
 

HOW TO ACTIVATE/INACTIVATE PATIENTS 

 

How does a record become “Active” to my practice? 

1. You can manually set the patient status to “Active” by updating the status directly in VIIS. 

2. When you manually update or add an immunization to a patient’s VIIS record. 

3. When you electronically update or add an immunization via your electronic medical record (EMR).  
Please note:  For electronic updates, your practice must have a live connection setup between your 
EMR and VIIS. 

4. You create a new patient record directly in VIIS. 

 

How does a record become “Inactive” to my practice? 

5. You MUST manually update the status to “Inactive” directly in VIIS.   

 

Why do I need to change the status to “Inactive”? 

Inactivating patients in VIIS will give you a more realistic assessment of the immunization rates for your 
organization.  

 

When should a patient’s status be changed to “Inactive”?  When a patient meets the 
criteria of one of the following statuses:  

1. Inactive – Lost to Follow Up 
2. Inactive – MOGE (Moved or Gone Elsewhere) 
3. Inactive – MOOSA (Moved Out of Service Area) 
4. Inactive – One Time Only (Received an immunization once but is not a regular patient) 
5. Inactive – Other 
6. Inactive – Permanently Deceased 
7. Inactive – Unknown (A patient is made Unknown in VIIS when only the demographic and historical 

data are sent and without a specific status selected. This can occur when providers are sending 
data electronically).  

 

 

 



 
 

STEPS TO ACTIVATE/INACTIVATE PATIENT RECORD: 
1. Search for your patient, click “Patient Search” under the Patients menu item.  

2. Enter the search criteria. (Note: Enter two or three letters of the first and last names and date of 
birth for best results.)  

 

3. Select the patient by clicking on their last name.  

 

 

 

 

 

 



 
 

4. The Status of the patient record is listed under Organization Information. 
 

 

 

5.  Select the appropriate status from the “Status” dropdown box.  

 

 

 

 

 



 
6.  After making the status selection, click the “SAVE” button located in the top right corner of the 

screen.  

 

 

 


