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1. Introduction 
The National Immunisation & Vaccination System is used for recording Covid Vaccinations for 

healthcare workers and patients. 

This document contains information on: 

➢ how to navigate through the NIVS system 

➢ how to add a second vaccination 

It is designed as a ‘step by step’ guide to navigate users through all steps of the process.  

Please note that any data shown on screen shots is not ‘real’ and has been created for training 

purposes only. 

2. Using NIVS 
Now you have your permissions set you can start to navigate through NIVS 

2.1 Home Page 

The NIVS home page displays the Arden & GEM CSU NIVS Helpdesk contact details in the event that 

you require system support. We are contactable via email agem.nivs-covid@nhs.net or via phone 

0121 611 0187.  

You will see two options on the home page: ‘Patient’ and ‘Batch’ 

 

 

2.2 Setting your Vaccination Organisation and Site 

Vaccinators are working in multiple sites and organisations to deliver the vaccination program. in 

addition, with the onset of Mass Vaccination Centres colleagues may now also be vaccinating in 

different care settings.  

To ensure vaccinations are recorded to the correct site and organisation you will prompted with the 

following screens when you log into the system and select ‘Patient’ or ‘Batch’ before you can 

proceed further. You can also do this by selecting Vaccinator Location located at the top. 

mailto:agem.nivs-covid@nhs.net
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There is no longer a requirement to select a Vaccination Service Type, just an Organisation and Site.  

The site selected will determine if the vaccinations are being undertaken in a Hospital Hub of Mass 

Vaccination Centre.  

 

 

 

1. Select your ‘organisation’ - start typing the name and it will appear here 

 
2. A list of relevant sites will then be available from the drop-down list to select 
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The system will then confirm these selections to you (see below) and this will enable you to continue 

adding batches and vaccinations. 

 

2.3 Changing your Vaccination Organisation and Site 

To change the site you are working at, either log off and log back in or select the ‘Vaccinator 

Location’ button 

 

This will confirm which organisation and site you are already vaccinating for 

 
If you need to change this – ‘Click’ on the change vaccination site button 

 

 

 

 

And repeat the steps from Section 4.2 Setting your Vaccination Organisation and Site. 

2.4 Pre-Screening 

A pre-screening is required to be recorded prior to a vaccination.  This functionality allows for two 

different processes to be supported, a direct vaccination route where pre-screening is recorded and 

a vaccination given by the same user, or a two-step process where patients are pre-screened in one 

area, and then vaccinated in another. 

The patient screen shows the following: 

1. A list of pre-screenings where the vaccination has not been recorded (it does not mean that 
a pre-screening is absent, if you have a completed vaccination record, then the pre-
screening was completed.  If a record appears here it is only to enable the users to enter the 
vaccination details, once complete this record will move to vaccinations. 

2. A list of vaccinations recorded; these vaccinations include the pre-screening data. 
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The pre-screening section shows those pre-screenings without a vaccination record, press select to 

complete the vaccination details. 

Once complete, the record will no longer be there, but will add to the list of records in Covid 

Vaccination Area. The pre-screening questions will have to be filled out and submitted when 

uploading patients second vaccination, as the questions still apply.  

 

To search for an existing pre-screening for a patient, click on the Pre-screening functionality at the 

top. 

 

  

 

 

 

 

 

 

The ‘All’ box will be already ticked as a default. By clicking search, this will bring up a list of all 

patient records who have had a pre-screening, but no vaccinations have been uploaded.  

To search for a specific patient, untick the ‘all’ box and fill in details and ‘search’. 

Click edit for the correct record. 
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Greyed out fields cannot be amended. Once You click save, you will then be able to upload Covid 

Vaccination for patient. 

 

3. Adding a second Vaccination  
As the roll-out for the second vaccination has gone live, please follow these steps to add a second 

vaccination to a patient.  

Login to NIVS and fill out your Vaccinator Location 

 

 

You can then search for existing patient record. If a patient’s first vaccination has been inputted to 

NIVS, you can search via the Patient search section 

Enter details and click search. Any existing patient records will appear. Click ‘edit’ on the correct 

record.  
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This will take you to the patient record. The first vaccination record will show under ‘covid 

vaccinations’.  
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To add a Second Vaccination, Please, click ‘+ New Pre-screening’. The pre-screening record is 

mandatory to add a vaccination. Fill out pre-screening section and click save, to be able to add 

vaccination.  

