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Click each topic below for detailed instructions to complete each action.

Topics Covered

Introduction

Provides an overview of 
this document.

Patient Check-in & 

Administration
How to check in 
patients to receive their 
vaccination.

Viewing Patient 

Information
How to view 
demographic and 
insurance information 
submitted by patients.

Booking a Dose 2 

Appointment
How to book a dose 2 
appointment in the 
VMS.

Booking a Walk-In 

Appointment 

How to book a walk-in 
appointment in the 
VMS.

Manage Inventory

How to add inventory in 
the VMS.

Maintain Appointment 

Availability
How to create and 
maintain appointments 
in the VMS.

Managing Staff

How to add, remove, 
and edit staff members 
at provider locations.



Table of 
Contents

1. Introduction
2. Manage Inventory

a. Vaccine Inventory
b. New Vaccine Inventory
c. Add Anticipated Inventory (Optional) 
d. Review Vaccine Inventory

3. Maintain Appointment Availability
a. Set Appointment Availability
b. Exclude from Search/Manual Integration
c. Manage Location Tags
d. Set Availability Overrides
e. Request Access Codes (Optional) 

4. Managing Staff
a. Add New Staff
b. Manage Staff

5. Patient Check-in & Administration
a. Locate Patient Appointment
b. Export Appointment Information
c. Edit Patient Information
d. Cancel Appointment
e. Vaccine Administration

• Add a Vaccine Administrator
6. Viewing Patient Information
7. Booking a Dose 2 Appointment

a. Schedule Dose 2 Appointment
b. Schedule Dose 2 Appointment at a Different Location
c. Schedule Dose 2 Walk-In Appointment

8. Booking a Walk-In Appointment 
a. Book Walk-In Appointment (including third dose primary series 

appointment)



4

Introduction
Welcome to the Location 

Coordinator User Guide for the State 

of Ohio Vaccine Management 

Solution (VMS). 

This guide will provide instructions 

to complete key processes and 

provide visual aids. It can be used by 

provider locations as a stand-alone 

training document.

This guide is intended to help location coordinators understand 

how to use the VMS to:

Track and manage vaccine inventory in the VMS.

Maintain appointment availability based on available doses.

Add, edit, or remove provider location VMS users.

Check in patients who have arrived at a provider location to 
receive a vaccination.

1

2

3

4

ATTENTION

PLEASE

If users are inactive for more than 15 
minutes, they will need to log back into 
the Provider Portal.

Before reviewing the remainder of this user guide, providers 
need to enroll in the COVID-19 Vaccine Program and add their 
vaccine administration site(s) through their OHID account. 

https://odh.ohio.gov/know-our-programs/covid-19-vaccine-provider/ohio-covid-19-provider-enrollment


Manage Inventory



Manage 
Inventory

This section provides step-by-step 

instructions on the following:

• Viewing vaccine inventory.

• Excluding inventory from the vaccine administration screen.

• Creating new vaccine inventory.

• Adding anticipated inventory (optional). 

• Reviewing vaccine inventory. 
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Vaccine Inventory

View vaccine inventory.
1. Click on the Vaccine Inventory tab.

2. The available vaccine inventory will be 
displayed. Search available inventory by using 
the “Asset Name” field to search for inventory 
records by name.

3. Use the Select Location dropdown menu to 
view inventory for a particular location.

ATTENTION

PLEASE

If tabs are missing on the top of the 
page, please refresh the page prior to 
seeking assistance.
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Vaccine Inventory

Exclude inventory from the 
vaccine administration screen.
1. When all doses in an inventory batch have 

been administered, click the dropdown menu 
on the right side, then click Exclude from 
Vaccine Admin Screen. This will prevent this 
asset from appearing in the vaccine 
administration process when selecting 
available vaccine inventory.

• Note: Marking an inventory record as 
excluded from the vaccine administration 
screen does not have any impact on 
appointment scheduling. 

2. Filter the inventory list by using the Excluded 
from Vaccine Admin Screen dropdown.
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New Vaccine Inventory

Create new vaccine inventory.
After a shipment of vaccines is received, follow 
these steps to add a stock of vaccinations to the 
provider’s inventory. 

1. Use the Select Location dropdown to select a 
location. 

2. Click New. 

Please note that each asset of inventory can be used to schedule any 
walk-in appointment in the Provider Portal that the vaccine has been 
approved for. 

ATTENTION

PLEASE

Whenever new shipments are received, 
always create a new inventory item. DO 
NOT add to an existing inventory item.

ATTENTION

PLEASE
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New Vaccine Inventory
Create new vaccine inventory.
3. Complete the required fields:

a) Asset Name: Enter the name for this lot of 
vaccine. Users will be able to search for this 
name later. If there is an existing naming 
convention in the provider's current tracking 
tool, it is recommended to use the same 
naming convention. If not, leverage uniquely 
identifiable names such as the lot number or 
the date the shipment arrived.

b) Product: Select the vaccine product.
• Pfizer (6 months - 4 years).
• Pfizer (5-11 years).
• Pfizer/Comirnaty (12 years and older).
• Pfizer Bivalent (6 months – 4 years).
• Pfizer Bivalent (5 – 11 years).
• Pfizer Bivalent (12 years or older). 
• Moderna (6 months - 5 years). 
• Moderna (6-11 years)
• Moderna/Spikevax (12 years and older).
• Moderna Bivalent (6 months – 5 years).
• Moderna Bivalent (6 – 11 years). 
• Moderna Bivalent (12 years or older). 
• Novavax (12 years and older). 
• Janssen (Johnson & Johnson).

