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Introduction — Welcome to VAMS

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

Four Portals

Each portal is designed for a specific type of user.
=
il

Jurisdiction Portal

Organization Portal
e Register your jurisdiction
¢ Hegister your organization’s information

¢ Add organization members for COVID-19

vaccination eligibility

e Add organizations and clinics within your

jurisdiction

\\} l
4 5 -Taear
/ 0 L i

Recipient Portal Clinic Portal
¢ Register my patient information * Register your clinic information
¢ Schedule a COVID-19 vaccination appointment * Manage vaccination appointments
= View my COVID-19 vaccination certificate * Log vaccinations

» “Organization” refers to any institution, association, company, or other group that will add critical
infrastructure workers and others at-risk groups in VAMS to be considered for COVID-19 vaccination.
“Member” is one example of an organization.

> Vaccination clinics are often referred to as “vaccine clinics” in VAMS.
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PRIVACY NOTE

To receive the COVID-19 vaccine, personally identifiable information (Pll) and protected health
information (PHI) will be entered into VAMS. Pll is any data that could potentially identiy an individual.
PHI includes demographic information and 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

How to Use the User Manual

This manual is to be used by the Third-Party Clinics to better understand and manipulate VAMS. In this
guide, you will find step by step instructions along with images of the pages to assist you while
manipulating VAMS.

Disclaimer

The content contained in WV VAMS training materials is provided only for educational and informational
purposes for the clinic users in West Virginia. West Virginia attempts to ensure that content is accurate
and obtained from reliable sources but does not represent it to be error-free. West Virginia does not
warrant that any functions on the VAMS website will be uninterrupted, that defects will be corrected, or
that the website will be free from viruses or other harmful components. Any links to third party
information on the website are provided as a courtesy and do not constitute an endorsement of those
materials or the third party providing them.


https://www.cdc.gov/phlp/publications/topic/hipaa.html
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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 devices.

MLy User Manual/Third Party Clinic

To access VAMS, visit: https://vams.cdc.gov/vaccineportal/s

Below you will find ways to help you navigate VAMS:

Header/Banner

. -
Clinic Portal Jane Doe | ¥ @ 1o
Yacoing Administration Managemart System

Clicking the VAMS logo will return you to your portal’s home page. The Help link will take you to a list of
frequently asked questions (FAQs). The arrow beside your name will drop down and allow you to log out
of the system.

Tabs

Tabs are available at the top of the page and allow you to move between pages. The tab you are
currently viewing will be underlined and bolded.

fory mandgermsen Inventory Juests Manage user Clinic detall linic sertug reatment stathons Clinic absences

Buttons

Buttons will allow you to start, advance, and complete tasks.

Manually logwas

[}
—
m

| ‘ Scanwaste

Tables

Tables allow you to sort and filter information. You can view details by clicking the links in each row. You
can also filter the columns by clicking on the table headers.

Product | Manufacturer “  DosesReceived | DosesRemaining “ | Dateadded/reconciled | Status W
Moderna COVID-19...  Moderna U5, Inc. 1000 996 Feb5,2021 Active
Pfizer-BioNTech Covi...  Pfizer Manufacturing... 2300 2499 Feb4, 2021 Active
Pfizer-BioNTech Covi...  Pfizer Manufacturing ... 1000 997 Jan 27,2021 Active


https://vams.cdc.gov/vaccineportal/s
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Third-Party Clinic Administration
A third-party clinic is a clinic established in an existing facility such as a Long-Term Care Facility (LTCF),
nursing home or correctional facility to facilitate COVID-19 vaccinations for recipients who reside in
those facilities. The information presented here is only relevant to administrators to Third-Party Clinics.

The next pages will provide information on the following topics:

e How to Register as a Third-Party Clinic in VAMS
e Key Differences Between Standard, Mobile Clinics, and Third-Party Clinics
e Third-Party Clinic Users
e Add Third-Party Recipients in VAMS

e Remove a Recipient

e Find a Recipient
e Add Inventory
e Remove Inventory

How to Register Your Third-Party Clinic
There are three parts to registering your clinic as a Third-Party Clinic. This is different than a Standard
Clinic because you will not set a clinic schedule.

Activate Your User
Account:

1. Check your email for
the link to set up your
account.

2. Click the registration
link in your email.

3. Verify your email
address.

4. Create your password.

5. Check your email
account for a
verification code.

6. Enter the verification
code.

7. Read the terms and
conditions and check
the box if you agree.

8. Click Create Account.

Set-up Clinic in VAMS:

10.

11.
12.
13.

Log into VAMS.
You are directed to the Register
Vaccination Clinic — Clinic Point of
Contact page.
Ensure the information is correct.
a. Ifanyinformation is incorrect,
update it on this page.
Click Next.
You are moved to the Register
Vaccination Clinic — Clinic
Information page.
Ensure your clinic information is
correct.
a. If any information is incorrect,
update it on this page.
Click Next.
You are taken to the Register
Vaccination Clinic — Review page.
Review all information.
Click the checkbox beside: By

selecting this checkbox | confirm the

above information is accurate.
Click Next

Click View Portal.

