
0

U
S

E
R

G
U

ID
E

W
IS

-A
p

p
 

v
2

.0
.0

September 2025



1

The Welsh Immunisation System (WIS) is a system that can be used to manage and administer immunisation 

sessions. The system holds patients’ demographic details, identifies those who are eligible for a vaccine, generates 

appointments, produces appointment and cancellation letters, records consultation outcomes and vaccine details and 

enables healthcare staff to input data at the point of service delivery. It provides a link to the patient’s GP record which 

will enable the vaccinator to view relevant vaccination information to ensure safe delivery of a vaccine to the patient. 

All actions in WIS are audited.

INTRODUCTION TO THE WELSH IMMUNISATION 
SYSTEM
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You will be presented with the HOME PAGE:

Your details
Main Menu

Your details including the name of your organisation, your 

Nadex and location (if set) displays at the top right of the 

screen.

To switch to another Health Board, Select Health Board which 

will open a drop down and select a health board from the list. 

This will immediately switch you to your chosen Health 

Board.

Note: you will only be able to switch sector if you have an 

account set up under another multiple health boards.

The Main Menu is on the left of the screen. WIS is a role- 

based system, so access to menu items will be dependent 

on your role when you access WIS. 

WIS USER GUIDE Healthboard

Healthboard
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Locations
Locations allow users to search for a specific location within 

the Health Board you are currently logged under. You can 

also view and search what locations you are linked to by 

clicking the Your Locations tab. 

Select Locations from the menu. You will notice your details 

in the banner will have No Location Set if you have selected 

Locations from the Home screen.  The screen will load on the 

Search tab by default.  

On the Search tab, there are no minimum characters 

required to perform a search. When you enter characters and 

click Search, the search result will return all matching 

location names, codes or postcodes in the grid with a location 

count of how many results have returned within your search.

You can filter your location search by All, Active or Inactive. 

When selecting a filter, your search result(s) will filter to 

match the filter selected. You may sort your locations by 

Name by clicking the sort button above the Name heading.  

The search results will be displayed with headings Code, 

Name, Type and Address. You will also see a View Location 

button which will take you to the location Overview screen.

SEARCH FOR A LOCATION

Search Tab

Your Locations Tab

Search Field

Search Results

Filter Location By

View Location

No Location Set
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Click View Location – you will then be navigated to the 

Overview screen of the selected location.  Your location in 

the top banner will also be updated when you click View 

location, so if you had No Location set or a different 

Location set previously, it will update to the Location      you 

are currently viewing.  To reset your location to ‘No 

Location Set’, click Home in the menu.  

Here you can view sessions that have                            

been set up for today under ‘Sessions                              

today’, you can also view future sessions                                 

that have been set up by clicking                                                      

‘View all sessions’. If no sessions have                                    

been set up, then ‘No sessions                                    

scheduled’ will display.  You will also see                   

additional tiles; Sessions, Stock & Vaccination          

Defaults.

Your Location

Location Overview

Sessions Today Location Overview

No Sessions Scheduled

View All Sessions
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From the Overview screen, click Locations or Home on the 

breadcrumb, it will return you to that screen.  Click the set 

Location in the top banner, will also return you                                   

to the Search Location screen.

Click Your Locations tab.  Here you will see commonly used 

locations and, if your role requires you to produce Letters 

and Mass Bookings, then you will see locations that are 

linked to your account within the Health Board you are 

currently viewing.

The locations will be displayed with headings Code, Name, 

Type and Address.  You can sort your locations by Name, 

by clicking the sort button above the heading Name.

If you have more than one page of assigned locations, you 

can enter the first few characters of Location Name, 

Postcode or Code into the search field, click Search and                   

any location containing those characters will filter in the 

grid.

Click View Location, this will take you to the same 

Overview page as you would from the Search tab and your 

location in the banner will update to Location you are 

currently viewing.

Assigned Locations View Location

Your Locations Tab

Location Count

Your Locations Search Field

Sort Button

Breadcrumb

Set Location
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Stock

VACCINE STOCK

Stock

6

This menu is accessible from the Immunisation Location 

Overview screen.  When viewing a specific location, you 

can navigate directly to the stock-related screens or 

alternatively select Stock from the main menu bar.

The stock management processes are organised into the 

following sections:                                                      

Delivery, Transfers,                                                     

Wastage,                                                                          

Stock Control and                                                                

Monitoring. 
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Delivery

Click Delivery option item. A screen displays for recording the 

details of vaccines on receipt of a delivery. Click Insert.  This 

opens the delivery record.

Using the radio buttons, select either Covid-19, Flu or RSV.

The Date and Time of Delivery will prepopulate with the date and 

time the Insert button was clicked. This can be edited to an earlier 

date and/or time, if necessary.

Delivery

Date and Time of Delivery

Covid-19, Flu or RSV

Stock

Insert
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Enter the Vaccine by selecting from the dropdown list 

of values. Populated according to Vaccine Type 

selected, Covid-19, Flu or RSV.

Enter the Quantity Of Vials/PFS received manually, 

or using the arrows. For Batch Number, there will be 

a drop-down containing values for Covid-19. Flu and 

RSV the batch number field will be a free text field.

Enter the Expiry Date in either format of MONYYYY 

or DD/MM/YYYY using the calendar (note: format will 

change depending on which product has been 

selected). 

Manually update the Total Number of Vials on site by 

adding the delivery amount to the existing stock level.

Expiry DateBatch NumberVaccine

Quantity Of Vials/PFS received Total Stock of Vaccine

8
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Last Updated By

Receipted By: Select the name of the person receiving delivery 

from the dropdown list of values.

Clicking on the Cancel button cancels the previously inputted 

data. A message displays, “Do you wish to cancel any changes”. 

Clicking on the OK button returns the previous screen.

Clicking on the Save button saves the record. Last Updated By 

and Last Updated Date & Time columns display.

Note: Delivery Records can only be edited up until the end of the 

day the record has been inserted. For example, if a record was 

entered at 10pm, they cannot edit the record after midnight.  

To amend the details, highlight a row and click Edit. Make 

changes and click Save button to save. The Last Updated By 

and Last Updated Date & Time information are updated.

Save CancelReceipted By

Last updated Date & Time
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Transfers

Click on the Stock menu item or the Stock button in the Location 

Overview screen and select the Transfers option. 

A screen displays for recording the details of vaccines that are 

being transferred to other immunisation locations. Click Insert.  

This opens the vaccine transfer's record.

Select the correct radio button depending if it’s a Covid, Flu or 

RSV physical transfer that’s being recorded.

The remainder of the form is dynamic, depending on the 

(Covid/Flu/RSV) selection made. However, the most obvious 

difference is the product names listed in the Vaccine dropdown. 

Additionally, the Flu form refers to Number of PFS, rather than 

Number of Vials on the Covid and RSV forms.

On the next slide we look more closely at the Covid form.

Transfers

Radio button to record a Covid, Flu or RSV product transfer.
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Enter the Vaccine product by selecting from the dropdown 

list of values. The Date and Time of Transfer field will be 

prepopulated with the date and time the Insert button was 

clicked. This field can be edited. The time also updates if Flu 

or RSV is selected, or if you return to Covid after selecting 

Flu or RSV. 

Vial Presentation is a dropdown field but is only activated 

for certain Vaccine products, e.g. Covid, then COVID-19 

(JN1 SPIKEVAX) . When inactive it can be ignored.

Enter the Transferred To immunisation location by selecting 

from the dropdown list of values.

