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Group/Network Enrollment 
CIIS Resource Center User Guidance 

 

The CIIS Resource Center is a self-service system that allows you to do a number of tasks once enrollment is 

complete, including: 

¶ Enroll your group/network for participation in CIIS. 

¶ Submit new user account requests. 

¶ Access training information and resources. 

¶ Provides access to electronic data exchange guidelines and CIIS messaging specifications. 

¶ Test Health Level 7 (HL7) messages generated from your EHR against CIIS specifications for formatting 

accuracy (HL7 validation). 

¶ Register your intent for Meaningful Use. 

¶ Submit online support tickets to the CIIS Help Desk for assistance. 

This guide describes how to enroll a group or network in the CIIS Resource Center. 
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Getting Started  
1. Click Register on the CIIS Resource Center Home Page (https://www.ciisresources.com/). 

 

2. Under Step 1: select the group/network type that best represents your scenario within the Medical Group 

section.  Click Continue. 

 

  
Note: All Fields with an * notation are required fields. 

 

Click Register to 

begin enrollment 

process 

Select the radio button for the 

appropriate group entity then 

click Continue. 

https://www.ciisresources.com/
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3. Under Step 2: Create Your Profile, complete all fields.  Click Continue. 

 

 
 

4. Under Step 3: Select Your Medical or Physician Group, click on the radio button next to your Group Name if it is 

displayed.  Click Continue.   

Note: If your Group Name is not displayed in the list then follow the steps beginning at Step 6 to add your 

Group.  
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5. Under Step 4: Confirm Medical or Physician Group Information, verify that the information is correct.  Click 

Continue and proceed to Step 8. 

 
 

6. If your Group Name is not on the list select Is NOT in the list above (at the very bottom of the list).  Click 

Continue. 

 
 



   

6  November 2016 
Enrollment ς Group/Network 

 
 

7. Under Step 4: Enter Your Medical or Physician Group Information, complete all fields.  Click Continue. 

Note: All Fields with an * notation are required fields. 

 

8. Under Step 5: Login Confirmation Page, click Print if you want this information for your records.  If not, then click 
Continue. 

 

Note the Username that will be 

used to logon to the system. 
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Note: The Username you will use during the logon process is listed on this page. 
 
9. You will be directed to the Main screen.  Review the Next Steps section to find out what other features can be 

used.  

 

Note: Each section on the Main Screen will be called a Widget in the remainder of this guidance document.   
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Next Steps 
This section describes how to complete items within each section of the Main screen. 

Usage Agreements Widget 
This section describes how to submit a group Letter of Agreement (LOA) and sign the CIIS Administrator Form. 

Signing the Group LOA 

1. Click on the Submit Group CIIS (LOA) link under the Usage Agreements Widget. 

 

2. Review the Colorado Immunization Information System Participating Medical Group Letter of Agreement.  Check 

the box next to: I agree to the above terms and conditions as set forth by the Public Health Agency.  Click Submit. 
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3. A box confirming that your LOA was submitted successfully will be displayed.  Click Close. 

 

4. ¦ƴŘŜǊ ¦ǎŀƎŜ !ƎǊŜŜƳŜƴǘǎ ƛǘ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŀǘ ȅƻǳǊ ƎǊƻǳǇΩǎ [h! ƛǎ ƛƴ ǇǊƻŎŜǎǎΦ  hƴŎŜ ǘƘŜ [h! Ƙŀǎ ōŜŜƴ ŀǇǇǊƻǾŜŘ ōȅ 

the CIIS Program Manager the icon will change; displaying that it has been approved. 

 

5. To view or print your approved CIIS Letter of Agreement click on the blue link. 

 

Completing the CIIS Administrator Form  

1. Click on the Group CIIS Administrator Form link under the Usage Agreements Widget. 
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2. Review and complete the Colorado Immunization Information System (CIIS) Medical Group Administrator Form. 

a. Required question: The best way to contact you.  Select phone or email. 

b. Required question: Are you replacing the previous CIIS Administrator?  Select yes or no. 

c. Click on the box next to: I agree to the above terms and conditions as set forth by the Public Health Agency.  

Click Submit. 

Do you  
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3. A box confirming that your CIIS Medical Group Administrator Form was submitted successfully will be displayed.  

Click Close. 