Users SHOULD NOT select “Additional Dose – Pfizer” or 
“Additional Dose – Moderna” when creating a new 
inventory record. Instead of selecting these two products, 
users should select “Pfizer/Comirnaty (12 years and older)” 
or “Moderna/Spikevax (12 years and older).”

ATTENTION

PLEASE
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New Vaccine Inventory

Although the lot number does not appear to be a mandatory 
field, it will need to be entered before any dose is administered 
from this allotment. This will help avoid errors in the vaccine 
administration flow.

ATTENTION

PLEASE

Create new vaccine inventory.

c) Total Appts – Dose 1/Additional/Booster: 
Number of appointments users would like to 
schedule from this batch of inventory. Dose 2 
appointments do not need to be accounted 
for in this field. 

• Note: When determining the total number of 
appointments, please factor in differences in 
dose amounts between the primary 
vaccination series and the booster dose. 

d) Status: Automatically set to Available.
e) Account: The name of the location’s account. 

f) Expiration Date: Date when the lot expires. 
g) Lot: Record the lot number associated with 

the inventory. 
h) Exclude from Vaccine Admin Screen: Indicate 

whether the allocation of vaccines should 
appear on the Vaccine Administration screen. 

4. Click Save to save the vaccinations to the 
inventory. Click Save & New if adding another 
stock of vaccinations. 

Note: In order to complete the vaccine administration 
process for individuals age 6 months - 4 years in the 
VMS, a Pfizer (6 months - 4 years) or Moderna (6 
months - 5 years) inventory record must be available. 
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Set up records for anticipated 
inventory.
To open appointments before receiving a vaccine 
allocation, create an inventory record with the known 
vaccine information. After receiving the vaccine 
allocation, update this inventory record with the final 
information.

• Total Appts – Dose 1/Additional/Booster: Number of 
appointments users would like to schedule from this 
batch of inventory. Dose 2 appointments do not 
need to be accounted for in this field. 

• Lot: If the user is adding an inventory record to open 
appointments in the VMS but does not know the lot, 
leave this field blank. Once the vaccine allocation is 
received, enter the lot.

• Expiration Date: If the user is adding an inventory 
record to open appointments in the VMS but does 
not know the expiration date, enter a draft date. 
Once the vaccine allocation is received, update with 
the correct expiration date.

Note: When determining the total number of 
appointments, please factor in differences in dose 
amounts between the primary vaccination series and 
the booster dose.

Add Anticipated Inventory (Optional)
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Review Vaccine Inventory

IMPORTANT

After saving, the new vaccine inventory 
will appear on the screen. Review the 
information to ensure accuracy.

ATTENTION

PLEASE

Review the vaccine inventory.

After an inventory record has been created, users will 
not be able to change the value in the “Product” or
“Account” field. Additionally, in general, users should 
not change the “Total Appts – Dose 
1/Additional/Booster” field. 

However, if an inventory record was created with the 
incorrect value in the “Product” or Account” field, 
users can perform the following steps: 

1. Change the “Total Appts – Dose 
1/Additional/Booster” field to 0.

2. Change the “Exclude from Vaccine Admin 
Screen” field to Yes. 

3. Click Save.

4. Create a new inventory record with the correct 
information.



Maintain Appointment 
Availability



Maintain 
Appointment 
Availability

This section provides step-by-step 

instructions on the following:

• Creating a location schedule.

• Creating availability time slots.

• Editing a location’s schedule.

• Using Exclude from Search/Manual Integration.

• Managing location tags.

• Requesting access codes (optional).

ATTENTION

PLEASE

Any updates made within the Availability 
tab may take 5-10 minutes to be visible 
on the Get the Shot website or when 
booking walk-in appointments.  



16

Set Appointment Availability

View location availability.

The Availability tab displays the locations that the 
user has access to view for appointment 
availability.

1. Click on the Availability tab.

2. Select a specific location to view its availability. 
The name should be blue and should be 
hyperlinked to the schedule of that location.

Note: If a user manages multiple locations, the 
user can choose the Select Location dropdown to 
quickly find a specific location.
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Set Appointment Availability
Edit availability details for providers 

not using location tags. 
Availability details should be updated as needed. 

• Location Name: Confirm the location name is 
correct.

• Description: Description of the location’s availability 
(limit of 1,000 characters).  

• If a provider is not using location tags, the provider 
should enter the following information in the 
description field. 

• Vaccine brands and doses that will be 
administered.

• Age requirements based on the vaccine brands 
and doses that will be administered.

• Example: “Pfizer first and second dose only. 
Must be 12 or older.”

• Note: Providers should use location tags, which are 
covered later in this section, to communicate clinic 
information to residents. 

Please update the description box with the 
vaccine(s) and dose(s) the location is providing, as 
it is used for state reporting about vaccine 
availability. The user should also add age 
requirements in the description field.

ATTENTION

PLEASE
ATTENTION

PLEASE

Please do not include any additional information such 
as descriptive text or promotional statements. The 
Ohio Department of Health (ODH) reserves the right to 
edit all non-pertinent information that falls outside the 
information required.
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Set Appointment Availability

Edit availability details for providers 

using location tags.
Availability details should be updated as needed.

• Providers are recommended to use location tags to 
communicate clinic information to residents.

• If a provider is using location tags, the provider 
should be aware of the following:

• Providers do not need to enter information in 
the “Description” field that is communicated 
by a location tag.

