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HOW TO INACTIVATE PATIENTS IN ASIIS 

When to inactivate Patients:  Only inactivate patients that are no longer receiving services in your practice. 
 
Why inactivate Patients:  Inactivating patients help raise your immunization coverage rates and keeps your ASIIS 
information current and up to date, especially when creating Reminder Recall Reports.  It will also minimize the amount 
of updating that needs to be completed in ASIIS if you are nominated for the Daniel T. Cloud award. 
 
 
 

1. Log into ASIIS 
2. Click on “Patient” then “Search/Add” 
3. Enter the “First Initial” of patients first name and their “Birth Date” 
4. Click on the “Search” button 

 

 
 

5. Select the Patient from the list of names that appear and double click 
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6. The Patient Demographic Screen will appear.  Scroll to the bottom of the screen and click on the 
“Edit” button  

7. In the “Inactive” section, click on the arrow and Select the Reason for Inactivation from the drop 
down box (address incorrect, deceased, moved out of state, moved or gone elsewhere, etc.) 

 

 
8. Once selected, scroll down to the bottom of the screen and click on the “Save” button 

 

 
9. Your screen should show the patient is now “Inactive”  in red and the reason for inactivation 

 

 


