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TIPS ON ENTERING IMMUNISATIONS ENCOUNTERS  

INTO BEST PRACTICE FOR ACCURATE REPORTING  

This not a complete guide to recording immunisations in Best Practice 

Ensure patient details are all up to date i.e. address, Medicare number complete.  Please record if 

the patient is of Aboriginal or Torres Strait Islander, as additional vaccines are required.  
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 To add an immunisation ï Select Immunisation from the ñTreeò > The Australian Standard 

Vaccination Schedule will appear in the next column 

  

 

 Click on vaccination to be added e.g. Diphtheria, Tetanus and Pertussis the following box will open. 
NB The combination vaccination can be selected from the ñAvailable Vaccinesò filed.  Fill in all 
necessary details i.e. The óBilling providerô and óGiven byô fields will automatically default to the 
person who is logged into Best Practice. However, a dropdown box is available which lists other 
users that have been entered into the user database.  
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The óBilling providerô field is the name that will appear on the Vivas list.  
 
The óNot given hereô checkbox can also be ticked if recording previously administered 
immunisations. Site, Sequence, Route, Batch number and any Comments can also be recorded. 
You can either enter free text Batch numbers or select them from the Immunisation batch list. 
 
The Send reminder check box adds an Immunisation reminder for the date indicated in the 
Reminder date field. 
 
Click on 'Save'. The immunisation details will be recorded in the 'Vaccines givenô table. 
 

 

When entering past immunisation history, please note the date as Best practice automatically 

inserts todayôs date. 

SEARCHING FOR IMMUNISATIONS ALREADY ADMINISTERED 

From the main screen of Best Practice - Clinical menu < Immunisation 

 

Select your criteria i.e. select Vaccine, given by, time interval and Born on or after.  

 

Results are displayed on this screen which can then be printed from the file menu if necessary to 

send to VIVAS and ACIR.   

If using PracSoft to transmit your immunisations it is advisable to check on a regular basis that this 

list actually matches the batches that have been sent off through PracSoft.  If this is done say at least 
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once a fortnight or monthly it will ensure accurate reporting to VIVAS and ACIR and improve your 

rates. 

This is an example of the ñPrint Details listò 

 

 

This is an example of ñPrint Listò 

 

 

 

Printing and Transmitting ACIR / Vivas Register 
 

In Queensland, a state database called VIVAS is the state register for all vaccination events. It 
is also the database for Queensland's centralised vaccine distribution system and all data for 
children under seven years of age is transferred electronically to the ACIR (Australian 
Childhood Immunisation Register). 
Each time an immunisation is recorded for a child, a record is written to the VIVAS/ACIR 
register. 
Å If you are using Best Practice Management with Online Claiming, you can transmit this 
data electronically. 
Å If you are using Best Practice Management without Online claiming, you can print the 
ACIR / Vivas register and submit this manually. 
Å If you use a 3rd party Management / Billing package you can choose whether to print 
and submit this register manually or set up an interface to the other package to import 
the Immunisation file (IMM.OUT) 

Display and print ACIR / Vivas Register 
Select Utilities > Vivas/ACIR from the main Best Practice screen. When the screen is first 
opened, the system will display all immunisation records that have not been marked as sent to 
Vivas / ACIR Register. 
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Filter by doctor: To display the immunisations for only one doctor select the relevant 
doctor from the drop down list 
By default, only those records currently displayed will be printed or sent electronically. Should 
you wish to exclude certain records from the list, highlight the record, right click and select 
óExclude current recordô. This will permanently mark the record so it will not be included in 
any future reports. 
Print Report: To print the report, ensure that the correct list of immunisations is 
displayed and select File > Print or click the button. Once the 
report has been sent to the printer, you will be prompted óDo you want 
to mark these immunisation records as notified to VIVASô. 
Ensure that the report has printed correctly and then answer óYô to mark 
all records as ósentô. all displayed records will be marked as óSentô and 
disappear from the screen. 
 
Sent to ACIR: If you are using Online claiming in Best Practice, you can send the list 
electronically. Ensure that the correct list of immunisations is displayed and click on the button ñSend 
to ACIRò. This will transmit the list of immunisations electronically to the ACIR register. When 
complete, all displayed records will be marked as óSentô and disappear from the screen. 
 
Sent vaccinations: To view immunisations that have previously been printed /sent select 
óViewô > óSent vaccinationsô. You can filter the screen by óVaccineô, 
óGiven byô, and the óStart dateô and óEnd dateô (works on óDate 
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CHECKING THAT IMMUNISATIONS HAVE BEEN SENT FROM PRACSOFT 

From the main screen of PracSoft click on the processing menu < Online Claiming 

 

 

 

To View sent Immunisation batches ï from within this window selct View < Immunisation 
Claims.  The claim History window appears. 
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TROUBLESHOOTING IMMUNISATIONS CLAIMS 

There are numerous reasons for why an immunisation claim might be rejected. For example: 

Á Error 9202 'Could not set the vaccine batch number' can occur if the claim contains any hyphens, spaces or 
other symbols, or is missing a batch code entirely;  

Á Error 2025 'The maximum number of vouchers already exists for the claim' can occur if the claim contains 
more than 20 patients per claim, or more than 5 services per person. 

