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Access WIS using the Community Pharmacy 

Gateway (CPG- Citrix) 
 

Log into the CPG-Citrix platform using your NADEX username and password. 

This will take you to the Choose Pharmacy Access Gateway. 

Select ‘WIS Web App’.  

 

 

 

 

Log into WIS using your NHS Wales email address and password when prompted. 
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Set your location and health board 
At the top of the WIS homepage you should see your name and NADEX details 

displayed, for example A Person (AP123456). 

You must update the location fields to your correct location and health board. This 

ensures that the location of the vaccination is displayed, and payments are made 

correctly. You can also set this information at the end of the consultation, see page 

17.  

You must make sure these are correct each time you record a vaccination. 

 

 

 

Set your health board  

Select the dropdown icon and choose the correct health board from the list. 

 

A Person (AP123446) 

A Person (AP123446) 



Page 5 of 18 
 

Set your location  

Select ‘Locations’ from the menu on the left of the screen. 

 

In the ‘search for a location’ field, you can search by: 

• Location name, for example Test Pharmacy 

• Postcode, for example CF11 9AD 

• Code, which is your PPA code, for example 609123A) 

Potential matches will be displayed in a list. Searching by PPA code will restrict 

potential matches and should only display your location. 

 

Select ‘view location’ for the correct location. 

 

 

Your location and health board should now be correctly displayed at the top of the 

screen. 

 

A Person (AP123446) 
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Record a vaccination for a walk-in patient 
This section covers unscheduled vaccinations for patients, for example opportunistic 

vaccination or vaccinations booked directly through pharmacy appointment booking 

systems. 

For appointments booked using the WIS appointment booker, refer to the WIS User 

Guide for support in managing appointments and vaccinations. 

 

Find the patient 

Select ‘Patient Search’ from the menu on the left of the screen. 

 

The quickest way to find a patient is using the NHS number. NHS numbers must be 

exactly 10 digits. 

 

If the patient’s NHS number is not known, you must complete a minimum of 3 of the 

required fields. This includes first name, last name, date of birth, or postcode. 

• You cannot perform a search with less than 3 criteria as no results will be 

returned. Without clearing the search criteria, add an additional field and re-

run the search.  

• An error message will be displayed if you enter invalid characters into the 

search fields. 

• If a patient has not been previously registered on WIS, the search will return 

‘0 patients found’.  

Select the correct patient from the list displayed. Using the NHS number should only 

provide 1 result. 
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Select ‘patient record’ to access the patient’s record. 

 

A patient record contains 7 screens:  

- Profile 

- Vaccinations 

- Appointments 

- GP record 

- Opt out 

- Suspend 

- Notes 

The patient record will always open on the ‘profile’ screen. 

For further guidance on GP record, opt-out, suspend and notes, please see the WIS 

User Guide. 
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The patient record 

Profile  

Profile contains 4 sections which gives details of the patient:  

• Personal – general demographic information 

• Health – information relating to eligibility for vaccination 

• Contact - contact details for the patient and emergency contacts 

• Occupation – relevant for patients who are eligible for vaccination due to 

occupation 

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.  

Welsh Demographic System (WDS) information can only be updated by WDS. 

 

Health and occupational eligibility 

Confirming or adding eligibility for vaccination 

Vaccinators must confirm eligibility for flu vaccination with the patient, or their carer 

where appropriate.  

For patients in a clinical at-risk group, WIS may pre-populate eligibility. This will be 

displayed in the ‘Priority Group’ section of the health information. Eligibility may 

also be displayed for other vaccination programmes, for example COVID and RSV. 

If there is no priority group displayed, you should add this information.  

 

Add a priority group 

In the health section, select ‘flu’ from the priority group(s). 

From the dropdown, select the appropriate eligibility criteria. Where more than one 

criteria applies, select one option. If this includes a clinical at-risk group – select this 

option. 

Note: if the patient is eligible for vaccination as they are an eligible poultry worker 

(and no other eligibility criteria applies), the priority group should be left blank and 

the eligibility should be captured in the patient notes section of the patient record 

(see page 18) 
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Select ‘Save changes’ to record this information. 

 

If you select an incorrect priority group, you can correct this by selecting ‘remove’ 

and then repeating the steps.  

 

Additional information for carers and health and social care workers 

Carers and health and social care workers include a number of eligible patient 

groups. To enhance vaccine uptake data, additional information should be included 

in the ‘Occupation’ section of the Profile section to accurately record eligibility 

for vaccination. 
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- Patient facing – record Yes or No. 

- Employer or contractor – complete for health and social care workers 

 

- Sector – complete for health and social care workers and carers 

 

- Unpaid carer – complete for carers 

Additional fields can be completed if relevant. 

