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VAMS Clinic Administrator and 
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Agenda

•Who is Eligible to Receive the Vaccine?

•Types of Clinics – General Overview

•Recent Enhancements

•Clinic Administrator Roles and Responsibilities

•Inventory Manager Roles and  Responsibilities

•Reports

•Supports

•Best Practices

•Q&A



VAMS Types of Clinics 
General Overview

Standard | Options for this type 
of clinic in VAMS include clinic, 
hospital, pharmacy, and pop-up.

Mobile |  This type of clinic is 
one clinic with multiple locations 
for vaccination.

Third-Party| These types of 
clinics are ones that are 
responsible for adding recipients 
in VAMS, documenting recipient 
vaccination and schedule 2nd

doses.



Recent Enhancements 
VAMS 2.3

• Third Party Clinic 
Administrators and 
Healthcare Professionals 
Can Edit Recipient Records

• Standard and Mobile Clinic 
Administrators Can Message 
Recipients with Scheduled 
Appointments

• Inventory Will Automatically 
Update when a Healthcare 
Professional Edits or 
Invalidates Vaccination 
Records 



Clinic Roles and Responsibilities

Standard and Mobile Clinic

•Clinic Administrator

• Inventory Manager

•Clinic Front Desk

•Clinic Healthcare Professional

Third Party Clinic

•Clinic Administrator

• Inventory Manager

•Clinic Healthcare Professional



VAMS Standard and Mobile 
Clinic Set Up Instructions

•Activate User Account

• Set up Clinic Schedule

• Appointment Duration

• Operating Hours

• Treatment Stations

• Clinic Appointment Reservation 
Tiers

• Set Up Limited Service Groups 
as Needed

•Manage Users

• Log Inventory



VAMS Third-Party Clinic 
Set Up Instructions

•Activate your account

•Manage Users

• Log Inventory

•Add vaccine recipients

•Document prevaccination 
actions have been completed

•Track recipient next-dose 
eligibility



Registering Your Clinic

•You will be confirming:

•Clinic Point of Contact Info

•Clinic Information

•Primary Address

•Shipping Address

•Phone Number



Setting Up Clinic Schedule

•Confirm Clinic Details 

•Appointment Duration

•Clinic Operating Hours

•Treatment Stations

•Location End Date

•Vaccine Products Carried

•Clinic Appointment 
Tiers/Appointment 
Reservations

•Guidance provides step by step 
instructions



Standard Clinic Reminders

Clinics should: 

•Establish unique operating hours and treatment 
stations for each

•Name the set of operating hours created for a 
clinic or treatment station to match the clinic 
where they are being used (e.g., ABC Clinic 
Operating Hours & ABC Clinic Treatment Station 1 
Operating Hours)



Clinic Appointment Reservation 
Tiers

• Standard and mobile clinic 
administrators can set appointment 
tier percentages

• Reservation tiers are based on the 
recipient’s experience. They use a 
rolling timeline with “Today - Day 1” 
being the recipient’s appointment 
scheduling search day. 

• If your clinic does not customize your 
percentage of appointment 
reservations, then your clinic will 
default to the jurisdiction’s 
percentages. 



Setting Up Limited Service 
Groups (Closed PODs)

Standard and mobile clinic administrators 
can limit their clinic’s visibility in VAMS to 
only select organizations, known as limited 
service groups:

• A separate clinic portal must be set up 
for a closed pod and organization(s).

• This clinic cannot have a closed pod and 
public schedule.

• Clinic schedule/Treatment Stations still 
need to be set-up. Available for 
Scheduling checkbox checked.

• A maximum of 10 organizations can be 
listed in each clinic portal.

• Clinics can only add organizations that 
are already registered in VAMS



Changing the VAMS Clinic Point 
of Contact

If the current Clinic Administrator has an 
active account in VAMS: 
1) Clinic Administrator should log into VAMS, 
click on the Manage Users tab and add the 
new user with the role of Clinic Administrator. 
An email is needed to add the user. 
2) If the new Point of Contact has an account 
in VAMS, the existing Clinic Administrator can 
also edit the role(s) by clicking on the user’s 
name in the clinic members table and clicking 
the edit icon in the Role(s) field to add the 
Clinic Administrator role. 

If the current Clinic Administrator does not 
have an active account in VAMS: 
1) Contact the VAMS Phone Helpdesk at 1-833-
957-1100 to request a change in the role of 
Clinic Administrator



VAMS 2nd Dose Scheduling

2nd dose appointments should be scheduled for recipients 
before the recipient leaves your clinic: 

•Clinics can schedule future appointments on behalf of 
recipients

•During the observation period is the perfect time

•The recipient can log into their account and schedule 
an appointment

•A staff member with Front Desk role can schedule the 
appointment



Set Appointment Reservation 
Percentages to 100% for 2nd dose only

•Run a 2nd dose only clinic to restrict only recipients needing a 2nd

dose to schedule in your clinic. 

•On the Clinic Reservation tab, click on each cell and change the % 
Reserved for Second Doses to 100% for each Tier. 

