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State of Alaska’s Immunization Information System

Vaccine Ordering and
Management System

How to order vaccines and receive vaccines
into your inventory

Video 3of 4

Vaccine Ordering and Management System (VOMS) —

Vaccine Ordering and Receiving

Welcome! This is the third of a four-part instructional video series describing the Vaccine Ordering and
Management System (VOMS) within VacTrAK, the State of Alaska’s Immunization Information System
(11S), and is designed for providers who wish to order state-supplied vaccines online using VacTrAK. The
series includes:

1) Overview

2) Reconciliation

3) Ordering and Receiving

4) Vaccine Returns

VacTrAK Contact Information

Website: https://vactrak.alaska.gov/iweb/

VacTrAK Support Help Desk Epidemiology Vaccine Depot
866-702-8725 (866-702-TRAK) 9210 Vanguard Drive, Suite 102A
In Anchorage — (907) 269-0312 Anchorage, AK 99507

E-mail: vactrak@alaska.gov E-mail: vaccinedepot@alaska.gov
Fax: (907) 562-7802 Telephone: (907) 341-2202

Fax: (907) 341-2228
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State of Alaska’s Immunization Information System

Training Objectives

Review how to order and receive vaccines
v'Create an order
v'Submit an order
v'Receive an order

This training will instruct you in how to order vaccines and how to receive those vaccines into your
inventory within the vaccine ordering and management functions of the system.

We will describe how to create an order, submit the order and how to receive the order into your
inventory.

Note: To order vaccine using VacTrAK, your account has to be set up with permission to order
vaccine. Please have your facility administrator fill out the Modify VacTrAK User Request form
and submit it to the VacTrAK Help Desk to make sure you have this permission when you are ready
to order vaccine on-line using the system.

Both the Vaccine Coordinator and the Back-up Vaccine Coordinator at your facility should have the Lot
Number Manager permission, which allows you to reconcile your inventory, place vaccine orders and
process returns.

If you do not already have this permission, please have your facility administrator fill out the “Request to
Modify VacTrAK Users” form and submit to the VacTrAK Help Desk. This form can be found on the
VacTrAK home page by clicking on Documents & Policies.
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VAC-TRAK Logged in: TEST USER
Organization (IRMS)/Facility: VACTRAK TRAINING IRMS (1444) / VACTRAK TRAINING FACILITY

(4 Main W AKiIS-Web
Home Access Granted
Logout
Document Center
TR

p Patient

» Make sure to logout when you are done using the AKIIS-Web application.
p Lot Numbers « M ure you close your browser.

S R e e menu on the left to access the application options.

Alerts

Create/View Orders
Search History This site is used exclusively for access to AKIIS-Web by AKIIS enrolled users
Modify Order Set
Cold Storage
Provider Agreement

4 ]
p Settings

m Change Password

m Answers |

After you log into VacTrAK, the State of Alaska’s Web-based immunization information system, you will
see the Navigation Menu on the left —hand side. This menu lists all of the functions that VacTrAK can be
used for, and helps you move through the system.

To create an order, go to the left-hand Menu Bar and click on the “Order/Transfers” menu heading.

Then, below it, click on “Create/View Orders”.

V.A.C TRAI Logged in: TEST USER Date: August 7, 2013
Organization (IRMS)/Facility: VACTRAK TRAINING IRMS (1444) / VACTRAK TRAINING FACILITY

Current Order/Transfer List

Home

Logout Inbound Orders

Document Center Select Order Number PIN Submit Date Approval Date Status
4 Fav_orites Backordered Orders
) Patient St Ol — — I

) Vaccinations

} Lot Numbers Denied Orders

4 Orders/Transfers Select Order Number PIN Submit Date Denial Date
Mlerts
) CreatelView Orders
Search History Select Transfer Number PIN Submit Date Sending Organization (IRMS)/Facility
Modify Order Set
Cold Storage

Provider Agreement Select Transfer Number PIN Submit Date Receiving Organization (IRMS)/Facility

Rejected Transfers

u Change Password Select Transfer Number PIN Submit Date Receiving Organization (IRMS)/Facility Reject Date

