Coverage Reports 
to find your report

• Click on Done to 
view results.
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Coverage Report: Create a Recall Job
• The results include a 

summary and a list of the 
patients who are not UTD. 
From here, one may 
create a recall list and 
letters. 

• Currently, text messaging 
is not available from this 
process but can be 
created using the Custom 
Recall functions. 

• You may take the results 
to produce a Recall List.
Click on 
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Review and Update Records
(a) Review each record

The recall process allows multiple chances to 
update records. Step through these screens 
record maintenance has been done.

Select all patients in the recall list

(b) Update immunization record if needed

(c) Update patient information

Coverage, Reminder/Recall 14
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Recall from Coverage Report: Select List or 
Labels & Letters

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

• a List (downloadable 
in Excel), or

• Labels & Letters. 
• Click
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Output: List Example
• Recall list output:
• Lists are always 

found in the Recall 
area.

• Results include the 
vaccines targeted in 
the coverage report, 
plus any other 
vaccines due to help 
avoid missed 
opportunities.

Coverage, Reminder/Recall 16
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Reminder/Recall

Follow the 
on-screen 
instructions

Coverage, Reminder/Recall 17

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

Recall: Custom List or Letters: Set Up Job

a. To set up a custom list, or   labels 
& letters for patients Due Now, 
select the following:
• Outreach Type:  Recall
• Parameter Type:  Custom
• Contact Type:  List or Letter

Click 

b. In the next screen, select your 
criteria from sections A, B, and C.

Coverage, Reminder/Recall 18
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Recall: Custom List: Select Patient and

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

Immunization Criteria

Custom Recall List or Letters Example - HPV
Example: 
To recall patients who are 9 and 10-
years old due for HPV vaccine 
A. Select “Age Range” and enter “9”, 

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

B. Keep the gender default options 
and 

C. Select “For immunization series: 
Include patients who are 
missing…[a]ny age-appropriate 
immunization from the series only,” 
and choose “Human 
Papillomavirus”

Results: Patients who are 9 and 10-
years old missing the HPV vaccine
Results will also list additional 
vaccines missing.

Coverage, Reminder/Recall 20
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Custom Recall: View Patients Retrieved for this Job

The status changes from 
“Selecting Patients…” to 
“Pending Review” (Done)
It may take some time.

Click on the list of 
patients that are 
“Pending Review”
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Output: List, Letter and Labels

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
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Recall: Custom Text Message
A sample of how the messages you send will look on the screen of a mobile phone:

It is important to include 
the practice phone number 
and practice name, shown 
here as “The Best 
Practice,” so your patient 
knows who is sending the 
message. 

Shown are examples of a 
(1) default message and 
(2) custom message

Auto-reply confirming 
patient has opted out of 
receiving text messages 
after replying, “STOP”.

Auto-reply confirming 
patient has opted back in 
to receive text messages 
after replying, “OOPS”.

Short Code: 850-80.
This is the number
that recipients will 
see when you text 
them. 

Include the practice 
appointment phone 
number. 

The recipient always 
has the option of 
continuing to receive 
messages or 
stopping them.

Coverage, Reminder/Recall 24
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Custom Text Message –
Facility Name and Contact Settings

Before setting up a text message 
job, you can enter your facility 
name and phone number in settings

A. Go to Set Up
B. On the bottom on the page, enter 

your facility name and phone 
number

C. Click Confirm to save your changes
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Custom Text Message – Prepare and Update 
Patient Information

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.

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.

Before creating a custom recall 
text message job, please do the 
following: 
1. Refresh MyList
2. Review patients in MyList
3. Update patient information to 

include a cell/mobile number
4. Update the opted in or out 

status of patients for receiving 
text messages.

Before creating a custom recall 
text message job, please do the 
following: 
1. Refresh MyList
2. Review patients in MyList
3. Update patient information to 

include a cell/mobile number
4. Update the opted in or out 

status of patients for receiving 
text messages.

• By default, all patients with a cell number 
will be opted in to receive text messages.

• If patients ever want to opt out or opt 
back in to receive text messages, update 
their status here. 