Enter the Number of Vials manually.

Enter the Responsible Person (Transferring) by selecting 

from the dropdown list of values.

Enter the Responsible Person (Receiving) using free text.

Insert

Vaccine

Transferred To

Number of Vials 

(PFS for Flu)

Responsible Person 

(Transferring)

Responsible Person 

(Receiving)

Covid/Flu/RSV radio button

Date & Time 

of Transfer
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Enter the Responsible Person (Receiving) Staff Type and 

Transferable Porter Bag Reference Number manually.

Clicking on the Cancel button gives a message “Do you wish to 

cancel any changes?”. Clicking on the second Cancel button 

returns the user to their Transfer form as it was. While clicking OK 

returns the user to the Transfers ‘home screen’ without saving.  

Clicking on the Save button saves the record.

  

          

To amend a record, highlight a row and click on the Edit button. 

Make changes and click on the Save button to save. The Last 

Updated By and Last Updated Date & Time information will be 

updated. 

Transferable Porter Bag 

Reference Number CancelSave

Responsible Person 

(Receiving) Staff Type

Edit

Test

Test
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Wastage

Click on the Stock menu item or the Stock button in the Location 

Overview screen and select the Wastage option. 

A screen displays for recording details of vaccines that have been 

wasted or expired during the session.  Click on the Insert button.  

Using the radio buttons, select either Covid-19, Flu or RSV.

Enter the Vaccine by selecting from the dropdown list of values. 

Populated according to Vaccine Type selected, Covid-19, Flu           

or RSV.

Enter the Number of Doses Wasted manually. If no doses were 

wasted during the session, enter a value of zero in this field.

If the Number of Doses Wasted field contains a number greater    

than zero, further fields labelled Reason and Notes open.               

The Save button is disabled until these fields are completed.

Wastage

Covid-19, Flu or RSV Vaccine

Number of 

Doses Wasted
NotesSave

ReasonInsert

Stock
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Select a Reason for the vaccine wastage from the 

dropdown list of values and enter explanatory Notes.

Note: Depending on the vaccine selected, the 

Wastage Reason options will vary.

Clicking on the Cancel button cancels the previously 

inputted data. A message displays “Do you wish to 

cancel any changes?”. Clicking on the OK button 

returns the previous screen.

Clicking on the Save button saves the record. Last 

Updated By and Last Updated Date & Time 

columns display.

To amend the details, highlight a row and click on the 

Edit button. Make changes and click on the Save 

button to save. The Last Updated By and Last 

Updated Date & Time information are updated.

Reason

Notes CancelSave

Last Update Date & Time

Last Updated By

Edit

Highlight to update

14
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Stock Control

A vaccine stock check must be recorded at the start and end of 

each day at the mass immunisation location. If there is no stock 

check record for the current date, the system will display a 

warning message.

Click on the Vaccine Stock menu item and select the Stock 

Control option.

A screen displays for recording the details of vaccines that are 

held as stock on site. Clicking on the Insert button opens the 

vaccine stock check record.  Use the radio buttons to record a 

Covid 19, Flu or RSV vaccine stock check.

The Date and Time of Stock Check are prepopulated with the 

date and time the Insert button was clicked. This field can be 

edited.  Enter the Vaccine by selecting from the dropdown list of 

values.

Enter the Total Number of Vials on Site (Physical Count) 

manually.

Insert

Covid-19, Flu or RSV

Date & Time of Stock Check

Total Stock on Site 

(Physical Count)

Vaccine Stock Check Completed By

Stock Control 

Stock

Test
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Stock Check Completed By is entered by selecting the health 

care professional from the dropdown list of values.

Clicking on the Cancel button cancels the previously inputted 

data. A message displays, “Do you wish to cancel any changes?”. 

Clicking on the OK button returns the previous screen.

Clicking on the Save button saves the record. Last Updated By 

and Last Updated Date & Time columns display.

To amend the details, highlight a row and click on the Edit button. 

Make changes and click on the Save button to save.

The Last Updated By and Last Updated Date & Time 

information are updated.

Stock Check Completed By

CancelSave

Edit Last Updated By / Date & Time

Highlight to Update

Test
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Monitoring

The Refrigerator Temperatures must be recorded at the start 

and end of each day’s sessions. 

Note: If there is no temperature record for the start or end of the 

session, the system will display an appropriate warning message 

when the View Schedule button is selected to entering the 

session.

Click on the Stock menu item and select the Monitoring option.  

A screen displays for recording the refrigerator temperatures. 

There are two screens in this section  labelled Refrigerator 

Monitoring and Refrigerators.

To add a refrigerator, select the tab labelled  Refrigerators and 

click on the Insert button.

Monitoring

Refrigeration Monitoring and Refrigerators

Stock
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Enter a name in the field labelled Refrigerator Name. Clicking on 

the Submit button saves the record.

The name of the refrigerator, the Nadex of the person who 

created it, and the date it was created will display.

To record the refrigerator temperatures, select the tab labelled 

Refrigerator Monitoring and click on the Insert button.

The Refrigerator Name is selected from the dropdown list of 

values.

The minimum, maximum and current temperatures are 

recorded manually. The Save button will be disabled until the 

notes field has been completed.  Notes can be entered using free 

text (if required).

Note: if the temperature is not within the recommended safety 

range for vaccine storage, a warning message will display, and a 

note must be recorded in the Temperature Excursion Notes field.

Refrigerators

Insert

Refrigerator Name Save

Refrigerator Name

Temperature Warning Message
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Clicking on the Cancel button cancels the previously 

inputted data. A message displays “Do you wish to 

cancel any changes?”. Clicking on the OK  button 

returns the previous screen.

Clicking on the Save button saves the record.

Last Updated By and Last Updated Date & Time 

columns display.

To amend the details, highlight a row and click on the 

edit button. Make changes and click on the Save button 

to save. The Last Updated By and Last Updated Date 

& Time information are updated.
CancelSave

Last Updated By Last Update Date & Time

19
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VACCINATION DEFAULTS

Vaccination Defaults help speed up data entry during consultations 

by feeding through default values to the consultation form. Before 

accessing Vaccination Defaults, you must first set your Location. 

Once a vaccination default is created for a location, it will also be 

available for all users working in the same location. You can set up 

as many defaults as you wish. 

Select Vaccination Defaults from the main menu.  If a 

Vaccination Default has already been set up by you or another 

user for this location, it will display here.  Only users who have 

specified access will see the Create a new default button. 

Select Create new default. 

You must select a vaccine from the drop-down list. When a 

vaccine has been selected, click Continue.

If you wish to cancel setting up a new vaccination default, click 

Cancel and exit, this will discard all changes and return you to 

the Vaccination Defaults page.

Vaccination Defaults

Create New Default

Vaccine Selection
Continue

Cancel and 

Exit

Vaccination Defaults
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Select Back a Step if you wish to return to the previous 

page.

To populate the fields, either select the drop-down field or 

type in the information.

Note: all fields on this screen are optional. 

Once complete, select Create default button. 

The vaccination default has now been created, and you will 

see a ‘Vaccination default created’ notification.  Click close 

on the notification window to be returned to view the 

Vaccination Default.

The new Vaccination Default is now                                  

displayed under Current vaccination                         

defaults.

You will see details of the vaccination                                   

default such as, Vaccine, Product and                           

Name & Nadex ID of the person who Last                   

Updated.

To view further details of the vaccine default, select the ‘+’ 

symbol next to the vaccine name to expand the details.