 

4. Under Usage Agreements it will display that your CIIS Administrator Form has been completed. 
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Editing Your Group Data Exchange Profile 
¢Ƙƛǎ ǎŜŎǘƛƻƴ ŘŜǎŎǊƛōŜǎ Ƙƻǿ ǘƻ ŜŘƛǘ ȅƻǳǊ ƎǊƻǳǇΩǎ tǊƻŦƛƭŜΣ 5ŀǘŀ 9ȄŎƘŀƴƎŜ tǊƻŦƛƭŜ ŀƴŘ ƎǊƻǳǇ ŎƻƴǘŀŎǘǎΦ 

Manage Group Profile  

1. Click on the Manage Group Profile link on the Group Widget. 

 

2. Edit any information that needs to be updated.  Click Update.  

 

Update any fields that need to be 

updated. 
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Manage Group Data Exchange Profile 

1. Click on the Manage Group Data Exchange Profile link on the Group Widget. 

 

2. To edit your Data Exchange Profile click Edit.   

 
 

3. Edit all fields under Review/Update Data Exchange Information.  Click Save. 

a. Data Exchange Type: This is the method of exchange, asynchronous or synchronous.  CIIS can only accept a 

single message at a time with synchronous exchange and either single or batch update messages for 

asynchronous exchange. 

b. Data Exchange Mode: This indicated whether the EHR will be sending updates to the IIS, receiving patient 

vaccinations from the IIS (by requesting a patient vaccination history), or both sending and receiving. 

c. Data Exchange Frequency: This is how often message updates will be sent to CIIS.  CIIS expects an upload 

frequency of at least weekly, but daily or real-time are the preferred frequencies as slower methods may 

impact patient care. 

Note: If the data exchange type is asynchronous and the frequency is real-time, CIIS will process any 

messages received each evening during the hours of 6pm-8am.  In this scenario, no processing occurs from 

8am-6pm. 

d. Mode of Connectivity: This is the method used to transfer messages to CIIS. 
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Manage Group Contacts 

1. Click on the Manage Group Contacts link in the Group Widget. 

 

2. To edit an existing contact, click Edit.  If you need to add a new contact, skip to Step 4. 
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3. Edit all fields under Edit Group Contact Information.  Click Save.  

 

4. To add a new contact, click Add New Contact. 

 

Update any fields that need to be 

updated. 
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5. Complete all fields on the Add New Group Contact screen.  Click Save. 

 

6. The new contact will be displayed on the Group Contacts screen. 

 

Add information to all fields on the 

Add New Group Contact screen. 
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Provider Sites Widget 
This section describes how to manage your provider sites, add provider sites, view user registration reports and manage 

your EHR solution for each site. 

Managing Provider Sites  

7. Click on the Manage Provider Sites link in the Provider Sites Widget. 

 

8. All current sites that are associated with your medical group will be listed in the table. 

 

a. Site Registration Status: lists updated status on individual site registration in the CIIS Resource Center. 

b. Clinic ID: unique ID that is assigned by CIIS staff. 

c. Provider Site: individual site name in CIIS database. 

d. Location: individual site location in CIIS database. 

e. Provider Site Agreement: status of CIIS Letter of Agreement (LOA) for each individual site in the group. 

f. User Registration: displays all users that are listed in CIIS database for each individual site in the group. 

g. Usage Agreements: displays history of CIIS LOAs and CIIS Administrator Forms Submitted for each individual 

site in the group. 
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h. Goto Provider Site: navigates you to the individual provider site within the CIIS Resource Center. 

9. To add additional sites that are not listed in the Provider Site table refer to the Add Provider Site section below. 

10. To remove additional sites that should no longer be affiliated with this medical group you will need to contact 

the CIIS HelpDesk.  This can be done by submitting a support ticket by referring to the Support Ticket section 

below or contact our HelpDesk directly (Phone: 1.888.611.9918 x1; Fax: 303.758.3640; Email: 

cdphe.ciis@state.co.us). 

Adding Provider Sites  

1. Click on the Add Provider Site link in the Provider Sites Widget.  

 

2. Under Step 1 ς Provide Information about the Provider Site, complete all fields.  Click Continue. 

Note: All Fields with an * notation are required fields. 

 

mailto:cdphe.ciis@state.co.us
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3. If there is a possible match, in the system, then a Potential Matching Provider Site screen will display.  Review 

the information to determine if any of the sites listed match the site you are trying to add. 

a. If a site matches, click the checkbox, under the Select Column, for the site that matches.  Click Continue. 

 

b. If there is not a site that matches, select the radio button next to Provider site is not in the list above and is a 

New Provider Site.  Click Continue.  
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4. Under Step 2: Provide Contacts for the Provider Site, complete all fields and enter a contact name and contact 

information if No is selected.  Click Save & Continue. 

 

5. The Provider Site table now displays the newly added Provider Site. 
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Manage EHR Solutions for Each Site 

1. Click on the Manage EHR Solutions for each Site link in the Provider Sites Widget.  

 

2. Click Edit on the row for the Clinic Site that you would like to add an EHR Solution to. 

 

3. Select the Electronic Health Record Information from the drop down menus.  Click Submit. 

a. If the EHR Contact is not listed in the drop down then select the Add New EHR Contact [+] to add a new 

contact. 

 
