T ——
Version: 5.13.5.3 ( Create Order ),Creale Transfer H Vaccine Return ]
. ® S

Voo
STC

On the bottom right of this screen, click on the “Create Order” button. If you have not reconciled your

inventory in the last 14 days, a reconciliation page will appear. Do not reconcile here. First you have to
take a full inventory of state supplied vaccine. Reconciliation is covered in the previous training session
and is performed on the reconciliation page under “Lot Numbers.”
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VA C TR ' Logged in: TEST USER Date: August 14, 2013

Organization (IRMS)/Facility: VACTRAK TRAINING IRMS (1444) / VACTRAK TRAINING FACILITY

Create Order

Home Organization (IRMS); VACTRAK TRAINING IRMS Contact Name: TEST USER

Logout Facility: VACTRAK TRANING FACILITY Address: 123 ANYWHERE

Document Center Ciy: ANCHORAGE
swe A —
Monday; 0000 [+1200 [=) 1300 [+]1700 [+ Tuescay 0900 [v] 1200 [v] 1300 [v 1700 [¥]
) Lot Numbers Wednesday: [7] (0900 [v//1200 »| 1300 [*|/1700 [* = Thursday: 0200 [v]/1200 [*] 1300 [v 1700 [¥]
. rsma"s'm Fiday:  []/0900 [v/1200 [v] 1300 [v]/17o0 [+

CreaieNiew Orders PIN: TEST09 Instructions: TRANSFER TO ABC AR 1

Search History Order Date: 08/14/2013 Order Status: In Progress

Moty Order Set Submitter: TEST USER (VACTRAK_TEST)

Cold Storage Comments:

Provider Agreement Inventory Last Submitted: 08/01/2013

Repors Order S E T
Settings Accountability: Last Date Submitted: Past Due?
u Change Password Doses Administered 123412013 No
Answers Temp Graphs 0810912013 No
Version: 51353 1empLogs 07I3112013 No

[ Change Password |

\¢ I Inventory Transaction Report “ Lot Number Summary ” Gold Chain Report l
Ordler Frequency: Every Two Months ~ Order Timing:

STC Ordler Schedule; January, March, May, July, September, November
Order Details

Vaccine  Description Dose Used Last Month Physical Inventory ~ Order Quantity  Urgent  Priority Reason ~ Comments
[ Cancel H Save Order ] [ Submit Order ]

If you have met the reconciliation requirement, the “Create Orders” screen will appear.

The top portion of the Create Order screen shows your contact and delivery address information. It is
important that you review the name, address, shipping days and times and all other shipping
information in the “Create Order” section of this screen and ensure they are correct.

The address and contact name listed here is the address to which vaccine shipments that you order will
be delivered. You cannot edit your vaccine delivery address information. If any of the vaccine delivery
address information is incorrect, STOP your ordering process and contact the Vaccine Depot staff.

If your vaccine delivery address and contact name information is correct, continue with the ordering

process.

You may change the shipping days and times. These hours should be the hours that your clinic is open
and someone is available to accept and properly store the vaccine shipment when it arrives.

To change the days/times: Select the check box for each day that your facility/clinic is open. There are
four fields per day to allow you to reflect any lunch hour time that you will not be open to receive the
order. This is very important for our direct ship manufacturers.
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VA C TR ' Logged in: TEST USER Date: August 14, 2013

Organization (IRMS)/Facility: VACTRAK TRAINING IRMS (1444) / VACTRAK TRAINING FACILITY

Create Order

Home Organization (IRMS); VACTRAK TRAINING IRMS Contact Name: TEST USER

Logout Facility: VACTRAK TRANING FACILITY Address: 123 ANYWHERE

Document Center Ciy: ANCHORAGE
swe A
Monday; 0000 [+1200 [=) 1300 [+]1700 [+ Tuescay 0900 [v] 1200 [v] 1300 [v 1700 [¥]
) Lot Numbers Wednesday: [7] (0900 [v//1200 »| 1300 [*|/1700 [* = Thursday: 0200 [v]/1200 [*] 1300 [v 1700 [¥]
. rsma"s'm Fiday:  []/0900 [v/1200 [v] 1300 [v]/17o0 [+

CreaieNiew Orders PIN: TEST09 Instructions: TRANSFER TO ABC AR 1

Search History Order Date: 08/14/2013 Order Status: In Progress

Modfy Order Set Submitter: TEST USER (VACTRAK TEST) /

Cold Storage Comments:

Provider Agreement Inventory Last Submitted: 08/01/2013

Repors Order et T

Settings Accountability: Last Date Submitted: Past Due?

u Change Password Doses Administered 123412013 No
Answers Temp Graphs 08/0912013 No

Version 5.13.53 Temp Logs 0713112013 Mo
ew“? I Inventory Transaction Report “ Lot Number Summary ” Gold Chain Report l
Ordler Frequency: Every Two Months ~ Order Timing:
STC Ordler Schedule; January, March, May, July, September, November
Order Details

Vaccine  Description Dose Used Last Month Physical Inventory ~ Order Quantity  Urgent  Priority Reason ~ Comments
[ Cancel H Save Order ] [ Submit Order ]

[ Change Password |

Your “PIN” number is automatically assigned by the system and is not editable. “Order Date”,
“Submitter”, and “Order Status” are also automatically populated. The date of your last reconciliation is

shown on the screen.

You may enter a comment, if you have one, for the Vaccine Depot staff in the comments field. The
instructions field is for Depot staff use only. Do not enter anything in the instructions field.

You are assigned a specific order frequency and schedule. The information you see for “Order
Frequency” and “Order Schedule” is pre-established and not editable. These fields identify how often
and when you are assigned to place vaccine orders. If you place an order outside your assigned
schedule, an exception message will display and you will need to confirm that you want to place the
order. Your off-schedule order will also be reviewed by the Vaccine Depot before it is approved.

You will also see accountability dates recorded by the Vaccine Depot. These dates are not editable.
These dates will only be updated by the Depot Staff reflecting the current submission by your facility.
When temperature graphs and temperature logs are reviewed and approved, the Vaccine Depot will
enter these submission dates. Dates need to be within the last 14 days of an order to be compliant.

If the accountability dates are reflecting past due, your order will automatically go into “Manual
Review”. It will remain in “Manual Review” until the accountability requirements have been met.
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ADULT TDAP, TD, PPSV, AND PCV13/ Depot
ADULT ZOSTAVAX / Depot

STANDARD IZ ORDER SET / Depat
VARICELLA/ Distrioutor

After you have reviewed the information, you can begin entering your order. First you will select the
appropriate order set from the Order Set drop down menu. You will select your list of vaccine products
you can order from this drop down list. You may see multiple order sets to choose from.

The Standard IZ Order Set includes all of the pediatric vaccines available for order except for Varicella. If
you are frozen vaccine certified, then you will see a separate order set for Varicella. If you order state-
supplied vaccines for eligible adults, please order these doses from the Adult order sets.

For this training, we’ll select the Standard 1Z order set.
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! V,}\_C TR Logged in: TEST USER Dabe: August 14, 2013
OIganZation (IRM SHFACIty: VACTIRAK TRAINING IRMS [1444) ! VACTRAK TRAINING FACILITY

latmain W Create Order

Hom= Organization (IRMS): VACTRAK TRAINING IRMS Contact Name: TEST USER
'-Dsf“ - Facility: VACTRAK TRAINING FACILITY Address: 123 ANYWHERE
| Document Center City: ANCHORAGE
State: P
» Patient Fip- SEEQT
Monday: B [oz00 [¥][12:00 [=] [12:00 [=][17:00 [=] Tuesaay: 01 [oz00 [7][1z00 [7] [12:00 [=][sm00 =]
OrdersiTi i . - 124 1300 T : 05 1200 130 T
Wednesday: O |os:oo |E| e ] |E| 3:00 |E| 700 |E|Thur5«day- O |os:00 |E| 2:00 |E| 3:00 |E| T:00 El
Craat=\izw Friday: O |os:00 |E| 12:00 E 13:00 E 17:00 |Z|
h-'o_-'i: Order Sat PIN: TESTOS Instructions: TRANSFER TO ASC Al
Col‘: ‘Srtora - Order Date: 08/14/2013 Order Status: |In Progress

| Frowider Agreement Submitter: TEST USER (VACTRAK_TEST)

» Reports Comments:
» Settings. Inventory Last Submitted: 05/01/2012
™ Change Password Order Set: STANDARD |Z ORDER SET / Depot |E|
A
—laasre Accountability: Last Date Submitted: Fast Due?