• Providers can use the “Description” field to 
supply residents with information about 
where to park, which entrance to use, etc.

• Example: “Park in Lot C. Use the main 
entrance.” 

ATTENTION

PLEASE

Please do not include any additional information such 
as descriptive text or promotional statements. ODH 
reserves the right to edit all non-pertinent information 
that falls outside the information required.
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Exclude from Search/Manual Integration

Edit availability details. 
Availability details should be updated as needed.

• Exclude From Search: Users can check the box to 
hide their location from the Get the Shot website. 
Reasons to exclude from search include:

• Waitlist: If the location has a waitlist of 
patients and the user does not want the public 
to book at this specific location.

• Not ready to go live: If the location is not 
ready to accept appointments.

• Manual integration: This will allow providers 
using third-party booking sites to manually 
update the VMS with their location availability 
each time appointments are available/not 
available.

When a location is excluded from search/hidden, 
patients are unable to book their own appointments. 
Providers can still book appointments through the 
Provider Portal.

ATTENTION

PLEASE
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Set Appointment Availability
Edit availability details. 
Availability details should be updated as needed.

• Available Date: The date patients can begin 
scheduling vaccine appointments on the Get the 
Shot website.

• Start and Closing Dates: The time frame, based 
upon existing and expected inventory, that provider 
locations are accepting appointments for 
vaccinations.

Note: If the next available appointment is more than 
60 days away, then the location will not appear on the 
Get the Shot website and patients will not be able to 
schedule an appointment themselves. Once the next 
available appointment is within 60 days, the location 
will automatically appear on the Get the Shot website 
and patients will be able to schedule an appointment 
themselves. Regardless of whether the next available 
appointment is within 60 days, providers can book 
appointments on behalf of patients in the Provider 
Portal. See the “Booking a Walk-In Appointment” 
section for more details. 

https://gettheshot.coronavirus.ohio.gov/
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Manage Location Tags
Manage location tags.
Location tags can be added to provide residents with 
information about certain characteristics of a clinic. 
Providers should use location tags to communicate 
clinic information to residents. The following location 
tags are available: 

• First/Second/Third Dose (6 months - 4 years).

• First/Second Dose (5 years).

• First/Second Dose (6 years - 11 years).

• First/Second Dose (12 years - 17 years).

• First/Second Dose (18+ years).

• Additional Dose (for Immunocompromised Individuals).

• Booster Dose.

• Pfizer (6 months - 4 years). 

• Pfizer (5-11 years). 

• Pfizer (12 years and older). 

• Moderna (6 months - 5 years).

• Moderna (6-11 years). 

• Moderna (12 years and older). 

• Continued on next slide. 
ATTENTION

PLEASE

The Availability page for a location contains two tabs 
where a provider can navigate between the Availability 
Details and Location Tags tabs. 



22

Manage Location Tags
Manage location tags.
Location tags can be added to provide residents with 
information about certain characteristics of a clinic. 
Providers should use location tags to communicate 
clinic information to residents. The following location 
tags are available: 

• Janssen (Johnson & Johnson).

• Novavax (12 years and older). 

• Pfizer Bivalent (12 years or older). 

• Pfizer Bivalent (5 – 11 years).

• Pfizer Bivalent ( 6 months – 4 years).

• Moderna Bivalent (18 years or older). 

• Moderna Bivalent (6 – 11 years).

• Moderna Bivalent (6 months – 5 years).

• Walk-Ins.

• Drive-Thru.

• Pop-Up Clinic.

ATTENTION

PLEASE

The Availability page for a location contains two tabs 
where a provider can navigate between the Availability 
Details and Location Tags tabs. 
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Manage Location Tags

Navigate to the Location Tags tab.
Location tags should be updated as needed.

1. From the Availability page, click on the Location 
Tags tab.

2. Select the appropriate location tags. 

3. Click Save.

ATTENTION

PLEASE

The “Description” field and location tags can assist 
residents when scheduling a vaccine appointment. 
Providers do not need to enter information in the 
“Description” field that is already communicated by a 
location tag. 
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In the “Default hours” section, 

choose the days and hours the 

location is available.

1. In the “Day” column, select which days of the 
week the location is open.

a) If the location is not available for 
appointments 24 hours a day, select the 
operating hours.

b) Select the “All day” checkbox only if the 
location has appointments available 
24 hours a day.

IPORTANT

When entering the opening hours, providers 
should ensure these are the hours their location 
will administer vaccines. This might not be the 
same as the operating hours of the location. 

Set Appointment Availability

ATTENTION

PLEASE

We recommend using Google Chrome with the VMS. If 
using Firefox, the “Total Appointments” column will 
incorrectly display “NaN” if the “All Day” checkbox is 
not selected. However, the system still calculates the 
number of open appointments.

ATTENTION

PLEASE
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Use the “Opening hours” columns to 

set the opening hours per day.
1. Indicate the time periods available to administer 

vaccinations for each day of the week, accounting 
for any breaks in the schedule. The example 
shows vaccine availability for this location:

a) Monday-Friday, 9 a.m. - 3 p.m.

• Lunch break from 12 p.m. - 1 p.m.

2. Add additional blocks of time per day by clicking 
the + icon.

Note: Use the copy feature to copy the availability 
settings to other days. Click the copy icon to use this 
feature, select the days you wish to copy the 
information to, and click Apply. 

Locations should only have to do this 
once for the entire week. If daily 
availability changes, users may return to 
this tab to edit those hours.

