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WIR users may both register and renew their registration for the Vaccines 
for Children (VFC) program using the r/r menu option at the top of the 
WIR home page. 

Non-users may also register for VFC without logging in to WIR using the 
Renewal/Registration menu option on the public WIR Portal.

VFC Registration and Renewal Through WIR
WIR users should perform the following steps to complete a VFC registra-
tion or renewal through WIR:

1. 	 Click the r/r menu option at the top of the WIR home page.
2.	 Click the Begin Online VFC Registration or Renewal link.
3.	 Select your site from the drop-down list. Press .

	
4.	 Enter or edit information on the VFC Registration & Renewal form. 

Under Facility Information, enter or edit the National Provider Identifier 
(NPI) or Medicaid number, address and county, telephone number, 
and fax number. 

	 Under Medical Director or Authorized Designee, enter or edit the 
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practitioner’s name, medical license number, NPI or Medicaid number, 
title, and specialty. 

	 Under Primary Vaccine Coordinator Name, enter or edit the name of 
the first contact, type of contact (physician or non-physician), tele-
phone number, email address, and training information.

 	
	 Under Back-Up Vaccine Coordinator Name, enter or edit the name 

of the back-up contact, type of contact (physician or non-physician), 
telephone number, email address, and training information.

5.	 Select the type of facility from the list provided under Type of Facility. 
If Other is selected, enter the other facility type in the field provided.

6.	 Indicate the array of vaccines offered, whether all Advisory Commit-
tee on Immunization Practices (ACIP)-recommended vaccines, or 
selected vaccines only, under Vaccines Offered. Select Vaccines is 
available for facilities designated as Specialty Providers by the VFC 
Program. When this option is selected, VFC specialty vaccines will be 
displayed; select all that apply. If Other is selected, enter the vaccine 
name in the field provided.

Blue field names 
indicate the field is 
required.

If you are using WIR 
to complete a VFC 
renewal, many of the 
fields will be populated 
with previously entered 
information. Check to 
ensure the information 
is still accurate, and 
make any necessary 
changes.  
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7.	 Press .

8.	 Once you have reviewed the entire Wisconsin VFC Program Legal 
Agreement and restitution policy, you will click the check box at the 
bottom of the screen. By checking the box, you are confirming that 
you have read and understand the Wisconsin VFC Program Legal 
Agreement. Once the box is checked, the “Accept” button will be 
made available.

9.	 Press  to continue the enrollment process after reading the 
Wisconsin VFC Program Legal Agreement.

10.	Verify the “Name of Person Completing This Form” is correct on the 
Providers Within the Practice That Administer Vaccines screen.  
Note: Public health organizations will not see this screen; these pro-
viders should proceed to step 16.

WIR users will have 
the option of saving 
the VFC Registration 
and Renewal form in 
WIR and coming back 
to it. However, users 
who use the registra-
tion option available 
through the public WIR 
Portal will not be able 
to save the information 
they enter.
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11.	Enter information for providers in your organization who administer 

vaccines and are not already listed on the Current Providers table.  
•	 If selecting from the site’s list of existing providers, click the Select 

Existing radio button and use the drop-down list to choose the 
desired provider. Press .

•	 If entering a new provider, click the Create New radio button and 
enter the first name, last name, title, specialty, NPI or Medicaid 
provider number, and medical license number. Press .

12.	Repeat step 11 as necessary until all health providers authorized to 
prescribe vaccines are listed in the table at the bottom of the screen.

13.	To remove a health provider from the list, click the Remove link next 
to the name of the provider you wish to remove.  

14.	To edit a health provider on the list, press  for the provider you 
wish to edit. After the provider’s information populates the Current 
Provider fields, make the necessary changes and press .

15.	Press  when the health provider list is complete.
16.	Select the type of data that is being used to determine the provider 

population. If IIS (i.e., Immunization Information System) is chosen 
and Refresh is clicked, reported client eligibility will be automatically 
populated into the tables below. Proceed to step 18.

17.	If entering population estimates manually (i.e., a data source other 
than “IIS” was selected), enter the number of children who received 

On the provider infor-
mation portion of the 
“Providers Within the 
Practice That Adminis-
ter Vaccines” screen, 
it is not necessary to 
include the names of 
all staff who may ad-
minister a vaccine, but 
only those who pos-
sess a medical license 
or are authorized to 
write prescriptions.

At least one provider 
must be included on 
the list to proceed.
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vaccinations into the tables provided. Be sure to enter counts appro-
priately into VFC and non-VFC categories, organizing counts by age 
group and vaccine eligibility.	

	 Note: If you are only providing data for a one-month period, check the 
“Values represent a single month’s worth of data” box.

	 	
18.	Press .

WIR does not have a 
category for the Chil-
dren’s Health Insur-
ance Program (CHIP). 
For this reason, zeros 
will be populated for 
each field in the row 
designated for CHIP.

Provider Population 
must be reported 
based on patients 
seen during the previ-
ous 12 months. When 
estimating the number 
of children who had 
been seen, only count 
a child once for each 
12-month period, no 
matter the number of 
visits.

Note: The IIS Refresh 
option will only be 
accurate for providers 
consistently reporting 
client level eligibility to 
WIR. If your organiza-
tion does not report 
client-level eligibility, 
please use another 
source (benchmarking, 
Medicaid claims data, 
billing system, etc.) 
to enter your provider 
population estimate.
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19.	Review the site information that has auto-populated from the first 

screen and edit as needed.
20.	Check the Open boxes under the Hours Available for Delivery section 

to indicate the days when a contact is available at your site to receive 
deliveries.

21.	Enter the delivery hours for your site, indicating any closed periods 
(e.g., lunch hour) by entering a break between the To and From time 
ranges. Also include any special shipping instructions in the free text 
field.