Vaccination Default OptionsBack a Step Button

Create Default Button

Current Vaccination Defaults

‘+’ Symbol
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Expanding the Vaccination Default shows all the 

information that the user set for the Current 

Vaccination default.

Note: fields that were not complete will display as ‘-’.

Once a location has been set and a Vaccination        

Default has been created, you can use this to                

pre-populate vaccination details on the consultation   

form.  

For fields that were not complete during the           

vaccination default set up, you will need to manually         

complete these fields on the consultation form, during 

a consultation.

If you wish to remove a default, click the Remove 

button. The Vaccination Default will no longer be 

available to select for this location on the consultation 

form.

Current Vaccination Default 

Details

Remove Button

Vaccination 

Default
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SETTING UP IMMUNISATION SESSIONS

Sessions at the immunisation locations must be set up to be able 

to appoint patients for vaccinations. Each session will occur on a 

specified date and will have allocated timeslots. 

To set up immunisation sessions, in the main menu, click on 

Locations. A search screen opens which displays a list of all    the 

immunisation locations within your Health Board. To       search for 

an immunisation location, type the name or code into the search 

bar and select ‘Search’ to filter the list.

Select the ‘View Location’ button to see further information on 

the selected immunisation location. Select the ‘Locations’ 

breadcrumb button to return to the list of immunisation locations. 

Note: if you cannot find your location, contact your Health Board 

lead who can submit a request to the Welsh Reference Data & 

Terminology Service (WRTS) to create a location code. This can 

then be added into WIS.

Search

23
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Create a new session

To create a new session, click on the ‘Create new session’ 

button within the Immunisation Location overview page.

Enter a Session Name of the session using free text.

Select the session to be Timed or Untimed.

To Exit the create session flow, click the exit button which will 

return you back to the Immunisation Location Overview screen.

To move onto the next page, after you have input all your details, 

select Continue.

A timed session will contain timeslots that occur at regular 

intervals as specified when the session was created e.g. 09.00, 

09.10, 09.20 etc. 

An untimed session will have a specified maximum number of 

timeslots that occur between a start and end time                    e.g. 

between 09.00 and 13.00.

 

Create New Session 
24
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Note: Session name and Timed or Untimed radio buttons are 

mandatory fields. 

If you do not enter a session name or select a radio button option, 

when you select continue you will see an error summary on the 

screen. ‘’There is a problem’’ followed by errors for the fields that 

have not been completed.

The Error summary will show on any page of the Create Session 

flow where the mandatory fields have not been completed.

The Error summary is clickable; this will take you to the relevant 

field to correct the error. 

Once you have corrected all errors, select continue to move onto 

the Timed Session Details page.

25
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Session date is defaulted to today's date.

Enter a Start Time for the session. Time should be in 12-hour 

format. 

Enter an End Time for the session. Time should be in 12-hour 

format. 

Enter the Length of each appointment. This will be the amount 

of time allocated for each patient consultation e.g. 5 minutes.

Enter the Number of appointments per time slot. For example, 

if 5 vaccinators are available, enter 5 to make 5 appointments for 

each specific time. 5 patients will be appointed at 09.00, 5 will be 

appointed at 9.05 and so on. 

If you want to have a planned break in your session, enter a 

Break time start and Break time end. For example, your clinic is 

running 9-5pm but you have a planned break for lunch 12-1pm. 

By putting this into your session setup it will stop timeslots being 

created during that 1-hour window.

If you select Back a step then the information you have inputted 

onto the screen so far will remain, and you will be taken back to 

the previous page, Session details.

Number of appointments per 

timeslot

Start Time

Length of each 

appointment

End time

Timed session 

details
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Session date is defaulted to today's date.

Enter a Start Time for the session. Time should be in 12-hour format. 

Enter an End Time for the session. Time should be in 12-hour format. 

Enter the Maximum number of appointments. This will be the 

maximum number of appointments you want allocated between the 

Start and End time of the session.

If you select Back a step then the information you have inputted onto 

the screen so far will remain, and you will be taken back to the 

previous page, Session details.

Untimed session 

details
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In the Recurrence section, you will be able to select how often a 

session will occur. This defaults to ‘Do not repeat’. This will 

create the session as a one-off for your chosen date.

Select the Recurrence pattern for your session. ‘Repeat weekly’ 

or ‘Repeat fortnightly’ will provide additional fields to complete.

The ‘Every’ field allows you to choose what days of the week you 

want the session to recur on.  

The Repeat until date is the end date that this session will 

repeat up until to.

Example of a Recurrence pattern: 

Timed Session to repeat weekly, every Monday & Tuesday until 

January 2026.

Additionally, you can select to exclude public holidays. Which will 

automatically not schedule the session on any public holidays.

Recurrence 

Every

28
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Enter an Age Range for the session. You can either select by 

date of birth range OR by age range.

If Date of birth range is selected, then you will be prompted to 

enter the Date of birth from and Date of birth To.

If Age range is selected, then you will be prompted to enter the 

minimum age of the session and the maximum age of the 

session.

Inserting an age range ensures that only patients who fall within 

that range on the date of their appointment can be booked into the 

session. Patients outside the specified age range will not be 

booked.

Age range

Every

By age
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All priority groups

Selected priority groups

Once the age range has been entered, you can select the 

continue button which will bring you to priority group selection.

You can select Any priority group for all priority groups to be 

selected, or you can select Selected priority groups, which will 

allow you to individually select what priority groups you want to be 

booked into this session.

Selecting specific priority groups means that only patients who are 

assigned the select priority group will be booked into the session.

Selecting the continue button will bring you to the choose 

vaccines section.

30
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Select the vaccines you want the session set up to include. You 

must select at least one vaccination for the session, but you can 

select a combination of the different vaccine types, e.g. Covid- 

19 & Flu.

If a session has been set up to include more than one vaccine, 

then patients can be manually booked OR mass booked into the 

session, ONLY if they are recommended at least one of the 

selected vaccines.

Selecting the continue button will take you to the Booking 

Details section.
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Select the Booking types you want included in the session. 

There are two options to choose from, the first: Mass bookings for 

multiple patients (system generated appointments)

If this is selected, it means that the session will be included in 

Mass Booking requests (for the Location) and patients who meet 

the criteria of the session will be allocated an appointment.

The second option to choose from: Manual bookings for individual 

patients

If this is selected, it means that if patients meet the criteria of the 

session, then they can be manually booked into the session. 

You can select just one option, or both.

Selecting the continue button Icon to continue to the session 

summary page.
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On the summary page you will be able to review the settings of 

the session for initial creation. At this stage you will be able to 

change any of the entered criteria by clicking the “Change” 

located next to the fields

Once you have reviewed the session details and ensured that 

they are correct, click the Create session(s) button to create the 

session.

Once the session has been created, the session is available to be 

booked into.

The session will now show in the Session List for the Location.

Change button

Create session 

button
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Cancel a session

To cancel a session, navigate to the settings tab of a session.

Click the Cancel session(s) button. You will be navigated to a 

summary page.

Note: You cannot cancel a session that is Today's date. Navigate 

to a date in the future that you want to cancel. 

For a recurring session you will be asked ‘Which dates do you 

want to cancel?’. This defaults to All dates, but you can choose a 

specific date.

Selecting ‘Choose a specific date’ will give you additional fields. 

Either type or use the calendar to cancel a specific date in the 

session recurrence.

Note: For a one-off session, you will not see the fields ‘Which 

dates do you want to cancel?’.