You are then taken to the Clinic
Portal main page.
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Add Clinic Staff as VAMS Users

1. Click the Manage Users tab.

2. Click New.

3. Add the user’s email in the
Add or Update User.

4. Click Search.

5. Enter the user’s Email
Address.

6. Enter the user’s First Name.

7. Enter the user’s Last Name.

8. Select the user’s Role.

9. Select the user’s Credentials.

10. Click the checkbox stating
you are not a robot.

11. Click Save.

12. A registration email will be
automatically sent to the
user with a link for them to
set up their VAMS account.
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Key Differences Between a Standard Clinic and a Third-Party Clinic

Standard Clinic

>

Y V VY

Healthcare setting providing outpatient
care with one permanent location for
vaccination.

4 roles: Clinic Administrators, Inventory
Managers, Front Desk Personnel, and
Healthcare Professionals.

Schedules are utilized in VAMS.
Vaccine recipients use VAMS.

Vaccine recipients received reminders
from VAMS.

Set up your Clinic

To start this step, you will need:

Third- Party Clinic

>

Y V VY

Existing facility set to provide vaccines to
housed recipients.

2 Roles: Clinic Administrators and
Healthcare professionals.

No schedule is established.

Vaccine recipients do not use VAMS.
Third-party clinics do not appear in the
search results.

Third-party clinic administrators and/or
healthcare professionals track vaccine
recipients next dose eligibility.

Selected appointment duration at your clinic (10, 15, 20, or 30 minutes)

Clinic start and end dates

Setup your Clinic

1. Lloginto VAMS.

2. Click the Clinic setup tab. You will be taken to your clinic’s detail page.
3. You will see collapsable windows: Clinic Details and Manage Users.
4. To update each window, click the grey arrow, on the right side of the window. To collapse

each window, click the same arrow.

Recipient management  Data imports nventory  Manager userg

Clinic setup

Clinic data

PN Clinic Details
] This is basic information regarding your clinic

Manage users
Add, edit, or delete your clinic portal's users.

Clinic Details Window

Other recipients

You can make your clinic visible to vaccine recipients. In this section, you can manage clinic primary
address, clinic appointment duration, deactivate your clinic, and check, or uncheck the Available for
scheduling? box to make your clinic available or unavailable for recipients to view your clinic in the

search results.

1.

Click the Clinic Setup tab.

2. Click the arrow to expand the Clinic Details window.

3.

Click Finish Setup or Edit.
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"9 Clinic Details
m This is basic information regarding your clinic

. Clinic primary address
Clinic name v

Standard Clinic Revamp 1Hal Greer Bivd

HUNTINGTON, West Virginia 25701

Clinic status Shipping address

Active 1 Hal Greer Blvd
View dlinic history
Appointment duration Time zone

15 mins America/New_York

Click Edit on the details page.

All fields will open to edit the
information.

Make the updates.

To make your clinic visible to vaccine
recipients, click the Available for
Scheduling checkbox.

Click Save.

Here you will be able to:

>

>

YV V VY

Update your primary and shipping

address.

Change duration of clinic

appointments.

» NOTE: Changing appointment
durations will cancel previously
scheduled appointments.

Update the Facility ID.

Update the Provider PIN.

Update the Parent Organization ID.

Deactivate your clinic.

HUNTINGTON, West Virginia 25701

User Manual/Third Party Clinic

O

Stunees Dt Riaerg

Clinic Primary Addrass
1448 Grear B
HUNTINGTON

Stigping Address

s Grewr Bovg

HUNTINGTON

Timasane
Ammarica/ N York

~
Deactivate Edit
Facility ID
Provder PIN
Parent organization ID
Clinix Hama
Sranland Chrel Bt
WesVirgnia -
Unized Statas -
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Add Third-Party Clinic Vaccine Recipients in VAMS

Third-party recipients will not be creating their own VAMS accounts, nor will they be recording their
medical histories. You will need to add them to VAMS.

The following information will need to be obtained to enter them into VAMS:

First name

Last Name

Gender

Ethnicity

Race

Their consent for the COVID-19 vaccine. This field can be edited at any time after their
information is added to VAMS.

Insurance information (if applicable)

Medications (if applicable)

Other relevant medical information (if applicable)

There are 2 ways to add recipients to VAMS. You can manually enter each recipient’s information, or
you can upload them at once, known as a bulk upload.

Add Third-Party Clinic Recipients One at a Time:

1.

Click on the Recipient

Management tab. ==

Click Add Recipient. You will be S :I
taken to the Add Recipients
page.

Enter the recipient’s
information. The recipient’s
home address will default to the
third-party clinic’s address.

Click Next.

Enter the recipient’s insurance
information, if applicable.

Click Next.

Review the information.

Verify the information is
correct. If not, click Previous to
update the information.

If the information is correct,

click Next. 4 El

The recipients record is saved!

» NOTE:

> You can indicate a recipient’s preferred method of contact if you enter their email
and/or cell phone number. If SMS is selected as the preferred contact method, the
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system will send the recipient a verification code via SMS. You must enter this code to
continue adding the recipient.

» Adding contact information is optional and can be done when adding a recipient
individually or via the bulk upload template.

> You can also add this information to an existing third-party recipient’s record.

10
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Vaccination Bulk Upload
You can now bulk upload vaccinations that occurred at your clinic but were not recorded at the time of
the vaccination. You can only bulk upload vaccinations for recipients already added to your clinic.

1. Open VAMS.

2. Click on the Recipient management tab.

3. Click on the Record past vaccinations button.

Recipient management Data imports Inventory Manager users Clinic setup Clinic data Other recipients

| Export recipient data H Add Recipient H mport Recipients ‘

4. You will be taken to the

Record past vaccinations — Back
page.
5. Click the Import a template Record past vaccinations
for bulk vaccination
button.