	 Note: A break must be indicated for each open day.
22.	Press .
23.	Press  in the dialog box.
24.	Click the VFC Acceptance Agreement link on the Vaccines for Chil-

dren — Application Submitted screen. A new window will open with 
the completed Annual Provider Enrollment form for VFC.

25.	Print the displayed Annual Provider Enrollment form, sign and date 
it, and mail, email, or fax it to the address or fax number listed on the 
Vaccines for Children — Application Submitted screen. (For a renew-
al, only the final signature page of this acceptance needs be sent.)

Blue field names 
indicate the field is 
required.

Delivery hours are 
indicated using a 24-
hour clock (i.e., mili-
tary time). However, 
“0000” in WIR does 
not refer to midnight, 
but rather indicates a 
period when the site 
is not available to take 
deliveries or is not 
open.
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VFC Registration Through the WIR Portal
Users who have not established WIR accounts should complete the fol-
lowing steps to register for VFC through the public WIR Portal:

1. 	 Enter the WIR Portal address (https://www.dhfswir.org/) into your 
browser’s address field.

2.	 Click “VFC Access Forms” under the Renewal/Registration menu op-
tion at the top of the screen.

3.	 Click the VFC Renewal and Registration link.

	
4.	 Enter information on the VFC Registration & Renewal form. Under 

Facility Information, enter the facility name, NPI or Medicaid number, 
address and county, telephone number, and fax number. 

	 Under Medical Director or Authorized Designee, enter the practitio-
ner’s name, medical license number, NPI or Medicaid number, title, 
and specialty. 

	 Under Primary Vaccine Coordinator Name, enter the name of the first 
contact, type of contact (physician or non-physician), telephone num-
ber, email, and training information.

After a provider sub-
mits a VFC registration 
through the public WIR 
Portal, he or she will 
be set up with a WIR 
log in. After the initial 
registration, these 
providers will complete 
their renewals through 
WIR using a log in. 
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	 Under Back-Up Vaccine Coordinator Name, enter or edit the name 
of the back-up contact, type of contact (physician or non-physician), 
telephone number, email, and training information.

5.	 Select the type of facility from the list provided under Type of Facility. 
If Other is selected, enter the other facility type in the field that dis-
plays.

6.	 Indicate the array of vaccines offered, whether all ACIP recommended 
vaccines or selected vaccines only, under Vaccines Offered. Offers 
Select Vaccines is available for facilities designated as Specialty 
Providers by the VFC Program. When this option is selected, VFC 
specialty vaccines will be displayed; select all that apply. If Other is 
selected, enter the vaccine name in the field provided.

7.	 Press .

Users who use the 
VFC registration option 
available through the 
public WIR Portal will 
not be able to save the 
information they enter.
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8.	 Once you have reviewed the entire Wisconsin VFC Program Legal 
Agreement and restitution policy, you will click the check box at the 
bottom of the screen. By checking the box, you are confirming that 
you have read and understand the Wisconsin VFC Program Legal 
Agreement. Once the box is checked, the “Accept” button will be 
made available.

9.	 Press  to continue the enrollment process after reading the 
Wisconsin VFC Program Legal Agreement.

10.	Enter information under the “Name of person completing this form” 
section of the Providers Within the Practice That Administer Vaccines 
screen.  
Note: Public health organizations will not see this screen; these pro-
viders should proceed to step 16.
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11.	Enter provider information for providers in your organization who ad-

minister vaccines, including the first name, last name, title, specialty, 
NPI or Medicaid provider number, and medical license number. Press 

.
12.	Repeat step 11 as necessary until all health providers who may ad-

minister vaccines are listed in the table at the bottom of the screen.
13.	To remove a health provider from the list, click the Remove link next to 

the name of the provider you wish to remove. 
14.	To edit a health provider on the list, press  for the provider you 

wish to edit. After the provider’s information populates the Current 
Provider fields, make the necessary changes and press .

15.	Press  when the health provider list is complete.
16.	Select the type of data that is being used to determine the provider 

population. Enter the number of children who received vaccinations 
into the tables provided. Be sure to enter counts appropriately into 
VFC and non-VFC categories, organizing counts by age group and 
vaccine eligibility.	

	 Note: If you are only providing data for a one-month period, check the 
“Values represent a single month’s worth of data” box.

On the provider infor-
mation portion of the 
Providers Within the 
Practice That Admin-
ister Vaccines screen, 
it is not necessary to 
include the names 
of all staff who may 
administer a vaccine, 
only those who pos-
sess a medical license 
or are authorized to 
write prescriptions.
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	 17.	Press .

When estimating the 
number of children 
who will receive vac-
cines, only count a 
child once for each 
12-month period, no 
matter the number of 
visits.
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18.	Review the site information that has auto-populated from the first reg-

istration screen and make edits as needed.
19.	Check the Open boxes under Hours Available for Delivery for the days 

when a contact is available to receive deliveries.
20.	Enter the delivery hours for your site, indicating any closed periods 

(e.g., lunch hour) by entering a break between the To and From time 
ranges. Also include any special shipping instructions in the free text 
field.

	 Note: A break must be indicated for each open day.
21.	Press .
22.	Press  in the dialog box.
23.	Click the VFC Acceptance Agreement link on the Vaccines for Chil-

dren — Application Submitted screen. A new window will open with 
the completed Annual Provider Enrollment form for VFC.

24.	Print the displayed Annual Provider Enrollment form, sign and date 
it, and mail, email, or fax it to the address or fax number listed on the 
Vaccines for Children — Application Submitted screen.

Delivery hours are 
indicated using a 24-
hour clock (aka mili-
tary time). However, 
“0000” in WIR does 
not refer to midnight, 
but rather indicates a 
period when the site 
is not available to take 
deliveries or is not 
open.