Wersion: 513 5 2 Doses Administersd 12312013 Mo

M” Temp Graphs DR/0SI2013 Mo
sTc Temp Logs 0T /31,2013 Mo
[ Inventany Transaction Report | [ Lot Number Summarny | [ Cold Chain Report |

Order Frequency: Every Two Months COrder Timing:
Order Schedule: January, March, May, July, September, November
Order Details
Diose
Used Physical Order
Last Inventory Guantity EET

Vaccine Description

Priority Reason Comments

Month
DTaP 2 4 o —— E
{DTaPHepB/ PV} o 2 m] . |Z|
Hawrice® .Smil
Ped/Adol (1-18 years) © o O —select— |E|
i Recombivax HES
Hep B Pedifdol - N
Fressrv Fres {H=pE, Fed/Adol 1 2 [} eelect_
PresFres)
y Gardasil® (HFV-boys .,
HPV. quadrivalent =2 z a o |Z|
1P IPOL [+] 11 n |z|
M=ning. (MCV4F) Menactra® (MCWV4F) 2 1 n |E|
MMR MMREI] 2 z O |E|
Rotavines,
pentavalent RVE SN = o O
Presmococcal,
PCV-13 Prevnari3® (PCV13) O 3 [m] |E|
Td, Presarvative
Fres Td 1 1 O |Z|
Boostroe® (Tdap-10-18
=D yoars) o 4 O [—setec =

[(Gancel | [ Save Order | [ Submit Grder |

The page will refresh and the vaccines that you are able to order will display. When you enter your own
orders, the vaccines you can order may be different than the example shown in this training. If you feel
that the vaccines listed in your order set are incorrect, contact the Vaccine Depot.

The “Doses Used Last Month” and “Physical Inventory” fields are pre-populated based on your reported
administration and reconciliation. The administration data is calculated based on the previous calendar
month based on the order date. If you order in the month of August, the “Doses Used last Month” will
reflect the administration reported for the full month of July.

All providers will be required to manually enter the “Order Quantity.” For the vaccines you do not want
to order, you can leave the “Order Quantity” field blank or enter a zero (0) value. Use your judgment to
order the right amount of vaccine for your facility and base your order off of your administration data.
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Order Details

Dose Used Physical  Order

Vaccine Description LastMonth Inventory Quantit Urgent  Priority Reason Comments
DTaP INFANRIX(DTaP) 2 4 10 [] —select- |
DTaPHepBIPV  Pediar®(DTaP/HepBIPY) 6 2 10 I —select- ]
Hep A 2 dose - Havri® Sml Ped/Adol (1-18 -
e e Jears) 0 0 10 [l —select- v | Out of stock
Hep B Ped/Adol - Recombivax HB®
Preserv Free (HepB, Ped/Adol PresFree) 1 i 0 sdect- E
HPV. quadrivalent ;?lrsd)aswltﬁi WRATEE 3 10 [T -select-
Py POL 0 i 3 Il —select- v
Mening. (MCV4F)  Menactra® (MCV4P) ? 1 5 [l -select- |7|
MR MVRGI 2 2 10 T -select- v
Rotavirus, -
oentavalent RVS RotaTeq B 0 20 [l —select- v
reumecocca, POV prenartzq ovia) 0 ) 0 -stlect- "]
Td, Preservative Free Td 1 1 10 [l —select- E
Tdap ?g:;t)rm@ (Tdap-10-18 4 20 Qutbreak v | Pertussis outbraak
e

Gocous)

e

The depot staff will look at your current inventory, the doses used last month, and your order schedule
to evaluate your order request. Orders can be fully or partially denied if your current inventory appears
sufficient to meet your recorded administration data. [f the quantity of doses used last month does not
look correct, this could indicate a problem with your administration data. If you are unable to identify
the discrepancy, contact the VacTrAK Helpdesk at (907)269-0312 or (866)702-7825.

You can also enter any comments you want to make about specific vaccine products to help the Vaccine
Depot understand any unusual vaccine requests.

After you’ve double checked your entries, you have several options for what action to take with the
order:

IM IM

You may “Cancel” the order by clicking the “Cancel” button. Clicking cancel exits you from the order

details screen and nothing is submitted or saved. You will lose your work.