Once you have confirmed all profile details are correct, continue with the 

vaccination. 
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Vaccinations 

Recommended vaccine and vaccine history 

This screen shows the patient’s recommended vaccines based on clinical eligibility 

from the GP record and the patient’s vaccination history.  

If a patient is eligible because of their occupation, this field may be blank as this data 

may not be held in the GP record. 

 

Vaccines recommended  

For more information on the vaccines recommended section, see the WIS User 

Guide. Where available for a patient, this provides information about: 

- the vaccines that the patient should receive 

- when they are next due 

- if an appointment has been booked 

 

Vaccination history 

Here you can view vaccines previously administered and view records of 

vaccinations. 

You can restrict results by editing date range and vaccination dropdowns. 

 

To review documented allergies, access the ‘GP record’ and also check previous 

vaccination records within WIS. 
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Appointments 

Providing a walk-in vaccination 

The appointments tab gives a consolidated view of a patient’s appointment history: 

- Booked appointments 

- Appointment history 

- Attended – not given 

- Attended – given 

- DNA 

- Cancelled 

For further detail on this functionality, see the WIS User Guide. 

Important: if a patient has a pre-booked appointment at another service 

provider, vaccinators must confirm that the patient wishes to proceed with the 

vaccination today. Where the patient indicates that they wish to be vaccinated 

immediately, the booked appointment must be cancelled to minimise the risk 

of further vaccination. 

To cancel a pre-booked appointment, select ‘cancel’ 

 

A reason for cancellation must be included. See the WIS User Guide for further 

guidance. 

 

Start Walk-in vaccination 

Select ‘start walk-in’ to begin a consultation. 

 

From the screen displayed, expand the ‘flu’ option and complete the consent field. 
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If a patient or their carer does not provide consent, ‘No’ should be selected. The 

consultation will not proceed, and you should annotate the record with pharmacy 

details and close it. 

Once you have recorded consent, select ‘Continue’  

 

Pre-vaccination checks 

On the pre-vaccination checks screen, 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 completed, click ‘Continue’. 
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Vaccinate and record                                            

On the vaccinate and record screen, 

• select ‘Yes’ if the vaccine has been given,                                

• and ‘No’ if it has not 

You can select ‘Back a step’ if you need to return to the previous page. 

 

 

If the vaccine was given 

All fields are mandatory.  

 

The date and time of vaccination will default to today’s date and time. 

You can edit the date and time if you are uploading vaccine records retrospectively. 

However, the WIS is intended to be used at the time of the vaccination to ensure 

eligibility and relevant patient information is reviewed before administering vaccines. 
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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 

with the information you chose when setting up the default.  

If no vaccination default was set up, the ‘Use vaccination default’ field will not be 

present, and you must complete the required fields:  

• Product 

• Dose Amount 

• Batch Number 

• Expiry Date 

• Route of administration 

• Site of administration 

 

If the vaccine was not given 

Select ‘No’.  You will then need to complete ‘Reason for not vaccinating’ and ‘Has 

consent been withdrawn?’  

These are mandatory options and must be completed before clicking continue.   

 

Entering information into ‘notes’ is optional.  If you continue without completing the 

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

 

Recording adverse reactions 

If the patient has an adverse reaction at the time of vaccination, this must be 

documented. You should record the ‘type of adverse reaction’ and any relevant 

information in ‘notes’. 
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If you click ‘Continue’ without completing the mandatory fields, you will see an error 

summary at the top of the page. 

 

Confirm vaccination details 

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 before submitting the consultation by clicking the ‘Change’ 

link on each section. 
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Record vaccinator and payment details 

To complete the record, the following fields must be completed. 

 

The ‘name of vaccinator’ should default to the name and NADEX of the person 

logged into the system. 

- You must ensure that the details match those of the person who completed 

the patient assessment and vaccination.  

- You may wish to record the legal authority for vaccination and any additional 

information in the ‘notes’ section. 

‘Vaccination location’ must be the place where the vaccination happened.  

Start typing the name of the location into the field or use the dropdown icon to scroll 

through the options.  

A Person (AP123456) 
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‘Payment to’ must be the name of the pharmacy to which payment should be made 

and must be completed for every record submitted.  

Start typing the name of the location into the field or use the dropdown icon to scroll 

through the options. Options displayed will be restricted depending on the Health 

Board selected.  

‘Notes’ should be used to record any information relevant to the administration of the 

vaccination. 

• Where the patient is a ‘poultry worker’ the code PW must be included in the 

notes section. 

 

Submit and close the patient record 

Once complete, select ‘submit’  

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’. 

 

Get help and support 
For guidance on full WIS functionality refer to the current version of the WIS User 

Guide and training videos. 

For technical assistance contact the DHCW Primary Care Service Desk: 

Telephone: 0333 200 8048  

Email: primarycare.servicedesk@wales.nhs.uk 


