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Child Care Immunization Report – Electronic Report Guide 
Using the link in the Annual Child Care Reporting Memo will open this landing 
page for the online reporting portal. Please read this page carefully. 

If you need to access the worksheet to determine which students have all their 
required immunizations, click the link circled in orange below. If you have already 
assessed immunization status, you do not need to complete the worksheet. 

 

Once you have your data prepared and are ready to begin the online report, click 
the blue “Next” button at the bottom of the page, circled in orange below. 
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If you want to provide your email to save and continue the report at a later time, 
follow the instructions on this page and use the save and continue link, circled in 
orange below. 

 

Select your child care type and click “Next”. 
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Select your county, facility name, and license number if there is more than one 
facility with the same name. Your information should fill automatically once you 
select the facility name. If the information listed is correct, select “yes” and click 
“Next”. 

 

 

If your facility information is incorrect: Select “No” and click “Next”, you will be 
brought to a page where you can enter in the correct information manually. 
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If your facility is not listed: If your facility isn’t listed under the correct county, 
select “Other”, then select “No” when asked if facility information is correct. Click 
“Next”. You will be brought to a page to add in your information manually. 

 

When entering information manually: Enter your county, facility name, license 
number, and other information. If you do not know your facility license number 
you can look it up by using DCDEE childcare search, circled below in orange. If you 
still cannot locate your license number, enter 0000000. Click “Next” to proceed. 
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Next, enter your facility contact information on this page. If your facility is closed, 
select “No, our facility is closed” and then select “Next”. This will end the report 
for you. If your facility is open for the 2025-26 year, click “Yes”, then click “Next” to 
continue the report. 

 

 

Input information for children under 24 months. If you have children under two 
years of age, select “Yes” and then enter the number of children attending under 
2 years and click “Next”. 
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On the next page, you can access a table listing what immunizations are required 
by age or if you need more information on exemptions by clicking the links circled 
in orange below. Otherwise, enter the immunization status of children under 24 
months of age. This should match the information from the first line of the 
summary table on the age worksheets. The number of children listed must equal 
the number of children listed as attending under 24 months of age. If you do not 
have children in a category, enter 0. Click “Next” at the bottom of the page when 
you are ready to continue. 

 

Input information for children 24 months or older. Select yes if you have children 
attending you are 24 months old or older. Then enter the number of children 24 
months of age or older who attend your facility. Click “Next” to continue. 
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On the next page, enter the immunization status of children 24 months of age or 
older who attend your facility. This should match the information from the second 
line of the summary table on the age worksheets. The number listed must equal 
the number of students you entered in the previous question as being 24 months 
of age or older. Enter 0 when needed. Click “Next” when you are ready to 
continue.  

 

 

Review your answers and submit. Review the information you have entered. Click 
“Next” when you get to the page below.  

 

 

 

 



Page 8 of 9 
 

Review your information carefully. If you need to make any changes, click the 
“Back” button at the bottom of the survey, circled below in orange. Do not click 
back on your browser, as this may erase the information you have entered.  

 

If the information listed is correct, click “Submit”. 
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Once you see the page below, you have completed your annual child care 
immunization report. Contact colleen.ehatt@dhhs.nc.gov if you do not receive a 
copy of your report via email within 24 hours or if you need to make a revision to 
a report you submitted. 
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