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@ Introduction

Welcome to VAMS
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The Vaccine Administration Management System (VAMS) is a secure, web-based tool built to help
jurisdictions, vaccination clinics, organizations/employers, and vaccine recipients manage COVID-19
vaccination efforts. It supports operations and data collection and tracking to meet COVID-19 vaccination

requirements.

VAMS Has Four Portals.
Each portal is designed for specific types of users.

Jurisdiction Portal

Jurisdictions can use VAMS to:

A Designate specific organizations/employers
that serve critical infrastructure populations
(including volunteers) and other priority risk
groups.

A Identify at-risk populations that are a high
priority for vaccination.

A Build a database of COVID-19 vaccination
clinics in their jurisdiction.

A Access COVID-19 vaccine inventory and

administration data for analysis and reporting.
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Recipient Portal

Vaccine recipients™ can use VAMS to:

A Register as a vaccine recipient.

A Locate a clinic and schedule vaccination
appointments.

A Schedule and track follow-up vaccination
appointments (if applicable).

A Receive proof of vaccination.

Organization &
Employer Portal

Organizations” or employers (referred to as

“organizations”in this user manual) of critical

infrastructure populations can use VAMS to:

A Add critical infrastructure workers and other
at-risk groups to be considered for COVID-19
vaccination.

A Automatically send email notifications to
those individuals to register in VAMS and
schedule their vaccine appointment(s).

Clinic Portal

*¥¥

Vaccination clinics™ (referred to as “clinics”in

this user manual) can use VAMS to:

A Register the clinic.

A Check in recipients.

A Document and track COVID-19 vaccine
administration and waste.

A Monitor vaccine inventory levels.

*"Organization” refers to any institution, association, company, or other group that will add critical infrastructure workers and other at-risk
groups in VAMS to be considered for COVID-19 vaccination. “Employer” is one example of an organization.
“To use VAMS, vaccine recipients must have internet access, an email address, and the ability to navigate the system or have someone assist

them.

"*Vaccination clinics are often referred to as “vaccine clinics” in VAMS.
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@ Role and Responsibilities in VAMS

As an employer coordinator, you will use VAMS to identify critical infrastructure workers and other at-risk
groups who need to receive COVID-19 vaccine when it first becomes available and add these individuals to
VAMS so they can schedule vaccination appointments.

This user manual is designed for you.

This user manual gives you a description of your role and responsibilities in VAMS and where you fit in to the
overall process of providing COVID-19 vaccines to recipients. It is divided into sections that follow the order
of steps you will take in VAMS to perform your unique tasks. Detailed instructions on how to perform those
tasks are included in each section.

How to Use this User Manual

Throughout this user manual, you will see the following components.

Component Description

NOTE: Notes are need-to-know pieces of information of which you should be aware.

Quick Tip: Quick Tips are good-to-know pieces of information and tips for getting the most out of VAMS.
U Arrows Items with arrow bullet points are action items (e.g., “click the button”).

A Bullets Items with circular bullet points provide information about steps in a process that don't require

action (e.g., “a pop-up window will appear”).

Bright blue hyperlinks Bright blue hyperlinks link to external pages (e.g., https://vams.cdc.gov/vaccineportal/s).

Gray hyperlinks in the footer link to section dividers and this manual’s table of contents (e.g.,
“Return to Table of Contents” links in the page footers).

Dark blue hyperlinks link to other pages in this manual (e.g., Step 1: Activate Your Account in
VAMS).

- Buttons like the one pictured also link to other pages in this user manual.
Access Support

Dark blue hyperlinks
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@ Navigating VAMS

Quick Tip: VAMS works best in the Google Chrome browser but can be accessed via any browser except
Internet Explorer. VAMS also works on mobile browsers.

To access VAMS, visit the landing page
(https://vams.cdc.gov/vaccineportal)and log in with your user name
and password.

The components listed below are in VAMS to help you navigate the system.

Header/Banner VAMS grsenization s employerportal R Y

The VAMS logo takes you to your portal’s home page. The Help link takes you to a list of frequently asked questions
(FAQs) that will help you navigate the system. Click the drop-down arrow next to your name in the top right corner of
the page to log out of the system.

Buttons

Buttons like those shown on the right allow you to start, advance, and complete tasks.

Cancel Save

Tabs

Click tabs on a page to move between pages or page sections. The tab you
are currently viewing will be underlined and bolded. Tabs not being

. . My Employees  Employee Imports
viewed will be grayed out. —_—

Tables ] g

Tables allow users to sort or filter information previously
entered in VAMS. You can view entry details by clicking
the links on each row.

A Note About Privacy

To receive COVID-19 vaccine, vaccine recipients must enter data that are considered personally identifiable
information (PIl) and protected health information (PHI). Pll is any data that could potentially identify a
specific individual. PHI is information, including demographic information, that relates to the individual’s
past, present, or future physical or mental health or condition. VAMS complies with the Health Insurance
Portability and Accountability Act of 1996 (HIPAA) privacy and security rules. For more information about
HIPAA visit https://www.cdc.gov/phlp/publications/topic/hipaa.html.
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Section 1

Getting Started in VAMS

This checklist provides a summary of the two steps you will take to add your organization in VAMS so that
your critical infrastructure employees, or other individuals that you have identified, can become eligible to
receive COVID-19 vaccination.

Step Information You Need to Complete this Step
C Step 1:Activate your user account A Access to the internet

in VAMS. Follow the prompts in your A Access to your email account

registration email from A Registration email from vams@cdc.gov

vams@cdc.gov to complete this step.

C Step 2: Register your organization. A Organization name
Confirm that your contact A Primary address
information and organization A Phone number
information in VAMS is correct. A Your email address
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@ Step 1: Activate Your User Account

What you'll need to complete this step

A Access to the internet
A Access to your email account
A Registration email from vams@cdc.gov

You must activate an account in VAMS to use the system. After your jurisdiction’s POC enters your name and
email address in VAMS, you will get an email with a link to create an account in VAMS.

U Search your inbox for an email from vams@cdc.gov.

Quick Tip: If this email is not in your inbox, you may need to check your junk or spam mail folders. If you
still cannot find the email, contact your jurisdiction’s POC.

U Click the registration link in the email. This takes you to the account
creation page in VAMS.

NOTE: The registration link in your email is for your
registration only and cannot be used to register
anyone else. Please do not forward it to anyone as
the link will not work for them. 4 i

U Verify your email address (the email address where you
received the original VAMS invitation will be prepopulated).
Your email address will be your user name when logging in
to VAMS.

U Create and verify your password.

U Check your email account for a verification code that will be
sent to you immediately after clicking the registration link in
your email from vams@cdc.gov. Enter the verification code.

U Read the terms and conditions and check the box saying
you agree.

U Click Create Account.





