Set Appointment Availability

REMEMBER

The number of total appointments does not need to 
equal the user’s vaccine inventory. The availability will 
automatically close once the vaccine inventory has 
been scheduled or administered.

ATTENTION

PLEASE

ATTENTION

PLEASE
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Set Appointment Availability

Set the time window duration for 

appointments.

1. In the “Time window duration (mins)” column, 
enter the interval between the start of each 
appointment. 

• For example, if appointments should start 
every 15 minutes, set the time window 
duration to 15 minutes. Therefore, 
appointments are available at 9 a.m., 9:15 
a.m., 9:30 a.m., and 9:45 a.m., continuing in 
15-minute intervals until the end-time 
specified. The last available appointment 
would be at 2:45 p.m. since the end-time is 3 
p.m. 

• Note: The last available appointment must be 
complete by the end-time specified. For 
example, if the time window duration was 10 
minutes and the end-time is 3:15 p.m., the 
last available appointment will be at 3 p.m.

ATTENTION

PLEASE

Please enter appointment availability details 
carefully; how this data is entered will affect 
the available appointment slots visible on the 
Get the Shot website.
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Set Appointment Availability

Set appointments per time window.

1. In the “Appointments per time window” 
column, enter the number of available 
appointments for the specified time window 
duration. 

2. The value should be the number of providers 
vaccinating patients during the same time 
window. 

• For example, if the time window duration 
was 15 minutes and there are two providers 
on staff administering vaccines from 9 a.m. 
to 12 p.m., there would be two appointment 
slots available every 15 minutes for a total of 
24 total appointments in three hours.

3. Click Save.

ATTENTION

PLEASE

Any updates made within the Availability 
tab may take 5-10 minutes to be visible 
on the Get the Shot website or when 
booking walk-in appointments.  



Set Availability Overrides

Set availability overrides.

1. The “Availability overrides” section allows users 
to create a customized schedule that differs from 
their default hours.

a) Some examples include holidays, training 
events, or weekly schedule changes.

b) A maximum of 20 availability overrides can 
be active for a location at one time. During 
these specific time periods, the override 
hours will show as the availability of the 
clinic instead of the availability in the 
“Default hours” section.

2. Click New availability override to set the hours 
of the override.

Note: For an availability override to be active, it must 
be between the Start Date and Closing Date set at 
the top of the page. 

28



Set Availability Overrides

Set availability overrides.

3. Enter the appropriate dates in the “From” and 
“Up to and including” fields. This will determine 
the dates for when the override schedule will 
replace the default schedule.

a) If the availability override is ongoing with 
no defined end date, check the “No end 
date, run ongoing” checkbox.

4. Set the “Weekly pattern” section similar to the 
“Default hours” section of the page.

5. Click Save once the availability override has been 
set. The user may have to scroll up to see 
“Success” or “Failure” messages.

29

ATTENTION

PLEASE

Selecting the “No end date, run ongoing” field 
for an override will cause the override to repeat 
until the closing date, not indefinitely.

ATTENTION

PLEASE

Refresh the page to delete a draft override, 
rather than click Cancel.



Set Availability Overrides

Manage availability overrides.

For existing availability overrides, the user can 
duplicate the weekly pattern or remove the override. 

1. Click Actions.

2. Click Duplicate to create a new override with the 
same weekly pattern as the existing override or 
click Remove to delete the override. 

Note: Availability overrides will appear as expired 
once the date range has passed. Expired availability 
overrides are not active and do not impact a 
location’s availability. 

30
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Request Access Codes (Optional)

Request access codes.
• If a provider would like to restrict the general 

public from scheduling appointments at their 
location, they can request an access code.

• After an access code is associated with a location, 
only residents with an access code will be able to 
schedule appointments at that location on the Get 
the Shot website. 

• Providers can request one unlimited-use access 
code or multiple single-use access codes.

• To request an access code, contact the ODH 
Provider Call Center:

• Phone: 1-844-9ODHVAX (1-844-963-4829). 
Open Monday - Friday (8 a.m. – 5:30 p.m.) 

• Email: COVIDVACCINE@odh.ohio.gov.

ATTENTION

PLEASE

The “Exclude From Search” checkbox, which can be found 
in the Availability tab, must be unchecked for residents 
with a valid access code to schedule an appointment on 
the Get the Shot website.

mailto:COVIDVACCINE@odh.ohio.gov
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Managing Staff



Provide access only to staff members 
who will need access to the VMS to 
perform the activities described in this 
document.

Managing 
Staff

This section provides step-by-step 

instructions on the following:

• Providing staff access to the VMS.

• Removing staff access to the VMS.

• Editing staff records in the VMS.

ATTENTION

PLEASE
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Add New Staff

Add new staff.

1. Click on the Add Staff tab.

2. Use the Select Location dropdown to select 
a location. 

3. Click on the Add New Staff button.

Do not create general login accounts. All staff 
members who need access should have their own 
individual accounts. 

ATTENTION

PLEASE
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Add New Staff
Add new staff.

4. Fill in the Add Staff form by completing the 
following fields:

a) First Name. 
b) Middle Name (optional).
c) Last Name. 
d) Email. 
e) Phone. 
f) Role.

• Location Coordinator: Allows the user to 
edit all fields and sections in the VMS.

• Administrative: Allows the user to 
perform check-in and documentation 
related tasks only, with no ability to view 
the Availability, Vaccine Inventory, or 
Add Staff tabs.

g) Account name.

5. Select Add Another to add another staff 
member or select Save Records to save the new 
staff member(s) that were added.