* How would you like to record past vaccinations?
Record individually within VAMS

Import a template for bulk vaccination

6. When you click the Import a template for bulk upload vaccination, instructions to complete
the process appear at the bottom of the screen.
7. Click the blue link, Latest version of the Bulk Vaccination Upload Template.

Record past vaccinations

* How would you like to record past vaccinations?
Record individually within VAMS

@ Import atemplate for bulk vaccination

Bulk upload past vaccinations

Follow the steps below to use a spreadsheet template and import multiple vaccinations at once,

Step 1: Download tk latest version of the Bulk Vaccination Upload Template (version 1.0). I

Step 2: Export recipients you'd like to record vaccinations for.
Step 3: Copy and past the contents of the recipient export file into the Bulk Vaccination Upload Template.

» Please do not change any formatting or headers in the bulk upload template.

s Allcolumns with * are mandatory fields (2.2 Email”).

=+ Any colums with dropdowns cannot have a custom value (.. Salutation).

s Save as a CSV UTF-8 {Comma delimited) {.csv) file before uploading.

» Please note that VAMS cannot import more than 9,999 records.

s |f you need toupload more than 9,999 records, please break the records in separate import files.

Step 4: Upload the populated Bulk Vaccination Upload Template into VAMS.

Please upload a CSV UTF-8 (Comma delimited) (.csv) file

&, Upload Files Ordropfiles

8. An excel spreadsheet opens.

9. Click Export Recipients, on the VAMS screen.

10. An Export Recipient Data pop up appears.

11. Enter the Start date & time.

12. Enter the End date & time.

13. Click Export.

14. A Recipient Export excel spreadsheet will appear.

11
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fion

Export recipient data

B¢ Enter adaterange and click "Export” to download alist of appointments. Only 5,000 records can be exported at one time. If the file does not
successfully download. please revise parameters and try again.

* Start date & time

@l
€]

ned
felc
ith
nity
ort

199 :
Cancel Export

ina.

15. Open the Recipient Export excel spreadsheet.

16. You will see the recipients associated with the dates and times you specified.

17. Copy the recipients from the Recipients Export excel spreadsheet.

» NOTE: The spreadsheet headers are not aligned in the same order. The below fields
are to be copied from the Recipient Export file onto the VAMS Bulk Vaccination file:
o First Name

Last Name

Date of Birth

Zip Code

VAMS ID

Dose

Vaccine Name

» NOTE: You will need to ensure the columns from the Recipient Export file line up with

the VAMS Bulk Vaccine file. If the columns are not aligned, the file will not upload into
VAMS.

18. Paste the columns from the Recipient Export File into the VAMS Bulk Vaccine file.

19. Once you have your columns added to the VAMS Bulk Vaccine file, Enter the vaccine

information in the columns after the recipient information.

20. Enter Yes or No if the Pre-Vaccination actions were complete

21. Enter Yes or No if the Vaccine is Appropriate.

22. Enter the Product.

23. Enter the Lot Number.

24. Enter the Site the vaccine was placed on the recipients body.

25. Enter the Vaccination Date.

26. Save the file as CSV file.

27. Return to the VAMS screen.

* Enddate & time

@l
Q@

O O O O O O

12
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28. Click Upload Files. * Howwauldyou ik tarecord past vaccinations?

29. Choose the VAMS Bulk © Imoerta e for bl vt
Vaccine CSV file.

30. Click Open. Eollow the stepe belorwto uce aspreacsheet template and import multiple vaccinations at once.

31. You will see a green success Steo 1 Dol the et vrson o th Bl Vacciaton Ulosd Tmpatersion 101,
message if the file is
uploaded properly.

User Manual/Third Party Clinic

Bulk upload past vaccinations

Step 2: Export recipients you'd like to record vaccinations for.
Step 3: Copy and past the contents of the recipient export file into the Bulk Vaccination Upload Template.

Please do not change any formatting or headers in the bulk upload template.

All columns with * are mandatory fields (e.2. Email™).

Any colums with dropdowns cannot have a custom value (e.g. Salutation).

Save as 3 CSVUTF-8 (Comma delimited) (.csv) file before uploading.

Please note that VAMS cannot import more than 9,999 records.

If you need to upload mare than 9,999 records, please break the records in separate import files.

Step 4: Upload the populated Bulk Vaccination Upload Template into VAMS.

pload a CSV UTF-8 (Comma delimited) (csv) file

32. You can view your upload by clicking the VAMS header to return to your home screen.
33. Click Data imports.
34. Click on the blue hyperlink to view the report.

Recipient management Inventory Manager users Clinic setup Clinic data Other recipients

13
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Bulk Upload Third-Party Recipients

You will be able to upload numerous recipients at once by adding their information into a spreadsheet
and then uploading it into VAMS.

1.
2.
3.

7.

Click the Recipient Management tab.
Click Import Recipients.

Click on the Recipient Import Template
link. The template will download to your
computer.

Enter the required recipient
information fields. They are designated
by an asterisk.

Save the template as a CSV file.

On the Import Recipient page, click
Upload Files. You can also drag and drop
your organization list into the Drop Files
area of the page.

Click Close.

After importing a list of recipients:
e A message appears stating your list is in the que to upload.
e You will receive and email, notifying you the upload was complete.

8.

e Alog will appear on the Recipient Import page.

Click on the Recipient Import tab.