You may “Save” your order at any point in the completion process by clicking on the “Save” button”.
You will be sent back to the “Create/View” order screen showing your saved order.
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Home
Logout

Document Center

p Vaccinations

p Lot Numbers

4 Orders/Transfers
Aerts
Create/View Orders
Search Histary
Modify Order Set
Cold Storage
Provider Agreement

1 Change Password

Version: 5.13.5.3
! :: r,

Logged in: TEST USER Date: August 14, 2013
Organization (IRMS)/Facility: VACTRAK TRAINING IRMS (1444) / VACTRAK TRAINING FACILITY
Current Order/Transfer List

Inbound Orders
elel Order Number PIN Submit Date Approval Date Status
28335 TEST09 Saved
Backordered Orders
Select Order Number PIN Submit Date Backorder Date

Denied Orders
Select Order Number PIN Submit Date Denial Date

Inbound Transfers
Select Transfer Number PIN Submit Date Sending Organization (IRMS)/Facility

Qutbound Transfers
Select Transfer Number PIN Submit Date Receiving Organization (IRMS)/Facility

799 999997 08122013 SOAEPI DEPOT RETURNS

Rejected Transfers
Select Transfer Number PIN  Submit Date Receiving Organization (IRMS)/Facility Reject Date

l Create Order H Vaccine Retumn ]

Click on the select arrow to re-open the order.

If you are satisfied with your order—and are ready to submit it for review and approval, click on the

“Submit” button.

On the rare occasion that you have an urgent order, you can select a “Priority Reason” from the

dropdown menu (the urgent box automatically checks after you select a reason). Enter a comment in

the comments box for that vaccine to explain your urgent request. Indicating an urgent order will not

guarantee a shorter processing time but will alert the Vaccine Depot to an unusual situation.
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@ https;//vactrakihub.alaska.gov/?param1=Your order is outside the assigned order ... E@ﬂ

Your order is outside the assigned order frequency. Your order is outside the
assigned order schedule.

This exception will be manually reviewed before it is approved.
Select an Exception Description below and click Submit to place this order.

Exception Descriptight

nt: | Underestimated vaccine needed
Local Epidemic

Varicella Vaccine Order

Other

Cancel "

VacTrAK automatically does a quality assurance check on your order before it is submitted. If your order

Exception Comi

contains data not recognizable in the system — error messages show on the top of the page in red.
Correct the noted mistakes and re-submit.

If you are satisfied with your order— and are ready to submit it for review and approval, click on the
“Submit” button.

After you submit your order, the system automatically takes you back to the “Create/View” order screen
will display. You will see your order in the “Inbound Orders” section of that screen.

Logged in: TEST USER Date: August 14, 2013
Organization (IRMS)/Facility: VACTRAK TRAINING IRMS (1444) / VACTRAK TRAINING FACILITY

Current Order/Transfer List

IpkSund Orders

Order Number PIN Submit Date Approval Date Status
28335 TEST09 08/14/2013 In Manual Review
Backordered Orders
Select Order Number PIN Submit Date Backorder Date
Denied Orders .
Select Order Number PIN Submit Date Denial Date
Inbound Transfers
Select Transfer Number PIN Submit Date Sending Organization (IRM$)/Facility
Outhound Transfers |
Select Transfer Number PIN Submit Date Receiving Organization (IRMS)/Facility
7799 999997 0811212013 SOA EPI DEPOT RETURNS
Rejected Transfers
Select Transfer Number PIN Submit Date Receiving Organization (IRM$)/Facility Reject Date

[ Create Order “ Vaccine Return ]
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To view any of your orders, click the button in the “Select” column beside the order. A read only screen
will show the details of your order. You cannot edit this screen. When you are done looking at the order,
click on the “Cancel” button at the bottom

VACTR

Home

Logout
Document Center

¢ Lot Humbers

Logged in: TEST USER

Date: August 14, 2013

‘Organization (IRMSMFacility: VACTRAK TRAINING IRMS (1444) / VACTRAK TRAINING FACILITY

Order Header

Organization (IRM S} VACTRAK TRAIMING IRMS
Facility: VACTRAK TRAINING FACILITY

PIN: TESTO0S

Order Humber: 28335
Submit Date: 08/14/2012 02:08:29

Contact Name: TEST USER
Address: 123 ANYWHERE
City: ANCHORAGE

State: AK

Zip: 99507

Instructions: TRAMSFER TO ABC / | Sawve Changes

Order Status: In Manual Review

Submitter: TEST USER (VACTRAK_TEST) Approver: {)
Alerts Receiver:
Create/View Orders Comments: Approval Date:
Search History Original Order# 28335 Exception Description: Underestimated vaccine needed

