
Today’s training is for hospitals and federally qualified health centers (FQHC) 

who received a NYS notification that they must vaccinate priority groups outside of 

their organization. Note- this training will only cover second dose scheduling 

processes in CDMS

These outside groups could include:

Emergency Medical Services

Medical Examiners, Coroners, and Funeral Workers

Staff from Voluntary Operated OASAS Facilities

Staff and residents from Voluntary Operated OMH Facilities

Staff and residents from OPWDD Facilities

Hospitals and FQHC that were not instructed to vaccinate priority groups 

outside of their organization DO NOT need to participate in this training.
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NYSDOH Countermeasure Data Management System (CDMS) 

Getting Started:
• Browser

• CDMS most optimally works in Google Chrome

• Microsoft edge can also be used

• Firefox, Safari, Internet Explorer are not compatible with CDMS 
and should not be used

• If you use these browsers you will likely receive errors or not 
see all functionality of the system necessary.
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NYSDOH Countermeasure Data Management System (CDMS) 

Getting Started: Receiving Access
• In order to receive access you will need to request it from your HCS 

Coordinator 

• The role which has been created for FQHC/Hospitals is known as 
“Facility Admin”

• In order to get access you will need to request it from your HCS 
coordinator

• To discover who your HCS coordinator is;

• Login to HCS and click ‘My Content’ in the top right menu and 
select ‘Look up my coordinators’
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NYSDOH Countermeasure Data Management System (CDMS) 

Second Dose Reminders
• The second dose process 

• 1) Recall patient information (3 ways to do this) to determine who 
needs a second dose and when

• 2) Create a second dose only operation and send the registration 
link for that operation directly to those who need to schedule
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NYSDOH Countermeasure Data Management System (CDMS) 

Second Dose Reminders
• In order to determine which patients need a second dose and 

when, there are three options:

• 1) Providers can run a reminder / recall report in NYSIIS 

• 2) Providers can run a report from their own EMR

• 3) Providers can run a report in CDMS 

• *Note* this option only works if your organization processed records 
in CDMS taking the registration to a visit 
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Option 1) NYSIIS Reminder/Recall Report
The Reminder Recall report can generate a list of 
patients due or overdue for specific 
immunizations.  

To access this report, log into NYSIIS and on the 
left side menu panel, under Reports, click 
Reminder/Recall.
• Organization level report run on your own 

organization’s active patient population.
• Two step report that can generate a list and 

letters / labels (if desired) for patients that 
are due or overdue for immunizations.
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NYSIIS will navigate to the Reminder Recall set up screen where you filter the report. 

• Leave Tracking Schedule defaulted.
• Click the radio button for Use Vaccine Groups Selected, scroll down to covid19 and 

highlight it, then click the Add button to move it to the right side box.
• Leave all other fields defaulted.
• Towards the bottom of the page, under Enter Date Criteria, enter the timeframe your 

staff should be due for their second dose of covid19 vaccine in the Target Date range 
fields. 

• Leave the rest of the fields defaulted then click the Generate button. 

In this example (next slide), 20 patients were vaccinated on 12/29/2020, so the Target Date 
Range starts 1/19/2021 (21 days later).
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NYSIIS will navigate to the Reminder/Recall status page.  The status will increase from 1 to 
100%.  Once it reaches 100%, the report has finished generating and becomes a hyperlink.  
Click the link.

Note:  these reports are large and sometimes take a few minutes to run.  You can navigate 
away from this page while the report runs in the background.  To get back to the 
Reminder/Recall status page, click Check Reminder Status on the left side menu panel.
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The summary page shows you the steps NYSIIS took to generate the list of patients due for a 
reminder. 
Note:  NYSIIS will not generate reminders for patients that are missing address information in 
their record.  It is crucial to report this information so they show up on the report.  
Otherwise, they could be missed for a reminder, even though they are due for dose 2. 
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Below the summary is the Output Options.  NYSIIS can generate a standard letter, mailing 
labels and a patient query list.  To generate output, click the hyperlinks under the Output 
column.
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You will navigate back to the Reminder Recall Status page.  When your output has 
completed it will display Ready in the status column.  Click the hyperlink to view the output.
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The Standard Letter displays the immunization history and immunizations needed 
information for each patient.  Labels are also generated.  These letters can be mailed to 
patients if desired.
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Option 2) Your Facilities EMR

Your second option is to pull vaccination date information and 
contact information from your own facilities EMR

We understand for many this may be the simplest solution as your 
staff is well versed in reporting from your own EMR!
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Option 3) CDMS
• Your third option is to use CDMS for the recall visit feature
• *Please note, the recall visit feature will only work if you 

processed your registrations (aka created a visit) within CDMS, if 
you did not, you will need to use option 1 or 2

• Pl
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Option 3) CDMS
• From the recall visits page you will be able to sort by visit date to 

determine which patients you need to contact in regards to their 
second dose scheduling. 