Click Continue to move onto the next page. 

Summary of session details
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The information page will inform you if any appointments have been 

booked in for the session date(s) that you are cancelling. 

Select Back a step to go to the previous page and make any 

changes to the dates.

To generate cancellation letters for the appointments, ensure the 

Location has Letters enabled and Select ‘Letters’ tick box is ticked – 

this is done by default. If you do not want Letters generated, untick 

the box.

If you select Exit, no changes will be saved, and you will be returned 

to the Settings tab of the session. 

Select Cancel session to cancel the session and the allocated 

appointments. 

A confirmation page will confirm that the session has been 

successfully cancelled. Select ‘Close’ to return to the session list.

Cancel 

Session
Exit
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To edit a session, or series of sessions, navigate to the session 

and click the Settings tab. 

NOTE: You can not edit a session that is Today's date. Navigate 

to a date in the future that you want to edit. If appointments have 

been allocated to the session, you will not be able to edit the 

session. 

For recurring sessions, you will not be able to edit any of the 

sessions in the series until after the last date which has 

appointments allocated.

On this tab, you will be able to make changes to the session, 

cancel the session & review the current session setup.

Select Make changes to the session to edit.

Select the Change button next to a section which will navigate 

you to the field to make edits.

Settings tab

Change setting

Amending a 

session
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Fields that are greyed out cannot be edited.

Once you have made your edits to the individual sections, Click 

Continue and you will be returned to the summary view to review the 

changes.

Scroll to the bottom and Select Continue again.

An Important message is shown which provides information about 

what you are about to edit. This is a chance to confirm the changes. 

If you select Cancel, no changes will be saved.

Select ‘Update session(s)’ to save the changes.

A confirmation page will confirm that the session has been 

successfully updated. Select ‘Close’ to return to the settings tab and 

the summary of the session will now be updated.
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Session list

Previous week

Session list

Active session

Any sessions that have been created will show on the Session 

list for a Location. After they have been created you will be 

returned to the Session list to view them.

If you need to navigate to the Session list outside of creating a 

session, first select a Location from the location list.

Click the Sessions button in either the main menu or in the 

overview page.

The list will show any sessions that are occurring for the next 7 

days, starting from Todays date. Each session will display 

information including, Session name, Start time, End time, 

Vaccines, Session recurrence.

If there are no sessions set up, the list will show the narrative 

‘No sessions configured’.

You are able to view sessions in the future as well as the past, 

using the Previous week & Next week buttons. Additionally, 

you can use the Week commencing field to view a specific 

week

Sessions
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Appointment list

To view the Appointment List for a specific session, from the 

Session List either click on the session name or the button at the 

end of the row.

The appointment list defaults onto the To Do tab. 

To do holds a list of patients who have appointments booked and 

have not yet had an outcome recorded. From this tab you will be 

able to ‘Start’ a consultation and record a Given or Not Given 

vaccine.

Patients move over to the corresponding tabs once they have had 

an outcome recorded.

Session name
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Attended holds a list patients who have either had a given 

vaccine or a not given. The status of the vaccination will show if 

vaccines were given or not given

DNA holds a list patients who have been marked as DNA.

Cancelled holds a list of patients who have had their 

appointment cancelled.

Free contains all the free appointment slots that have yet to be 

booked into. It will display each time and lane for the free 

appointment.

By clicking the arrows next to the headings, you will be able to 

sort the returned patients by the respective column.

Status
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To cancel a patient's appointment from the Appointment List, select 

the ellipses next to the start button which will open a menu. 

There are two options View patient record and Cancel 

appointment.

Select Cancel appointment.

A summary of the patients' details and appointment details will show 

to confirm the details before cancelling.

Select a Cancellation reason from the drop-down list.

'Would you like to generate correspondence?’ is defaulted to ‘ticked’. 

This means a cancellation letter will be generated.

Select 'Cancel Appointment'.

A confirmation page will confirm the update and the patient will then 
move onto the Cancellation tab. 

Cancel appointment

Cancellation reason

Cancel appointment button

Correspondence

Cancel Appointment via Appointment 

List

41



THIS DOCUMENT IS UNCONTROLLED WHEN PRINTED. 

The electronic version of this document is the approved and most current. Any printed version is uncontrolled and may not be current.  

43

Did not Attend (DNA) patients via 

appointment list

To mark a patient as Did Not Attend 

(DNA) from the session list, on the To Do 

tab, select the tickbox next to a patient(s) 

name.

You can mark more than one patient at a 

time as DNA.

Once ticked, this will enable the Mark as 

DNA button.

Select Mark as DNA.

The patient will now move from the To Do 

tab over to the DNA tab.

You will be able to start a consultation 

from this tab. 

If the patient was initially marked as DNA 

but was later able to make it to the 

appointment, you can start the 

consultation by selecting 'Start'.

Tickbox

Mark as DNA button
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Record a consultation via appointment 

list

Starting on the To Do tab of the appointment 

list, select 'Start' next to a patient's name. 

This will then launch the Consultation Form to 

record a vaccination.

The vaccine that has been booked will default 

open.

Once completed, the patient will then move 

onto the Attended Tab.

If you select 'exit and cancel consultation' this 

will return you back to the Appointment list and 

the patient will remain on the To Do tab. 

Start button

Cancel and Exit
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PATIENT SEARCH

The patient search screen allows you to search for patients who 

are registered on WIS. You must enter at least three p ieces o f  

in format ion in to  the search  fields, or search using NHS 

Number.

For example, search using First  name, Last  name and a 

Date of birth. Or you can search using NHS Number only.  

Click on the Search button to retrieve patient records. If less 

than 3 search criteria’s have not been entered when searching for a 

patient record, then a search cannot be performed, and no results will 

be returned. Without clearing the search criteria enter a 

Postcode. Click on the Search button again.

A patient record that  matches the search parameters will 

display in a grid with a ‘Patient record’ button alongside.

If you know the NHS number of the patient, then you can search 

using this as this includes the First name, Surname and 

Postcode when the result is returned in the search.

Patient Search

Search Button

Search Criteria

Patient Record
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If the patient has not previously been registered                   

on WIS the search will return ‘0 patients found’.

If you enter invalid characters into a field, when                         

you select the Search button, an error will 

display directly above the field indicating that 

there is an error.  Once corrected, click the 

Search button to proceed with your patient 

search.

When searching using an NHS Number, an NHS 

Number must be exactly 10 digits in length. If 

you have  entered less or more than 10 digits 

and click search, an error will display directly 

above the field indicating that  there is an error. 

Once corrected, click the Search button to 

proceed with your patient search.

0 Patients Found

Error Notification Error Notification

Error Notification
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Patient Record

Once a search has been performed and patient             

record/s have been returned, they will appear in the grid 

with a number count of how many records match the 

minimum search criteria entered.  Locate the record you 

wish to view and click the ‘Patient record’ button to open 

the record. The patient record will always open on the 

Profile screen.

A patient record contains 7  screens, Profile, Vaccinations, 

Appointments, GP record, Opt out, Suspend and Notes.

Profile

Profile contains 4 sections which gives details of the 

patients Personal, Health, Contact and Occupation data. 

These sections can be edited dependent on your role when 

you access WIS.  If your access allows you to update any of 

the details in these sections, you will see an Edit button.  If 

you don’t have access, then you will not see an Edit button.

