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The VOMS Landing page serves as a hub for all inventory management transactions, giving insight to user specific notifications, action items, a 

facility summary of statistics and a graphical representation of wastage. 

Notifications 

 

 User specific messages  

 General notification delete ability  

 Notification links take user directly to task 

 Lists past 3 months of notifications 

Action Items 

 

 Necessary action items displayed 

o Ex: pending order & transfer receipt 

 Failed dose decrementing alert 

 Notifies user of upcoming report due dates 

New Features 

 Real time facility information on 

home page of VOMS 

 Interactive user specific task list 

 Graph promoting reduction in 

wastage 

 Inventory quantity counts and 

value displayed 

 Streamlined left hand navigation 

menu 
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Facility Statistics 

 

 Public vaccine totals 

 Aggregate inventory costs for 90 days 

 Clickable links to be taken to Alerts page 

 Expiring vaccine awareness 

 

 

Vaccine Wastage Overivew 

 

 Allows user to easily view and keep track of vaccine wastage 

 Can assess progress in reducing facility vaccine wastage 

 Visual of expired, wasted and spoiled vaccine numbers 

 Clickable links to help drill down on specific periods of time 
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This guide will provide information on how to place a new vaccine order in VOMS. Users that have the ‘Allow Online Orders’ permission will be 

allowed to create, edit, save, and submit vaccine orders. Depending on the organization/facility's configuration settings, some users may be 

required to document the cold chain, correct lot decrementing, and/or reconcile inventory before creating a new order. 

Orders & Transfers 

1) Select Orders & Returns menu heading (1). Then select Orders 
& Transfers (2). On the top left of the page select New Order (3). 

 

2) Once the ‘Create New’ page opens, the required workflow steps 
are displayed at the top of the screen. The current step pulsates 
in blue to help identify progress in the order process.  

a. Example: if the user is required to reconcile 
inventory, Reconcile Inventory may be the first step 
in the workflow.  

i. Refer to the Reconciliation quick reference 
guide for further details.    

 

Order Set 

3) The next step in the ordering process is to Choose Order Set 
& Request Doses.  Select an order set from the drop-down 
list (if there is only one order set, there may not be a drop-
down list).  

 

 

 

4) The following headers are available after an Order Set is 
selected: 

a. Vaccine – vaccine name, manufacturer, packaging 
information, and NDC number 

b. Funding Source – vaccine funding source. Ex: PUB 
(Public), PRVT (Private) 

c. Doses On Hand – current number of doses 
d. Doses Administered – number of doses 

administered 
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e. Recommended Order Quantity – number of doses 
recommended for ordering  

i. see a history of the previous doses 
administered and the calculation 

f. Doses Requested – number of doses requested for 
order 

i. doses requested must be equal to or above 

the minimum order quantity 
g. Order is Urgent – critical order  
h. Priority Reason – if order is marked as urgent a 

priority reason is required to be selected from 
dropdown 

i. Comments – for order notes 

5) The page shows the vaccine lots available in that order set. 
  

6) The Recommended Order Quantity (ROQ) section provides 
guidance on the amount of doses that are recommended 
for ordering.  

a. If the vaccine has not been ordered before, the 
message No Previous Order History appears in the 
field 

b. If the vaccine has been ordered, the ROQ appears 
as a button that can be clicked for information on 
how the amount was calculated.  

c. After clicking the blue button, the ROQ window 
pops up with a history of the previous doses 
administered and the calculation for the ROQ. 
 

 

 

 

 

 

7) Users will enter in the amount of doses requested for the 
vaccines available in the order set. 
 

8) Click Save to save the current order information. 
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9) Click Next when ready to continue creating the order. 

 
 

10) The final step in the ordering workflow is verifying Shipping 
Information. The delivery hours may be updated by clicking 
the icon in the Delivery Hours heading, click Save when 
finished.  
 

11) If there are any special delivery instructions, click the 
Delivery Instructions box and enter comment. 
 

