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Prior to Starting an Enrollment

If you are associated to multiple clinics, check the Provider/Clinic search bar and 

blue banner at the top of the page to ensure you are in the correct clinic.
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Prior to Starting an Enrollment

Click Clinic Tools-Clinic Information to update:

Address/Name 

Contact Information

Delivery Hours 

To make clinic changes or updates view 

How can I update my access, clinic information and 

user account in CT WiZ?

For additional enrollment questions submit a DPH helpdesk

and select Immunizations (CT WiZ) > Clinic Administration > 

Enroll/Re-enroll in CVP.

https://portal.ct.gov/dph/knowledge-base/articles/vaccine-providers/ct-wiz-for-vaccine-providers-and-training/update-clinic-information?language=en_US
https://portal.ct.gov/dph/knowledge-base/articles/vaccine-providers/ct-wiz-for-vaccine-providers-and-training/update-clinic-information?language=en_US
https://portal.ct.gov/dph/knowledge-base/articles/vaccine-providers/ct-wiz-for-vaccine-providers-and-training/update-clinic-information?language=en_US
https://portal.ct.gov/dph/knowledge-base/articles/vaccine-providers/ct-wiz-for-vaccine-providers-and-training/update-clinic-information?language=en_US
https://dph-cthelpdesk.ct.gov/Ticket
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Update Clinic Staff and Add Training

Click on: 

• Clinic Tools

• Clinic Information

• Staff
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Update Clinic Staff and Add Training

To remove a staff member no longer at the clinic, click on:

• View 

• Remove 
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Update Clinic Staff and Add Training

To add new staff to your clinic, click on Add New Contact.
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Update Clinic Staff and Add Training

• All fields with a * are 

required.

• Once finished, click 

create to add the staff 

to your clinic.

• All new staff must be 

approved by DPH. 

Once you have 

created your staff, 

DPH will review and 

either reject or 

approve.

• You will receive a 

notification in the bell 

icon with this 

information.  
All CVP and CVFA clinics must have one (1) primary vaccine coordinator 

and one (1) backup vaccine coordinator at all times.
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Update Clinic Staff and Add Training

To add training to clinic staff, click on View.



12Connecticut Public Health

Update Clinic Staff and Add Training

Training should be 

completed before starting a 

CVP/CVFA enrollment.

View the Enrollment Checklist

for the two required training 

modules.

Click Add Training.

https://portal.ct.gov/dph/knowledge-base/articles/vaccine-providers/connecticut-vaccine-program-cvp/how-to-re-enroll?language=en_US
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Update Clinic Staff and Add Training

• Select the training course under Course Name.

• Add a Completion Date.

• Click Save.

Both the Primary 

and Backup 

coordinator need to 

document the 

required training 

modules under as 

instructed per the 

enrollment
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Start a CVP/CVFA Enrollment

Click on: 

• Clinic Tools

• Enrollments

• Add Enrollment 
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Start a CVP/CVFA Enrollment

Click Select Template to start the Enrollment for CVP (pediatric vaccine) or CVFA (adult vaccine)

If you select the wrong template, submit a DPH helpdesk and select: Immunizations (CT WiZ) > Clinic 

Administration > Enroll/Re-enroll in CVP, to have the enrollment deleted.

https://dph-cthelpdesk.ct.gov/Ticket
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Start a CVP/CVFA Enrollment

• Click Filter to view past or present enrollments.

• Click View to continue an enrollment.

Change the Date Range to view older enrollments.
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Complete a CVP/CVFA Enrollment

• All fields with a yellow triangle must be completed. Click on the plus + symbol to expand the field. 

• Click on Save Progress to get a green checkmark and complete the field.
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Complete a CVP/CVFA Enrollment

The Enrollment Guide section will contain a 

link to a guide with all enrollment information. 

This link will open in a separate window. 

You must click on this link to complete this 

section. 
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Complete a CVP/CVFA Enrollment

If the required staff and staff training is not marked as completed, ensure the two course names are listed 

for the Training Section for both the Primary and Backup vaccine coordinator under Clinic Staff. 

View slide 11 to add a missing training(s).

View the enrollment checklist for the required trainings the enrollment your clinic is attempting to complete. 

These can be found in the enrollment itself under the Enrollment Guide section. 
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Complete a CVP/CVFA Enrollment

Provider/Clinic Population must 

have data in all boxes.  

These estimates are used for 

vaccine planning. This is an 

approximate number of patients 

you may see in a calendar year.
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Complete a CVP/CVFA Enrollment

Update clinic staff to add or remove staff that prescribes immunizations. 

If a name still appears under Prescribing Staff Members, submit a DPH helpdesk and select 

Immunizations (CT WiZ) > Clinic Administration > Update Clinic Information, with a list of names 

that should be removed.

https://portal.ct.gov/dph/knowledge-base/articles/vaccine-providers/ct-wiz-for-vaccine-providers-and-training/update-clinic-information?language=en_US
https://dph-cthelpdesk.ct.gov/Ticket
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Complete a CVP/CVFA Enrollment

Only the Physician Signing Agreement will have access to CT WiZ to click Review and Accept the primary agreement.

If the Physician Signing Agreement does not see this option, they should submit a DPH helpdesk and select Immunizations 

(CT WiZ) > CT WiZ Login (Username or Password Issues) > Update CT WiZ user account), for access to the PIN location 

as the physician signing. The physician must log in under their username to sign off on this agreement. No other staff will 

be able to view this option. 

https://dph-cthelpdesk.ct.gov/Ticket
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Submit a CVP/CVFA Enrollment

• All green checkmarks indicate you are ready to submit the CVP/CVFA Enrollment. 

• Select Submit Forms from the dropdown. 

The Connecticut Vaccine Program will be notified the enrollment has been submitted for review.
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Submit a CVP/CVFA Enrollment
Click Notifications to view 

alerts on approved or 

rejected enrollments.

If you receive an Enrollment 

Rejection Alert, please view 

the Comments section of the 

enrollment.

The Connecticut Vaccine 

Program provides 

Jurisdiction Comments with 

required corrections and 

updates to resubmit the 

enrollment for approval.
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How to Get Help

• Click on the         located at the top of the webpage to read a description of the 

screen you are currently on in CT WiZ.

• Some CT WiZ webpages have a “Learn More” link. Click on this to see how to 

videos. These appear on a separate page so you can play the videos while 

navigating through CT WiZ. 

• Visit the CT WiZ training page here. CT WiZ training webpages have 

numerous trainings to helpyou.

• If you still need help, please submit a DPH helpdesk ticket and select 

Immunizations (CT WiZ) > and the applicable category and topic. 

https://portal.ct.gov/dph/individuals-and-families/immunizations/providers-landing-page/ct-wiz?language=en_US
https://portal.ct.gov/dph/individuals-and-families/immunizations/providers-landing-page/ct-wiz?language=en_US
https://portal.ct.gov/dph/individuals-and-families/immunizations/providers-landing-page/ct-wiz?language=en_US
https://portal.ct.gov/dph/individuals-and-families/immunizations/providers-landing-page/ct-wiz?language=en_US
https://dph-cthelpdesk.ct.gov/Ticket
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