6. New staff members should check their email 
account for an email containing their new 
username and a link to reset their password.

New staff members should take steps to 
help remember the password that was 
just created and the username that was 
provided via the welcome email.

ATTENTION

PLEASE
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Manage Staff

Edit staff record or delete staff.

1. From the Add Staff tab, click the dropdown 
menu to the left of the staff member.

2. Click Delete Staff to remove access for that 
VMS user or click Edit Staff to update a staff 
member’s record within the VMS.



Book Walk-In Appointment
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Book an appointment on behalf of a 
patient.
A user may need to book an appointment on behalf of 
a patient if a patient requests assistance booking an 
appointment or if a patient is a walk-in. To book an 
appointment on behalf of an eligible individual: 

1. Click on the Home tab. 

2. Use the Select Location dropdown to select a 
location. 

3. Click on the Book Walk-in Appointment button.

4. Click the appropriate dose menu item from the 
dropdown menu.

• The “Additional Dose” option should be used 
to schedule additional dose appointments for 
eligible immunocompromised individuals.

• The “Booster Dose” option should be used to 
schedule booster dose appointments for 
eligible individuals. It should also be used to 
schedule third dose primary series 
appointments for eligible individuals. 

5. The user will be directed to the current 
appointment availability for their clinic. This is 
shown and explained on the next page.

Providers can find the latest information from the Ohio 
Department of Health at 
https://odh.ohio.gov/wps/portal/gov/odh/know-our-
programs/covid-19-vaccine-provider/latest-resources.

MORE 

INFO

https:///
https:///
https://odh.ohio.gov/wps/portal/gov/odh/know-our-programs/covid-19-vaccine-provider/latest-resources
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Patient Check-in 
& Administration



The application works best when the on-screen 
navigation is used. Please refrain from using the 
browser back or forward buttons whenever 
possible.

Patient 
Check-in & 
Administration

This section provides step-by-step 

instructions for the following:

• Locating patient appointment.

• Exporting appointment information.

• Editing patient information.

• Canceling appointments.

• Vaccine administration.

• Adding a vaccine administrator.

ATTENTION
PLEASE



Locate Patient Appointment 

Find the patient’s appointment on 

the Appointments tab.

1. Navigate to the Appointments tab.

a) If the patient has a confirmation number, 
enter it in the “Search Appointments” field.

b) If the patient does not have the 
confirmation number, select today’s date in 
both the “From” and “To” fields.

c) If the patient does not have an appointment 
scheduled, navigate to the Home tab and 
click on the Book Walk-in Appointment 
button and select the appropriate 
appointment to register the patient for an 
appointment.

2. Click on the [Patient Name] in the far-left 
column to proceed.

Note: Click the dropdown arrow next to the 
patient’s name and select “Check In” to allow the 
appointment to be searchable via the Check In filter. 40

ATTENTION

PLEASE

For faster patient check-in, search by the 
patient’s name and birthdate.



Locate Patient Appointment 

Find the patient’s appointment on 

the Home tab.

Appointments scheduled for today can also be 
located on the Home tab.

1. Navigate to the Home tab. 

2. Use the Select Location dropdown to view 
today’s appointments for a particular location.

3. Click on the [Patient Name] under the “Details” 
column to enter the administration process. 

41



Locate Patient Appointment 

Search patient appointment using 

QR Code.

Users who have a device that can scan QR codes can 
check in a patient and/or begin the vaccine 
administration process. 

Note: Both functions use the same QR code that is 
found in a patient’s appointment confirmation email.

1. Navigate to the Scan QR Code tab.

2. Select the appropriate option: 

• Patient Check-In: Allows a patient’s 
appointment to be searchable via the Check 
In filter of the Appointments tab.

• Patient Administration: Navigates to the 
Patient Verification and Screening page and 
begins the vaccine administration process 
for a patient.

42



Export Appointment Information
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Use the export functionality.

Users may filter the appointment view to search 
for a subset of patients whose information they 
wish to export.

1. Users should filter by the type of view they 
want to see and click Search.

• In the example, a filter was applied to see 
which patients had their dose 1 or dose 2 
appointment scheduled between 
10/12/2021 and 10/18/2021.

2. Click Export to download the displayed 
patient information as a CSV file that can be 
opened in Excel. 

To select more than one dose, dose status, 
or location when filtering, press and hold 
the Shift or Ctrl keys while selecting the 
options. 

IMPORTANT
ATTENTION

PLEASE
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Edit Patient Information

If the user arrives to this page and is unable to 
edit the questionnaire, the patient has already 
filled out the questionnaire in the 24 hours prior 
to this appointment.

Patient Verification & Screening: 
Edit and verify patient information.

1. If the patient’s information in the “Medical 
History” section is incorrect, the user may click 
Edit to change this information.

2. Record the patient’s answer to each question on 
the questionnaire. 

a) Please reference the next two pages for 
guidance if the patient’s questionnaire 
responses result in a cancellation prompt. 

b) If the user answers “Yes” to “Have you ever 
received a dose of COVID-19 vaccine?” 
three follow-up questions will appear. 

c) Scroll down and click Next to continue.

Note: If the user edits the patient’s birthdate, the age 
displayed will not update unless the user exits and re-
enters the administration process. 

ATTENTION

PLEASE



45

Cancel Appointment

Appointment cancellation prompt.

1. Click Next on the Patient Verification & 
Screening page.

a) Depending on the patient’s answers to the 
items in the questionnaire and the dose 
being administered, the user may be 
prompted to consider canceling the 
appointment.  

