
Instructions for Completing 2024 VFC Re-enrollment – Active VFC Staff 

 

 

As part of the VFC Reenrollment form in I-CARE, sites will need to have an up-to-date list of their active VFC 

Staff. Please see the instructions here for adding staff and required training to I-CARE. Navigate to the 

“Active VFC Staff” section of the reenrollment. Please see the “Instruction for Completing 2024 VFC Re-

enrollment” document if you need instruction on navigating through I-CARE to this section of the 

enrollment form. 

 

View current VFC staff list. To view the full VFC staff for your site, navigate to the Site/VFC/Staff view 

hyperlink. This is where you will make staff changes. 

Add new VFC staff. To add new VFC staff, select the “Add VFC Staff” button. 

 



Edit existing VFC staff. To edit existing VFC staff, click on the box to the left of the staff member’s name. 

 

 

Add required training certification for all vaccine coordinators. All VFC vaccine coordinators (primary 

and back-ups) must take the annual You Call The Shots – Vaccine Storage and Handling training and You 

Call the Shots - Vaccines for Children program Training then upload their certificate of completion. 

Please follow the steps below to do so.  

Step 1: Navigate to the staff profile. Click on the hyperlinked title next to the staff member’s name 

whose training needs to be added.  

 

Step 2: Navigate to the training. The hyperlink to the You Call the Shots training can be found under the 

“Training Upload” section of the staff profile in I-CARE. Click on the link, and CDC’s You Call the Shots or 

Vaccines for Children training page will open.  



 

 

 

 

  



The following step-by-step guide provides instructions on how to complete the Illinois VFC 

Required Training. By following these steps, individuals can easily navigate the 

training website, register for the course, complete the required modules (10 & 16), 

and download the certification of completion. This guide ensures a smooth and 

efficient process for fulfilling the training requirements. 

 

 

 



 



 

 



 

 



 



 

 



 



 



 



 



 



 

 

 



Once you have completed the trainings and downloaded the certificates, follow these next few steps 

to upload your certificates to I-CARE:  

Step 1: Navigate to the staff profile. Click on the hyperlinked title next to the staff member’s name 

whose training needs to be added.  

 

Step 2: Navigate to the training. Next, click the “Upload New Attachment” hyperlink to add your 

certificate. 

 

Step 3: Save staff profile. Once the training date has been updated and the certificates have been 

uploaded, save the staff profile using the green “save” button at the bottom of the page. 

 