Additional ScreensProfile Default Screen

Personal 

Section

Edit

Records Returned

Open Record

Test
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Under the Health section you will see                                        

which campaign(s) and priority group(s)                                       

the patient has been added to.  You can                                 

update this by clicking on the ‘Add priority                                  

group’ button.  You will then see 2 drop                                   

down menus.                                                                                                                  

The first drop down will display active or future campaigns.  The 

second drop down will display priority groups linked to the 

campaign you will have selected in the first drop down.  Select 

your campaign and priority group and then click the Save 

changes button.  

If you need to remove a priority group, you will see a                

‘Remove’ button along side.  Click Remove.  This will remove the 

priority group from the Health section.  You will only see the 

Remove button if you have added the priority group to that patient 

profile.

Note: You must select a campaign and a priority group before 

saving.  Saving with only 1 selection will display an error and no 

changes will be saved.

Once you have saved your selections, the Health section will be 

updated to display the changes.  

Edit

Health 

Section

Add Priority Group

Current Campaign &  Priority Groups

Remove Button

Active / Future Campaigns Priority Groups
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The patient demographics can only be updated via 

WDS.     

You can update any section that you see an Edit                                     

button alongside if any information requires updating.

If a patients details need updating under the any 

section, click Edit on the row that you wish to                             

update.  When updating certain fields, each field has 

a maximum character limit in the free text field.   

If the fields are incomplete upon saving, an error 

message will trigger above the field which you will 

need to complete before saving.  A clickable error 

message will also appear at the top of the screen 

indicating there is an issue, stating which field 

requires updating.

Contact 

Section Edit

Error Message

Error Messages

Test

Tester

CF11 9AD
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Welsh GP Record

The GP Record screen provides a link to limited information 

held in the patients GP record and should be used as an aid 

when deciding whether a patient is eligible to receive a 

vaccination appointment. The patient’s permission MUST be 

obtained before viewing this information.

Select either ‘Yes’, ‘No’ or ‘No, but it’s in the patient’s best 

interests.   

Select YES. Click Submit to access the GP record.            

Select NO. A text box opens to enter a reason.  This is a 

mandatory field.  Once a reason has been entered, click 

Submit to save the reason, you do not have access to the GP 

record. 

Select NO, BUT IT IS IN THE PATIENT’S BEST INTERESTS.  

A text box opens to enter a reason.  This field is mandatory.  

Once a reason has been entered, click Submit to access the 

GP record.

The GP record will have 3 sections.  Patient Record Details, 

Patient Allergies and Patient Vaccinations.  This information 

will be read only.  Access to the GP record will create an audit 

trail.

GP Record  

Submit

Permission Values
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If no permission value has been selected and you click Submit, 

an error summary will display at the top of the page, and you 

will not be able to continue until a value has been selected.

When a text box is presented when selecting a permission 

value, it is mandatory to input a reason before clicking Submit.  

An error summary will display at the top of the page if Submit 

has been selected without entering text and you will not be able 

to continue.

The Error summary is clickable; this will take you to the relevant 

field to correct the error. Once you have corrected all errors, click 

Submit. 

Error Summary

Error Summary
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The GP record will have 3 sections.  

Patient Record Details – This section holds the patient 

demographics and contact details.

Patient Allergies – This section holds information of any 

allergies the patient has. If the patient has no allergies 

recorded, then ‘No allergies recorded’ will be displayed.

Patient Vaccinations. This section holds information of any 

vaccinations the patient has. If the patient has no vaccinations 

recorded, then ‘No vaccinations recorded’ will be displayed.

This sections in the GP Record will be read only.  

Note: Access to the GP record will create an audit trail.

GP Record

Patient Allergies

Patient Vaccinations
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Vaccinations and Recommendations

This screen shows the patient’s vaccines recommended  

and vaccination history; a patients Suspend date will also 

show here and can be edited from this section.

Vaccines recommended

The Vaccines recommended section displays al l  vaccines 

recommended for the pat ient  ( i .e.  Covid -19, Flu) and 

the earliest and latest date due. The ‘Earliest  due’ date 

does not change.  If the patient is not due a vaccine, then 

this section will display ‘Vaccines recommended 0 ’.  If 

there are any vaccines recommended, then the number 

count will increase.

The ‘Booking status’ details if the vaccine recommended 

has an appointment booked or not booked.  If the 

appointment has been booked, there will be a ‘View 

appointment details’ button alongside the appointment.  

Click View appointment details and you will be able to see 

details of the appointment booked.  

If the appointment has not been booked, dependent on your 

role there will be a ‘Book appointment’ button. Click Book 

appointment and it will take you to the Book appointment 

screen.

Vaccines recommended

Earliest due Booking status

Latest due

View appointment details

Book appointment

Vaccine

Appointments suspend date details

Suspend note

Edit
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Book an appointment

Appointments tab gives a  consol idated view of  a  

pat ient ’s  Appointment  h is tory;  Booked 

Appointments ,  Appointment History,  Attended – 

Not given, Attended – Given,  DNA, and Cancelled.   You 

can a lso book an appoin tment  and launch a Wa lk- in  

consul ta t ion .  I f  a  pat ient 's  fu ture  appoin tments have 

been suspended,  you can view th is  a t  the top o f  the 

screen and up -date i t  i f  necessary,  f rom th is  here .

If the patient has recommendations,  then a Book 

appointment button will display.  

Click Book appointment.  

You will then see a screen displaying the vaccine(s) the 

patient is recommended for with a tick-box alongside.

If the patient has opted out of a vaccine, then the tick-box will 

be greyed out and you will need to opt the patient back in to 

book. 

Book Appointment

Start walk-in

Vaccines Recommended

Appointments Suspended Notification

Vaccines Recommended

Edit

Continue
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When you have selected a vaccine(s), click Continue. 

Note: a session must be set-up to offer the vaccines you 

have selected to book for, for it to be available on the 

calendar.

For example, if booking for Covid-19 only, then the session 

must be set-up to offer at least Covid-19. If you’ve requested 

to book for Covid-19 and Flu, then the session must be set 

up to offer at least Covid-19 and Flu.

On the next screen, choose the location in which the 

appointment will take place.  You can either select, the 

patient’s GP practice, their vaccination location or search for 

another location. 

If you select search for another location, then locations will 

refine as you type. You can search by location code or 

location name. 

When you have selected a location, click Find available 

dates and times.  

Continue

Location Options
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You will then see a calendar and two options for Session 

types; Timed and Untimed; both will be selected by default.

You will also see the session names set-up at the location, all 

of which will be selected by default.

If you de-select a session, then the appointments being 

offered in that session will no longer display on the calendar.

Select an available date on the calendar (these will show in 

white) and select continue.

Available time slots will be returned split into Morning, 

Afternoon and Evening.

Select a time slot and then click on Continue. 

You will see a summary of the appointment you are about to 

book. If you need to make any amendments to the booking, 

under Booking details you can click on the Change link.  

Click Book appointment. 

You will then see an Appointment booked confirmation 

notification. Click Close.  

Calendar

Session Types

Sessions

Continue
Appointment Summary

Change

Booked Appointments
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Booked Appointments
You will return to the Appointments screen, and the 

appointment will show in the Booked Appointments section.

You can view Booked Appointments that are outstanding. A 

count displays alongside the Booked Appointments heading 

which displays the number of outstanding appointments. 

If the appointment is in the past or on the current date, then a 

Start button will display alongside.

Click Start to begin the consultation for the booked 

appointment.