) Humlan
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| =

Impert Recipients

===

=1

v

On the Recipient Import page, you will see information about your upload, including the system-
generated import ID number, who imported the list.

9.

Click the Import ID. You will be directed
to the Recipient Import page.

e The Import details section has
the Import ID, jurisdiction name,
created by and created date.

e The Notes and Attachments
table includes two files: a Result
for Bulk Upload and the
recipient import file you
uploaded.

The Result Log for Bulk Upload is your uploaded

file.

10. Click the Result Log for Bulk Upload link.

Your file will open.

14
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11. Scroll to the right until you see the

status column. The status column states
if the recipient was added to the system.

e If you see and error message,
there’s duplicate or missing
information. These recipients
have not been uploaded into

the system.

e If you see Success, the
recipients were uploaded into
the system correctly.

Remove a Third- Party Recipient
Clinic Administrators and Healthcare Professionals can remove a third-party recipient.
To remove a recipient:

1.
2.

3.

Click on the Recipient Management tab.
Find the recipient you wish to remove in

your All vaccine recipients table.

Click the arrow located at the far right of

their name.

Data imports Inventary Manager users Clinic setup Clinic data Other recipients

l Export recipient data H Add Recipient H Import Recipients

All vaccine recipients

Name ~ | BirthDate

1 Sonic Hedgehog ebruary 11, 2...

Choose Remove.

Name

1 KiskaCat

Gender v | CellPhone ~ | Email
Female
v | BirthDate v | Gender
May2,1950 Female

A Warning pop-up will appear asking if
you want to remove the recipient.

Click Remove to remove the recipient or,
Click Cancel to keep the recipient in your

third-party clinic.

~

Prevaccin... v | Vaccinest.. v

Yes 0/ Oreceived

~ | Prevaccination acti... | vaccine status

Yes 0/0received

ruser@rf
Inufnug

Follow-up vac...

jispatis:
Insert failf
3 emall al
SULLEN g

Search this list...

~ | FollowUp Vaccination ...

Warning

Are you sure you want to remove recipient?

| Name: Kiska Cat

DOB: May 2, 1950

Vaccinen... v

User Manual/Third Party Clinic

ddue 1o blank values. All Fields Are Required
y exists In the system
¥ exisis in the system

Record past vaccination(s)

External5... v

Prior Vaccine Name v

Remove

5l

Cancel

15
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Find a Recipient
You can search, view, and add recipients using the Find a Recipient button. VAMS will search for all

recipients, including those registered in VAMS as recipients and those added to third-party clinics. Once
a recipient is found, you will be able to add the recipient to your third-party clinic.

User Manual/Third Party Clinic

To search for a recipient:

1. Click on the Other Recipient’s tab.
2. Click the Find a Recipient button. You'll be directed to the Search for Recipient page.

Manage Recipients  Recipient Import  Inventory Management  Inventory Requasts  Manager Users  Clinic Details  ClinicSetup  Clinic Dataf] Other Recipients

‘ Find arecipient

QOther Recipients v

On the Search for Recipient page,
3. Enter the recipient’s Email, VAMS system ID or External system ID.
4. Or enter the recipient’s First Name, Last Name or Date of Birth.
5. Click Search.

Search for recipient
Enter the required information to search for a recipient and schedule an appointment.

Enter ONE of the following fields t.
Email VAMS system 1D External system ID

Or, enter ALL of the following

rstname Last name Date of birth Gender

B
w
0
4

6. If the recipient exists, a Search Results table will appear below.

Search for

cipient

Search results Add vecipient

7. If you want to add the recipient to your clinic, click the Schedule walk in.
8. You will be taken to another screen that notifies you of the next available walk-in
appointment. The recipient will be reserved for that future appointment.

Firstname v | L me ~ DOEB Ge ~ | cail ph ~ Vac
Kaska Doz May 25,1950 Female (304 5333818 Phzer-SioNTec.  VAMS-100004..
Dansld Duck September 15, Femal (304 6336531 _— VAMS-100024.

Can'tfind the intended recipient? Add them to VAMS to schedule 2 vaccination appointment.

Ada recipient

16
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Edit recipient information

You will now be able to edit a recipient’s contact information, demographics, emergency contact, and
insurance information. You can also edit the recipient’s External System ID and whether pre-vaccination
actions are complete. You can now edit recipient profiles in any step of their vaccination process.

User Manual/Third Party Clinic

1. Open VAMS.
2. Click on the Recipient Management or Other Recipients tab. Or use the Find Recipient
button.

3. Click on a recipient’s blue hyperlinked name.

Recipient management Data imports Inventory Manager users Clinic setup Clinic data Other recipients

[ Export recipient data H Add Recipient H mport Recipients I Record past vaccination(s)

4. You will be taken to the recipient’s

record.

5. Click Edit Information.

6. The recipient’s information fields are Edit information
now editable.

7. Demographic fields will open to edit.
» NOTE: You can edit:

e First Name

e Last Name

e Date of Birth

e Ethnicity

e Race

e Pre-vaccination Question
e Address fields

8. Click Save.
9. You will see a green success message.

Success
Recipient successfully updsted.

17
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Invalidate and edit vaccination records
You will now be able to search edit and invalidate a recipient’s past vaccinations.