Maodify Order Set
Cold Storage
Provider Agreement

Order Set ! Order Type: STANDARD |Z ORDER SET / Depot

Exception Comment:

Exception Reason: COutside Assigned Order Frequency; Outside Assigned Order Schedule; Urgent

Inventory Last Submitted: 08/01/20132
Order Frequency: Every Two Months
Order Schedule: January, March, May, July, September, November

Order Timing:

) Settings Order ltems
m Change Password —— N Dose Used Last Physical Ordered Approved Received
SETIIIL Month Inventory Quantity Guantity Quantity Reason
Version: 5.13.5.3 DTaP INFANRIDTaP) 2.0 4.0
m“’ Comments Priority Reason Tracking #:
DTaP/Hep B/IPV Pediarix®{DTaP/HepB/IFV) 8.0 pedls]

sTc Comments Priority Reason Tracking #:

Hep A 2 dose - Havrix® .5ml Ped/Adol (1-18 0 a

Pedifdol years)

Comments OUT OF STOCK Priority Reason Tracking #:

HPV, quadrivalent  Gardssil® (HPV-boys & girls) 2 3
Comments Priority Reason Tracking #:

1PV IPCL 0.0 11.0

Comments Priority Reason Tracking #:

Mening. (MCV4F)  Menachra® [MCV4F) 2 1
Comments Priority Reason Tracking #:

MMR MMRSI 2 2
Comments Priority Reason Tracking #:

R{}ta\rllus;:‘:resntavalent RotaTeq & 0
Comments Priority Reason Tracking #:

Frneumccoccal, PCW-12 Frevnari 3@ (PCW13) a 3
Comments Priority Reason Tracking #:

Td, Preservative Free Td 1 1
Comments Priority Reason Tracking #:

Tdap Boostrix® (Tdap-10-18 years) 0 4 Qutbreak
Comments PERTUSSIS OUTBREAK Priority Reason  Outbreak Tracking #:
Cancel

Once you’ve submitted your order and it is in read only mode, clicking the cancel button will NOT cancel

you order, it will simply return you to the previous screen.

If you forgot to order a vaccine, simply create and submit a new order for the vaccines that you did not

include in your previous order.

If you submit an order that meets all order specifications, it will reflect the status of “Pending Depot

approval.” This means it goes immediately to a final review and typically proceeds quickly through the

order process. Any order out of compliance will reflect “In Manual Review.”

Vaccine Ordering and Receiving
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Logged in: TESTUSER Date: August 14,2013 |
Organization (IRMS)/Facility: VACTRAK TRAINING IRMS (1444) / VACTRAK TRAINING FACILITY

Current Order/Transfer List
Inbound Orders

Order Number PIN Submit Date
2835 TESTO9 08/14/2013

Approval Date fatus
In Manual Review

Any accountability date not within 14 days of the order date for temperature submission or any order
out of set order schedule will put the status of the order to “In Manual Review”. It is in your best
interest to avoid the additional review process by ordering on time and routinely submitting all
temperature data.

Current Order/Transfer List

Inbound Orders
Select Submit Date Approval Date
78335 TESTOS 08/14/2013 08/14/2013 |

The Vaccine Depot will update the status to “Approved” when the order has been approved and
released to the depot warehouse for fulfillment.

Current Order/Transfer List

Inbound Orders
Select Order Number PIN Submit Date Approval Date

28335 TEST09 08/14/2013 08/14/2013

Shipped or Ready for Pick Up

Once the order has been completed, it will reflect a status of “Shipped or Ready for Pick-up.” Local
providers can pick up their orders during open pick-up hours. Providers who have orders shipped to a
local airport will show the status of “Shipped or Ready for Pick-up” once it leaves the Vaccine Depot
building and is in route to the provider. A copy of the invoice will also be faxed to the provider’s office
once it reaches this final status as additional notification.

The final status of your order will be either “shipped or ready for Pick-up” or “approved” for the direct
ship orders. At this time the orders will be available to receive into your inventory.