• You can also download the patients contact information in order 
to email your registration link for 2nd dose operations

• When emailing registration links, make sure you always use the 
BCC feature in your email for privacy

• Pl
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Option 3) CDMS
Please note: “the recall visit information” is 
currently in development. This option will be 
available for your organization Friday, 1/1. If 

you need the information prior to Friday 
please contact CDMS@health.ny.gov for 

assistance!
• Pl

mailto:CDMS@health.ny.gov
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NYSDOH Countermeasure Data Management System (CDMS) 

Setting up a Second Dose Operation
• In order to vaccinate individuals for their second dose, you 

need to set up a new operation:

• If your second dose clinic is not going to be at the same 
location as your first, or there has been any change in address, 
we need to start by adding in a new location
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NYSDOH Countermeasure Data Management System (CDMS) 

Adding a New Location

First, click Org Admin > Locations, if your location is not on your list, click ‘Add 
a Location’
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NYSDOH Countermeasure Data Management System (CDMS) 

Adding a New Location

Fill in the information associated with the location: Location Name (make this 
specific), Street Address and Contact Number to the location and click Add 
Location.

*Note: When you are typing the street address, this will pull from google 
maps, click the address associated with what you are typing.  This will fill in 
the grey boxes automatically. 
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NYSDOH Countermeasure Data Management System (CDMS) 

Adding a New Location

*As you see in this 
screen capture you 
see addresses pulling 
from google, CLICK 
the address 
associated with the 
location where you 
are vaccinating.
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NYSDOH Countermeasure Data Management System (CDMS) 

Adding a New Location

*Once the google 
address has been 
selected the grey 
boxes will 
automatically 
populate. 
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NYSDOH Countermeasure Data Management System (CDMS) 

Setting Up a New Operation 

To get into your organization’s operations select 

Organization Admin > Operations 
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NYSDOH Countermeasure Data Management System (CDMS) 

Changing your location in an operation
Next, we will select “+ Add Operation”
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NYSDOH Countermeasure Data Management System (CDMS) 

Setting up a New Operation

The Operation Details will open and you will select:

• Event (Dropdown): NYS DOH Hospital / FQHC Appointment 
Scheduling COVID-19 VACCINE

• Form (Dropdown): Hospital / FQHC Appointment Scheduling Form1

• Location (Dropdown): The location where your vaccination clinic 
will be taking place
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NYSDOH Countermeasure Data Management System (CDMS) 

Creating an Operation 
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Fill in the Details

The next details to fill in are;

• Operation Name – Make sure you are putting 2nd Dose in the name so both your patients 
and organization can differentiate the clinic from a 1st dose clinic

• Intended Population – *note, can be left blank

• Public Notes – these are any notes you would like your patient to read prior to clinic. Tips 
on where to go, what to bring if needed, etc.

• Information Contact

• Fee (will default to 0 – don’t change this)

• **IF you see public visibility when creating your operations ALWAYS make this ‘CLOSED’
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NYSDOH Countermeasure Data Management System (CDMS) 

Changing your location in an operation
• We will be sending out quick cards to reference steps shown on screen

Take a look at your operation name and see if you need to change the operation name to reflect the 
location change and click update operation
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NYSDOH Countermeasure Data Management System (CDMS) 

Adding a New Clinic Schedule 

Next, we will add our schedule. From the same operation view is where 
registration schedules can be added
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NYSDOH Countermeasure Data Management System (CDMS) 

Adding a New Clinic Schedule 

Scroll to see ‘Add Registration Schedule’
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NYSDOH Countermeasure Data Management System (CDMS) 

Adding a New Clinic Schedule

Fill in your operation date, start and end times, time slot duration and 
capacity and click add registration schedule 
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NYSDOH Countermeasure Data Management System (CDMS) 

Altering your Clinic Schedule
If you want to change or view your schedule scroll to click modify schedule
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NYSDOH Countermeasure Data Management System (CDMS) 

Altering your Clinic Schedule
• If your schedule doesn’t seem to have the capacity you were hoping for, 

change it!

• Modify schedule is where you can: 

• Add Time Slots

• Delete Time Slots 

• Change your Capacity 

• After any change, please scroll to select ‘Update Deadline / Capacities’ or 
your changes will not save 

• **it is easiest to make all edits PRIOR to registrations
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NYSDOH Countermeasure Data Management System (CDMS) 

Altering your Clinic Schedule

Here is where you add a time slot

Click Update

Here is where you can change capacity

Click to delete
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NYSDOH Countermeasure Data Management System (CDMS) 

Activate and Registration Links *NEW STEP
• Next, we will now go to the third tab from the Operational View.
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NYSDOH Countermeasure Data Management System (CDMS) 

Activate and Registration Links *NEW STEP
• Click the Activate Operation
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NYSDOH Countermeasure Data Management System (CDMS) 

Activate and Registration Links *NEW STEP
• After you click activate, select this link again
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NYSDOH Countermeasure Data Management System (CDMS) 