User Manual/Third Party Clinic

35. Open VAMS.
36. Click on the Manage appointments tab.
Click on the Search past vaccinations button.

Recipient check-In Manage appointments Inventory management Inventory requests Manage users Clinic details Clinic setup Limited service groups More

|
Search past vaccinations II Record past vaccination(s)

37. You will be taken to the Search for Search for recipient immunization

reci pient im mu nization page . Enter the required information to search for a recipient immunization.
38. Enter the recipientls First Name. Enter ONE of the following fields to search for a recipient immunization:
39. Enter the recipient’s Last Name.
40. Enter the recipient’s Date of Birth.
41. Click Search.

Email VAMSID

Or, enter all of the following:

* First name * Last name * Date of birth

at

[ Back to portal I I Clear Search I

42. If the recipient exists, Search results will appear at the bottom of the screen.
43. Click View Record to access the recipients record.

Search results

Name v | DOB Date administe... | Product ~ | Manufactu... v | UoU(vial) ~ | lotnumber ~ | Exp.date v | Site ~ | Action v

Donald Duck September 16,...  February04,2... Moderna COVL... ModernaUs, Inc. 8077727310 123 772021 Left Deltoid

44. You are taken to the Recipient’s record.
» NOTE: The recipient will have one record for each vaccination he/she received at your
clinic.
45. Click on the Vaccine Administration tab.
46. Click View Record of the vaccine you wish to access.

Prevaccination Questionnaire Recipient Details Insurance Vaccine Administration)

Log Vaccination
Vaccines Administered (1)

Date Administer... v | Product ~ | Manufacturer v | Dose v | Lot Number v | ExpDate ~ | Clinic v v

1 2/4/2021 Moderna COVID-1¢...  Moderna US, Inc. SmL 123 712021 Set Up Clinic Demo

47. You are taken to the Vaccination Record page. On this page, you will find the recipient’s
vaccination information.
48. On this page you have the option to Edit, Invalidate or Update the vaccine record.
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Editrecord Invalidate record

o Edits to vaccination records will not adjust inventory tatals. Please manually update inventory totals if necessary.

Recipient Name
Donald Duck

Date administered
Feb4,2021

Manutacturer

Moderna US, Inc.

Product

Moderna COVID-19 Vaceine
Ul (viall Iot number

123

Exp.date

Jul 21,2021

Site

Left Deltoid

Vaccination change history

Date updated V| Updated by ~  Datezdministered ~ | Product ~ | Manufacturer

To Edit a record:
1. Click Edit.

2. Update any field of the vaccination.

3. Click Save.

4. Select the Reason for the update.

5. Click Save.

6. You will be taken back to the Vacciantion
Record page.

7. You will see the Vaccination change history

table at the bottom of the screen with the
changed information.
» Any updates made to the record will
update the recipients account and
vaccination certificate.

Humian
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User Manual/Third Party Clinic

¥ Uou (viall number v | Bxp.dste ~  site ~ | Reason v

To Invalidate a record:
1. Click Invalidate Record.
2. Select the Reason for the invalidation.
3. Click Invalidate Record.

> NOTE: Editing a recipient’s vaccination record will automatically adjust the inventory for

your clinic.
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Covid-19 Vaccine Administration

To administer vaccines to third party recipients, you’ll follow the same process as in Vaccine
Administration with two additional activities:

» Recording the recipient’s pre-vaccination actions

» Tracking the recipient’s second dose eligibility date

» Record vaccine information if a recipient received their vaccine outside of VAMS

€ HEALTH User Manual/Third Party Clinic

Record the recipient’s pre-vaccination actions

1. Loginto VAMS.

2. Click Recipient Management.

3. Find the recipient.

4. Click the recipient’s name. You’ll be taken to recipient’s record.

5. You will see an alert if the pre-vaccination were not completed.

6. Click Edit Recipient Details to update the pre-vaccination information. You'll be taken to the
Recipient Information page.

7. Scroll down the page to the Have Pre-vaccination actions been completed? field.

8. Select your response using the drop-down arrow.

9. Click Next.

IA Prevaccination actions have not been completed. COVID- 1% vaccine administration cannot be performed without a record of Prevaccination actions. I

Motes (0)

Recipient Details Medical Information Vaccine Administration

Edit Recipient Details

Track Second Dose Dates

Log into VAMS.

Click Recipient Management.

You will see a list of recipients who have been added in VAMS.

You will see a column for COVID-19 Status and Next COVID-19 eligible date.

Search this list. <

Bl

Name ~ | BirthDate ~  Gender ~ | Cell Phone v | Email “  Prevaccinationa Vaccinestatus Vv Follow-upvaccinatio fl Vaccinename v | ExternalSystem . v
Lewis Capaldi January 28, 1950 Other Ho 0/0received

2 Tiffry Smith Septsmber 16,1980 Female Yas 1/ 2raceived Fen25,2021 Moderna COVID-19 .. -
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Record Vaccine Administered Outside of VAMS

When you click Log Vaccinations on the recipient’s record, you will now be notified VAMS doesn’t have a
record that the recipient received the first dose. You will answer a question asking if the recipient
received the first COVID-19 dose.

1. Loginto VAMS.

2. Click on the recipient’s name located on
the Recipient Management tab. You will
be taken to the recipient’s record.

3. Click the Vaccine Recipient tab.

4. Click Log Vaccination.

Recipient Details Insurance| Vaccine Administration

Log Vaccination

5. You are taken to a Before you vaccinate

page.
Before you vaccinate
We do not currently have a record of vaccination for you. Please answer the
questions to schedule your appointment.
6 Note: This is in reference to vaccination, not to any COVID-19 testing you may have received.
*Have you ever received a COVID-19 vaccine?
Yes
No
1. Select Yes. 1. Select No.
2. Select the type of vaccine the recipient 2. Click Continue.
received. 3. You will be notified to review the
3. Enter the Prior vaccination date. recipient’s information prior to the
4. Click Continue. vaccination.
5. Follow the steps located in Log Vaccination | 4. Follow the steps located in Log
section of this User Manual. Vaccination section of this User Manual.