12)  When finished updating the shipping information, 
click Submit Order. The Orders and Transfers page reopens 
with the new order added to the Inbound Orders & 
Transfers list. 
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This guide will provide information on how to create, view and receive a new transfer in VOMS. If the organization/facility has the Allow 

transfers option enabled, authorized users can create new transfers from the Orders and Transfers page. 

Orders & Returns 

1) Select Orders & Returns menu heading (1). Then select Orders 
& Transfers (2). On the top left of the page select New Transfer 
(3). 

 

2) The New Transfer page opens and the toggle icon on the top bar 
is defaulted to Transfer.  

Note: Toggling the icon to Advertise will start the Vaccine 
Advertise workflow see Advertise Vaccines QRG.  

3) Select a Receiving Organization and Receiving Facility to whom 
the transfer is being sent to.  

 

Select Doses to Transfer 

1) A search bar is available to view only those vaccines designated 
by the search criteria. 

2) All non-expired vaccines that are currently on hand will display 
on the table for the ability to transfer.  

3) The default sort order is by expiration date. 

 

4) Select a vaccine to transfer by entering the desired Transfer 
Quantity.  

5) If a transfer quantity is entered, then Add Comment is a required 
field before Submit to be clicked.  

 

 

6) A confirmation message will appear including the transfer 
number upon clicking Submit.  

 

View Transfer Status 

1) After a transfer has been submitted it will go through the 
approval process (if required). To view the status of the 
submitted transfer, navigate back to the Outbound Transfers 
tab.  
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2) The following ‘Order & Transfers’ status can be displayed 
depending on what stage it is in: 

a. In Manual Review – pending approval 

b. Pending Local / State Approval  

c. Approved – transfer is approved 

d. Denied – transfer was not approved 

3) Once a transfer has been Approved the Sending Organization 
can proceed with the delivery process. 

4) An Inbound transfer will have appeared on the Receiving 
Organizations Inbound Orders & Transfers tab. The Receiving 
organization will need to complete the receipt process for the 
transfer once it physically arrives.  

5) Once the transfer is received, the vaccine will automatically 
populate on the Receiving Organizations inventory. 

6) On the Sending Organizations Outbound Transfer tab the 
transfer will be removed automatically and deducted from the 
Sending Organizations inventory upon receipt. 

7) This completes the process of sending and receiving a transfer.  
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This guide will provide information on how to create, view and receive a vaccine advertisement in VOMS. If the organization/facility has the 

Allow transfers option enabled and Enable Vaccine Advertisement checked, authorized users can create and request vaccine advertisements 

from the Orders and Transfers page. 

Orders & Returns 

Create Vaccine Advertisement 

1) Select Orders & Returns menu heading (1). Then select Orders
& Transfers (2). On the top left of the page select New Transfer
(3).

2) The New Transfer page opens and the toggle switch on the top
bar is defaulted to Transfer. Click the switch to Advertise.

Select Doses to Advertise 

1) A search bar is available to view only those vaccines designated
by the search criteria.

2) All non-expired vaccines that are currently on hand will display
on the table for the ability to advertise for transfer.

3) The default sort order is by expiration date.

4) Select a vaccine to advertise by entering the desired Advertise
Quantity.

5) If an advertise quantity is entered, then the user must Add a
Comment before Submit Advertisement can be clicked.

6) A confirmation message will appear including the number of
Advertisements created upon clicking Submit.

7) When a facility requests the transfer (from the Advertisement
Listing tab) an outbound transfer will be generated. If approval
is required, the status will show In Manual Review. Once
approved you can proceed with the transfer.
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Advertisement Listing 

1) Select Orders & Returns menu heading (1). Then select Orders
& Transfers (2). The third tab is Advertisement Listing (3).

2) Vaccines that display on this tab represent vaccines posted by
other providers and are available to request.

3) Enter in the amount of doses you would like to request in the
Requested Doses box(s).

4) Clicking Request Transfer will bring up a Submit Transfer
Confirmation pop up  listing all organizations / facilities and
vaccine information before the advertise request is complete.

5) Verify all details are correct and click Submit.

6) If applicable, the requested transfer will go through the
approval process.

