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Recording an Overseas Vaccination in the CIR - Quick Step Guide  

Summary: For consumers who have had an overseas COVID 19 vaccination, subject to meeting the 
required criteria, are able to have their overseas vaccination details recorded in the COVID 
Immunisation Register (CIR). CIR users can select and record any of the 23 approved COVID-19 
vaccines, as an overseas vaccination for a consumer in the CIR.  

It is a mandatory requirement for the user to upload evidence of the overseas vaccination. If 
evidence of the vaccination cannot be provided, the user is unable to save the overseas vaccination 
details to the consumer’s record in the CIR. 

Important: Where a consumer has received one or more COVID vaccinations overseas, all these 

overseas vaccinations must be recorded against the consumer’s Standard Plan Immunisation Case, 

including any booster doses of a COVID vaccine they have received overseas.  

This means, where a consumer has completed their expected standard course e.g. the consumer has 

completed 1 dose of Janssen or two doses of Pfizer or AstraZeneca and has received one or more 

doses above the expected standard course overseas, these vaccinations must be recorded using the 

‘Add Vaccination’ functionality on the existing Standard Plan Immunisation Case, not under a 

Booster Plan.  

For a full breakdown see the step instructions below. 

Reminder – While using CIR ensure that the information contained is kept private and only for the 
purpose of managing, completing, and recording an immunisation interaction. 

Log In Log into the CIR (refer to the Appendix for further information). 

Find and verify 
the patient 

Type the patient's full name into the Search Bar and click the magnifying glass 
icon to search.  

 
Check the persons details match your search (i.e. Full Name, DOB, Address and 
if known, NHI number.  
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Click the 
Persons Case 
Number 

Click on the Case Number to open the persons Immunisation Case. 

 
 

If you cannot 
find a Case 

If you cannot find a Case, select the Person’s Profile Name. 
 

 
Check Cases on the right of the profile. If there is a Case, then select the 
Person’s Case Number here.  
 

 
 

If there is no 
existing Case 

If you have completed the above steps and cannot see a case created for the 
person you have searched for.  
 

 
 
Then select New Immunisation Case 
 

Select Reason 
and Vaccination 
Schedule 

Click the radio button next to the applicable Reason, then select the relevant  
Vaccination Plan. To proceed, click Next.  
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Select Patient 
for Vaccination 

Search for the individual and where necessary create an Immunisation Case for 

them.  

 

Click on the patients Next Immunisation Event e.g. Pfizer BioNTech COVID19(1). 

  
Note: The individual still requires an NHI Number and a case to be generated even 
if they have had their first dose overseas. 
 

Select 
Complete 
Activities 

Once on the relevant Immunisation Event for the Patient, select Complete 

Activities located in the top right corner. 
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Change to 
Overseas 
Vaccination 

Note: This screen will default to ‘New Zealand’ and will need to be changed. 

 

Click the toggle labelled ‘Administered Location’ and switch it to ‘Overseas’. 

 

Select the Country the overseas vaccination was administered in by using the drop-

down menu.  

 
Select Overseas 
Vaccination 
Type 

Review the Administered Vaccine list.  

 

Select the Vaccine Name the Consumer received overseas by selecting the Radio 

Button then press Next to record the Overseas Vaccination Details. 

 

 
To proceed, select Next. 
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Record Details Fill in the following details:  

• Date administered 

• Vaccine volume 

• Route; and 

• Injection site.   

 

Note: Where information on the Route and Injection site is not known, please 

ensure you enter ‘Not Known’ as the applicable answer.  

 

 
 

Uploading Evidence of Overseas Vaccination: 

 

You are required to upload evidence of the overseas vaccination for the consumer.   

To upload the required evidence, select Upload Files. 

 

Where evidence is not provided, an error message will display, and you will not be 

able to record the details over the overseas vaccination against the consumers 

record in CIR.  
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Click Save & Next and this will close the Immunisation Event. After recording the 

individual’s first vaccination, their next dose can be completed following usual 

process if required. 

Completed The overseas vaccination has been recorded against the consumer Immunisation 

Case.  

 

Viewing 
Overseas 
Vaccination 

Details around whether a Vaccine was ‘Administered Overseas’ will be recorded in 

the ‘Sub Status’ for the relevant Immunisation Activity. 

