
Registering 
with NCID 

for the NCIR

This presentation is not applicable 
to Local Health Departments



The Registration Process

•	 Before logging in to the NCIR for the first time:
1.	 Self-register through NCID for a NCIR username as a BUSINESS user(also referred to as a user id)
2.	 Activate your account by clicking on the link in the authentication email sent from NCID
3.	 Give your username to your NCIR administrator*

•	 Once your NCIR Administrator adds you into the system, you will be able to log in.
*Administrator is a type of user role in the NCIR.

Registration Steps

1.	 Go	to	the	NCIR	website:	https://ncir.ncdhhs.gov	

2.	 Click	on	Register 
 
 
 
 
 
 
 
 
 

3.	 Under	New	User	Registration	ALWAYS	select	Business User.	Do	not	register	for	an	Individual	Account.			
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4.	 Complete the new user registration form.
•	 Use your BUSINESS email, phone, and address. 
•	 If your requested User ID is not available, NCID suggests one for you. 
•	 Make sure to write down your username.
•	 Create the username that you want to use. This will always be your username when you 

log into the NCIR.
•	 When choosing your password make sure that you have at least eight characters, one 

number, and one special character (ex. !*#@$% .̂)



5.	 Click Confirm.
•	 If you registered successfully, you will 

receive a message informing you that	
an email was sent to the email address 
you provided.

•	 You will need to answer five challenge 
questions and provide answers for each. 

•	 The Immunization Branch does not have 
access to your NCID information. If you 
have locked yourself out of the NCIR	
your options are:
    –  �Wait one hour for your account	

to reset.
    –  �Contact the NCID ITS Service	

Desk at 1-800-722-3946 to 	
have your account reset. 

•	 Select 5 new challenge questions and	
answers, then click Create account	

6.	 Click on the link in the email to 	
activate your account.

•	 Complete this step 	
within 3 days or you 	
must re-register.

•	 If you do not see the email, 	
check your junk mail.	

7.	 Give your user ID (not password)	
to your NCIR administrator.	

8.	 After your administrator adds you	
to the system, you are able to	
go to the NCIR website	
https://ncir.ncdhhs.gov and log in	
using your user ID and password.

https://ncir.ncdhhs.go


The NCIR Home Page

Links	to	resources on 
the web	–	including	
Vaccine	Information	
Statements	(VIS)	and	the	
Vaccine	Adverse	Event	
Reporting	System	(VAERS)

Your	organization	name,	your	name	
and	your	user	role	shown	here

Important	NCIR	announcements 
(	NENEWW		=	unread)

Release notes (details	about	
recent	NCIR	version	updates)

Links	to	info	about	
upcoming events



The NCIR Home Page

Left-side menu	
(your menu	
options are	
based  on your	
user role)

Inventory control and administrator roles see notifications 
related to ordering and inventory



User Help Links

The system 
user manual 
contains	
in-depth user 
information.

Click help desk for contact 
information for the NCIR Help Desk.

The light bulb button 
opens an NCIR online help 
module that applies to 
whichever NCIR screen 
you are viewing.

Link takes you to the Immunization Branch website, 
which contains NCIR user training resources



Menu Options are determined 
by your user role

• Reports Only
• Searches for clients and views/prints

client specific records

• Typical User
• Has all functionality that the reports

only role has
• Manages (add & edit) clients
• Manages immunization information

• Inventory Control
• Has all functionality that the reports

only and typical user roles have
• Manages inventory and ordering

• Administrator
• Has all functionality that the other

roles have
• Manages users, sites, and clinicians
• Runs practice-level reports, including

reminder/recall

Questions?

Contact your Regional Immunization Program Consultant (RIC) 
The RIC map with contact information is located on the Immunization Branch website:	
dph.ncdhhs.gov/programs/epidemiology/immunization/providers/contacts

NCIR Help Desk: 1-877-873-6247  |  ncirhelp@dhhs.nc.gov
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