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Recall COVID-19



Reminder Recall Report

What
• The Reminder Recall report is intended to target patients in your population 

who are overdue for a vaccine dose

When
• We will want to run this report periodically to target our patients who are 

overdue for shots.  This will capture patients who only have one dose of 
COVID-19 on their record and need to return for their 2nd dose.

Why
• We want patients to adhere to the CDC recommended vaccine schedule and 

get their dose at the suggested interval. We also want to increase our 
coverage levels during outbreak to increase immunity across the population



Navigate to Reports

Reports > Reminder Recall



Run Reminder Report

Input criteria on this 
screen to generate the 

desired report

Recall to notify 
patients who are 

overdue for a 
vaccination dose.



Criteria for report Summary

1. Report Type = Recall
2. Site = Your Reporting Site
3. Date of Birth = 1900-Today’s date
4. Groups = COVID-19
5. Patient Status = Active
6. Then submit the report 

The birth date from and to captures the patients that you are looking to 
generate on the report

We want to cast a wide net so going back to 1900 will generate all possible 
patients within the immunization registry.



Report Running

The report will run in the background and will send an email when 
complete

You can click the refresh my 
reports button, or wait for 
the confirmation email to 

generate

Once generated you can 
click on the report to launch 

it



Report Complete

The report generates and then gives you additional options

Here you decide to print 
labels, letters, postcards, or 

export into excel

Click print to generate the 
selection



Address Labels

The report generates A PDF with address labels



Example Phone Script

Possible example phone script to reach patients via the telephone

• “Hello, I’m calling on behalf of [insert organization 
name] with some important information about your 
child’s vaccines. Our records indicate that you may 
have a child who may have missed a recommended 
vaccine. Please contact your child’s doctor or health 
clinic to check that your child is up-to-date with all 
recommended vaccine shots.”



Example Letter

Possible example letter to send to parents



Example Letter 2

Possible example letter for 1st birthday



For questions or help please call the Vaccine 
Management Unit (VMU) at 312-746-5385
Or email chicagovfc@cityofchicago.org

@ChicagoPublicHealth

HealthyChicago@cityofchicago.org

@ChiPublicHealth

Chicago.gov/Health

mailto:chicagovfc@cityofchicago.org