Coverage, Reminder/Recall 26
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Custom One-Time Text Message – Set Up Job

Important:  First, run your criteria as a Custom List job to review 
the patients who will receive the text messages. You will not be 
able to see a list of patients until after the messages are sent out. 
Refresh your MyList to show the current information reported to 
CIR by your facility, if reporting by EMR or billing

a. To set up text message to run 
one time, select the following:
• Outreach Type:  Recall
• Parameter Type:  Custom
• Contact Type:  Text Message
• Select: One Time

Click
b. In the next screen, select your 

criteria from sections A, B, and C.
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Custom One-Time Text Message – Select Patient 

b.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.

Coverage, Reminder/Recall 28

Immunization Criteria
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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.
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• 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.

Recall: Custom Text Message – View Jobs
e. Confirm criteria for 

the custom one-time 
text message. This is 
your last chance to 
update your MyList
before creating the 
recall job. Click on the 
link to see “Who’s in 
MyList?” or click the 
“Refresh MyList” 
link.

f. Accept or change the 
Job Name.

g. Click continue to 
schedule the job.

Coverage, Reminder/Recall 30
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Custom Recurrent Text Message – Set Up Job

a. To set up text message to run 
one time, select the following:
• Outreach Type:  Recall
• Parameter Type:  Custom
• Contact Type:  Text Message
• Select: Recurrent

Click
b. In the next screen, select your 

criteria from sections A, B, 
and C.
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Recall: Custom Recurrent Text Message
b. 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.

Coverage, Reminder/Recall 32
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Custom Recurrent Text Message – Enter Date 
Range & Select and Compose Message

c. Enter the date range but 
avoid entering today’s 
date. Messages will be 
sent every 28 days. 
Patients in MyLIst will 
automatically age in and 
out, and be added or 
removed depending on 
UTD  status.

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.  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. 
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Recall: Custom Text Message – Confirm and Name Job 

Accept or change the Job Name.
Click  continue to schedule the 
job.

Coverage, Reminder/Recall 34
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Custom Text Message – View Jobs

From the Completed Runs 
table, click on the date of your 
job to view details about the 
patients included. 

• To view current 
or completed 
jobs:

• Click on Recall
• Click on the 

name of the job 
in blue.

• The job 
summary of the 
call, including 
job status, 
criteria of the 
recall and the 
text message is 
shown.

• Jobs can be also 
cancelled from 
here.
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Custom Text Message – View Job Run Details 

Click the Excel View 
Job Runs Details
link to view your job 
run details. 

Coverage, Reminder/Recall 36
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Custom Text Message – Job Run Details (Excel Output)  

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. 
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Custom Text Message – Cancel Job (a)
You can cancel a scheduled 
recall text message job (one-
time or recurrent) through the 
Reminder/Recall Job List. 
a. Click “Cancel Job” link to 

review your job before 
canceling.   

b. Click the “Delete” button to 
cancel a job without review. 
All jobs selected (   ) will be 
canceled and removed from 
your Reminder/Recall Job 
List.

Coverage, Reminder/Recall 38
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Custom Text Message – Cancel Job (b)
If you click the Cancel Job link from the 
Reminder/Recall Job List, you are taken to the 
View Job screen. 
a. Review your job details.
b. Click the  Cancel Job button 
c. 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.
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Reminder: “Due Soon”    
Orange status circle indicates 
there is a vaccine that is Due 
Soon (within a month).  

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 MyList.
Follow the instructions.
For this group of patients, the excel 
output will show both vaccines that are 
Due Soon and Due Now.

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

 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.

 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. 
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Best Practice Tips for using OR 
Reminder/Recall and Text Messaging (2)
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 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. 
 If a recurrent recall text message job is set up, refresh the MyList

monthly and update patient Active/Inactive (MOGE) Status. 
 Run a recall list to preview the group that will receive the message 

before setting up and sending text messages. 
 Recalls can increase call volumes. Check that scheduling phone 

number is given to patients for appointments. Provide staff with 
scripts, answers to FAQs. 

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

Best Practice Tips for using OR 
Reminder/Recall and Text Messaging (3)
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 5. Composing and scheduling text messages tips:
 Avoid scheduling text messages the same day you create them to 

allow time to cancel the job
 Avoid excessive text messages to the same recipient that might cause  

message fatigue and lead to opting-out
 Compose professional and grammatically correct messages
 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

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

43

44



Coverage, Reminder/Recall Guide 23

Further reading
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Studies have shown that reminder/recall efforts can improve 
immunization coverage.

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

While the Bureau of Immunization may send vaccination recall 
messages to individuals, messages when sent by the patient’s 
provider are received better and are more effective.

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 46

45

46


