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User Guide for School Portal for Student Immunisation of Department of Health 

(For reference by relevant schools) 
 

The School Portal for Student Immunisation (“the Portal”) ( https://www.dhsisp.gov.hk/IRS/ ) has been 

launched since the 2013/14 school year.  This document serves to illustrate the operating steps for reference 

by relevant schools. 

 

 

 Operating hours of the Portal: 

o Mondays – Fridays (except public holidays): 9:00 a.m.-6:00 p.m. 

o Other than the specified operating hours, the Portal may still be accessible although users may 

experience instability, slow performance and temporary disruption due to ad-hoc system 

maintenance. 

 For a smooth operation, computers with the following operating system and Internet browser is 

recommended for accessing the Portal:  

o Windows 10 

o Microsoft Edge, Chrome 

o Microsoft Excel 2013-2021 

 For technical support, please contact the Immunisation Record System Support Team 

of the Department of Health at 3542 6929 during office hours (Mondays – Fridays 

(Working days): 9:00a.m.-6:00p.m.) or via email to: cims2_enquiry@ha.org.hk. 

 

https://www.dhsisp.gov.hk/IRS/
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I. Initial Login and Account Activation 

1. Start Internet Explorer and enter the web site address: https://www.dhsisp.gov.hk/IRS/  

2. Select the language on the main page (as shown below): 

 

3. Select ‘Login’ from the menu on the left side.  (School would be notified on the account login name by 

mail while the password will be sent to the email address designated by school.) 

 

 

https://www.dhsisp.gov.hk/IRS/
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4. Upon successful login for the first time, the following message will appear: 

 

5. Another email, as shown in the sample below, will be sent to the email address designated earlier by 

school.  Please click the link embedded in the email to complete the activation process. 

 

6. Log in to the system again after completion of the activation process.  It is required to change the 

default password.  

* Note: Password should be at least 8 characters long, containing mixed-case characters, at least 

one digit and at least one punctuation.  For example, Test1234! is acceptable while test1 is NOT 

accepted.  Password should not be the same as the previous 10 passwords. 
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II. Download Template and Fill in Student List Excel File 

 From the menu on the left side, select ‘Download Student List Template’. 

 

 There is one student list template file for Student Immunization Team. 

 

  Open the downloaded template file in Excel, as shown below: 

 

 Rename the worksheets in accordance to the class name of each Primary 1 and Primary 6 class by 

locating the mouse pointer to the worksheet tab (a), then right-click and select “Rename” (b), as 

illustrated below: 
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 Please enter all required information of every student in Primary 1 and Primary 6 and use separate 

worksheets for each class -. 

 It is mandatory to fill in the following fields: Class no., Chinese name, English surname, Sex and 

Date of Birth.  Please fill in an * mark in the event that Chinese name is not applicable. 

 English surname and given name should be filled in separate fields. 

 Please fill in both of column G (document type) and column H (document number) if the student 

has provided the related identity information.  Otherwise, please leave both of column G 

(document type) and column H (document number) blank for that student. 

*Note: For Birth Certificate / HKID No., the last digit/character in the bracket is required.  

For example, T1234565. 

 

 

 For column F(Date of Birth), text format is used, it is required to conform to 'dd/mm/yyyy' format 

(using '-' as separator is also acceptable) 

 

Example: 

  01-12-1975 

OR 

  01/12/1975 

 

(a) 

 (b) 
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Note: Take Excel 2007/2010 as an example, cell format can be determined by right-clicking a cell, 

selecting "Format Cells..." and then refer to the "Category" list on the "Number" tab. 

 

 Move the mouse pointer over individual field on the header row of the template file to view the 

expected format of the field, which is illustrated below: 

 

 An example of a completed student list is shown below: 
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 Another completed example for reference (Please fill in an * mark in the event that Chinese name 

is not applicable.): 

 

 

Important Point to Note:  

 The information provided will constitute an integral part of the immunisation and medical record of 

students.  Incorrect information may result in incomplete or incorrect immunisation and medical 

record of the student. 

 All the student records in the above examples are fictitious. 
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III. Upload Student List 

1. There is one Upload Student List for Student Immunization Team. It needs to use the corresponding 

student list template for the upload( Refer to P.5 II). 

2. Log in to the Portal when the Excel file is ready and select ‘Upload Student List’(for upload student list 

of Student Immunization Team) from the menu on the left side. 

   

3. Click the “Browse” button to select the completed student list Excel file for upload.  The system will 

display the results of the uploading operation and relevant messages will be displayed on items failed to 

upload.  Please update the Excel file accordingly and upload again.  An example after successful 

uploading operation is shown as follows: 

  

 (Page of uploading student list for Student Immunization Team) 

LEGEND:  - press to delete the uploaded class data if you want to edit the student list again
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4. In the case that the identity document type and number in the Excel file matches with existing record(s) 

but with different name/sex/date of birth, the following screen will be displayed. 

The field(s) with inconsistent information is/are highlighted in yellow.  Please verify and make any 

amendment to the information on the screen directly.  Then please (a) check the box to agree with the 

statement and (b) press ‘Confirm and Save’.  (c) If “Back” is pressed, it will go back to the previous 

page(upload student list). 

5. In the case that there is any missing field or information which is inconsistent with the required data 

format, the following screen will be displayed with the concerned field(s) highlighted in red.  Please 

refer to the message box at the bottom of the screen for details. 

 

Please make amendment on the screen directly.  When finished, check the box to agree with the 

statement and press ‘Confirm and Save’. 

 

(a) 

 

(b) 

 
(c) 
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6. If the upload is successful, the following screen will be displayed.  You may now log out the Portal. 

 


