
ImmTrac Reporting

Processes for 2009 H1N1 

Vaccine



 ImmTrac is the Texas immunization registry

 Serves as the tracking and reporting tool for Texas 
community preparedness effort

 Free service from the Texas Department of State 
Health Services (DSHS) 

 Repository of immunization histories for

 Texas children

 Texas first responders

 First responder family members 18 years of age 
and older

 Disaster-related information

What is ImmTrac?



Texas Administrative Code, Title 25 Part 1 Chapter 
100 Rule § 100.7 & § 100.8

 Allows for the inclusion of information about 
persons who receive antivirals, immunizations 
or other medications (AIMs) in preparation 
for, or in response to, a potential or declared 
disaster or public health emergency into 
ImmTrac

State Law Requirements



 As the reporting and tracking tool, ImmTrac will 
include information on all individuals who receive an 
antiviral, immunization or medication (AIM) in 
response to, or in preparation for, a public health 
emergency or disaster event (providers should notify 
each client receiving the vaccine of this information)

 Healthcare providers administering AIMs must report 
such information to ImmTrac

State Law Requirements



 ImmTrac will retain impacted individuals’ records for 
the mandated retention period of 5 years after the 
event has been declared over

 Opportunity to grant consent to remain an ImmTrac 
participant may be requested anytime prior to the end 
of the mandated retention period for any 
disaster/emergency (see Disaster Information 
Retention Form section)

State Law Requirements



Reporting the 

Administration of the 

H1N1 Vaccine to 

ImmTrac



How to Report the Administration of the 

H1N1 Vaccine to ImmTrac

There are two (2) ways to report the administration of

the H1N1 vaccine to ImmTrac*

1. Direct ImmTrac Online Application Entry

2. Electronic Reporting Interface

 Standard Import Data File Process

 Delimited File Format 

 Excel Spreadsheet Template

*Providers who are unable to report to ImmTrac using any of the methods listed above may contact ImmTrac via 

email at ImmTrac@dshs.state.tx.us (please type Reporting to ImmTrac in the subject line) or you may contact us via

telephone at 1-800-348-9158. 

mailto:ImmTrac@dshs.state.tx.us


Direct ImmTrac Online      

Application Entry



Logging Into ImmTrac

 Click the Click here link    

to bookmark ImmTrac’s 

home page

 Click the Logon button



Logging Into ImmTrac

 Read the Confidentiality 

Statement 

 Click the I Agree

button on the 

Confidentiality 

Statement



Logging Into ImmTrac

The First Time

 When logging in 

for the first time

 Type in the 

Activation Code 

from the red box

 Enter your assigned 

User ID

 Enter the temporary 

password

 Click “Logon”



Logging Into ImmTrac

The First Time

 You will now be asked 

to change your password

 Read through the 

Password Rules

 Enter the temporary 

(or old) password

 Enter the new 

password

 Confirm the new 

password

 Click “OK”



Logging Into ImmTrac

The First Time

 The password 

change will be 

confirmed

 Click the link to 

continue to use 

ImmTrac



Logging Into ImmTrac

 Enter User ID

 Enter Password

 Click the Logon button



ImmTrac Regular Mode

 The ImmTrac home 

page appears in 

Regular ImmTrac 

Mode as the default 

mode



ImmTrac Disaster Mode

 To expedite the entry of 
H1N1 vaccine 
administration, Disaster 
Mode should be selected

 To switch to Disaster 
Mode, click Disaster 
Mode

 The screen will 
automatically change to 
ImmTrac’s Disaster 
Mode



Searching for Clients

 To search for a client, 

first select the Disaster

the client is involved in 

from the drop-down 

menu

 Click Search for a 

Client



Searching for Clients

 ImmTrac offers three (3) search options:

 Quick Search

 Basic Search

 Smart Search



Searching for Clients

 Quick Search
 Is the default search type

 Expedites client searches while reducing keystrokes

 Allows retrieval of a client’s ImmTrac record by 

entering the ImmTrac ID number or the Social Security 

number (SSN) and date of birth or the Medicaid 

number

 If the client’s SSN or Medicaid numbers have not been 

provided to ImmTrac, the client’s record will not be 

found using this criteria even though the child may 

already participate in ImmTrac



Searching for Clients

 Quick Search
 Enter the client’s ImmTrac ID or

 SSN and Date of Birth or

 Medicaid Number

 Click Perform Quick Search



Searching for Clients

 Basic Search 

 Allows a broader search for a record using the client’s 

name, date of birth and sex



Searching for Clients

 Basic Search 
 Enter the client’s Last Name

 Enter the First Name

 Enter the Date of Birth

 Select Male or Female

 Click Perform Basic Search



Searching for Clients

 Smart Search
 Allows a user to enter additional client demographic 

information and utilize an intelligent matching 

algorithm to provide a greater chance of finding an 

existing ImmTrac client 

 If Quick and Basic searches do not find the client in 

ImmTrac, you can perform a more advanced search by 

using the Smart Search feature by entering additional 

client specific information. 

 Should always be used if a client is not found by a 

Quick or Basic Search



Searching for Clients

 Smart Search
 Enter all known information

 Required:
• Last Name

• First Name

• Date of Birth

• Sex

• Address

• City

• State

• Zip

• County

 Click Perform Smart Search



Searching for Clients

 ImmTrac will list any clients that matched your 
Quick, Basic or Smart Search criteria

 Select the correct client by verifying the name, birth 
date, mother’s first and maiden names, address, etc.

 Click on the client ID number in the Choose Client
column to open the record



Searching for Clients

 If the client 
is not found
you may add 
the client
With or
Without
Disaster-
Related 
Consent



Adding Disaster Clients

 To add a client, first 

select the Disaster the 

client is associated 

with from the drop-

down menu

 Click Add a Disaster 

Client



Adding Disaster Clients

 Enter required 

information on the 

Client Information 

screen

 Fields with a red

checkmark are required

 Click NEXT



Adding Disaster Clients

 Enter Guardian 

Information, Mother’s 

Information and 

Father’s Information, 

if applicable

 Click NEXT



Adding Disaster Clients

 Review information 

for accuracy 

 Click Edit to correct 

any errors or add 

additional information

 When all information 

is entered and 

accurate, click 

Continue



Adding Disaster Clients

 If there are any potential matches in the system, the 

Potential Match List screen will show a list of clients 

that could potentially match the client you are adding 



Adding Disaster Clients

 To verify that a potential match* is the same person as the 
client you are adding, click View Details  

*It is important to carefully review any potential matches that appear to

avoid duplication of client records



Adding Disaster Clients

 A pop-up box displays the client details including name, 

date of birth, address, guardian information, and 

confidential information

 Use this information to verify that a potential match is the 

same person you are adding 

 Click Return to Potential Match List when finished



Adding Disaster Clients

 If you determine the potential match is the same person you 

are adding, click the client ID number in the ImmTrac ID

column to open the record

 If the potential match is not the same person and you wish 

to add the new client, click Add New Client



Adding Disaster Clients

 The Consent Affirmation 

screen is the last step for 

adding a new client

 If the client has granted 

consent to retain the 

information beyond the 

mandated five year 

retention period, select the 

top option to add the 

disaster-related client 

with consent

 Click Affirm



Adding Disaster Clients

 If the client has not

granted consent to retain 

the information beyond 

the mandated five year 

retention period, select the 

bottom option to add the 

disaster-related client 

without consent

 Click Affirm



Adding Disaster Clients

 Screen displays the new 
client’s and user site 
information

 If consent to retain disaster-
related information was 
granted:
 DO NOT fax or mail 

consent forms to ImmTrac
 DSHS recommends filing 

the signed consent form 
with the client’s medical 
record

 Click Add Disaster Client
to begin adding another 
client



 When adding multiple 

clients, the Add A 

Client screen allows 

users reporting 

electronically to rapidly 

add clients to ImmTrac 

Adding Disaster Clients



Adding Disaster Clients

 Check the box at the top left 

of the screen to pre-fill the 

last address entered into 

current client’s information

 Make sure clients reside 

at the same address 

before checking box

 Enter additional 

information for the client 

(last name, first name, 

date of birth …)