7) The following ‘Order & Transfers’ status’ can be displayed
depending on what stage it is in:

a. In Manual Review – pending approval

b. Pending Local / State Approval

c. Approved – transfer is approved

d. Denied – transfer was not approved

8) Once a transfer request has been Approved the Sending
Organization can proceed with the delivery process.

Receive Inbound Transfer 

1) An Inbound transfer will have appeared on the Receiving
Organizations Inbound Orders & Transfers tab. The Receiving
organization will need to complete the receipt process for the
transfer once it physically arrives.

2) Once the transfer is received, the vaccine will automatically
populate on the Receiving Organizations inventory.

3) On the Sending Organizations Outbound Transfer tab the
transfer will be removed automatically and deducted from the
Sending Organizations inventory upon receipt.

4) This completes the process of sending and receiving a transfer.
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This guide gives instructions on how to reconcile vaccine inventory at the Public and Private stock level. Reconciliation is a process that can be done 

throughout the month allowing for a higher quality of vaccine management.  
 

Reconciliation Page 

1) Select Inventory menu heading. Click Reconciliation under the menu to 
show vaccine inventory. The reconcile inventory page has two tabs, Public 
and Private, allowing for easier reconciling for ordering purposes.  

2) The header across the top shows when reports are due, last reported 
date, and provides a legend detailing expiration colors/symbols 

 

3) The following headers are available for reconciling either Public or Private 
inventory: 

1. Vaccine – vaccine name, manufacturer, packaging information, 
and NDC number 

2. Lot# - vaccine lot number 
3. Exp Date – expiration date 
4. Funding Source – vaccine funding source. Ex: PUB (Public), PRVT 

(Private) 
5. Transaction History – history of doses received, undecremented 

doses administered, doses administered, and inventory 
adjustments 

6. Quantity on Hand – doses available to administer 
7. Physical Counts – area to input physical vaccine counts 
8. Discrepancy – if Quantity on Hand and Physical Counts do not 

match,  this column will automatically adjust accordingly 
9. Adjustments – vaccine discrepancy documentation  
10. Inactivate – if Quantity on Hand is zero, check  to hide the lot 

number  on the page 

4) Vaccines are grouped together by vaccine family name. Each lot number 
will be listed separately. 

 

 
Print Reconciliation Worksheet 
Printing the reconciliation worksheet helps ensure dose numbers are 
recorded accurately at vaccine storage location(s). 

1) To generate and print the worksheet, click the printer icon on the top 
right side of the reconciliation page.  

a. The Public tab will print only Public vaccines and the Private 
tab will print only the Private vaccines. 

2) At the bottom of the worksheet click Print to print the worksheet or click 
Close to 
close the 
page. 
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Adjustments 
If there is a discrepancy between Quantity on Hand and the Physical 
Count for a specific vaccine lot, an adjustment will be required for all 
Public vaccines. All doses should be accurately adjusted for based on 
specific Category and Reason.  
 
For Example:  

 Quantity on Hand = 60 doses of DTaP  

 Physical Counts = 58 doses of DTaP 

 Discrepancy = -2 
 

 
 

 
 

 
 
After Adjust has been clicked a pop-up will appear. This is where 
adjustments of dose number and reasoning will be documented.   
 
1) Enter dose amount, select adjustment category and adjustment 

reason from the related drop-down lists 
a. Add Another will automatically add a new row if another 

adjustment reason needs to be documented according to 
the Total Doses Off number 

b. Total Doses must be equal to zero 
2) Click Save to save information and return to the Reconcile Inventory 

page.  
 

 

Note: Window cannot be closed until the entire dose discrepancy amount 
has been accounted for with adjustment reasons.  

 

 
 

 
Submit Inventory 
Once finished reconciling inventory there are three options:  
 

1. Click Clear to erase all previously entered counts 

2. Click Save to save the inventory and submit later  

3. Click Submit Inventory to submit the inventory reconciliation.  
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This guide will provide information on viewing order status and how to receive orders in VOMS. Users with required permissions will be allowed 
to view a list of all in process orders and transfers. All orders placed in VOMS need to be manually received for the vaccines to be added to the 

providers inventory. 