2. Click Proceed to continue with the appointment.

a) If the provider needs to cancel the 
appointment, click Cancel and navigate to 
the Appointments tab to search for this 
appointment and cancel it. See the steps in 
the “Cancel an appointment” section on 
the next page for more detail.

ATTENTION
PLEASE

Vaccine providers should follow Centers 
for Disease Control and Prevention 
(CDC) clinical guidance on when a 
vaccine should not be administered.
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Cancel Appointment

ATTENTION

PLEASE

Providers should refresh their web 
browser after canceling or checking in 
an appointment to avoid errors. Please 
note that it may take a few minutes for 
the dose status to update for canceled 
appointments. 

Cancel an appointment.

To cancel a patient’s appointment:

1. Navigate to the Appointments tab.

2. Enter the patient’s name or confirmation number 
in the appropriate field.

3. Click the dropdown menu on the far-right side of 
the appropriate patient’s row.

4. Click on Cancel Appointment in the dropdown.

Note: It is best practice to cancel no-show 
appointments. If no-show appointments are not 
canceled, it may limit the number of appointments 
that can be scheduled. 



Cancel Appointment

Cancel an appointment.

5. A pop-up screen will appear to confirm that the 
user wants to cancel the appointment. 

6. Click Yes to confirm that the user is canceling the 
appointment.

7. A pop-up confirmation of the appointment 
cancellation will appear. 

ATTENTION

PLEASE

After an appointment has been 
canceled, the bell icon on the top right 
corner of the screen will notify all users 
using the Provider Location account of 
the cancellation. 47
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Vaccine Consent and Medical 

History Disclosure statement. 

1. Ensure the patient or appropriate 
representative reads and understands the 
disclosure statement.

2. Click the checkbox at the bottom of the page 
indicating that the patient or appropriate 
representative has provided consent to 
receive the vaccine.

3. Click Next.

Vaccine Administration
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Add a Vaccine Administrator

Enter vaccine administrator’s 

name.
1. Select or enter the person who administered 

the vaccine.

a) Users may search for the name of a staff 
member or previous vaccine administrator. 
If this is the first time a vaccine 
administrator’s name is being entered, 
follow the instructions on the next three 
pages.

• After a vaccine administrator’s name is 
added, that administrator’s name will 
be searchable going forward.

ATTENTION

PLEASE

Depending on the appointment, the 
Dose field will show “Dose 1,” “Dose 2,” 
“Additional Dose,” or “Booster Dose.”
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Add a Vaccine Administrator

Enter vaccine administrator’s 

name.
2. Enter the vaccine administrator’s name.

3. Click on Show All Results for “[Vaccine 
Administrator].”



Add a Vaccine Administrator
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Enter vaccine administrator’s 

name.

4. In the search page that pops up, click inside the 
search box.

5. In the dropdown, click + New Contact to add 
the vaccine administrator’s name.



Add a Vaccine Administrator
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Enter vaccine administrator’s 

name.
6. Enter the vaccine administrator’s first name 

and last name. The rest of the fields are 
optional.

a) Enter the appropriate account in the 
“Account Name” field so that all VMS 
users with access to that account can 
select the new vaccine administrator 
during the vaccine administration 
process.

7. Click Save.

REMEMBER

Vaccine administrators added via this 
method will not have access to the 
VMS. They will be available to be 
selected as vaccine administrators 
during future vaccine administrations.

ATTENTION

PLEASE
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Vaccine Administration

*For tracking purposes, it is crucial to select the correct 
“Vaccine Inventory” that the dose is from. This connects to 
the correct lot number associated with the vial.

ATTENTION

PLEASE

Enter information required for 

vaccine administration.
1. Injection site.

2. Dose (1, 2, Additional Dose, or Booster Dose).

• Note: Because providers should book third-
dose primary series appointments as walk-in 
booster dose appointments, these types of 
appointments would appear as booster dose 
appointments in the VMS. 

3. Route (injection location).

4. Date and time of vaccination.

5. Vaccine product.

a) Select the vaccine product being 
administered.

b) There are validations based on the vaccine 
product selected and the patient’s age. See 
the “Vaccine Administration Validations” 
section for more information. 

6. *Available vaccine inventory.

a) Select which vaccine inventory (from the 
options that have been saved in the VMS) 
this dose is coming from.
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Vaccine Administration

Enter information required for 
vaccine administration.
7. The “Lot Number” field should automatically 

populate. If it does not, then go back to the 
inventory record and enter the lot number.

a) This ensures the information gets sent to 
ImpactSIIS.

b) Confirm the lot number that appears in the 
VMS matches the lot number for the 
vaccine. 

8. In the “Target Population/Occupation (TP/O)” 
field, select the option that best describes why 
the patient is receiving the vaccine.

9. If a patient experiences any adverse events, the 
user can report them using the VAERS link 
provided at the bottom of the page.

10. Click Submit.

Users should update the expiration date and lot number fields 
in the VMS once they have received a vaccine shipment. 

ATTENTION

PLEASE
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Vaccine Administration

A warning message does not prevent a provider from 
completing the vaccine administration process.

ATTENTION

PLEASE

Vaccine Administration Validations.
Please note the following validations on the Vaccine 
Administration page based on the patient’s age and 
the product selected: 

1. For appointments for individuals age 6 months - 4 years, 
an error message will appear if any product other than 
Pfizer (6 months - 4 years), Pfizer Bivalent (6 months – 4 
years), Moderna (6 months - 5 years), Moderna Bivalent 
(6 months – 5 years) is selected. This error message 
does not appear until the provider attempts to submit 
the vaccine administration record. In this scenario, 
providers will not be able to complete the vaccine 
administration process. 

