
 

© TotalWellness | IR User Guide 1 

 
Immunization Records System 
User Guide – TW Clients 
 
The Immunization Records (IR) system is an online application that provides users, 
registration staff, and vaccinators with the ability to efficiently view and document COVID-
19 vaccinations. 
 

Helpful Links 
Contractor Event Login: 
 https://ir.totalwellnesshealth.com/records/auth/signin  
 

Event Contractors 
Event contractors will be able to see view participant profiles, see participant 
appointments, review completed consent forms and document participant vaccinations. 
 

Login 
Step 1 

Visit: https://ir.totalwellnesshealth.com/records/auth/signin 
Company Code – Enter your company code 
Password – Enter the company password 

Step 2 
  Location – select from the dropdown 
  Access Code – varies depending on your location 
  Role – Select from the dropdown 

Step 3  
Registrar 

   Staff Name – Enter your name 
   Staff Title – Enter Title (RN, Volunteer, Client staff, etc.) 
  Vaccinator 
   Vaccinator’s Name – Enter your name 
   Vaccinator’s Title – Enter your title (RN, LPN, etc.) 
   Vaccine Name – Select from dropdown 
   Vaccine Lot Number – Enter lot number 
   Vaccine Expiration Date – Enter expiration date 
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Record Vaccination 
 
Vaccine Information 
Vaccine information is always available on the screen. Click Change User to switch 
vaccinators, to update a vaccine manufacturer and/or to update a vaccine lot number. 
 

 
 
Participant Search 
Scan the participant’s barcode or enter the participant’s ID number and click search. 
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Consent Review 
Review the consent and add any applicable notes. 
 

 
 
Vaccine Details 
Select the injection site, select the dose number and add any notes. Click Process to save 
the record. 
 

 
 
Confirmation Message 
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Profiles 
 
Search Profiles 
Use the search fields to find the participant’s profile.  Searching by ID is preferred. You do 
not have to use all of the search fields. 
 

 
 
View Profiles 
Click View to see more details 
 

 
 
Profile Details 
Use the tabs to view the participant’s information. 
 

 
 
Consent 
Consent answers are color coded to help determine if the participant is a good candidate 
for the vaccine. 
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Appointments 
Appointment details can be verified using the Appointments tab. 
 

 
 
Records 
Previous vaccinations recorded in the system will display under records. 
 

 
 
Demographic 
Participant demographic information can be updated using the Demographic tab. 
 

 
 
Adding a New Profile 
Contractors have the ability to create a profile for participants who arrive without an ID 
code. From the Search Profiles Screen click Add Profile. 
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Step 1 – Personal Information 
Enter the participant’s personal information. 

 
 
Step 2 – Insurance 
Click Next to move through this tab or enter in insurance information if the Client is 
collecting insurance information. 
 
Step 3 – Consent 
Select the participant’s answer to each question. Draw and Type options are available for 
the signature.  
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Step 4 - Account Info 
Enter the participant’s email if they have one. If they do not have an email click Finish. You 
do not have to enter a password to proceed. 

 
Participant ID Code 
The participant’s ID Code will display in a green banner at the top of the screen. 
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Location Reports 
 
Daily Summary Reports provide a breakout of the vaccine utilized at an event. 
 
Click on the Reports Tab 

  
 
Select your location from the list and enter the clinic date. 

  
 
A CVS report will be generated. The report will include the clinic location, clinic date, total 
shots administered, dose 1 vs. dose 2 quantities administered, and lot breakout. 
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Analytics Reports provide information on the number of filled appointment, remaining 
appointments, and quantity of shots given. RegisterMyTime.com must be used for 
appointment scheduling for the Analytics Report to be accurate. 
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Participant Experience 
After making a vaccination appointment, participants will be directed to complete an 
online profile and consent in the IR system. The participant will receive an ID code once 
they’ve successfully created their profile. Participants can complete their profile onsite if 
they haven’t done so prior to arriving at the event. 
 
Step 1 – Personal Information 
 

 
 
Step 2 – Insurance 
Clients not collecting insurance can click through the insurance page. If a client is 
collecting insurance information participants enter the data on the insurance tab.   
 
Step 3 – Consent 
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Step 4 – Account Info 
 

 
 
Welcome! 
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Notifications 
Participants receive a welcome email and text message with their ID code and a request to 
bring the ID code with to their vaccination appointment. 
 

        
 
 


