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VAMS Clinic Front Desk and 
Healthcare Professional 

Training with Q&A

This Presentation Will Begin Momentarily



Agenda

•Who is Eligible to Receive the Vaccine?

•Clinic Front Desk Roles and Responsibilities

•Healthcare Professional Roles and  Responsibilities

•Recent and Upcoming Enhancements

•Supports

•Best Practices

•Q&A



How do you know who is 
eligible to receive the vaccine?

•Phases and Eligibility 

•Visit: https://portal.ct.gov/Coronavirus/covid-
19%20vaccinations

https://portal.ct.gov/Coronavirus/covid-19%20vaccinations


Standard and Mobile Clinic 
Roles and Responsibilities

•Standard and Mobile 
Clinic Administrator

• Inventory Manager

•Clinic Front Desk

•Clinic Healthcare 
Professional



Activities in 
VAMS based on 
Clinic User Role



Clinic Front Desk Roles and 
Responsibilities



Clinic Front Desk Recent 
Enhancements – VAMS 2.2

• Standard and mobile clinic 
front desk staff can edit 
recipient records

•New questions asked of 
standard and mobile clinic 
front desk staff when 
scheduling walk-in 
appointments

• You can find the Release 
Notes in the Help feature 
in VAMS



Standard And Mobile Clinic Front Desk 
Staff Can Edit Recipient Records

• Search for an existing recipient

• Click the hyperlink of their name 
in the search results (not the 
check box)

• Click the Edit button, make edits

• Click Save

• Note:  Recipient records cannot 
be edited if they have 
completed their vaccination 
schedule, or they have 
completed their registration in 
VAMS.



New Questions Asked Of Standard And 
Mobile Clinic Front Desk Staff When 
Scheduling Walk-in Appointments

•When scheduling a walk in, if 
no prior doses are recorded in 
VAMS:

• Answer Has the recipient ever 
received a COVID-19 Vaccine?

• If Yes, the vaccine 
manufacturer and date of 
vaccination must be entered.

• If recipient has a first dose 
recorded in VAMS and is not 
yet due for their second dose:

• Are you sure you want to 
vaccinate early? Select 
Continue to proceed or Cancel 
to cancel scheduling



Check In Recipients

• Recipient Check-in Tab

• Search for existing recipient

• Add new recipient

• Recipient Info

• Insurance

• Review and confirm information

• Schedule walk-in or schedule future 
appointment



Confirm Identity and Eligibility

• It is the provider’s responsibility to ensure vaccine 
administration is done in line with current phase 
eligibility, and individuals should be asked to 
present verification of eligibility at the time of 
appointment. Verification can include:

• For age-based eligibility: drivers license, passport, or 
other ID showing date of birth

• For work-based eligibility: ID card, paystub, childcare 
license, or letter from the employer

• Personal Attestation is Acceptable

• If the documentation does not indicate residency in 
Connecticut or Connecticut-based work, the 
individual should be asked to attest that they live or 
work in Connecticut.

• As part of a focus on access and equity, individuals 
who attest to eligibility but cannot produce 
documentation should still be able to access COVID 
vaccines.



Pre-vaccination 
Questionnaire

• The Pre-vaccination Questionnaire 
must be completed before 
receiving the vaccination
• Recipients receive a notification prior 

to their appointment with a link to 
the questionnaire
• VAMS will indicate if the recipient 

has completed their Pre-
vaccination Questionnaire
• If they have not completed the 

questionnaire, they can log into their 
VAMS account or check their email to 
complete it or the healthcare 
professional can complete it with the 
recipient at the beginning of the 
appointment



Create Walk-in Appointment



Cancel Appointment

• On the Recipient Check-In page in the Appointments table, 

click Cancel in the Cancel Appointment column

• A screen with the appointment details appear

• Select a cancellation reason from the drop-down menu
• Click Cancel Appointment to cancel the appointment

• Click Keep Appointment if you no longer want to cancel 

the appointment

• A cancellation confirmation message appears

• Click OK and you will return to the Clinic Portal home 
page



Healthcare Professional Roles 
and  Responsibilities



Healthcare Professional Recent 
Enhancements

• Healthcare professionals at all clinic 
types have a new single-page Log 
Vaccination flow

• Edit a recipient’s completed vaccination 
record to reflect receipt of the Johnson 
and Johnson Janssen vaccine 

• Vaccine Protocol Checks in the System

• If the number of doses the recipient has 
received is equal to the number outlined in the 
protocol, you will receive an error message that 
no more doses should be administered

• If you try to administer vaccine to a recipient 
prior to the next recommended date, based on 
the vaccine protocol, you will see an alert 
warning you the recipient is not yet considered 
eligible for a 2nd dose.  You will be asked if you 
want o proceed and vaccinate early or cancel. 



Healthcare Professional 
Vaccine Administration

• Log Vaccine

• Administer Vaccine

• Log Waste if necessary



Recording Vaccination in VAMS

• Find Recipient – Recipient Check in tab

• Click on Recipient's hyperlink

• If they did not complete the pre-
vaccination questionnaire, you can 
complete it with them

• If recording 2nd dose, 1st dose 
information if recorded in VAMS 
appears to review, including notes

• If an extra dose from a vial is given to a 
recipient, you must work with the 
inventory manager to ensure that extra 
dose is added to the inventory. Every 
dose must be accounted for in the 
inventory



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


Best Practices



Questions?



Ongoing Training for 
Registered VAMS Users

Wednesdays 12:00 – 1:00

Fridays 9:00 – 10:00

Mondays 2:00 – 3:30 – Various topics as needed

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


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