Orders & Transfers 

1) Select Orders & Returns menu heading. Then select Orders & 
Transfers.  

2) The page has 2 or 3 tabs depending on permissions.  

a. Inbound Orders & Transfers - Displays a list of 
orders and transfers that are being sent to the 
selected or assigned organization/facility. 

b. Outbound Transfers - Displays a list of transfers and 
returns that are being generated by or sent by the 
selected or assigned organization/facility. 

3) There is a search box or the user has the ability to sort 
the Number column by clicking on the column header to find 
specific orders.  

 

4) The following ‘Order & Transfers’ status can be displayed 
depending on what stage it is in: 

a. Saved – order has been created not submitted 

b. In Manual Review – pending approval 

c. Pending Local / State Approval  

d. Approved – order is approved 

e. Denied – order was not approved 

f. Shipped – order is in transit 

g. Partially Received – items still pending receipt 

5) Once an order is ready to be received, the button in the ‘Action 
Column’ will change to Receive and turn green. 

 

Receive Order 
 
1) Click Receive to view the vaccine order details. The ‘Receive 

Order’ page opens with the following information:  
1. The order number; VTrckS order number (if applicable); 

order date; ordered by; approval organization; approval 
date and order set displayed at the top. 

2. The vaccine order details will be displayed underneath 
the header information. 
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2) Enter in the Receipt Quantity in the Receipt Quantity field. If the 

Receipt Quantity is equal to the Approved or Shipped Quantity, 
no adjustment will need to be made. 
 

3) If the Receipt Quantity is less than the Approved or Shipped 
Quantity an adjustment must be entered for the discrepancy by 
clicking the Adjust button in the ‘Action Column’.  
 

 

 
 
Note: Multiple lines may be added to account for one or more 
adjustment reasons.  
 
4) Once all adjustments have been made, click Save.  

 
5) After all doses have been entered into the Receipt Quantity, 

click Receive. The order will no longer appear on the Inbound 
Orders & Transfers.   
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This guide will provide information on how to view and process vaccine returns in VOMS. Only users that have the ‘Allow Vaccines Returns’ 

permission will be allowed to complete the returns workflow. 

Orders & Transfers 

1) The Returns workflow begins when a provider reconciles 
inventory in VOMS with a returnable reason. Examples include: 

a. Spoiled / Not Properly Stored 

b. Recall / Vaccine Recall 

2) Once the Reconciliation page has been Saved or Submitted a 
message will appear notifying the user that an automatic return 
has been generated.  

3) Click Go To Returns to be taken directly to the Vaccines Returns 
page or navigate to the returns page via the left hand menu. 

 

4) From the Vaccine Returns page you will be required to select a 
Shipping Label Method. 

a. Mail  

b. Pick-up  

c. Email - this is only available if the primary vaccine 
coordinator has an email in IWeb 

5) All vaccine returns details will display in the table below.  

6) Enter the number of doses to be returned in the Quantity to 
Return column. 

Note: The Quantity to Return can be less than the 
Returnable Quantity but cannot be greater than the 
Returnable Quantity.  

7) If the Quantity to Return is less than the Returnable Quantity it 
will stay on the Vaccine Return page until it is either returned or 
deleted.  

8) Use the delete icons to remove vaccines that been lost or 
discarded (note: this is a user specific permission).  

 

9) After selecting a Shipping Label Method and a Quantity To 
Return, select the Submit and Print Vaccine Return button.  
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10) Upon clicking Submit and Print Vaccine Return a Vaccine Return 
Submission pop-up will appear requiring the user to select how 
many boxes are required for the return.  

11) All the return vaccine details are listed in the table. The user can 
‘X’ out or click Confirm and Print to move onto the last step of 
the Returns process. 

 

12) The packing slip will be generated in PDF form to be printed out 
and put into the box(s) when the return is being shipped back to 
the Receiving Organization.  

13) Each return item will be listed with its own IIS Return ID.  

 

14) Once Close is selected the user will be directed back to the 
Vaccine Returns page and will notice the returns are not listed 
on the page.  

15) This completes the vaccine returns process.  
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