When your vaccine shipment arrives, open it and check the contents against the invoice to make sure
the contents match what is listed. Make notes on the invoice of any differences between the invoice and
the physical shipment. Store the vaccine immediately. If you have any discrepancy of quantity or lot
number between your invoice and what you actually received, you will need to contact the Vaccine
Depot before proceeding. If your invoice matches what you actually received, then login to VacTrAK to
receive in your shipment.
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Current Order/Transfer List

Inbound Orders
Sele Order Number PIN

28339 TEST09

Submit Date
08/14/2013

Approval Date
08/14/2013

Click on the arrow next to your order in the “Create/View Orders” screen.

Status

Shipped or Ready for Pick Up

This takes you to this “Receive Order” screen. You will see general information about the order. Below

that, in the “Order Details” section, you will see that the “Manufacturer”, Lot Number”, and “Expiration

Date” are pre-populated. This will be the case for all vaccines received from the Vaccine Depot.

Logged In: TEST LSER

Organization (IRM SEFaciiity: VACTRAK TRAINING IRMS [1444) ) VACTRAK TRAINING FACIITY

Receive Order
Organization [IRMSE): WVACTRAK TRAINING IRMS
Facility: WVACTRAK TRAIMIMG FACILITY
Order Number: 28335
WFC PIN: TESTOS
Order Date: 0E/142012 03:08: 29
Submitter: TEST USER (WACTRAK _TEST)
Receiver: TEST USER (VACTRAK_TEST)
Original Order#: ZE335
Comments:

Contact Name: TEST USER
Address: 1Z3 ANYWHERE
ANCHORAGE | AK S250T
Instructions:
Order Status: Shipped or Resdy for Pick Up
Approver: PAUL L GUZMAN (PLGUZMAN)

TRANSFER TO ABC AIR TRANSPORT

Dearba:

August 14,2013 TES

[ Inwenteny Transaction Report ] [ Lot Munmber Swmimnany: ]
Qrder Set s Order Type: STANMDARLD |Z ORDER SET / Depot
Crrder Details

il sl Mol M Manufscturer Lot Number E¥RIration Reason for vedeotinn
10 DTaP GLANOSMITHELINE MXATESTAA 127312015 | —salect—
Tracking
Comments
#
10 DTaP/Hep B/IPY  GLANOSMITHHELINE ACZ1BIZSBA 12072013 | —sslect—
Tracking
#
Hep A 2 dose - . _
10 PediAdol ALPHA 123458 12722 E | —sslect—
Comments CUT OF STOCK i
10 HPV, guadrivalent MEDIMMUNE, INC. 111250 DENE20E | —sslect—
Tracking
Comments
#
10 1P MERCHK 12051205 12312013 | —sslect—
Tracking
Comments
#
& M=ning. (MCV4P) SAMOFI PASTEUR U424584 OESZ32013 | —select—
Tracking
Comments
#
EIOPORT .
10 MMR ETEE R MMRTESTS 12/15/2013 | oot
Comments Tracking
#
Rotawines,
20 pentavatent RVS WMERCHK 1B0EAA  OE22012 | _colmot—
Tracking
Comments
#
10 P"E;C\f—l:i £ WY ETH-AYERST G13183 432014 | —sslect—
Tracking
Comments
#
10 ek P‘E’e':m:'a““e SANOFI PASTEUR  C4114BA  0SV0S/2014 | _coimpr
Tracking
Comments
#
20 Tdap GLANOSMITHHLINE TDAPTESTT 1203152015 | _cojent
Comments FERTUSSIS OUTBREAK :""‘*_"g

Manually enter the doses received into the “Receipt Quantity” fields.

Recsive

[ b el bt bd bl b ]

If there is a discrepancy reported to the Depot, such as you only received 30 doses instead of 40: receive

the 30 as your “Receipt Quantity.” Enter 10 as your “Rejected Quantity” and choose a reason for the

rejection which in this case would be “Shipment Incomplete.”

Do not receive in a quantity in a line if it does not match the lot number and expiration data.
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If you receive any vaccines not listed (including a quantity greater than the ordered quantity), you must
contact the Vaccine Depot Staff to make the proper corrections.

