


imMTrax Client Records:   
Components 

The foundation of the client record consists of 4 
components: 
 
• Personal Information (Client Information) 

 
• Responsible Persons 
 
• Comments 
 
• Contact History 



imMTrax Client Records:   
Personal Information Page 

Within imMTrax, the Personal 
Information Page includes: 
 
• Name 
• Birth Date 
• Gender 
• Medical Home Association 
• County of Residence 
• Consent Status 
• Record/Client Identifiers 
• Demographic Information 
• Reminder & Recall 

Information 
• VFC Eligibility (integrated 

sites) 



Personal Information:   
Required Fields 



Personal Information:   
Additional Desired Fields 

Along with the required fields, desired fields assist in identifying and consolidating 
duplicate records within imMTrax.  



Personal Information:   
SSN Field Note 

The Montana Immunization Program made the decision to remove 
all Social Security Numbers from imMTrax (Dec 2014).  The field 
SSN is still present.  Any data that is entered is removed monthly. 

 
We ask our users to NOT enter a SSN. 



Personal Information:   
Habits to Avoid 

The following practices are strongly discouraged: 
 
• Use of alias or nicknames  (ex.  Bill Smith vs. William 

Smith). 
 

• Use of unnecessary punctuation (ex. First Name = (Bill) 
William) 

 
• Entry of a surname suffix (ex. William Smith, Jr.). 

No suffix field currently exists in imMTrax.  Entry or attachment of a 
suffix in any name field will prevent appropriate matching and resolution 
of duplicate records.  

 
• Entry of a client’s Social Security Number. 

 
 

 



Personal Information:   
Habits to Avoid 

The following practices are strongly discouraged: 
 
• Using any field to hold information it is not intended to 

hold (ex.  Using Mother’s Maiden Name to hold phone 
number). 
 

• Entering into a field to show it as “complete”  (ex. 
Entering “NA” into Mother’s Maiden Name). 
 

• Use of “Unknown” designations in a dropdown when 
the information is available  (ex. Leaving Gender to 
“Unknown”). 
 
 



Personal Information:   
Medical Home Association 

Medical Home Associations establish your site’s 
connection to the client record being accessed.  

Medical Home Associations play a vital role in the 
data and reports generated for your site! 
 

• Immunization Coverage Report 
• Biannual/VFC Reports 
• Reminder and Recall Function Output 



Personal Information:   
Medical Home Association 

Note: 
 
With the exception of automatic 
medical home associations related to 
incoming electronic data (gives client a 
Secondary Care association), all 
Medical Home Associations must be 
updated and maintained manually.  



Personal Information:   
Medical Home Association 

Primary Care – Client comes to your site for Most or All immunizations 
 
Secondary Care – Client comes to your site for Some immunizations 
 
Not Associated – Client is not an established patient to your site and is 
 not provided with ongoing immunizations services. 
 
Mass Immunization – Designation used when no previous association is 
 present and upon entry of immunizations using the Mass 
 Immunization module. 
 
School (non-SBHC) – Designation available for school users  
 
WIC – Designation available for WIC users 



Personal Information:   
Status (Consent) Field 

The Status Field 
contains: 
 
• Client Consent Status: 

• Active (Consent = Yes) 
• Inactive – Consent 

Denied 
• Inactive – Consent 

Undetermined 
• Inactive- Moved or Gone 

Elsewhere:  a site specific 

field used to remove a medical 
home association due to client 
relocation, change of providers, 
etc.  

• Permanently Inactive – 
Deceased. 



Responsible Persons is a component of a client’s imMTrax 
Personal Information section.  It is intended to house 
appropriate contact information for the client.   
 
Responsible Persons are connected to other imMTrax modules 
and functions: 
 

• Reminder and Recall Functions 
• Records matching and deduplication 
• Coverage Reports (Patient Listings) 
• imMTrax-generated School Entry Forms 

imMTrax Client Records:   
Responsible Persons 



Note: 
 
With the exception of responsible 
person information related to incoming 
electronic data, all Responsible 
Persons must be updated and 
maintained manually.  

imMTrax Client Records:   
Responsible Persons 



Begin by searching for 
the Responsible Person 
you wish to add.   
 
