
 

Vaccine Reg User Guide – First-Time User Registration 

 

1. Access the Vaccine Registration app by using this link: Vaccine Portal , the 
homepage is displayed below. 

a. Existing users may log in, but if you’re a new user, click “Signup” 

 

2. Fill in necessary information for your account. 
a. Password requirements can be seen on this screen as well, Click “Signup” 

when complete. 
 

 
3. Email Confirmation – After Signup, you will be notified of an email confirmation 

being sent to the email you registered with. 

https://vaccinereg.doh.nm.gov/


 

 
 

a. After this, navigate to your email, and click the link to confirm. 

 
4. Once confirmation is complete, you are now ready to use the Vaccine Registration 

App. 

 

Scroll to the next page to learn how to Schedule Appointments. 

 

 

 



 

 

Scheduling Appointments 

After an account has been made/confirmed, you will be able to access and 
schedule appointments through the app. We will cover the two areas below. 
 

 
 

1. Event Calendar – This area contains important information about various clinics in 
NM as well as the services provided.  

 



a. There are many clinics, click on the “Filters” button to expand the area and 
use various filters to find the one that best suits you. 

 
 

a. Once you locate the best fitting clinic, click “Schedule Appointment” and you 
will be taken to the Registration Dashboard.  

 

2. Registration Dashboard – This area is where you can add/edit new family members 
as well as schedule appointments and see appointment history. 

 
 

a. You must have family members added before you schedule an appointment, 
click the blue “Add a Family Member” button to add. You may either import or 



start from scratch with a blank form. 

 
 

b. Once family members are added, simply click their name on the dashboard 
to schedule an appointment. You will review patient information, then you 
will be brought to the screen below. 

 
 

 
c. Fill out all necessary information, then hit “Schedule Appointment” and you 

are done! 

Other Tips: 

- There is a “Help” button that you may use any time; it is located towards the top left 
of the homepage. 

- You may change the language to Spanish any time using the dropdown in the top 
right of the homepage. 



Vaccine Reg Admin Guide: 

Intro - When logging in as an Admin, there are additional functions for use in the 
Vaccine Reg app that aren’t available to regular users. You can find these options in the top 
right of the screen under “Tools” and “Manage”.  

 

 

1. Tools – There are three total, which are Treatment Center, Appointment Lookup, 
and the Report Generator. 
 

a. Treatment Center Tool – This allows you to locate various facilities for 
treatment including immunization. There is a tab for Testing facilities 
while the other is for Immunization, click the applicable tab and fill in all 
information to use. (Treatment tab pictured below) 



b. Appointment Lookup – The second tool available for use is the 
Appointment Lookup tool, this allows you to search any vaccine or testing 
appointment based on filters/search criteria. 

 

 

c. Report Generator – The final tool under the “Tools” area is the Report 
Generator. This allows you to populate any Insurance, Registration, or 
Vaccination reports, simply click the appropriate tab for the report you 
want to find and fill in the necessary information. (Insurance Tab pictured 
below). 

 
 

 



2. Manage – This area is in the top-right of the screen right next to “Tools”. This area 
contains four functions that can assist you in your tasks. Click on “Manage” to 
view these functions. 

 
 

a. Master Site List – The first option is the Master Site List; this is used to 
create/modify the profiles of different treatment sites. Simply scroll the 
list and click a profile to edit or click “Create New Site” to make a new 
one. There are also filters to make your search easier.

 
 

b. Master Vaccine List – The second selection in the dropdown is for the 
Master Vaccine List, this list grants you the capability to edit/create all 
records regarding vaccines/immunizations. Click on the created record to 



edit, or press “Create” to make a new record. There are filters available for 
use in this area as well. 

 
 

c. Staff accounts – The Staff Account section is where you can manage all 
role permissions as well as create/delete accounts. There are categories 
you can click to narrow down the list. Click the account to modify or hit 
“Create” to make a new account. 

 
 

d. Walk-In – This final area under the Manage dropdown is used to schedule 
appointments for patients when they walk-in or if they can’t schedule 
themselves. Fill in all necessary information and click “Schedule 



Appointment” to complete. 

 

 


