
DPH Immunization and Travel Clinic Vaccine Inventory Processes (Ordering -> Patient Encounter -> Billing)
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Target State (04/03/2013)

Check PAR levels 
and VaxTrax Trends

VFC

317

Travel

Complete CDPHE 
report for Vaccines 

used

Private (3d week of 
month)

VFC (1st week of 
month)

317 (2nd week of 
month)

Vtracks online

E-form to 
CDPHE

Email 
confirmation 

saved

Electronic 
ordering sheet, 

cc manager

Pick clinic, 
update 

inventory
Order Vaccine

Print 
Inventory, 

saved

Must 
order 
DHHA 

approved

Pick clinic, 
update 

inventory
Order Vaccine

Print 
inventory/

order

Receive vaccine and 
paperwork

Reconcile 
paperwork and 

vaccine

 Put in correct 
source (DHRx vs 

CDPHE)

Private: Green 
stickers

Put in private fridge 
area

Put in VFC fridge 
area

Put in 317 fridge 
area

Create Daily Lot List Create Daily Boat

Greet patient, 
determine need 

(consent form type)

Clerk: register, check 
form for completion, 

obtain ID and 
insurance card

Clerk: register, check 
form for completion, 

obtain ID and 
insurance card

Did Invision 
verify insurance?

Verify in 
medicaid 

portal, 
print

NO

If medicaid, verify in 
portal and print 

elibigility

Input vaccine info 
(from CIIS, records 

brought in) into 
VaxTrax

YES

Adult (non-billing)

Child (travel and 
private)

Billing or VFC

Offer VIS

Change program for 
travel and 317

Select proper lot # 
for vaccine

Approve and print 
routing sheet

Take payment, 
staple receipt to 

routing form

If Travel: change 
VaxTrax program to 

Travel

Family tell what they 
need, pick private 

lot #

Collect payment and 
print forms

Nurse gets 
paperwork

Pull VaxTrax 
recommend and 

print it

Nurse checks vials, 
lot numbers, boat

Patient comes in Child or Adult?

Nurse review 
record of child

Nurse check 
consent form, 

verify health q’s

Review health 
questions, 

consent form

If donation-
eligible, ask for 

donation

Education of 
vaccines eligible 

for, VIS sheet
Parent signs

Give Vaccine
Child

Adult
Patient signs 

consent

Nurse circles 
vaccines, patient 

initials

Nurse documents 
lot #s, signs and 

dates

Nurse write 
return date, gives 
reminder sheet (if 

necessary)

Nurse charts 
vaccines in Vaxtrax, 

set program

Nurse prints records 
if necessary

Do clinic stats
If lot discrepancy, 
give to Lori to fix

Pull billing consents 
at the end of each 

day

Bill the following 
morning in Excel 

spreadsheet

Automated billing 
tracking system

Automated denial 
vaccine 

reconciliation 
process

Fill out sticker and 
place over lot 

numbers

Donation given?

Patient leaves

Clerk collects 
payment

NO

YES

Give random sample 
for weekly nurse 

peer review process

Adult or Child?

Child

Adult

Check borrow lot 
boat for 

reconciliation

Copy of consents 
filed in borrow 

folder

File in color coded 
book

Private

VFC and 317

Mark date received 
and comments on 
electronic ordering 

sheet

File in color coded 
binder

Enter vaccines in mL 
in VaxTrax

VFC: Orange 
stickers

317: Yellow 
stickers
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