Comments:

[ Inventory Transaction Report H Lot Number Summary ]

Order Set/ Order Type: STANDARD |2 ORDER SET /Depot
Order Details

Shipped Receipt Rejected ) Expiration -
Quantity Quantity Quantity Vaccine Manufacturer Lot Number Tamm Reason for rejecting

10 10 DTaFr GLAKOSMITHKLINE XX4TESTAA 12/31/2015 —select—
Comments ;rackmg

10 10 DTaPiHep BAPY  GLAXOSMITHKLIME ACZ21B329BA12/07/2013 —select— El
Comments: ;rackmg

Hep A 2 dose -

10 10 PediAdol ALPHA 123456 120312015 —select— El
Comments OUT OF STOCK ;m':k'"g

10 10 HPYV, quadrivalent MEDIMMURMNE, INC. 111250 06M5/2015 —select— El
Comments: ;rackmg

10 10 1PV MERCK 12051205 12/31/2013 —select— El
Comments ;rackmg

= 5 Mening. (MCV4P) SANOFI PASTEUR U42458A 08/23/2013 —select—
Comments ;rackmg

BIOPORT

10 10 MMR CORPORATION MMRTESTY 12M15/2013| —select— El

Comments: ;rackmg
Rotavirus,

20 20 pentavalent RVS MERCK 180844 08/29/2013| —select— El

Comments: ;rackmg
Pneumococcal,

10 10 PCV-13 WYETH-AYERST G13183 04/30/2014 —select—
Comments: ;rackmg

10 10 T Prﬁrseee“"at"’e SANOFI PASTEUR ~ C4114BA  09/06/2014—select— =]
Comments ;rackmg

20 10 10 Tdap GLAKOSMITHKLINE TDAPTEST 12/3142015| Incorrect Mumber of Doses El
Tracking

Comments PERTUSSIS OUTBREAK

#
[ Canceli Receive '

After you enter your data for all of your vaccines, click on the “Receive” button at the bottom of the
screen. You will be returned to the “Create/View Order” screen.

A Varivax or Zostavax shipment will have a slightly different receiving process. These are direct ship
vaccines and come directly from the manufacture. A direct ship order will not have the same populated
information as a depot shipped order. Therefore, you will also be required to manually enter the
manufacture, lot number, and expiration date on a direct ship order.

If there is a shortage in a direct ship vaccine order, follow the package insert for notification to the
manufacture. In a direct ship order, the manufacture will arrange a reshipment of any missing doses or
doses outside the acceptable cold chain time. If there are rejected doses for a direct ship vaccine,
choose the reason of “Shipment is Incomplete”.

Vaccine Ordering and Receiving 14 v10/03/13



| V'A‘C TR ? Logged in: TEST USER Date: August 14, 2012

Organization (IRMS)Facility. VACTRAK TRAINING IRMS (1444) | VACTRAK TRAINING FACILITY

Current Order/Transfer List

Home
Logout Inbound Orders
Document Center Select Order Number PIN Submit Date Approval Date Status
) Patient Backordered Orders
Select QOrder Number PIN Submit Date Backorder Date

Lot Numbers .
: Orders(Transfers Lefeilliles
Werts Select Order Number PIN Submit Date Denial Date

CreatefView Orders
—) Search History

Inbound Transfers

Moy Order Set Select Transfer Number PIN Submit Date Sending Organization (IRMS)Facility
| Cold Storage
| Provider Agreement Quthound Transfers
Select Transfer Number PIN Submit Date Receiving Oranization (IRMS)/Facility
7859 900017 081412013 SOAEPIVACCINE DEPOT
m Change Password 7799 999997 08122013 SOAEP| DEPOT RETURNS
Version: 1353 Rejected Transfers

W o A
% Select Transfer Number PIN  Submit Date Receiving Organization (IRMS)Facility Reject Date

¢
STC [ Create Order “ Vaceine Return ]

Once you press receive, you will be returned to the “Inbound Order” screen The “Receipt Quantity” for
each product is added to your VacTrAK Lot Inventory, and that order is removed from your “Inbound
Orders” screen. If you want to check on this order again, you can look it up using the “Search History,”

function on the menu bar.

When you have completed your work, you can use the other options available to you on the VacTrAK
Main Menu, or you can “Log-out”.

To “Log-out” simply click on the “Logout” option under “Main” at the top of the left-hand Menu.

This concludes Vaccine Ordering and Management System (VOMS) — Vaccine Ordering and Receiving.
Please return to the VacTrAK website to view the rest of this series listed on the front page of this
module.
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