 
 

Record Dose 2 
of the Overseas 
Vaccination  

Repeat the process as outlined above to record the next Dose of the primary 

course overseas vaccination. 
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 You can now view the completed overseas vaccination(s) on the Standard Plan 

Immunisation Case.  

 

 

Record an Overseas Booster Dose in the CIR 

Select Add 
Vaccination  

Where a consumer has received one or more COVID vaccinations overseas, all 

these overseas vaccinations must be recorded against the consumer’s Standard 

Plan Immunisation Case, including any booster doses of a COVID vaccine they have 

received overseas.  

This means, where a consumer has completed their expected standard course e.g. 

the consumer has completed 1 dose of Janssen or two doses of Pfizer or 

AstraZeneca and has received one or more doses above the expected standard 

course, these vaccinations must be recorded using the ‘Add Vaccination’ 

functionality on the existing Standard Plan Immunisation Case, not under a Booster 

Plan.  

 

Enter 
Vaccination 
Details: 

The following Vaccination Type fields should be entered as follows: 

• Vaccination Type = Additional Dose 

• Vaccination Reason = Other 

• Vaccination Reason Detail = Overseas Dose  

• Person who Requested the Vaccination = Overseas Dose 

• Vaccination Status = Completed  
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To proceed, select Next.  

Move toggle 
from NZ to 
Overseas 

Note: This screen will default to ‘New Zealand’ and will need to be changed. 

 

Click the toggle labelled ‘Administered Location’ and switch it to ‘Overseas’. 

 

 

Select the 
Overseas 
Country 

Select the Country the overseas vaccination was administered in by using the drop-

down menu.  
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Select Overseas 
Vaccination 
Type 

Review the Administered Vaccine list.  

 

Select the Vaccine Name the Consumer received overseas by selecting the Radio 

Button then press Next to record the Overseas Vaccination Details. 
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Record the 
Overseas 
Vaccination 
Details 

Fill in the following details:  

• Date administered 

• Vaccine volume 

• Route; and 

• Injection site.   

 

Note: Where information on the Route and Injection site is not known, please 

ensure you enter ‘Not Known’ as the applicable answer.  

 

Uploading Evidence of Overseas Vaccination: 

 

You are required to upload evidence of the overseas vaccination for the consumer.   

To upload the required evidence, select Upload Files. 

 

Where evidence is not provided, an error message will display, and you will not be 

able to record the details over the overseas vaccination against the consumers 

record in CIR.  
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Click Save & Next and this will close the Immunisation Event. After recording the 

individual’s first vaccination, their second dose can be completed following usual 

process if required. 

Review the 
Overseas 
Vaccination 
Details 

Review the details of the overseas vaccination to ensure they are correct and 

accurately reflect the vaccination details.  

Select the tickbox to ‘confirm the details entered are correct’.  

 

To proceed, select Create Vaccination.  

 The details of the Booster Vaccination received overseas has now been recorded 

and can be identified here e.g. as ‘Additional Moderna (3)’  



 
 

 

12 

 

 If you are required to record another overseas vaccination, please select Add 

Vaccination. 

 

 

Appendix 

Log in Go to:  
Production (live system): https://ncts.force.com/cir 
Training: https://circlassrm-ncts.cs116.force.com/cir/login  

 
Use your username and password to log on. 
 

Note: To set up your account please copy and paste the link sent to your email 

address to Google Chrome (or Microsoft Edge) and take note of your username. 

 

If you cannot remember your password or you have trouble logging in, please 

contact help@C-19imms.min.health.nz or 0800 223 987. 

https://classroom-ncts.cs151.force.com/cir/s/
https://circlassrm-ncts.cs116.force.com/cir/login
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Confirm or 
Change 
Provider, 
Facility and Site 

When you log into CIR you will need to confirm your Provider, Facility and Site 

before you can view the CIR Home Screen.  

Important: You must be associated with the Provider, Facility, or Site in order to 

select it.  

   

 Note: If your Provider, Facility or Site is not available, please contact help@C-

19imms.min.health.nz or 0800 223 987. 

 

Once you have selected the correct Provider, Facility, and Site click Confirm and 

you will be directed to the CIR Home Screen. 

 

mailto:help@C-19imms.min.health.nz
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