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This is a companion guide to the ALERT IIS Inventory Deduction Course.
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How to run the Ad Hoc Report

The Ad Hoc List Report creates a list of selected patients. The list can include various
details about patient’s immunizations, which can help find problems with inventory
deduction.

Reports
reminder / recall
check reminder status
check reminder list
manage custom letters
the igip product
vaccine eligibility
check vaccine elig status
group patients
check group status

Step 1. Click “ad hoc list report”

assessment report
check assessment

benchmark report
check benchmark

ad hoc list report

ad hoc count report
ad hoc report status
data exchange report
check dx report status




Step 2. Answer the question "What items would you like to display on the report?”
Select all items (8) listed under *“Most Common Items”.

*TIP* Use "Shift+Click” to select multiple consecutive items

What items would you like to display on the report?
=

Most Common ltems
Birth Date
Historical Immunization
Patient First Name

Patient Last Name

Vaccination Date
Vaccine

Vaccine Eligibility
Vaccine Lot

(@ )

”

Select "Borrowed Inventory”,

“From Inventory”’, "Immunization Submitted
Date”, and “"Inventory Funding Source” under Immunization Items.

*TIP* Use “Ctrl+Click” to add to previously selected items

Click “Add” to move the selected items across

— What items would you like to display on the report?

Borrowed Inventory
CVX Code
Dose Count

From Inventory

Immunization Submitted Date
Inventory Funding Source
NDC

Owning Organization

l Add > l
| < Remove

[ < Remove All l

Step 3. Skip the question "How would you like the report to be sorted?”

How would you like the report to be sorted?

Item to sort on | (not sorted)

v

Order First-to-Last

A report takes longer to run if you want it to be sorted.

Last-to-First




Step 4. Answer the question "How would you like to filter the data?”

How would you like to filter the data?

Item to filter on | Vaccination Date

“Vaccination Date”

Select

Select 1 date for
“After” or 2 dates
for “Between”

Select
“After” or omparisonj AFTER
A\Y 14 | |
Between” lalie to compare to v [12/01/2024 =
and v Add/Save Edit |
Selected Filters
Active Status EQUALS Yes Leave the Click “Add/Save
AND preselected Edit”
Owned Immunization EQUALS Yes items
And/Or
v
— How would you like to filter the data?
Item to filter on [Vaccination Date v]
Comparison [AFTER Vl
Value to compare to v 1210172024 ]E
and v = Add/Save Edit
— Selected Filters
Active Status EQUALS Yes ) A
AND Your selections are
Owned Immunization EQUALS Yes added to “Selected
AND Filters”
Vaccination Date AFTER 12/01/2024
Click “Generate”
w

7

| Generate | Cancel |




Step 5. Export the Ad Hoc Report to review in Excel.

e You will need to click "Refresh” to manually update the “Status” column during

“"PROCESSING”
Ad Hoc Report Status I Refresh I Cancel |
Report Type Provider Started Completed Status Row
Organization Count
LIST ALERT CLINIC 4 12/17/2024 07:38 AM 12/17/2024 07:38 AM DONE 1234
LIST ALERT CLINIC 4 12/24/2024 10:25 AM PROCESSING 4321
Ad Hoc Report Status Refresh | Cancel
Report Type e Started Completed Status o
Organization Count
LIST ALERT CLINIC 4 12117/2024 07:38 AM 12/17/2024 07:38 AM DONE 1234
LIST ALERT CLINIC 4 12/24/2024 10:25 AM  12/24/2024 10:25 AM DONE 4321
e Click on “Export as a XLSX".
Ad Hoc Report Results
What would you like to do with this report?
Export as Text IQ{port as a XLSX I

Report 24947

ALERT Immunization Information System
Report generated on 12/24/2024
Report generated by Jessie Trainer
ALERT CLINIC 4 - AL4444 - 001201

Filter conditions used for this report:

Patients associated with Selected Organization(s)
Active Status EQUALS Yes
AND
Owned Immunization EQUALS Yes
AND
Vaccination Date AFTER 12/01/2024



Common Issues

There are several common issues caused by data entry mistakes.