» NOTE: The recipient’s vaccination
certificate will only reflect the dose you
administer in VAMS.
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Vaccine Administration

Recipient's Recipient's

Vaccination
Record Record

There are 3 steps to administering a vaccination. Below are the detailed instructions to help you log
vaccinations.

Access the Recipient’s Record

You will need:
Recipient’s name or email address

Log into VAMS.

Click on the Manage Appointments tab.

Locate the recipient in the Checked-in Recipient table.
Click on the recipient’s name.

Recipient Check-In ] Manage Appointments | Inventory Management  Inventory Requests  Manage Users  Clinic Details  ClinicSetup  Treatment Stations  Clinic Absences  Clinic Data

Q Today's Checked In Appointments v
(<}
e zanan May 25,1950 Faraie ittty ol A VES - Cancel
1. A pop-up will appear “Have you verified this is the
correct recipient?”
2. Verify you are vaccinating the correct recipient by their
name and date of birthdate.
3. Select Yes. You will be taken to the Recipient’s record.
4. Select No, you will be returned to the Manage
Appointments tab.
5. Click Next.
Verification of Recipient

22



Hea ll!:i&
V%CM.S Vaccine Administration T II“ ”“1'.]'_':
Management System s s R User Manual/Third Party Clinic

Review the Recipient’s Record

After you have confirmed you are vaccinating the correct recipient, you will either be taken to the Notes
page alerting you to complete more paperwork or you will be taken directly to the recipients record.

1. If the recipient has not completed the pre-vaccination questionnaire, choose to Start Pre-
vaccination Questionnaire in VAMS or Record that Pre-vaccination Questionnaire was
completed outside of VAMS.

Notes (0)

ik Based on the vaccination recipient's reported information, please review medical information before vaceination administration.

A\ Recipient has yet to completa Pravaccination Questionnsire. It has been rasent to the Recipient.

Prevaccination Questionnaire  Recipient Details nsurance  Vaccine Administration

Recipient has not completed the Prevaccination Questionnaire.

A completed ion ionnaire is required before admi accine

Ahealthcare provider can alse i jonnaire for the

Start Prevaccination Ques

Record that Prevsceination Questionnsire was complated outside of VAMS

2. Click Start Pre-vaccination Questionnaire or Record that Pre-vaccination Questionnaire was
completed outside of VAMS.

3. If you choose Start Pre-vaccination Questionnaire, you will be taken to the Pre-vaccination
questionnaire page.

4. Complete all the questions.

5. Click Next.
6. You will be directed to the recipient’s record page.
VAMS G mimgemertsen smome | @ues
Notes (0}
Prevaccination Questionnaire  Recipient Details  Medical Information  Vaccine Administration
You will see:

> Recipient details. This will include the recipient’s name date of birth, and gender.
> Next dose information. This will notify you when the recipient is eligible for their next dose
or you can see the vaccine certificate.
> Insurance. The recipient’s insurance information will appear in this tab if it was provided.
> Notes. You can log details that may be helpful to another healthcare provider in the future.
To log a note, click New Note, enter your note, and click Done.
o All notes will be visible to other healthcare providers who access the recipient’s
record.
o To delete a note, open the note, click the delete button on the bottom of the note
pop-up.
> Information tabs. You should review these before administering the vaccine.
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o Pre-vaccination Questionnaire provides information such as allergies, health status,
questionnaire.
o Recipient Details: the recipient’s demographic information.

o Medical Information: lists medications, health conditions, allergies, and insurance
information.

» Vaccine Administration: COVID-19 Vaccine history.
» NOTE: You will be able to answer and edit previously completed pre-vaccination
guestionnaires. Click Edit Responses to complete these actions. After completing their edits,

click Submit to accept changes and return to the recipient record or click Cancel to revert
changes and return to the recipient record.

User Manual/Third Party Clinic
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Log Vaccinations
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You are now ready to administer the COVID-19 vaccination.
1. Click the Vaccine Administration tab.
2. Click Log Vaccination.

ﬂ Vaccines Administered (0)

3. You are taken to the Enter Vaccination Details page.

4. Ensure the recipient’s information is correct at the top of the screen.

Enter vaccination details

ary, should the COVID-19 vaccine be

& 1u12AM ®

Select Yes or No to indicate if the recipient should receive the vaccine.
Use the drop down menu to select the Manufacturer.
Use the drop down menu to select the Product.
The next drop down field will be dependent upon the inventory of the manufacturer you
selected. Select the UoU (vial) lot number.
9. Enter the Expiration Date.
10. Use the drop down to select the Vaccine administration site.
11. The vaccination date will default to the current date. However, you able to change it.
12. Select Yes or No to indicate if any waste occurred during the vaccination.
> If you select Yes, enter the Reason for the Wastage and the Number of Doses Wasted.
13. Click Log Vaccine.
14. Ensure the information is correct.
15. Click Submit.
» NOTE: If you exit a vaccination flow early, you will get a notification asking to verify the
vaccination cancellation.