2. For appointments for individuals age 5 years, a warning 
message will appear if any product other than Pfizer (5-
11 years), Pfizer Bivalent (5-11 years), Moderna (6 
months - 5 years), Moderna Bivalent (6 months - 5 
years) is selected. 

3. For appointments for individuals 6-11 years, a warning 
message will appear if any product other than Pfizer (5-
11 years), Moderna (6-11 years), Pfizer Bivalent (5-11 
years), or Moderna Bivalent (6-11 years) is selected. 

4. For appointments for individuals age 12 years and older, 
a warning message will appear if Pfizer (6 months - 4 
years), Pfizer (5-11 years), Moderna (6 months - 5 
years), Moderna (6-11 years), Pfizer Bivalent (5-11 
years), or Moderna Bivalent (6-11 years) is selected as 
the product. 



Viewing Patient 
Information



Viewing 
Patient 
Information

This section provides step-by-step 

instructions on the following:

• Exporting patient demographic report.

• Exporting patient insurance report.



Search for patient information.
1. Click on the Patients tab.

2. Select the appropriate option:

• Demographic: Access the patient 
demographic information report. Follow 
the steps in the “View patient 
demographic information” section. 

• Insurance: Access the patient insurance 
information report. Follow the steps in the 
“View patient insurance information” 
section. 

Viewing Patient Information

58
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View patient demographic 
information.
1. After clicking the Demographic option on the 

previous page, enter the search criteria to find 
the desired patient information.

2. Click Search.

3. Click Export to download the displayed patient 
information as a CSV file that can be opened in 
Excel. 

Note: The “Brand” column will remain empty until 
a vaccine has been administered to that patient. 

Viewing Patient Information

Enter date(s) in the “From” and “To” 
fields to display patients who have an 
appointment scheduled in the specified 
date range.

IMPORTANT
ATTENTION

PLEASE
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View patient insurance 
information.
1. After clicking the Insurance option on the 

previous page, enter the search criteria to 
find the desired patient information.

2. Click Search.

3. Click Export to download the displayed 
patient information as a CSV file that can 
be opened in Excel. 

Viewing Patient Information

Enter date(s) in the “From” and “To” 
fields to display patients who have an 
appointment scheduled in the specified 
date range.

IMPORTANT
ATTENTION

PLEASE
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Booking a 
Dose 2 Appointment



Booking a 
Dose 2 
Appointment

This section provides step-by-step 

instructions for the following:

• Scheduling a dose 2 appointment.

• Scheduling a dose 2 appointment at a different 

location.

• Scheduling a dose 2 walk-in appointment.
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Schedule Dose 2 Appointment

Navigate to the Appointments tab 

to schedule dose 2 appointments.

Filtering can help the user easily search for a 
patient’s appointment.

1. Use the “From” and “To” fields to filter by 
when the patient’s dose 1 appointment was 
scheduled.

2. Use the “Dose” and “Dose Status” filters to 
identify which patients need to schedule their 
dose 2 appointments.

3. Choose one or multiple “Location” filters to 
identify appointments for one or more specific 
locations or choose “All” to filter for all 
locations.

To select more than one dose, dose status, or 
location when filtering, press and hold the Shift or 
Ctrl key while selecting the options. 

IMPORTANT
ATTENTION

PLEASE
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Schedule Dose 2 Appointment

Book the dose 2 appointment.

1. Once the appropriate filters are applied, click 
Search.

2. Select Book Second Appointment from the 
dropdown menu located to the far right of the 
patient’s name.



Schedule Dose 2 Appointment

Book the dose 2 appointment.

3. A new tab will open showing appointment 
availability automatically 21 days after the 
patient’s dose 1 appointment was scheduled. 
(In some instances, this date may be different 
than the administration date.) Please be sure to 
consider the recommended interval between 
doses based on the vaccine the patient received 
and schedule accordingly.

a) The availability shown is based on the 
existing default hours availability entered 
in the Availability tab pushed three weeks 
out (unless an availability override is 
scheduled). 

b) The user can schedule the dose 2 
appointment even if the Vaccine
Inventory tab does not yet contain that 
allocation.
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Schedule Dose 2 Appointment

Book the dose 2 appointment.

4. Click Complete Appointment to finish booking 
the appointment. 

5. A new page will appear confirming that an 
appointment has been successfully booked on 
behalf of the patient.

a) The confirmation details will be provided 
to the patient automatically if the patient 
provided an email address and/or phone 
number when booking their dose 1 
appointment. 

b) The user should ensure the patient is 
aware of their dose 2 appointment details 
if the user booked on their behalf.
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Schedule Dose 2 Appointment 
at a Different Location

Book the dose 2 appointment at a 

different location. 

It is possible for providers to book a dose 2 
appointment for a patient at a different location 
than where the patient received dose 1. Default 
functionality allows the user to book an 
appointment on non-clinic days. Following these 
steps will ensure the patient’s dose 2 appointment 
can only be booked on a day when a clinic is 
operating and has availability.
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Schedule Dose 2 Appointment 
at a Different Location

Ensure appointments are booked 

only on clinic days.

1. In the “Start Date” field, enter the date of the 

first clinic.

2. In the “Closing Date” field, enter a date at least 

six weeks after the final clinic date. 