Problem 1: “Historical” is “"Yes” when it should be "No”

*Doses sent from EHR as “Historical” will never deduct from ALERT IIS inventory

Step 1. Filter out "No” from the “Historical Immunization” column

Deselect "No”

G H

Vaccine Lot lHistoricaIlmmunization 4

ulc Ql SortAtoZ

RO:
ulC
RO:
ul(
RO:

7G:

z
A

l SortZto A

Sort by Coler

Text Filters

Search

[w] (Select All)
8 o]
[¥] Ves

Click "OK”

Open the drop-

“Historical
Immunization”
column

down menu in the

Step 2. Review “Historical Immunization” and “From Inventory Column”

*A “Yes” in the “Historical Immunization” will always be matched by “"No” in the “From

Inventory” column.

Patient Last NarrT:Vaccination D._'_:Vaccine

AVCIL 12/17/2018 Zoster Live
GEBRETEUSAE 12/20/2018 HepB-Peds
||GEDAM 1/1/2019 HepB-Peds

1| FEI 1/7/2019 HepB-Peds

| Vaccine Eligibility v | Vaccine Lot | 7

Historical Immunization
Yes
Yes
Yes
Yes

-T| From Inventory >
No
No
No
No

Step 3. Fix the issue - check that immunization was entered correctly in the EHR.

User Error? Train
staff if necessary

oW
-

Technical issue?
Consult EHR
technical support




Problem 2: The lot number is incorrect

2] Sotatoz s
Z] sotZtea

Sort by Color

Step 1. Sort by lot number | ..

Step 2. Look for inconsistencies in lot humbers between the EHR and ALERT IIS.

[¥! (Select All)
I 2GY7E
[v 34PK5

Some common inconsistencies:

“0O” (the letter) instead of “0” (the number)

L us009BAf No ‘
L u10098Afl No I

e Use the package lot number instead of the vial % i

Step 3. Fix the issue

*NOTE: This is the one of the only times we advise deleting anything in ALERT. Once
deleted, the entry cannot be recovered in ALERT. Resend the corrected entry from your

Delete the entry in ALERT*

Look up patient records and correct lot in EHR
Corrected lot numbers will be resent to ALERT

EHR immediately.

Problem 3: Mismatch between eligibility codes and lot numbers

Step 1. Review eligibility codes along with lot numbers

“Sort A to Z”

E 2] SortAtoz

| Z| sortztoA

Sort by Color

Text Filters

Search

(Select All)
B

L

M
(Blanks)

“Sort A to Z”

Drop down the
filter menu on
the “Vaccine
Eligibility”
column

L
Conce

°’z‘l SortAtoZ

Zl sortzZtoA

Sort by Color

Text Filters

Search

(Select All
[¥]45678
BH9573
C7468A
C7469A
[¥IT3076
(Blanks)

Drop down the
filter menu on
the “Lot
Number”
column

L
Cocel




Review the columns together to determine causes of errors

Vaccine ~ |Vaccine Eligibility | ~ |Vaccine Lot -/ Borrowed Inventor = |From Inventory |~
HepB-Peds (nully No
HPVY M 1957404 No Yes
HPV9 M 1957404 No Yes
HPV9 M "1957404 No Yes
HPV9 M "1957404 No Yes
HPVY M 1957404 No Yes
HPV9 M 1957404 No Yes
HPV9 M "1957404 No Yes
HPV9 M "1957404 No Yes
HPVY M 1957404 No Yes
HPV9 M "1957404 No Yes
HPV9 M "1957404 No Yes




Excel Tips

This section explores ways you can work with information in Excel to organize and look
for issues.

i. Open the downloaded file in Excel. *NOTE* This process will vary based on your
browser and operating system.

o 8 A ¢ M i %
B oa -

_ORPRD_437618.xdsx @

ii. Freeze the top row in Excel. You can keep the top row visible.
Review | View § Help  Acrobat £ Tellme & Share

O\ B:é:\' I New Window ] split m &:‘ﬁ E:'Q‘

Emrange All [AHide

Zoom 100% Zoom to = Switch Macros
Selection ﬁﬂ Freeze Panes [\ || O | Windows ~
Zoom % Unfreeze Panes Macros
@ Unlock aII rows and columm to scroll
s Freeze Top Row
H I J @ Keep the top row visible while scrolling
‘orical From Inventory | through the rest of the worksheet. Nl
Yes =
¥ Hﬁ Keep the first column visible while
25 scrolling through the rest of the worksheet
Yes

iii. Increase the size of the columns. We recommend two (2) methods.

i. Click the top left arrow.

