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STEPS ILLUSTRATIONS 
Step 1: 
Click REPORTS. 

 

Step 2: 
Scroll down to Patient 
Management. 

 

Step 3: 
Click Patient 
Reminder/Recall. 

 

Patient Reminder/Recall Report 

When to use: When you would like to identify which of your patients are due or overdue to receive one or more 
recommended vaccines. 
 
Who should use: Direct Entry and HL7 Users; Office Managers; Supervisors 
 
Notes: 
♦ This report can give you a PDF document or an extract for Excel that lists your patients who are not up-to-date 

on recommended vaccines in SAIRS. It can also generate labels for a postcard mail out. 
♦ You will set this report to run overnight and will be able to see the results on the following day. 
♦ If you don’t have access to run reports then contact your SAIRS mentor. 
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Step 4: 
Click Add Reminder/Recall 
Run at the top of the page. 
 

 

Step 5: 
A. Create a unique Run 

Name for your report. 
B. Set the Run Schedule 

Date for today. 
C. Set the Date Range 

(usually one month) 
D. Set the Age Range, 

depending on the 
vaccine doses you are 
checking for. 

 

Step 6: 
Select among the various 
options to target specific 
patients. 
 
 

 

A. 

B. 
C. 

D. 
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Step 7: 
A. Select the Vaccine 

Series and Dose you 
want to check for. (The 
example shown would 
check for patients who 
are missing the 4th dose 
of DTaP and the 3rd dose 
of HPV.) 
 

B. You can exclude 
patients from the report 
by health insurance type 
if you wish. 

 

Step 8: 
Click Run Report. 
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Step 9: 
The following day, check 
the Patient 
Reminder/Recall report 
page to see your results.  
 
Select the report that you 
ran by clicking the dot to 
the left of it. 
 
Clicking the Report button 
at the bottom of this page 
will give you a PDF version 
of your report. Clicking the 
Full Extract button will give 
you the same data in an 
Excel Spreadsheet. 

 
 

 
<THE END> 

IF THEN 
The report has results. Contact the patients on the report and let them know that 

they are either due or overdue for vaccines and try to 
schedule an appointment. 

The report has results that are not 
accurate, i.e. the patient did 
receive those vaccines. 

If you are a direct entry provider, then please update the 
SAIRS record. 
If you are an HL7 provider, then please fax or mail in a 
printout from your EMR system and a member of the 
registry team will update the SAIRS record. 

The report has patients that are no 
longer seen at your clinic. 

Please contact the SAIRS Team so that the patient will be 
inactivated from your clinic list. 

There is no report. Please contact the SAIRS Team. 