©® N wm

(<]

Cancel vaccination

ngimmunization administration, inventory recorded, o inventory
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Log COVID-19 Vaccine Inventory

You can log vaccine delivery two different ways:

T=2vT]
1

!Ilﬁll

1

i

User Manual/Third Party Clinic

1. Scan the barcodes on the vaccine vials using the 2D scanner. This will automatically enter the

vaccines into VAMS.

2. Manually enter the information.
Barcode Types:

Unit of Use, UoU, is the vaccine vial.
Unit of Sale, UoS, is the packaging the vials are delivered in.

Log Vaccine Inventory using a 2D Scanner

You must scan each UoS individually. Each UoS contains multiple vials. When logging inventory, you
must scan one UoU from each UoS.

1.
2.

10.
11.

12.
13.

Click the Inventory tab.
Click the Scan Inventory button.
The Scan Inventory pop-up will

Scheduled COVID-19 3p

pointments

appear.
Scan the UoS barcode on the
vial using your 2D scanner. The

barcode will appear in the 4 |

barcode field.

Select the Manufacturer.
Click Next.

The UoS information will
populate the required fields.
Enter the total UoU vials.
Click Next.

Scan the UoU barcode on one
of the vials. It will appear in the
barcode field.

Click Next.

Ensure the information is
correct.

Click Next.

Click Finish.

98 doses

by

=]

|

¢ [=]

4
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©® N W

10.
11.

12.

13.

Click the Inventory tab.
Click Manually Log Inventory. A
Manually Log Inventory page

0 rec2sdss

Scheduled COVID-19 3ppointments

(Vo rmice e

will appear.

Select the Manufacturer from
the drop-down menu.
Select the Product from the
drop-down menu.

Select the UoS NDC.

Enter the UoS Lot Number.
Enter the UoU Lot Number.
Enter the Total UoU (vials) in
UoU.

Enter the Expiration Date.
Click Next.

Ensure the information is
correct.

Click Next.

Click Finish in the pop-up
window.

NOTE: When you log inventory, you are
logging vials.
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Reduce COVID-19 Vaccine Inventory

You can reduce vaccine inventory two different ways:

1 Scan the barcodes on the vaccine vials using the 2D scanner. This will automatically enter the
vaccines into VAMS.

2 Manually enter the information.

Log Vaccine Waste by using the 2D Scanner

1. Click the Inventory tab.

2. Click the Manually Reduce Inventory button. You will be directed to the Reduce Inventory (scan)
page.

Recipient management  Dataimportsj| Inventory Manager users  Clinicsetup  Clinicdata  Other recipients

Scheduled COVID-19 appointments Total on-hand inventory

0 next28days 0 ol 98 doses

1
I‘ Manually reduce inventory ‘I Reduce inventory (scan) | Manually loginventory H Scan inventory

3. Scan the UoS barcode on the vial using the

2D scanner. L]

4. Enter the Reason for the waste.
5. Enter the Number of doses wasted.
6. Click Next.
7. Ensure the information is correct. ‘ EI
8. Click Finish.
. _______— 3}
4 =]

‘Elesie waccessiully ogeed
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1. Click the Inventory tab.

2. Click Manually Reduce Inventory. You will
be directed to the Manually Reduce
Inventory page.

Recipient management Data imports Inventory Manager users Clinic setup Clinic data Other recipients
Scheduled COVID-19 appointments Total on-hand inventory
0 next 26 days 0 total 98 doses

‘ Manually reduce inventory ‘ | Reduce inventory (scan) ‘ Manually log inventory ‘ | Scan inventory
3. Select the Manufacturer. S ——
4. Select the Product. ——
5. Enter the UoU (vial) lot number. p
6. Select the reason for the reduction.
7. Enter the number of doses reduced.
8. Click Next.
9. Ensure the information is correct. ‘ =

10. Click Finish on the pop-up window.

> NOTE: When you log waste, you are logging
doses.

=]
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Monitor COVID-19 Vaccine Inventory Levels

You can monitor the Inventory Levels by the Inventory Management page. Inventory levels and
snapshots of available and booked appointments can be seen on the Inventory Management page. This
page provides you with view of your inventory levels.

User Manual/Third Party Clinic

On this page, you'll find:

e The number of appointments available for the next 28 days.
e The number of appointments booked.
e The number of vaccine doses your clinic has available.
These numbers are automatically generated from the inventory and waste logged into VAMS.

Recipient management Data imports Inventory Manager users Clinic setup Clinic data Other recipients

cheduled COVID-19 appointments Total on-hand inventory

0 next 28 days 0 total 98 doses

[ Manually reduce inventory H Reduce inventory (scan) I Manually log inventory H Scan inventory
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Deactivate Your Clinic
You can deactivate your clinic when it is no longer needed to administer COVID-19 vaccines.

User Manual/Third Party Clinic

Deactivating will:

Send an email to the jurisdiction POC stating the clinic was deactivated.

Send a cancellation email to any recipient scheduled for an appointment at that clinic.
Cancel all recipient appointments scheduled at that clinic.

Remove the clinic in the search option.

Deactivate all clinic inventory requests.

Close all open appointments.

YVVVYVVY

To Deactivate Your Clinic:

1. Click the Clinic Details tab.
2. Click the Deactivate Clinic button.

3. A pop up will appear asking you to
confirm deactivation. You will also see
any booked appointments and inventory

Deactivate Clinic

for the clinic.
4. Click Deactivate Clinic. —
NOTE: Deactivating a clinic will not remove your 4

user permissions.