Enter the complete 
first and last name into 
the appropriate fields. 
 
Click Find. 

Responsible Persons 
Add a Responsible Person 



If no results were 
found, begin 
entering the 
information that  
corresponds with 
the responsible 
person you are 
adding.  

Outcome 1:    No Matches 
Found 

Responsible Persons 
Add a Responsible Person 



Complete: 
 
• Last Name 
• First Name 
• Relationship 
• Street Address 
• City 
• Zip Code 
• County 
• State 

Responsible Persons 
Add a Responsible Person 



Establish whether the 
Responsible Person 
should be designated as 
Primary  (each client 
record should have one). 

Responsible Persons 
Add a Responsible Person 



Should this person receive 
Reminder/Recall 
correspondence?  
 
If checked, the Preferred 
Method of Recall must be 
selected and matching 
information be available in the 
Responsible Person 
information. Preferred Method of Recall options 

include Mail, Phone, Email and 
Text. 

Responsible Persons 
Add a Responsible Person 



Select Add 
Person. 

Responsible Persons 
Add a Responsible Person 



Review 
your entries 
and select 
Save. 

Responsible Persons 
Add a Responsible Person 



Making changes to existing Responsible Persons  

Select the 
Responsible 
Person to be 
edited. 

Delete the 
selected 
Responsible 
Person or 
make any 
edits 
needed. 

Responsible Persons 
Edit Existing Responsible Persons 



Client Comments 
Habits to Avoid 

The following practices are strongly discouraged: 
 
• Entry of a Client Comment that contains language that 

cannot be easily understood by others (acronyms, 
unknown abbreviations, site-specific jargon) 
 

• Entry of a Client Comment that contains inappropriate 
reference to the client or the client’s family.   
 

Client Comments will display for all users to see.   
 

Client Comments will display on the Complete 
Immunization Report.   

 
 
 

 
 



Client Comments 
Adding a Comment 

Add a 
Contraindication 
or Schedule 
Event by Vaccine 
Group. 

Add a “free text” 
comment. 



Client Comments 
Contraindications or Schedule Events 

Example: 
 
Select Varicella 
from the Vaccine 
Group dropdown 
menu.  
 



Client Comments 
Contraindications or Schedule Events 

 
Select the appropriate 
selection from the 
Contraindication/Event 
dropdown options: 
 
 
Healthcare Provider Diagnosis:  
Varicella or Zoster 
 
Varicella:  Laboratory Evidence 
of Immunity 

 



Client Comments 
Contraindications or Schedule Events 

 
Determine and Enter 
an appropriate date 
(i.e. diagnosis date, 
laboratory sample 
date, etc) into the  
Start Date field. 
 



Client Comments 
Contraindications or Schedule Events 

A status of 
Temporary 
defaults to all 
comments.   
 
To move to 
Permanent select 
the radio button. 
 



Client Comments 
Contraindications or Schedule Events 

Click the Add New 
button. 
 
Save. 
 



Client Comments 
Free Text Comments 

 Enter comment to be 
applied to the client 
record in the text field 
provided.   
 

 Set Applies-To Date 
 

 Determine Permanent 
or Temporary status 
 

 Add New 
 

 Save 



 
Choose the 
comment and use 
the Update 
Selected or 
Delete Selection 
options.   
 
Don’t forget to 
SAVE! 

Client Comments 
Edit of Delete a Comment 



Contact History 
Add a Contact History Event 

Enter a Date Range 
and select Find to 
review past entries. 
 
To add a new 
contact event, select 
New.  



Contact History 
Add a Contact History Event 

 Verify or adjust Contact 
Date. 
 

 Choose Contact Event. 
 

 Choose Contact Method. 
 

 Choose and Add> 
Contact Reason. 
 

 Add any Additional 
Comments. 
 

 Save Contact. 