Je Birth Date
. Nidth: 21.14 (153 els
ii. Drag column A. Wi E gt
. B c C
iii. All other columns will il
1 Bm:h Date Patlent Fl Patlent Lz Vaccinatis Vaccme

automatically match width. 3 | 1/2/1952 WEIAN  AMRALIE sttt Pneumoc

E Format ~ /
i. Drop down “Format” on the Cell Size )
i :;Zcet “f:{oFit Column i Row Height..
Width”. AutoFit Row Height p
D Column Width...

AutoFit Column Width ‘

Default Width...




iv. Sort information. You can use “Custom Sort” to organize columns.

Click “Add Level”
to add another
sort column

Select “Vaccine
Lot” from the “Sort

- by” drop down .
SeleCt X Delete Level menu data has headers
“CUStom v | f@n ‘ < Column . Taer
Sort” from I o e lat e — i =
. accination Date b ell ¢ ] 2ol w7
the filter Select “Vaccine
dro?‘down on Date” from the
th_e Home “Then by” drop
down menu. =

v. To filter columns, add the filter icons and use the drop-down menu in the column
header.

A . Drop down the
2] sortAtoz .
2 sanzion ( filter menu on the
Sort by Color 4 “Historical”

oS

Find & | Sensitivity

[ [

lect ~ ~

Al SortAtoZ ivity v

Text Filters »

EC(;elect Ally D I W Y ”

¥INo

= eselect "Yes
Q Click “OK”

-U

z
Add filters b At SetZteA

to columns

Custom Sort...

Y FEilter I*“"“?r
[}

o




Drop down the filter menu on the
“Borrowed Inventory” column

Uncheck the items
you don’t want to see
(e.g. uncheck “"No”

2] sotAatoz
Zl sotztoA

Sort by Color

Text Filters

Search

~vl(Select All
el (null)

No

“[¥] Yes

to focus on the

borrow and/or nulls)

@)

“(null)” - ALERT doesn’t know what
inventory the vaccine came from because
the lot number given doesn’t match
anything in ALERT. The dose does not
deduct from ALERT ‘s inventory causing
the count to be off.

¥

“No” - ALERT does not see the vaccine as
borrowed

¥

“Yes” ALERT sees the vaccine as borrowed
=

Glossary

Items to filter on:

Patient Factors

Active Status

Whether the patient is active or inactive for the user’s

organization.

Age Range Returns patients within a specified age range.
Birth Date Birth Date of the Patient

City City where patient currently resides.
Comment Comments related to the patient.

County of Birth

Birth County of the patient.

County of Residence

County where the patient currently resides.

Gender

Gender of the Patient.

Has 2 or More
Immunizations

Filters patients as specified that have two or more
immunizations.

Language Preference

Patient’s preferred language.

Patient ID

Patient’s ID for the organization.

Primary Care

Patient’s Primary Care Physician.

Physician

School Patient’s school.

State State where patient currently resides.
Zip Zip Code where patient currently resides.




Immunization

Factors

Administering Clinician who administered the immunization.
Clinician

CVX Code CVX Code of an administered vaccine.

Display Inadvertent
Vaccine Group

Display allowable inadvertent vaccines for vaccine group.
(i.e. Tdap vaccine for DTP/aP vaccine group)

Dose Count

Dose Number in the series

From Inventory

Whether the immunization was deducted from the
organization's inventory.

Historical
Immunization

Whether the immunization was a new/administered or
historical immunization.

Owned Immunization

Whether the immunization was given by the user’s
organization.

Source of Last Update

Displays how the immunization was entered (user
interface, electronic data exchange, etc).

Trade Name

The Trade Name of the immunization.

Vaccination Date

Date the vaccination was administered.

Vaccine

Vaccine that was administered

Vaccine Eligibility

Vaccine Eligibility Code for the vaccine administered

Vaccine Group

Vaccine Group of vaccination that was administered.

Vaccine Lot

The lot number of the vaccine that was administered.

Valid Immunization

Whether the immunization is valid.

Comparison

BEFORE Used for dates

EQUALS Same in comparison

NOT EQUAL TO Not the same in comparison

AFTER Used for dates

BETWEEN Used for dates or age ranges

IS Exact equivalent

IS NOT Not the equivalent

Selected Filters

Edit Edit an applied filter

Remove Remove an applied filter

And/Or Changes the operator between ‘And’ and ‘Or’ depending
upon which is initially selected. Requires at least two
filters to be applied.

Group Groups filter selections together into one logical
statement.

Ungroup Removes grouped filtered sections
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