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To Generate an NCIR Request Reminder report, (for immunizations required for clients ≤ 5 years of age) 
You must be an Administrator in the NCIR to see the reports menu! 
Under the reports menu, click on "request reminder". 
 
Enter a birth date range -use the birth date range that corresponds to the age group of clients that you want to remind/recall;  
e.g. For current 2 year olds (as of Feb. 1, 2009) choose a one year birth date range such as 02/02/2006 to 02/01/2007. 

 
Click the “generate” button only one time- and then wait for the screen to switch over to the status screen. 
 

 

Enter the birth date range 

Click the "Generate" button –one time only! 
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The report will go to "Queue" status.  You may move to other areas within the NCIR during the report processing. 
 

 

Click the "check reminder status" link, if you need to return to this screen 

 
 
 
If you move to other areas within the NCIR and wish to return to check the status of the request, Click “check reminder status” 
(located under the “reports” menu option). 
 
Click refresh one or two times, and then wait until the link is ready - (depending on the number of clients within the organization, this 
may take several minutes). 
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Once the link is available (underlined in blue), click to review the Reminder Request Process Summary 
 

 

 
“Clients” shows how many 
clients are recommended or 
overdue.  “Eligible” shows 
how many of those are 
eligible for reminder/recall 

 
Click the link to open the  
Reminder Request Process Summary 
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You may Print and/or save this report for future reference and to verify that you selected the correct vaccine group(s) and the desired 
birth date range.   
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Click on "File" and then 
"Save as" to save to 
your computer 

Notice any "omitted clients" here 

Verify the selected Vaccine Group(s) here 

Verify the correct birth date range here 

 
 
You may also calculate the percentage of clients who are currently NOT up-to-date -simply  divide the number in Step 5 by the number 
in Step 3 and multiply by 100; in the above example, 28/30 (x 100) = 93% are NOT up-to-date. 
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Please NOTE: any client who does not have a "responsible person" documented in the client information screen will be considered 
"omitted" from reminder/recall (the number of omitted clients will be shown in Step 7).  If you generate the report and see "omitted clients" 
as a link, those clients need additional responsible person address information (or a responsible person who will receive “notices”) in 
order for a reminder letter and label to be created.  Click the link to view a listing of the 'omitted clients'. 
 
Under the Reminder Request Output Options, click the “Client Query Listing” link to generate a list of clients who are currently 
recommended or overdue for one or more immunizations, (based on the selected vaccine groups).  
 

 

Click the "Client Query Listing" link 

 
 
Once you click the "Client Query Listing" link, the screen should switch over to the Reminder Output Status page and from there you can 
click the "Client List" link to open the Client Query Listing. 
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To return to the Reminder Request Process 
Summary, you need to click the link for the 
main report, i.e., the link with the date and time.   
 
This will take you back to the summary so you 
can generate the various output options. 
Each time you generate an output, e.g., client list, 
letters, labels, etc, you must click back on the 
main report link to return to the summary.

 
  
 

Click the "Client List" link to view the "Client Query Listing. 

(04/10)                                                                                                                       North Carolina Immunization Program       6 of 10 



AFIX - How To Generate an NCIR Request Reminder report.doc 

You can review this listing to see each client's immunization history and the address information for each responsible person who is 
selected to receive notices. 
 

 

Note that this client 
has 2 responsible 
people with the 
same address.  You 
can remove 
"notices" by 
unchecking the 
"notices" box for a 
responsible person. 
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   You may Save and/or Print the client query listing for further review. 

Click 
"File" 
and  
then 
"print" 
to print 
or 
 "Save 
As"  
to save 
to your 
computer 

Note the "Recmd Day" 
to determine the 
vaccine(s) for which 
the client is past due. 

You must click the "back" button to return to the NCIR.   
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To remove notices you can go to the "manage client" link and look up the client and then click on the" Responsible Person(s)" tab and 
remove the √ from the "Notices?' box to prevent a Responsible Person(s) from being printed in the letters and/or labels.  
 
NOTE:  You should only remove notices if you are certain that the Responsible Person does not wish to receive notices. 
 
 

 

To modify address information for a Responsible Person(s) 

Remove the √ from "Notices?" for 
any responsible person to whom 
you do not wish to send notices.  
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Under the Reminder Request Output Options, you can click the “Reminder Letter” link to generate a letter for each responsible person 
who receives notices.  Also you can click the “Mailing Labels” link to generate a label for each responsible person who receives notices.   
 
Please NOTE:  If more than one responsible person has been selected to receive notices, a letter and/or label will be generated 
for each individual address, even if the address is the same for each responsible person.  If you do not want to send multiple 
notices to a client you must uncheck the notices box for anyone who should not receive notices. 
 
 

 

You may also use 
the "Client Extract" 
to obtain a listing of 
client names

Here you may generate Mailing Labels for use with the 
Reminder Letter or any other reminder/recall letter or card 

You may add "Free text" to the Reminder letter by 
typing in the "Free text" area. 
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Here's where the "Free text" will 
appear on your letters. 