 Click NEXT



 Click View This 

Disaster Client to go to 

the Client Detail screen 

to add antivirals, 

immunizations or 

medications (AIMs)

 Select this link to view 

the Client Detail screen

Adding Disaster Clients



Reporting AIMs

 The Client Detail 

screen allows you to, 

view and add AIMs 

by clicking on the 

AIMs link located in 

the menu bar on the 

left side of the page



Reporting AIMs

The AIM block is located at the bottom of the

Client Detail screen below the Immunization Schedule



Reporting AIMs

 To add an AIM, select the appropriate AIM from the 

drop-down menu

 Click Add AIM



Reporting AIMs

 Indicate Yes or No for 

Current Dose?

 Enter the Date

Administration

 Select the Manufacturer, 

Lot Number, and Tier 

Group from the drop-down 

menus

 Enter the Point of 

Dispensing

 Select the Dose Form and 

Administration Route from 

the drop-down menus

 Click Save and Exit



Reporting AIMs

 Return to the AIM section of the Client Detail screen

 Add additional AIM information if applicable



Reporting AIMs

 Click Show More to view more details on existing 

AIMs



Reporting AIMs

 More details appear on the right side

 Scroll to the right to view this information



Reporting AIMs

 To enter another 

Disaster Client

– Click Home on 

the left menu



Electronic Reporting   

Interface



Electronic Reporting Interface
Creating Electronic Reporting Interface Files

Electronic Reporting Interface Files can be created 

in one of three ways:

 Standard Import Data File Process

 Delimited File Format 

 Excel Spreadsheet Template



Providers Currently Reporting to ImmTrac

 Use current data fields to create import files. The 

correct entry for the H1N1 vaccine CPT code is 90663 

and the CVX code is 128  (this code is used for all 

formulations of the H1N1-09 vaccine)

Electronic Reporting Interface
Standard Import Data File Process



Electronic Reporting Interface
Standard Import Data File Process

New Providers Reporting to ImmTrac for the first time

 Some clinical software will support generation of a data 
extract file that can be imported to ImmTrac. To obtain 
the ImmTrac Electronic Transfer Standards for 
Providers, please ask your software vendor or IT staff to 
contact ImmTrac Customer Support via email at 
ImmTrac@dshs.state.tx.us (please type ImmTrac 
Electronic Standards for Providers in the subject line) or 
via telephone at 1-800-348-9158

mailto:ImmTrac@dshs.state.tx.us


 If you are a new provider not currently reporting to 

ImmTrac, the ImmTrac Group recommends the use 

of the Delimited File Format Process

 The Delimited File Format Process requires the 

extraction of data from your clinical software

Electronic Reporting Interface
Delimited File Format Process



Electronic Reporting Interface
Delimited File Format Process

Required fields 

are highlighted 

in gray



Electronic Reporting Interface 

Delimited File Format Process



Electronic Reporting Interface

Delimited File Format Process

 To obtain additional information on reporting to 

ImmTrac using the Delimited File Format Process 

please ask your software vendor or IT staff to contact 

ImmTrac Customer Support via email at 

ImmTrac@dshs.state.tx.us (please type Delimited 

File Format Process in the subject line) or contact 

ImmTrac Customer Support via telephone at 1-800-

348-9158

mailto:ImmTrac@dshs.state.tx.us


Electronic Reporting Interface
Excel Spreadsheet Template

 First Name 

 Last Name

 Middle Name

 SSN

 Gender

 Medicaid Number 

 Date of Birth

 Address

 City

 Zip Code

 Drug/Vacc Code

 Date Dispensed

 ImmTrac Provider Number

 Drug/Vacc Lot Number

 Manufacturer Code

 Disaster Retention Consent 

Form

The fields for the Excel Spreadsheet Template include:



To Use the Spreadsheet

 Required fields are highlighted in gray

 Place the cursor in any box to show a brief 

message instructing what to put in the box.  It 

also indicates if it is a required field or not.            