If PracSoft discovers errors within an immunisations claim, you will be alerted to them when you are preparing 
the claim data for transmission.  If however an immunisation claim is successfully processed and sent, you will 
not receive a corresponding notification. Practice Staff need to notify Nursing staff that there was a 
problem. 
 
What to do if an immunisation claim fails preparation: 
 
As patient immunisations are recorded in Medical Director, and PracSoft merely acts as a means by which 
immunisation data is sent to Medicare using PracSoft's Online Claiming functionality, there is little you can do 
in PracSoft to resolve issues with immunisations claims. 
 
Your choices for resolving failed immunisation claims are: 

Á Dropping the immunisation claim.  

This removes the claim from the list of those selected for preparation in Step 1 of Sending Bulk Claims. To 
drop an immunisation claim from this list, locate the claim, right-click it and select Drop Immunisation Claim 
from the menu that appears. 

Important Note: When you drop a claim in this way, there is no notification of this action in Medical 
Director; from Medical Director's perspective the claims have been successfully sent regardless. 
Considering that a single immunisation claim can contain the data of up to 20 patients, you should 
ensure that you print the immunisation claims before dropping them, so that you can send a hard 
copy of the immunisations data instead. It is for this reason you should drop an immunisation claim 
only as a last-resort. 

To print a hard copy, from within the Online Claiming window select View Immunisation Claims. The Claim 
History window appears. Select the claim you wish to print and then click the Print button. 

 

mk:@MSITStore:C:/Program%20Files/Health%20Communication%20Network/PracSoft/PracSoft.chm::/22926.htm
mk:@MSITStore:C:/Program%20Files/Health%20Communication%20Network/PracSoft/PracSoft.chm::/22926.htm
mk:@MSITStore:C:/Program%20Files/Health%20Communication%20Network/PracSoft/PracSoft.chm::/22926.htm
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Á Deleting an item within an immunisation claim.  

This flags one or more immunisations within an immunisation claim as 'deleted'. A deleted item will be 
ignored when you next prepare the claim, allowing you to successfully send the remaining 
immunisation items within the immunisation claim. 

An item within a claim should only be deleted once you have determined the issue that prevented 
successful preparation to begin with. Once you have determined this, you can delete the item, the 
doctor can be notified of the issue, and he can modify/re-record the immunisation, after which it can be 
re-imported to PracSoft and sent in a new claim. 

To delete an item within an immunisation claim; 

1. From within the Online Claiming window select View Immunisation Claims. The Claim History window 
appears; 

2. Right-click the claim that failed preparation and select Modify Claim from the menu that appears. The 
Modify Items in Immunisation Claim window appears; 

3. Locate and select the immunisation to delete and click the Delete button. This flags the item as 
deleted, as shown in the Status column of image above. If an item is deleted in error, select the deleted 
item and click the Restore button (only available upon selecting a deleted item);  

4. Click the Close button to close the window. 
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Setting Up An Immunisation Reminder System 

Letôs strive for 90%! Having an effective reminder system is essential for the follow up of our patients 

due for immunisations. 

 

Adding a Reminder: 

Reminders can be added in a couple of ways 

1) When you are recording an immunisation ï tick the ñSend Reminderò box.  This is the quickest 

method. 
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2)Or Add a reminder from the patient record 

 
Name of reminder and time interval 
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Searching Reminders for Children due for Immunisations  

From main Screen of Best Practice Clinical Menu < Reminders 

Once open ï Select Patients ï tick Immunisation 

 

 
 

A list of children due will appear < Then select Send Reminders. You may choose to send 

reminder letters, print a list, or save as a file. 

 
 

 

If you do a mail merge a letter will be saved in the patientôs chart and it will be noted that a 

reminder has been sent.  This prompt is visible on the patientôs screen. 
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To follow up on letters that have been sent ï Clinical Menu < Reminders 

< View < Reminders Sent.  Further reminder letters can be sent if necessary 

 

 
 

Please note a reminder no longer appears on the print list once it has been marked as 

Performed.  Please encourage Doctors and Nurses to do this when administrating the 

immunisation. 

 

What about children who are not on our reminder system?  

In our practices we have children not on our reminder system because they did not have their 

initial immunisations at our practice.  It is important that we identify these children especially 

the 4 year olds. 

 

 

 

Below is an example of how to search for all children who turn 4 in the month of September 

2010 (this can then be done each month). 

 

Step 1) From the Utilities menu on the main screen of Best Practice select ñSearchò and then 

click on Demographics  
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Step 2) Select Date of birth + >= + date box 01/09/2006.  Then click Add  

 

 
 

1 

2 
3 

4 
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Step 3) Select Date of birth + <= + date box 30/09/2006.  Then click Add

 
 

Step 4) Click OK.  Then ñrun queryò.  A list of children who turn 4 this month will be produced.  

A mail merge from this screen can also be performed ï File Menu < Mail Merge. 

 

 
 