Please do not edit first vaccination record when adding second vaccination.  

A pre-screening record will have been done for the first vaccination. Once a vaccination 

record is inputted, the pre-screening record disappears. It is mandatory to add a new 

pre-screening, prior to uploading a second vaccination as the questions still apply.  

 

 

By clicking save, this will automatically take you to add vaccination. 

http://dreyfusdragon.blogspot.com/2011_11_01_archive.html
http://dreyfusdragon.blogspot.com/2011_11_01_archive.html
https://creativecommons.org/licenses/by/3.0/
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Fill out vaccination details and select ‘Administration of second dose of SARS-CoV-2 Vaccine’ then 

save.  

Please ensure you select the second dose.  

3.1 Pre-screening done prior to second vaccination 
If the second pre-screening has been done, prior to the second vaccination, this will appear on 

patient record. You can search via the pre-screening functionality on NIVS.  
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Untick ‘all’ and fill in details to search for a specific record or click search with the ‘all’ box ticked. 

This will bring up all pre-screening records.  

Select the correct record, which will take you to the pre-screening. Check all details are correct 

before clicking save to proceed to vaccination.  

3.2 Pre-screening record on patient records. 
 

When editing patient, if a pre-screening record has been done and no vaccination has been 

completed for it, the pre-screening record will appear on the patient record. Once a vaccination has 

been done, this pre-screening record will disappear.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the pre-screening, and double check all details are correct before clicking save to proceed to 

add second vaccination 



 
 

12           
                                                                                                                          Version 1.0                        

 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This will take you to add vaccination.  
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A pop up may appear as prompt. The record will still save. Once saved the patient record will show 

as having 2 vaccinations and any pre-screening record will disappear. 
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3.3 Patient vaccinated elsewhere 
 

If a patient has been vaccinated elsewhere, you can now search this via immunisation search.  
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You can search via NHS number or demographic details. If a record is located, it will show.  

As demonstrated this patient does not have a vaccination record. You can add vaccination by clicking 

‘add vaccination’.  

If a record is not located. You can click ‘add patient’ 

 

If a patient has already received a first vaccination, this will be shown.  
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Click ‘Add vaccination’ to proceed. This will take you to the patient record, where you can ‘+ new-

preening’ for second vaccination. 
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Please do not edit the first vaccination record.  

If the patient has not been uploaded to NIVS previously, you will need to fill in patient 

details, before proceeding to add pre-screening and add second covid vaccination. 

 

4. Deleting a pre-screening record, patient record or 

patient vaccination record.  
This is a new functionality that can only be done by the superuser within your organisation.  

Due to the sensitive nature of this role, this access can only be granted to your organisation SPOCs 

or any request that has come from a SPOC.  

Please note We can only grant access to 3 users within this organisation. Any further requests from 

users will be rejected.  

You will no longer need to contact the helpdesk to amend/delete records.  

5. Covid Vaccination Journey 
This diagram illustrates a high-level overview of the process. 

 

 

 

 

http://dreyfusdragon.blogspot.com/2011_11_01_archive.html
http://dreyfusdragon.blogspot.com/2011_11_01_archive.html
https://creativecommons.org/licenses/by/3.0/
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6. Additional Information and Troubleshooting 

Resources 
If you have any problems with the steps in this document please consult the ‘Knowledge Articles & 

Fixes’ document which can be found HERE 

Additional help and support can also be found in the ‘Frequently Asked Questions’ document HERE 

If these additional resources do not resolve the problem or you have any further questions please 

contact us agem.nivs-covid@nhs.net 

7. Additional Support  
However, where the above steps do not work then please use the Knowledge Articles & 

Fixes document which can be found HERE. 

For any additional help please contact the service desk. 

The service desk operates: 

Monday to Friday -    8am to 8pm 

Saturday & Sunday - 10am to 4pm 

Email:   agem.nivs-covid@nhs.net  

Phone:  0121 611 0187 

You can find further information and supporting documentation for NIVS Covid HERE on the Arden & 

GEM website.  
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