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Part IV

Student Vaccination List 

& Claiming of Injection Fees
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Summary

Task Timeline

 Provide Excel table of consented students 

(Consented Student List) to VO via 

designated email account

At least 4 weeks before vaccination day

 First checking report generated on eHS(S)

 Rectify identity information of the students 

directy on eHS(S)

Within 1 week

 Submit claims by batch upload

(Subsidies will only be reimbursed to validated 

eHealth Account – others may need manual 

payment)

Within 7 days of vaccination activity 

completion
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Before Vaccination
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Before Vaccination

1. Prepare Consented Student List by doctors

2. Submit Consented Student List to PMVD

3. Download and check the First Report

a) Check vaccination records

b) Rectify invalid accounts

4. Check the Final Report  
(3 calendar days before vaccination)
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1. Prepare Consented Student List 

 Collect duly completed consent forms from schools 

[at least 6 weeks before vaccination date]

 Check the consent forms and clarify with parents on 

any queries found on the consent forms

 Compile information of the student lists in an excel 

table (specified excel format, see sample 1)

Before Vaccination –
Prepare Student List
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Sample 1: Consent list in excel format

Before Vaccination –
Prepare Student List

11/02/2013

11/02/2013

11/02/2013

11/02/2013

11/02/2013
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2. Submit Consented Student List to PMVD

 Send the student lists to PMVD through a designated e-mail 

account* at least four (4) weeks before vaccination

 The excel file must be 2013 or later version

 The file should be password protected

 The password should be at appropriate complexity, e.g. 

including special character, upper and lower case alphabet 

and numbers

 The excel file and password should be sent to PMVD 

separately

*  E-mail address will be provided later

Before Vaccination –
Submit Student List
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3. Download and check the First Report

 PMVD may take about 1 week to check the content of the excel files 

before uploading 

 First Report : eHS(S) will generate the report 1 calendar day after the 

upload of the student list by PMVD

 There will be notification in eHS(S) once the report is ready for 

downloading

 Enrolled doctors can download the reports from eHS(S)

 Checking vaccination records

 the report will show the 3 latest season influenza vaccination records 

(see sample 2)

 Rectifying invalid accounts

Before Vaccination –
Download & Check the First Report
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Sample 2: First Report for SIV (each class 1 sheet)

Before Vaccination –
Download & Check First Report

Last vaccination 

record will be shown 

in the report
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Sample 2: First Report for SIV (each class 1 sheet)

Before Vaccination –
Download & Check First Report

Records that failed in validation 

will be highlighted in the report



11

Rectify Invalid Account in eHS(S)

 Personal information which failed Immigration Department 

validation will be highlighted

 Doctors can click into the entries on eHS(S) and rectify the 

accounts (see sample 3)

 Subsidy will only be paid for vaccinations provided to student with a 

validated eHealth Account (Subsidies)

* However, there are some accounts cannot be validated, e.g. students 

only have two-way permits or Recognizance, Form 8, doctors will need 

to submit copy of the document to PMVD for manual payment.

Before Vaccination –
Rectify Invalid Account Information
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Sample 3: Rectification of account information on eHS(S)

Before Vaccination –
Rectify Invalid Account Information
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Sample 3: Rectification of account information on eHS(S)

Before Vaccination –
Rectify Invalid Account Information

 For amendment of 

document type / number, 

doctors need to submit 

documentary proof to 

PMVD for updating

 For other fields (i.e. name, 

date of birth, date of issue 

of identity document), 

doctors can directly rectify 

on eHS(S)
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4. Ordering Vaccines 

 Based on First Report

 Use the Vaccine Ordering and Unused Vaccine Collection Form 

 Fax to PMVD at least two weeks before vaccination date

Before Vaccination –
Ordering Vaccines
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4. Check the Final report

 The final reports will be automatically generated from eHS(S) 3 

calendar days before vaccination day

 Doctors can download the report for checking

 format similar to the First Report

 Compare the final report with the first report for any discrepancies

Before Vaccination –
Check Final Report and Other Documents
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After Vaccination
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After Vaccination –
Confirm Claims and 

Receive Injection Fees/ Subsidies

 A claim screen in eHS(S) will only be enabled on or after the 

vaccination day (see sample 4)

 Enrolled Doctor confirms the claims for injection fees/ subsidies 

on eHS(S) by batch within 7 days after vaccination

 Injection Fees/ subsidies will be reimbursed to the designated 

bank account via autopay
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Sample 4: Claim Screen on eHS(S)

After Vaccination –
Confirm Claims and Receive Injection Fees
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Before Vaccination

(for 2nd Dose)
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 Similar to 1st dose, the eHS(S) will automatically generate the 

final report for 2nd dose

 3 calendar days before vaccination day

 Doctors can download the report from eHS(S)  

 Same excel format as the 1st dose

 Compare the final report with records of 1st dose vaccination 

and consent forms collected for any discrepancies

Before Vaccination –
Procedures for 2nd Dose
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Post-Payment Check

 Similar to VSS, PMVD will conduct post-

payment check

 Consent forms might be collected

 Doctors need to keep the consent forms for 7 

years
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項目管理及疫苗計劃科
Programme Management and Vaccination Division

電話
Phone

: 2125 2128

傳真
Fax

: 2320 8505

電郵
Email

: pilotsiv@dh.gov.hk

地址
Address

:
九龍亞皆老街147C號衞生防護中心四樓
4/F, Centre for Health Protection, 147C Argyle Street, Kowloon

網站
Website

: https://www.chp.gov.hk/en/features/17980.html

Contact Us

https://www.chp.gov.hk/en/features/17980.html
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Thank You