Note: You 

can also 

restrict 

scheduling 

groups with 

this option.



Schedule Future 2nd Dose 
Appointments

• Log into clinic portal used for 2nd dose appointments

• Search for existing recipient (they must have an account in VAMS)

• Select recipient

•Click on Schedule Future Appointment

• Select Yes for receiving a previous vaccine.

• If VAMS does not have 1st dose recorded answer the questions 
about the 1st dose vaccine and administered date.

•Enter your clinics zip code or address, click on Search.

•Choose your clinic and schedule the appointment.

•Recipient receives an appointment confirmation email/text.



Inventory Manager Roles 
and  Responsibilities

•Place and manage 
inventory requests

•Log vaccine inventory 
and waste 

•Add extra doses when 
needed

•Monitor inventory levels

•Communicate with DPH 
regarding your inventory 
requests



Inventory Requests are Done 
Outside of VAMS

https://dphsubmissions.ct.gov/ClinicVaccinationOrder

•Online order 
form

•Submit by noon 
Tuesday for 
expected 
Monday delivery

•Deliveries are not 
guaranteed

https://dphsubmissions.ct.gov/ClinicVaccinationOrder


Logging Inventory

•Click the Inventory 
Management tab

•Click “Manually Log 
Inventory”

•Enter the vaccine 
product 
information



Transferring Doses

Internally from one of your 
clinics to another:

•Reduce the inventory from 
the clinic you wish to transfer 
doses from

•Add the transferred vaccines 
to the clinic you wish to 
transfer to

If transferring externally to 
another clinic that you do not 
administer submit a completed 
COVID-19 Vaccine 
Redistribution Agreement Form



Extra Doses Guidance

•Manually Add Vials

•Manually reduce 
doses

•Pfizer now reads as 
6 doses per vial



Clinic Reports

• For reports that say Last 30 days, you can customize the filter to 
extend it farther back.

Report Name Standard and Mobile 

Clinic

Third Party Clinic

Vaccination Administration

Scheduled Appointment 

Clinic Capacity

Inventory-Vaccine Level

Exporting Recipient List



Requesting a Clinic to be Set Up 
in VAMS

To request additional VAMS 
clinics:
• https://portal.ct.gov/DPH/Immu

nizations/VAMS-Training

Tips on creating new clinic:
• Consider having separate clinics for 

1st and 2nd dose with 100% set for 

appointment reservations

https://portal.ct.gov/DPH/Immunizations/VAMS-Training


Pre-vaccination Questionnaire

•VAMS Pre-vaccination 
Checklist for COVID-19 
Vaccines

•Clinics can now mark 
recipient’s Pre-vaccination 
Questionnaire as being 
completed outside of VAMS



CoVP Communications Web 
Page

• DPH CoVP 
Communications Web 
Page

• https://portal.ct.gov/DPH/
Immunizations/CoVP-
Communications

• Updated Weekly

https://portal.ct.gov/DPH/Immunizations/CoVP-Communications


VAMS Training for Clinic Users 
Webpage 

https://portal.ct.gov/DPH/Immunizations/VAMS-Training

https://portal.ct.gov/DPH/Immunizations/VAMS-Training


Help Desks

•VAMS Helpdesk (For Jurisdictions and Clinics)
•Toll Free Number:  1-833-957-1100

•Hours of Operation: 8 a.m. – 8 p.m. EST Monday – Friday

•VAMS Web Form in VAMS by selecting “Help” in the top 
right header after authenticating into the portal.

•Vaccine Finder Helpdesk
• (855) 886-4317

•Email: VaccineFinder@castlighthealth.com

•CT DPH Immunization Program Helpdesk
•https:/dph-cthelpdesk.ct.gov/Ticket   
• System: COVID-19 Vaccine

mailto:VaccineFinder@castlighthealth.com


Ongoing Training for 
Registered VAMS Users

Mondays 2:00 – 3:30

Wednesdays 12:00 – 1:00

Fridays 9:00 – 10:00

Registration links available at:

https://portal.ct.gov/DPH/Immunizations/VAMS-Training

Live VAMS Helpdesk

Tuesdays and Thursdays

9:30 – 12:00

Registration links available at:

https://portal.ct.gov/DPH/Immunizations/VAMS-Training

https://portal.ct.gov/DPH/Immunizations/VAMS-Training
https://portal.ct.gov/DPH/Immunizations/VAMS-Training


Best Practices



Questions?



Thank You!

CT DPH VAMS Training Webpage

CT DPH COVID-19 Vaccine Providers Webpage

CDC VAMS Website

CDC COVID-19 Communication Toolkit

Connecticut Department of Public Health
Keeping Connecticut Healthy

https://portal.ct.gov/DPH/Immunizations/VAMS-Training
https://portal.ct.gov/DPH/Immunizations/COVID-19-Vaccine-Providers
https://www.cdc.gov/vaccines/covid-19/reporting/vams/index.html
https://www.cdc.gov/vaccines/covid-19/health-systems-communication-toolkit.html