Booked appointment details

Start button

Cancel button

Booked appointments count
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Booking vaccines outside recommendations

To book an appointment for a vaccine that the patient isn’t 

recommended for, a user must have the additional activity BV018 

assigned to their user account.

When booking an appointment for a patient, if you have the 

BV018 additional activity there will be an additional option Add 

something else.

This will open a new section that allows you to select a 

vaccine that is not currently listed in their recommendations. 

You must give a reason why you are booking an appointment 

for the selected vaccine. 

Once a vaccine has been selected, and a reason has been 

given, you will be able to book the patient into a session that 

offers the vaccine(s) selected.

Add something else

Vaccine selection
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A Cancel button appears alongside the Start button. 

Click Cancel.

A summary of the appointment will display in a new screen.

If you click ‘Discard and exit’, you will return to the 

appointments screen where the appointment will remain 

unchanged.

 If you wish to cancel the appointment, a reason for 

cancellation must be selected. 

Once a reason has been selected, select Cancel 

appointment.

The appointment will no longer be in the outstanding 

appointments section and will display in the Cancelled tab of 

the Appointment history.  

Booked appointment details

Start button

Cancel button

Booked appointments count

Patient details

Appointment details

Cancellation Options

Cancel button

Discard & Exit

Cancel an appointment
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INPUTTING A WALK-IN VACCINATION

When viewing a patient record, navigate to the 

Appointments tab. When viewing the Appointments           

screen, click on Start Walk-in to begin a                              

consultation.

The next screen opens a consultation form                               

in its own tab.  If a patient is recommended for a 

vaccines(s), these will be expandable at the top of the 

page.  

Vaccines that aren’t currently listed in the patient’s 

recommendations are in the expandable cards under the 

heading ‘Would you like to add another vaccine?’.

To select a vaccine you want to add, click the ‘+’ symbol 

next to the vaccine name. 

You can ignore vaccine(s) that aren’t being offered.

Appointments Tab

Consultation Tab

Start Walk-In

Expand Details

Excluded Vaccines

Vaccines Recommended
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The indicator next to the vaccine tells you whether there is 

a booked appointment for the vaccine. If there isn’t then the 

tag ‘Not Booked’ will display.

The text underneath the vaccine title tells you the earliest 

date the vaccine is recommended from and the latest date 

it is recommended to.

Select YES. This will open the Consent given by drop 

down which is a mandatory selection.  Select the relevant 

option from the list.  Once the vaccine has been chosen, it 

will display in the Vaccines you have chosen for today’s 

consultation.

Cancel and Exit Consultation will discard all changes and 

return you to the Appointments tab.  

Click Continue to proceed to the next page of the 

consultation.  If you click Continue without selecting any of 

the options, then you will see an Error summary at the top 

of the page to complete the sections before clicking 

Continue.

Indicator

Vaccine Summary

Mandatory Consent

Cancel & Exit

Earliest From & To Dates

Continue
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On Pre-Vaccination Checks, select either Yes or No for 

each question.  These questions are mandatory.  If you 

click save without completing all the questions, an error 

summary will display at the top of the page.  Once all 

questions have been complete, click Continue.

Under Vaccinate and Record,                                            

select Yes if the vaccine has been given,                                

and No if it has not.

Note: select ‘Back a step’ to return to the previous page.

Mandatory 

Questions

Continue Button

Back a Step
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Click No.  You will then need to complete a Reason for not 

vaccinating and Has consent been withdrawn?  These 

are mandatory options and must be complete before 

clicking continue.  

Entering a Note is optional.  If you continue without 

completing the mandatory options, you will see an error 

summary at the top of the page.

Error Summary

Mandatory 

Options
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Click Yes.  You will then be taking to the Vaccinate and 

record details page.  All fields in this section are 

mandatory.  Date and time of vaccination will default to 

today’s date and time. If you have set a Vaccination Default 

for the vaccine you are recording, you will see a ‘Use 

vaccination default’ drop-down.  

Click the drop down and select the vaccine default, this will 

then populate the fields chosen when setting up the default.  

If no vaccination default was set up, the ‘Use vaccination 

default’ field will not be present.

If you click Continue without completing the mandatory 

fields, you will see an error summary at the top of the page.

Vaccination 

Default

Error Summary
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If Yes is selected against ‘Did the patient have an 

adverse reaction?’, you will need to complete the 

additional details.  These additional fields are mandatory, 

and an error summary will display at the top of the page if 

these sections are not complete.  Once complete, select 

Continue.

Mandatory 

Sections

Continue
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You will then see a Summary page of all the information 

you are about to record, split into different sections of the 

consultation. You can amend details if required before 

submitting the consultation, by clicking the Change link on 

each section.

You will have the option to suspend any future 

appointments if required.  Click Yes to suspend 

scheduling until a specified date, otherwise, click No.

You will need to complete the Vaccination                  

details.  An error summary will display if you             

Submit without completing the mandatory                  

fields.  Once submitted, you will see a               

‘Consultation complete’ notification.  Click                   

Close Consultation.  You will then navigate                  

back to the Appointments screen where you will                     

see the most recent consultation under           

Appointment history.

Note: if the patient is a Poultry Worker, you                    

must add ‘Poultry Worker’ in the notes section                   

under Vaccination details.

Consultation 

Summary
Change

Suspend 

Appointments

Error    

Summary
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Vaccination History

The Vaccination history section displays data of 

vaccinations given. The data includes the Date vaccinated 

which can be sorted in date ascending or descending order, 

Vaccine name, Location and Health board.  You can filter 

the data by ‘Year from’, ‘Year to’ and ‘Vaccinations’.  If 

there is no Vaccination Given history to display, then it will 

display ‘Vaccination history 0’. If there is Vaccination 

Given history data present, then the number count 

will increase.

Alongside each Vaccination record will be a ‘View 

record’ button.  Click View record and a Vaccination 

record screen will open and will display details of the 

vaccination. 

Sections of the Vaccination record will include; 

Vaccination details, Vaccines and consent, Pre-

vaccination checks and details of any Vaccine that 

has been given. This is a read only screen.

Vaccination History Count

Date Filters

Vaccination Filter

View record

Vaccination Record DetailsVaccination Record Details

Remove Button
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At the bottom of the screen, you will see a Close button.  

Click Close – this will return you to the Vaccination History 

screen.  If you have the required access, you will see a            

Remove button at the bottom of the screen.  Click Remove – 

you will be presented with four reasons, or you can click 

Cancel.  

Select a reason and click Save changes, this will then strike 

through the record, and all sections of the vaccination record 

will appear as a strike through with a timestamp at the bottom 

of the screen, evidencing the Name and Nadex the record 

was removed by, the date and time it was removed also the 

reason that was selected.  

Vaccines that have been co-administered in the same 

consultation e.g Flu and Covid-19 will save as separate 

vaccination records.  To remove both records, you will need 

to remove them both individually.

Any notes associated to a vaccination record that has been 

co-administered will remain                                                   

on the patients record until                                                  

both vaccination records have                                                         

been removed.  After this, the                                                

note will display on the record                                                 

as struck through.

Remove ButtonClose Button

Remove Options

Save / Cancel

Strike-through Sections

Time-Stamp
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The strike-through record will appear on the Vaccination 

history screen, the associated appointment will appear as a 

strike through on the Appointment history                    screen 

and any notes that were recorded on                                    

the record during consultation, will appear                              

as a strike through on the Notes screen.

Note: You can only remove a record if you are in the same 

Health Board the vaccine was given.