Example: The first clinic is on 10/7 and the final 

clinic is on 11/4. The “Start Date” field is set to 10/7 

and the “Closing Date” field is set to 12/31.
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Schedule Dose 2 Appointment 
at a Different Location

Ensure appointments are booked 

only on clinic days.

3. In the “Default hours” section, enter the 

appropriate information in the “Opening 

hours,” “Time window duration (mins),” and 

“Appointments per time window” columns for 

the first clinic. 

Example: The availability is set from 7 a.m. – 7 p.m. 

on the clinic date 10/7. 

69

If the location has only one clinic, proceed 
directly to step 6. If the location has more 
than one clinic, proceed to step 4.

IMPORTANT
ATTENTION

PLEASE



Schedule Dose 2 Appointment 
at a Different Location

Ensure appointments are booked 

only on clinic days.

4. Select New availability override to create the 

availability override. The “From” field is the day 

after the clinic and the “Up to and including” 

field is the day before the following clinic. In the 

Weekly pattern, no days are checked. This 

prevents all appointments, including dose 2 

appointments, from being scheduled on the 

entered dates. 

Example: The Weekly pattern is left blank with the 

“From” field set as 10/8 and the “Up to and 

including” field set as 11/3.
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Schedule Dose 2 Appointment 
at a Different Location

Ensure appointments are booked 

only on clinic days.

5. Select New availability override again to create 

the availability of the next clinic. In the “From”

and “Up to and including” fields, select the 

date of the clinic. Within the Weekly pattern, 

check the corresponding day for the clinic and 

set the Opening hours, Time window duration, 

and Appointments per time window. 

Example: Both the “From” and the “Up to and 

including” fields are set to 11/4 since this is the 

date of the next clinic.

71

Steps 4 and 5 can be repeated if there are 
more than two clinics at the location.IMPORTANT

ATTENTION

PLEASE



Schedule Dose 2 Appointment 
at a Different Location

Ensure appointments are booked 

only on clinic days.

6. Select New availability override again to create 

a final availability that will block out any dates 

after the final clinic. The “From” field is the 

date after the final clinic and the “No end date, 

run ongoing” field is checked. This prevents all 

appointments, including dose 2 appointments, 

from being scheduled. 

Example: The final clinic is scheduled for 11/4; 

therefore, the Weekly pattern is left blank with the 

“From” field set as 11/5 and the “No end date, run 

ongoing” field is checked. 
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Schedule Dose 2 Appointment 
at a Different Location

Ensure appointments are booked 

only on clinic days.

7. After following these steps, ensure there are 

availability overrides saved for each date range 

entered. 

Example: There are three availability overrides 

saved since there are only two clinics at this 

location.
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Schedule Dose 2 Walk-In Appointment

Book a dose 2 walk-in 

appointment.

1. Click on the Home tab. 

2. Use the Select Location dropdown to select a 
location. 

3. Click on the Book Walk-in Appointment button.

4. Select Dose 2 from the dropdown menu.

5. The user will be directed to the current 
appointment availability for their clinic.

6. Follow the steps detailed in the “Booking a 
Walk-In Appointment” section.

74

If the patient is not a walk-in but 
received the dose 1 elsewhere, the user 
may still use this button to book their 
dose 2 appointment.

IMPORTANT
ATTENTION

PLEASE



75

Booking a Walk-In 
Appointment



Booking a 
Walk-In 
Appointment

This section provides step-by-step 

instructions for the following:

• Booking a dose 1 walk-in appointment. 

• Booking a dose 2 walk-in appointment. 

• Booking an additional dose walk-in appointment for 

eligible vaccine recipients who are immunocompromised.

• Booking a booster dose walk-in appointment for      

eligible vaccine recipients.

• Note: Providers should book third dose primary series appointments 

for eligible vaccine recipients as booster dose walk-in appointments. 



Book an appointment on behalf of 
a patient.

6. A new tab will open showing appointment 
availability.

a) To schedule a patient for a same-day 
appointment, click on today's date and 
time to schedule the patient.

b) To schedule a patient for a different date, 
navigate to the patient’s desired date.

Note: The availability days and times will reflect 
what is entered in the Availability tab.

Book Walk-In Appointment
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Book an appointment on behalf of 
a patient.

7. A new page will appear confirming the patient's 
appointment date and time.

8. Click Continue to proceed with booking the 
appointment.

a) After clicking continue, the user will be 
prompted to fill out the patient’s contact 
information.

b) If needed, click Back to edit the 
appointment date and time.

Book Walk-In Appointment
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Book an appointment on behalf of 
a patient.

9. A new page will display for the user to fill out 
the patient’s contact information.

a) First name.

b) Middle name (optional).

c) Last name.

d) Birthdate.

e) Sex.

f) Email.

g) Mobile (optional).

h) Address.

i) Demographic information.

j) Disability (optional).

k) Limited mobility (optional).

l) Weight (optional).

Book Walk-In Appointment
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If the patient doesn’t have an email address, 
the user can enter the patient’s birthdate in 
the format of MMDDYYYY@na.com.

ATTENTION

PLEASE



Book an appointment on behalf of 
a patient.

10. A new page will appear with the option to 
enter medical insurance information.

11. Click Complete Appointment to finish booking 
the appointment.

a) If needed, click Back to edit the patient’s 
contact information.

12. A new page will appear confirming that an 
appointment has been successfully booked on 
behalf of the patient.

a) The confirmation details will be provided 
to the patient automatically if the patient 
provided an email address and/or phone 
number when booking. 

Book Walk-In Appointment

80



THANK YOU!
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