Activate and Registration Links *NEW STEP
• Now that activate has been clicked, your registration links will appear

Use only 
these 
two link 
types 
when 
sending 
out your 
links!!
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NYSDOH Countermeasure Data Management System (CDMS) 

Activate and Registration Links *NEW STEP
• There are three registration link types

• The first link is your operation link – I call this the “overall” link – meaning 
if you have multiple dates and you are ok with people choosing their date, 
send this

• The second link is your operation date links – these are targeted links 
which will only show registration for the date associated in the table

• The third link is the kiosk link – DO NOT send this link out. This is intended 
for walk-in populations only and should not be shared. This will allow 
someone to register without an appointment time
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NYSDOH Countermeasure Data Management System (CDMS) 

Now Combine the Two Steps 
• Now that you have your patients who need second dose vaccination 

appointments AND your operation links for second dose – it is time to….

• Send those links to your specific patients who need to register 

for their second dose!

This Photo by Unknown Author is licensed under CC BY-NC-ND

https://wadadlipen.wordpress.com/category/a-b-lit-news-plus/page/30/
https://creativecommons.org/licenses/by-nc-nd/3.0/
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NYSDOH Countermeasure Data Management System (CDMS) 

Sending links to patients
• As mentioned, we suggest emailing your 2nd dose operations to your 

patients in a blast email using the BCC feature of an email

• BCC or Blind Carbon Copy allows you to send an email to all your patients 
without anyone being able to view the other email addresses in the list.

• This is CRUCIAL for privacy

• No PHI should be in this email, there simply should be a message which 
says “You are due for your second dose of Covid-19 vaccine, please click 
the link to register

• If your own EMR can send this reminder for you, great!

If not, we suggest the BCC option.
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NYSDOH Countermeasure Data Management System (CDMS) 

Registering Patients 
• Patients will register off your link the same way they did to begin, first 

they will select their appointment time
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NYSDOH Countermeasure Data Management System (CDMS) 

Registering Patients 
• Patients will then fill in their demographic information, Name, Phone, DOB, 

Email, Gender (anything noted as optional, is optional still)

• Next they will complete their screening question (which is the legal attestation 
that they are attesting to being part of the priority groups identified for 
vaccination)

• They will be brought to a page to review information / make changes and then 
select register

• Once they click register they will be brought to another screen where they can 
click to print their ticket and then click ‘Done’

• * Note the ticket will also email to them
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NYSDOH Countermeasure Data Management System (CDMS) 

Registering Patients 
• Cancelling Appointments

• When your patient registers they will provide their email which will send a 
ticket regarding their appointment.  Within the body of that email is also a 
link an individual can click to cancel their appointment.
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NYSDOH Countermeasure Data Management System (CDMS) 

Recalling Registrations
• Recalling registrations will be crucial to ensure the patients you 

need to have their second dose are registering. If someone on 
your list that is due has not registered for their second dose, you 
may wish to call them. 
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NYSDOH Countermeasure Data Management System (CDMS) 

Recalling Registrations
First, click Operational > Recall Registration and set session specifics
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NYSDOH Countermeasure Data Management System (CDMS) 

Recalling Registrations
• Next, your list of ALL registered patients will show here, use the global filter to 

find a specific patient if needed, if they aren’t there – you may wish to call to 
ensure they received their email notification
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NYSDOH Countermeasure Data Management System (CDMS) 

Day of Clinic
• On the day of clinic, we will follow all steps as they were initially 

outlined in the first training to recall and process registrations!

This Photo by Unknown Author is licensed under CC BY-ND

http://globalhealthafrica.org/tag/health-care/
https://creativecommons.org/licenses/by-nd/3.0/
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NYSDOH Countermeasure Data Management System (CDMS) 

Recalling Registrations
• Recall registrations as outlined in the slides prior to set session specifics

• Once you open the patients record, confirm all demographic information

• Enter screener initials and select the screener disposition

• Referred for Countermeasure

• Referred to Medical Evaluation

• Other

• Patient Declined
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NYSDOH Countermeasure Data Management System (CDMS) 

Recalling Registrations
• Fill in the Countermeasure Disposition next 

• Countermeasure Provided

• Referred for Outside Medical Evaluation 

• Other

• Patient Declined

• Click Create Record 

• The registration will now become a visit
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NYSDOH Countermeasure Data Management System (CDMS) 

Recalling Registrations
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NYSDOH Countermeasure Data Management System (CDMS) 

Recalling Visits
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Countermeasure Data Management System (CDMS) v.7.0 – Part II 

Open for Q&A (if time allows)

Please enter questions into the Chat Box of WebEx and a moderator will 
either ask your question live for answer or respond in the chat 

This Photo by Unknown Author is licensed under CC BY

https://owl.excelsior.edu/writing-process/prewriting-strategies/prewriting-strategies-asking-defining-questions/
https://creativecommons.org/licenses/by/3.0/