Electronic Reporting Interface
Excel Spreadsheet Template



Electronic Reporting Interface

Excel Spreadsheet Template



Electronic Reporting Interface

Excel Spreadsheet Template

 To obtain additional information on reporting to 

ImmTrac using the Excel Spreadsheet Template 

Process, please ask your software vendor or IT staff 

to contact ImmTrac Customer Support via email at 

ImmTrac@dshs.state.tx.us (please type Excel 

Spreadsheet Template Process in the subject line) or 

contact ImmTrac Customer Support via telephone at 

1-800-348-9158

mailto:ImmTrac@dshs.state.tx.us


Submitting Electronic Reporting 

Interface Files



HIPAA regulations require that ImmTrac accept 
electronic files through one of the two 
following methods

 Upload through secure FTP

 Import through the ImmTrac Application

*Please DO NOT send any files via email*

Submitting Electronic Reporting 

Interface Files



Disaster Information 

Retention Consent 

Form



Disaster Information Retention 

Consent Form

The Disaster Information Retention Consent

form can be used for the following purposes:

 Provider administration information 

 Collection of demographic information

 Notification that information regarding receipt of the 
vaccine will be reported to the state through ImmTrac

 Obtaining consent to retain disaster-related information 
in ImmTrac past the mandatory 5 year retention period



Disaster Information Retention 

Consent Form

Demographic information 

can be obtained for each

client

Providers can record

drug or antiviral dispensed 



Disaster Information Retention 

Consent Form Clients can be notified

that individually identifiable 

information will be reported to the state 

and retained for 5 years upon 

receipt of the vaccine

Clients can consent for their

disaster-related information to remain 

in ImmTrac beyond the 5 yr

retention period Signing here gives that 

consent



Disaster Information Retention            

Consent Form

 Please DO NOT fax or mail consent forms 

to ImmTrac

 Regardless of the method a provider uses to  

report the administration of the H1N1   

vaccine to ImmTrac, DSHS recommends 

that signed Disaster Information Retention 

Consent Forms be filed with the client’s 

medical record information

Note:  These forms only need to be signed if clients want their disaster-related 

information retained in ImmTrac beyond the mandatory 5 year retention period



Addendum to 2009 H1N1 

Vaccine Information 

Statement (VIS)



Addendum to 2009 H1N1 Vaccine 

Information Statement (VIS)

 The Texas Department of State Health Services Addendum   

to the 2009 H1N1 Inactivated Influenza Statement (VIS) 

can be used to obtain demographic information, a signature 

for receipt of the vaccine and to obtain consent for the  

retention of disaster-related information in ImmTrac beyond 

the 5 year mandatory retention period

 Each addendum is specific to the VIS it’s attached to and 

is available in both English and Spanish 



Addendum to 2009 H1N1 Vaccine 

Information Statement (VIS)

This area is for 

cliniciansDemographic information

and consent to receive

the vaccine can 

be obtained 



Addendum to 2009 H1N1 Vaccine 

Information Statement (VIS)

Clients can consent for their

disaster-related information to remain 

in ImmTrac beyond the 5 yr

retention period



 Non ImmTrac H1N1 questions –

Please dial 2-1-1

 ImmTrac Customer Support – ImmTrac email 
ImmTrac@dshs.state.tx.us. Please indicate in 
subject line the nature of the question/problem 
or call 1-800-348-9158

 Due to very heavy call volume email is the most 
reliable way to ensure your question(s) are 
received 

Contact Information

mailto:ImmTrac@dshs.state.tx.us

