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How To Do An Advanced Search 

 
Advanced Search can be used when the complete basic search criteria is not readily available or is unknown 

(e.g., only the last name is known).  It was created to search for patients known to be in the system when 
the basic search criteria is not sufficient information to find them. 

①  Click on “Advanced Search” 
① 

②  Click on “And” or “Or” 
Using “And” means that you are able to 
search for many variables combined; e.g., you 
may know the patient’s first name is Jose 
AND his DOB equals 02-02-2000. If you 
search using these variables, your outcome 
should be ALL patients with a first name of 
Jose and DOB of  
02-02-2000.  If there are no patients with 
these criteria in the Registry, a message indi-
cating this will be shown in the “Search Re-
sults Area.” 
 Using “Or” will list all patients with 
any OR all of the variables.  If there  
are no matches, a message  
indicating this will be shown. 

②  
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③ Select a field 

③ 

④ Select “starts with,” “equals.”       

      “contains”  
 
Starts with: what letters or   
     numbers does your query start       
     with (e.g., “Mar” or “01”) 
Equals: what exact letters or numbers 
     are in your query (e.g., “Maria” or 
    “01/01/03”) 
Contains: what letters or numbers does  
     Your query contain (“Ma or “03”) 

④ 

You can refine additional search criteria 
by adding more row with fields to select. 
Click on the “Add More Rows” to insert 
rows,; to remove them, click on “Remove 
Added Rows”. 



Your Guide to SDIR             SECTION 8            ADVANCED FEATURES/EDITING 

         Page 8.3 Section updated  05/09 

How To Unlink a Patient Record 

You will now be taken into man-
ual verification.  
③ Select who (the operator of 

the computer or the patient/ par-
ent) verified the records should be 
unlinked 

④ Click on the “No Records 

Match” button. 
 

③ ④ 

① Click on “Unlink” 

 
Note: Unlinking will unlink all 
records that are linked together 
 

② Click on “OK” 
 ① 

② 
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You will then be given your home 
record back without the link  
record attached. 
 
   

⑤ Click on “OK” to verify you    

      are creating a new record 
 
   

⑤  

Unlink patient record (continued) 
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②  Click on the field you want  

     to edit 
 
Note: The patient’s record must be  
          a home record (white 
          record) in order for you to  
          edit information  

②  

① Select Record then click on the                           

 DEMOGRAPHICS tab 

① 

Unlink patient record (continued) 
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③ Highlight the field and type 

over your changes 
 
 
Note: Some fields contain drop   
         down menus only. After you    
         click on the field, scroll   
         down to choose the option  
         you want. 
 
   

③ 

④ To make changes that are  

      located in the “Other” section   
      click on “Other” 
 
 

⑤ If no additional changes are  

      needed, save the changes by  
      clicking on the SAVE tab:    
      Some fields contain drop   
       down menus only. After you    
       click on the field, scroll   
       down to choose the option  
       you want. 

⑤ 

④ 

How To Edit Demographics 
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How To Edit A Vaccinator 
 

As a user, you may edit a vaccinator at your site at any time. 

②  Application defaults to  

“Administration” 
 

③  Put cursor on “Vaccinator” 

 

④  Click on “Vaccinator” 

② 
③ 

④ 

①  Click on the UTILITY tab 
①   
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④ Click inside each text box to   

      make your changes 
 

⑤ When changes are completed   

      click on the “Update” button  
 
   

⑤ 

④ 

③  Click on the ID number for the    

       vaccinator you wish to change 
 
   

③ 
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How to Edit Vaccine Inventory 
 

When you receive a new vaccine shipment (lot), you must enter the information regard-
ing the shipment into the database before you can administer any of the vaccine.   

For the facility that has multiple sites, make certain you choose the 
correct facility for which you want to make changes. 

②  Application defaults to  

       “Administration” 
 

③  Put cursor on  

      “Vaccine Inventory” 
 

④  Click on  

      “Vaccine Inventory” 

② 

③ 

④ 

①  Click on the UTILITY  ① 
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 

 Click inside each text box to  
      make your changes.   

⑦ When changes are complete click   

       on the “Update” button 
 To make changes to your inventory,  
  Click on 
“Adjustments” (Adjustments may 
include wasted doses, expired doses, 
doses transferred, doses returned to 
the Immunization Program) 
   

⑦ 

  

⑤ Click on the Inv ID number for   

      the inventory you wish to change. 
  
   

⑤ 

Edit Vaccine Inventory (Continued) 



Your Guide to SDIR             SECTION 8            ADVANCED FEATURES/EDITING 

         Page 8.11 Section updated  05/09 

 
 
 

 
Positive (adding) or negative (subtracting) adjustments can be made to any vaccine lot.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
  
 
 
 
 
 
 
 
 
 
 
 

 
 
  
  
 
 
 
 
  
 
 
 
 
 

Adjusting Vaccine Inventory 

 ①To make a adjustment (vaccine 

received, transferred, expired, 
wasted, and other), three fields are 
required to be filled: 
   -Quantity 
   -Date (defaulted to the current day 
     but can be changed) 
   -Type (click on the arrow to see the  
     drop-down menu of choices) 
  
 Once you have entered the informa-
tion, click on “Insert” 

① 
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How to Edit an Activity in the Activity Log 
 

You can edit an entry you have made in the Activity Log if you are working on a home record.  
(Note:  activities automatically generated by the computer cannot be edited, e.g. Save) 

① Click on the ACTIVITY LOG    

      tab 

② Click on arrow to choose an  

      activity from the drop down     
      menu 

② 

① 

③ Click on “Log ID” 

③ 
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OUTCOME 

④ Edit the entry in “Notes” 

⑤ Click on  “Update” 

⑤ 

④ 