 

Vaccination History Screen

Strike-through Record

Appointment History Screen

View Strike-through Record

Strike-through Record

Notes Screen

Strike-through Note
Time-stamp
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Appointment history can also be viewed and filtered for 

each tab; ‘Attended – Not given’, ‘Attended – Given’, ‘DNA’ 

and ‘Cancelled’. Providing there is a number count against 

each tab, when you click on each one, details displayed 

specifically for that appointment status will display.  

Cl ick ing ‘All ’ wi l l  d isp lay a l l  data  for  a l l  appointment  

s ta tus ’ .   You can a lso f i l te r  the Appointment  outcome 

us ing ‘Year from ’ and ‘Year to ’ .

A ‘View record’ button is only present alongside ‘Attended – 

Given’ and ‘Attended – Not given’ appointment history 

records.  You cannot view details of Cancelled or DNA 

appointment outcomes.

Appointment History

View Record

Appointment Outcome Tabs Appointment Status

Date Filters

Appointment History
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Opt Out

The Opt Out sect ion  gives users the ab i l i ty to  opt -out  

pat ients  f rom rece iv ing invi tes and automat ic  

appointments for  scheduled vaccinat ions.   If the 

patient has al ready opted out of receiving a vaccine, the 

vaccine name displays as read only, and displays the name 

and date under Last updated of who opted out the patient 

and when. 

Note: You can only add/remove an Opt Out if you are logged 

into the Health Board the patient is registered in.

A Remove button is present alongside the opt out record.  

Click Remove and the opt out record is removed from the Opt 

out of vaccination invitations section, and the patient will now 

receive appointments manually or electronically.

An Opt Out of a vaccination invitation button toggle is 

displayed and hidden by default. Click Opt out of a 

vaccination invitation toggle.  A dropdown list containing  all 

vaccinations in the system that can be opted out of, is 

displayed.

Opt Out Tab

Opt Out Toggle

Vaccines

Remove Button

Opt Out Details

Opt Out
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I f  the pat ient  is  a l ready opted out  o f  a  vacc ine,  for  

example Covid -19,  and you se lect  Covid -19 and c l ick  

Opt  out ,  an error  message wi l l  t r igger  and d isp lay 

above the vacc ine drop down,  and an error  summary 

wi l l  a lso d isp lay a t  the top o f  the                      

page.

When the patient has opted out of                                          

a vaccine, no further appointments                                       

will be generated for the patient                                

manually or electronically.

The patients Recommendations will still remain under Vaccines 

recommended on the Vaccinations screen even though the 

patient has opted out, and ‘opted out’ will display under the 

vaccine.

If no vaccines have been opted out, there will be no data to 

display on the Opt out tab.

Vaccines recommended

Opted Out

No vaccines opted out

Vaccine Opt Out Toggle
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Suspend

Suspend is used to postpone appointments until a 

specific date has passed. For example, a patient may be 

going on holiday so will not be able to attend until after a 

certain date, or they may have received a vaccine within the 

minimum interval required between vaccines. 

Note: You can only add/remove a Suspend date if you are 

logged into the Health Board the patient is registered in.

In the Suspend appointments section, Suspend 

appointments is set to NO by default.  Click EDIT.  Yes and 

No options display.  Date recorded and Recorded by will 

not display until Save changes has been selected.

Click YES.  A Suspend until date section is displayed with 

a calendar to input a mandatory suspend until date, the date 

can also be entered manually. A non mandatory Notes box 

opens.  Any notes you enter here will display on the Notes 

tab. Click Save without entering a Suspend until date, and 

an error summary will display at the top of the page.  

Suspend Tab

Edit

Suspend date

Notes

Cancel

Suspend DetailsEdit

Save changes

Error Summary

Yes/No options

Notes

Date Input
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Click Cancel. Any information entered will be discarded and 

you will be navigated back to the Suspend appointments 

section. 

Select NO and click Save changes. This will discard any 

data entered and the patient will not be suspended from any 

future appointments manually or electronically. 

When you have entered data and click Save changes, any 

previous Suspend date that has been entered, the Date 

recorded and Recorded by will be overwritten by the most 

recent user who has saved a change. 

The patient will not be invited for any further appointments 

manually or electronically until after the suspense date has 

passed or until manually removed.  The suspend date can 

also be viewed and updated on the Vaccinations and 

Appointments tab

Notes

Suspend DetailsEdit
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Notes

Notes recorded via a consultation and Suspend can be viewed 

in this section. This section also allows users to create new 

notes on a patient record. If there are notes recorded in this 

section, you will see a note number count above the ‘Create 

new note’ button.  If there are no notes recorded in this 

section, then the note count will display as ‘Notes 0’.  

If for any reason you need to remove a note and the note was 

created in the ‘Suspend’ or ‘Notes’ section, if you have the 

required account access there will be a Remove link next to the 

note.  If there is no Remove link next to a note, it is not 

possible to remove that note.  Recorded notes will show ‘Last 

updated by’, ‘Date created’ and ‘Note’ column headings.

Note: You can only remove a note if you are in the Health Board 

the note was created in and you have the required account 

access.

Note:  You cannot remove a note if the note was created within 

a Consultation form.  You can only remove a consultation Note, 

if the Consultation itself has been struck through.

Notes Tab

Note Count

Create Button

Remove Link
Note Detail

‘0’ Note Count
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If you have the account access, click Remove next to a 

note.  Four reasons will populate.  ‘Content error’, 

‘Duplicate entry’, ‘Entered against wrong patient’ and 

‘Entered with wrong logon’.  Select any reason option and 

click Save changes.  

The Notes screen will refresh and the note that was 

removed will display as a strikethrough and will display the 

following information relating to the removal of the record; 

Record removed by ‘(Full name and Nadex ID) on DD 

MONTH YYCC at HH:MM’ and ‘Reason’.

Click Cancel after clicking Remove next to a note, no 

changes will be made and any reason option you select, will 

be de-selected.

Save Changes Button

Cancel Button

Remove Link Reason Options

Note Strikethrough/Removed

Note Details
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Click Create new note button to add a new note to the 

patient record.  A text box displays and is mandatory.  Once 

you have entered text, click Save, the Note screen will 

refresh, displaying the new note created. Click Cancel, and 

the Notes section will remain unchanged, and any       text 

entered will be discarded.

Click Cancel without entering any text into the Notes box, an 

error message will trigger and display above the text box, 

and an error summary will display at the top of the screen.

Mandatory Text Box

Save button

Cancel button

Error Summary

Notes Error
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ADVANCED PATIENT SEARCH

To access Advanced Patient Search you will require the BV012 

activity added to your profile which can be assigned to any individual 

user account regardless of their role upon request to Health Board or 

Primary Care leads. 

In the main menu, click on Advanced Patient Search.

Key search parameters are labelled in blue font and are Health 

Board(s), Date of Birth and Priority Group. You must enter at least 

one of these parameter fields. A combination of these parameters 

can be entered if required.  By selecting at least 1 Health Board, you 

can search patients registered in other Health Boards and if they 

match the search criteria, they will appear in the search results 

displaying which Health Board they are registered in. 

Note: When navigating to the Advance Patient Search              

screen, you will be defaulted to your own Health Board.                            

You will not be required to change this if you do not wish                to 

search for patients who belong to other Health Boards.

.

Specific Values

Advanced Patient Search

Mandatory Search Parameters
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The search can be filtered by Health Board, Vaccination        

Location, School Location or GP Surgery.  If a specific Health 

Board, Vaccination Location/School Location/GP Practice or 

group of Vaccination Locations/School Locations or GP Practices 

is required, click on the three dots within the fields.  A pop-up box 

displays. 

