
IDOH IMMUNIZATION DIVISION DECEMBER 2020 

Indiana Department of Health and ZOTEC - Quick Reference Guide 
 

 
Registering and Checking In Patients in Zotec 

What is ZOTEC? 

The Indiana Department of Health (IDOH) has partnered with Zotec during Phase 1A of COVID-19 
vaccination efforts. Zotec has the available features needed to collect important data on patient 
demographics. You will document vaccine administration for your facility’s patients using Zotec.  

 

Registering Patients 

1. Login on https://checkin.coronavirus.in.gov using your credentials. If you do not have user 
access to Zotec, please refer to the Gaining Access to Zotec (for Facilities) Quick 
Reference Guide.

2. Once you have logged in you will need to confirm your location and current date is correct. 
If the location is incorrect you can change the location by clicking on the icon  shown 
below.

Questions? Please Contact our IDOH Help Desk Portal 
(https://eportal.isdh.in.gov/C19VaxHelpDeskCustomer) 

Tip: Do not use Internet Explorer. Please use Chrome or Firefox. 

Facility

Date 

https://checkin.coronavirus.in.gov
https://eportal.isdh.in.gov/C19VaxHelpDeskCustomer
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3. Start by searching for the patient on the main screen or typing in their first and last name in 

the search bar. (If the patient has already started the registration process please go to Step 12) 

  

 

4. If you cannot find the patient, you can create a new patient by clicking the yellow 

Scheduling Appointment button on the upper right-hand corner. 

                                                                  

 

5. Enter the patient’s first and last name and click the Submit button. 

               

 

6. Click the Continue as New button on the bottom of the page.  

                                                                      

 

7. Select Immunization as the type of appointment. 

 

 

8. Select the date and time the vaccination visit will occur. If there are no time slots available 

check the Allow Overbooking box. 
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9. The next page will ask for recipient information (First name, last name, date of birth, sex, 

contact information) For residents, please enter your facility email and phone number.  

 

10. After you have verified that all the information is correct, click Confirm Appointment. 

 

Checking In Patients  
 

11. Once the appointment is confirmed: Select Return to Check In 

 
 

12. You will be redirected to the main screen main screen where you should see the patient 

listed next to their time lot. Select that patient and EDIT the demographic areas until 

you have a green check mark to successfully register a patient for testing.  

 
 

13. Make sure you edit each section on the main screen 

a. Demographics 

b. Additional Demographics 

c. Fill out the insurance information so the facility can bill insurance for the 

administration. (The patient will not be charged for this visit) 

d. Consents - choose Collect Manually and enter patient name & relationship to 

Patient. (If the Patient is under 18 then you will have to have parental consent and 

can change the drop down to Parent). 

 

14. You will also need to complete the Patient Intake Form before you can check the patient 

in and select Return to Appointment when complete. 

• Intake Demographics 

• Health Habits 
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15. The last thing to complete is to Update Eligibility. You will choose 317 for all 

patients receiving a dose for phase 1A. 

 
  

16. Once you have completed all the sections and received all green check marks the 

Check In button will be able to be selected. Make sure you verify all the 

demographic information is correct before completing the check-in. 

 
 

 

 
 
 

       

 

 
 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 