Once a clinic is deactivated, each user must be
removed from VAMS following the same process
in Manage VAMS Users.
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You will be able to view reports related to your clinic’s vaccinations, scheduled appointments, and
inventory.

To access reports:

1. Loginto VAMS.

2. Click on the Clinic Data tab.
> You will see Vaccination Administration Report, Scheduled Appointment Reports, and
Inventory — Vaccine Level Reports. Under each section, you will see blue links to display

details of each report.
3. Click a link to view the specific report.

Recipient Check-In  Manage Appointments  Inventory Management  Inventory Requests  Manage Users  Clinic Detalls  Clinic Setup  Treatment Stations <.—ri(mér@g Clinic Reservations

Instructions:

= Clickanthe port to view metrics avai

Vaccination Administration Reportj
Today
Past7 Days

Past 30 Days
Scheduled Appointment reports

Today
Next 7 Days
Next 30 Days

Clinic Capacity

Inventory - Vaccine level reports

Today

4. You will be taken to the report detail page.

5. On this page, you will be able to:
Filter each column on the table,
Search the report for specific data,
Refresh the report once filters are applied,
Export the data to an excel spreadsheet,
Click the blue links to display clinic or recipient information.

YVVVYVYVY

Report: Vacclne Administration Report Type
Vaccination Administration Report

Displays Vacclnes Administerad for Last 30 Days

Total Recards

1

Clinic: Clinic Name |~|  Appointment Address

| | First Name [+

1 [ setup Qinic Deme 1 Hal greer, Huntington, West Virginla 25705 Klska

Middle Name [~

Last Name [~

Dog

Birth Date [+| Gender |~

5/25/1050 Female

32

Mailing Street |

1 Kiska Dr

Mailing City [~

Huntington

Mailing State/Province |

West Virginla

Y| e Export

Mailing Zip/Postal Code [~

25708

Call Phone [+ | Email

%, 3046383818 Hfangakata
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You can now export recipients from both the Recipient Management and Other Recipients tabs. You can
filter the results with a time and date range.

To export recipients:
1. Loginto VAMS and access your
clinic.
2. You are defaulted to the
Recipient Managment tab.
3. Click Export Recipient Data.

Manage recipients Recipient import Inventory management
Export recipient data II[ Add Recipient I I mport Recipients ]

4, Enter the Start date & time.
5. Enter the End date & time.
6. Click Export.

Inventory requests Manager users Clinic details Clinic data Other recipients

Record past vaccination(s)

Export recipient data

Enter adata range and click "Export" to download a list of recipients added to this clinic within that
timeframe. Only 5,000 records can be exported at one time. If the file does not successfully download,
please revise parameters and try again.

" Start date & time

Bt
@

" End date & time

]
@
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You can now view VAMS screens in Spanish. There’s two ways to update the screen.

User Manual/Third Party Clinic

The first way to view your screen in Spanish:
49. Open VAMS. & Espariol
50. Click on the word Espanol in the upper right

hand corner.
51. Your screen will update to Spanish.

The second way to view your screens in Spanish: ! o
1. Open VAMS. VAMS e or oo
2. Click on the My Information tab.

3. Click Edit information. My Appointments | My Information

Edit information

4. Move to the Communication preferences
section on the screen.
5. Choose the Espanol button.
6. Click Save.
7. Your screens are now viewable in Spanish.
a Communications preferences

Let us know how best to send you updates and reminders.

* My preferred method of contact for receiving messages about my VAMS appointments is
® Email

SMS (by entering a phone number and selecting this option as the preferred method of contact, the recipient consents to receive SMS messages from VAMS
about their vaccination ®)

| prefer not to receive any communication from VAMS

Terms and conditions {appointment messaging)

Privacy policy

* Message and data rates may apply, messages per month may vary. Text HELP for help and STOP to cancel.

* My preferred language for messages
English
Espaiol
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Glossary of Terms

Word/Phrase Definition

2D Barcode A two-dimensional barcode that stores information vertically and horizontally.
It may contain vaccine product identification information, lot number, and
expiration date.

Member Any worker, staff member, volunteer, other personnel or organization being
added to VAMS to receive COVID-19 vaccine.

Mobile Clinic A clinic that moves to multiple locations for vaccination (e.g., mobile clinic bus
or van).

Multi-clinic User A clinic user who performs the same or different roles at multiple clinics
registered in VAMS. This user can switch between clinic accounts within the
clinic portal.

Multi-user A VAMS user with access to multiple VAMS portals (e.g., a clinic administrator

who is registered as a VAMS recipient can access the Clinic Portal and
Recipient Portal).

Organization Any institution, association, company, or other group that will add their
essential workers to VAMS.

Pop-Up Clinic A temporary clinic that has one permanent location (e.g., clinic set up in a
school gym that will stay at that location while it is open).

Third Party Clinic A vaccination clinic established at a facility like a long-term care facility or
correctional facility where the facility will be responsible for administering
vaccines to recipients.

Treatment Station Vaccination stations are currently called “treatment stations” in VAMS and
therefore in parts of this user manual.

Unit of Sale (UoS) The packaging in which the vaccine vials are delivered.
Unit of Use (UoU) The vaccine vials.
Vaccine Clinic A clinic administering COVID-19 vaccine (sometimes referred to as a ‘vaccine

clinic’ in VAMS and their user manual).
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