
 

Version 2.0                                                                                                                                                                           07/02/2021             
1 

 

Recording Past Vaccinations in VAMS 
Document Doses in Third Party Clinic 

Record a 1st Dose given Outside of VAMS 
Scenario: A recipient is receiving their 2nd dose at your clinic, but their 1st dose was given by a non-
VAMS vaccine provider (e.g. CVS pharmacy, MyChart, etc.).   

The recipient has a VAMS account. The 1st Dose does not decrement from your inventory. 

Healthcare Professional  
Follow these steps: 

 Click on Other Recipients tab. 
 Click on Find a Recipient. 
 Enter search information for recipient and click Search. 
 Confirm name and date of birth, then click on the checkbox to the left of the correct 

recipient. 
 Click Add Recipient. 

A Pop-Up appears confirming Recipient has been added to the clinic. 

 Go back to Clinic Portal. 
 Click on Other Recipients tab. The recipient will be listed. 
 Click on the recipient’s name (blue hyperlink). 
 Select Yes for “Have pre-vaccination actions been completed?”. If you select No, you will 

not be able to document the vaccination. 
 Click Next 

The Recipient Details screen will open. 

 Review the recipient information on the Recipient Details screen (edit if necessary), 
then click the Vaccine Administration tab. 

 Click Log Vaccination. 
 Select Yes for “Has the recipient ever received a COVID-19 vaccine?”  

Additional fields will open. 

 Click the radio button corresponding to the vaccine the recipient received in the “Which 
vaccine did the recipient receive?” question and input the date in the Prior vaccination date 
field. 

 Click on Continue. 
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You will then be able to log the 2nd dose within VAMS. 

Scenario: A recipient is receiving their 2nd dose at your clinic, but their 1st dose was given by a non-
VAMS vaccine provider (e.g. CVS pharmacy, MyChart, etc.).   

The recipient does NOT have a VAMS account. The 1st Dose does not decrement from your 
inventory. 

Healthcare Professional  
Follow these steps: 

 On the Recipient management tab, click on Add Recipient. 
 Complete the Recipient information.  Click Next. 

 
 
 

 Confirm the information on the Review tab by checking the box, then click Finish. 

A message appears confirming Recipient successfully added. 

 Click Back to Portal. 
 Navigate back to the correct clinic and from the Recipient management tab, click on the 

blue hyperlinked name for the correct recipient. 

The Recipient Details screen will open. 

 
 
 
 

  Review the recipient information on the Recipient Details screen (edit if necessary), then 
click the Vaccine Administration tab. 

 Click Log Vaccination. 
 Select Yes for “Has the recipient ever received a COVID-19 vaccine?”  

Additional fields will open. 

 Click the radio button corresponding to the vaccine the recipient received in the “Which 
vaccine did the recipient receive? Question and input the date in the Prior vaccination date field. 

 Click on Continue. 
You will then be able to log the 2nd dose within VAMS. 

 

Note: You can answer if the recipient completed pre-
vaccination actions here.  This must be responded to as 
“Yes” to log past vaccination. 

 

Note: If you did not say yes that prevaccination actions 
were completed during Step 2, you will be asked again 
here.  You must select Yes to be able to document the 
vaccination. If you select No, you will not be able to 
document the vaccination. 
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Record a 1st Dose Administered at your Clinic 
Scenario: A recipient received their 1st Dose at your clinic and you need to record that past 
vaccination in order to administer their 2nd Dose at your clinic. 

This dose will be taken out of your inventory. 

 

 

 

Healthcare Professional  
Follow these steps: 

 On the Recipient management tab, click Record past vaccination. 
 Enter Healthcare administrator name or email in the search box and select the correct 

administrator from the results. 
 Click Search 
 The system asks, “Would you like to record vaccinations with this provider as the 

administrator?”  If the administrator listed is correct, click on Record vaccination(s) 
 Enter the recipient’s name in the Recipient name field (the recipient must be listed in your 

clinic) and select the correct recipient from the results. 
 Complete the fields for Manufacturer, Product, UoU (vial) lot number, Site, and 

vaccination Date and Time. 
 Click Done. 

 

 

 

 

 

 

 

 

  

  

 

  

 

NOTE: You may need to reconcile inventory since 
vaccine was actually given but not decremented from 
inventory at time of vaccination 
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