Select one or multiple values by clicking in the checkbox(s) in the 

Select column.

A group of values can be selected using the Filter by field and 

ticking the Select All checkbox, for example, to quickly select a 

group of immunisation locations, type in B35 in the Filter by field 

and tick the Select All checkbox and only those immunisation 

locations with B35 in their code will be returned. 

Filters of Housebound and Homeless, are also available on this 

screen and can be used in conjunction with other search criteria.

Filter By

Select Health Board

Select All

Select Location

Filter By

Filter By

Select All

Select Location

Filter By

Select All

Select All

Select Location
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Click Search to display a list of patients in the grid. The list can be 

sorted by clicking on the required column heading above the grid.

Further options for advanced searches are available as tabs:

Recommendations

This option offers the ability to search for patients by their next 

Vaccine recommended and their next Recommendation date. 

Search criteria can be combined if required e.g. search for 

patients within a date of birth range who are due a Covid-19 

vaccine between the Recommendation date entered.

Note: recommendation date ‘from’ must be                                  

today's date, you cannot enter a date in                                       

the past even when a recommendation                                                                                          

may be a date set in the past.

DOB Range

Vaccine Recommendations

Search

Recommendation Date Range
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Exclude DNA

Patients who have DNA’d appointments can be excluded from your 

search by ticking the first checkbox labelled Exclude patient/s who have 

DNA’d at least …. times (since their last vaccine if applicable).  This will 

exclude patients who have DNA’d since their last GIVEN vaccine 

recorded on their record.  If you wish to exclude patients who have 

DNA’d a specific number of times, for example, have DNA’d at least 

twice, type the number 2 in the second checkbox.  This will exclude 

patients who have 2 or more DNA’s recorded on their record.  Patients 

who have DNA’d one appointment will be included in your search 

results.  You can also search via a specific date by entering a Between 

and And date.  This will return patients who have DNA’d between the 

dates entered.  This will be the same process for both Covid-19 and Flu 

DNA.

A list of patients display in the grid.  The                                                 

list can be sorted by clicking on the                                                   

required column heading above the grid.

If required, a report of the search results                                               

can be produced.  Click on the                                                         

Produce to Excel button.

Produce to Excel

Exclude DNA’s
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Appointment Outcomes

This option offers the ability to search for patients who have an outcome 

record of Cancelled, DNA, Not Given and Given.  Filters of date of 

appointment/attendance, attendance type, location, vaccine, 

product, stage and dose amount can be used to tailor the search.  

Search criteria can be combined if required e.g. search for patients within 

a date of birth range who had a Covid-19 AND RSV vaccine, Given as a 

second stage at a Booked or Walk in appointment on a date between 

01/12/2020 to 01/03/2021.

If searching for Flu, the options ‘Stage’ and ‘Dose Amount’ will be 

disabled fields, as these do not apply to Flu.

Note: If an Appointment Outcome is selected, the search will look at all 

vaccines, unless a vaccine has been selected from the vaccine menu.

Attendance Type
Appointment 

Outcomes

Date Range

Vaccine

Product

Stage

Dose
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Outstanding Appointments

This option offers the ability to search for patients who have or do not 

have an outstanding appointment.  Filters of Date of Appointment, 

Location of Appointment, and Vaccine can be used to tailor your 

search.  Search criteria can be combined if required, e.g. search for 

patients within a date of birth range who have an outstanding 

appointment at any location with an appointment date between 

01/03/2021 to 31/03/2021.

Dose

Date Range

Location

DOB Range
Outstanding Appointment
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PRODUCING LETTERS

The system queues letters when appointments/cancellations 

are booked/cancelled using WIS if the location has been set 

up for letters. The letters are sent via a messaging service to 

the Gov.Notify letter printing service. 

To view the status of appointment/cancellation letters, select 

Correspondence from the menu. A search screen displays 

which allows you to search for patients’ letters. 

Note: you will only have access to letters produced for the 

immunisation locations set up in your user account.

The search screen will default to show appointment letters; 

however, you can change this to cancellation letters by 

selecting the ‘Letter Type’ drop down. Filters narrow the 

search results which display in a grid.

Date of Appointment defaults to today’s date and the To date 

is 30 days in the future. These dates are editable. 

Appointment Generation Type contains a dropdown list of 

values – All (default), System Generated and Manual 

Booking. Status contains a dropdown list of values which 

defaults to All.

Search

Date of Appointment

Letter Type Appointment Generation Type

Correspondence

Status
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If your user account has been set up to allow access to multiple 

immunisation locations, specific immunisation locations can be 

selected by clicking on the three dots in the immunisation location 

field. A pop-up window displays a list of all the immunisation 

locations in your organisation. Tick the checkbox alongside each 

of the immunisation locations you wish to select.

Click on the OK button to apply this filter, then click on the Search 

button. A list of patients will be returned that match the search 

criteria. Each letter has a Status:

QUEUED - signifies that an appointment letter is in a queue 

waiting to be messaged to the GOV.NOTIFY national printing 

service. This messaging service occurs every night at 22.00.

HELD - signifies that a letter has the “Hold” checkbox ticked. This 

flag prevents it from being messaged to the national printing 

service. The system defaults to this status to allow checks to be 

made before sending out the letters, for example you may have 

offered an appointment at short notice over the phone so a letter 

may not be 

Select Immunisation Locations

Status

OK

Specific Vales

Search
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required or you may want to temporarily hold the letter back until a 

demographic detail is checked.

IN PROGRESS – signifies that the letter is in the process of being 

messaged to the national printing service. You will be unlikely to 

see this status as the messaging service occurs at night.

ACCEPTED – signifies that the letter has been received at the 

national printing service and is in their queue awaiting printing. 

The letters are printed and posted out at 17.30 every evening 

therefore the appointment letters are sent out to patients the day 

after they are generated on WIS.

PRINTED – signifies that the letter has been printed and posted 

out to the patient.

FAILED – signifies that the letter messaging service has failed 

due to a technical issue. You do not need to take any action as 

DHCW operational support staff will be aware of the issue and will 

resend the letters.

ERROR – signifies that there is an error with the address or 

postcode. Click on the View Error button. A message displays 

giving details of the error.
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SCHEDULED – signifies the automated checks have been run 

and the individual letter request has not failed any checks.  Any 

letter set to Scheduled cannot be un-held and will be forwarded to 

the Notify service on the next run.

Click on the OK button to close the message. Note the Hold

checkbox has been automatically ticked to prevent it being sent to 

the printing service. You will have to correct the address in the 

patient record, then return to the Letters screen to process the 

letter. To return the letter to the queue, click in the Hold checkbox 

to deselect and click on the Save button.

Printed letters are bilingual and contain the patient’s appointment 

details. 

If the system receives an update of a date of death for a patient 

who has an appointment letter in a queue, the letter will be 

removed from the list.
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Copy, cut & paste are potential sources of clinical error. Currently, 

there are no restrictions within WIS-app to stop a user from 

copying data from one place to another.

However, the following principles have been agreed by the DHCW 

patient safety team. Some of the items are already in place, 

others are aspirational and will hopefully form part of future 

development.

General rules

Copying data from a non-DHCW application and pasting into a 

DHCW application is allowed without restriction or logging.

                                                                                                                   

However, copying data from one patient record and pasting 

into a different patient record is never allowed.
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