
DPH Immunization and Travel Clinic Vaccine Inventory Processes (Ordering -> Patient Encounter -> Billing)
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Current State (02/25/2013)

Vaxtrax Reports/
Trends

Visual Assessment 
of Refrigerator Stock

Account for Season 
and Budget

Child

Adult

Travel

Inventory Vaccine 
Reconciliation by 

Lori
Compare to VaxTrax

Single 
Dose

Multi-
Dose

Counts match 
Vaxtrax?

Search for Missing 
Vaccines

Adjust Vaxtrax 
Inventory

Document Reason 
for Adjustment

Wasted 
Doses

NO

Complete CDPHE 
report for Vaccines 

used

YES

Private

VFC

317

Obtain 
Signature

Vtracks online

E-form to 
CDPHE

Fax 
Confirmation

Email 
confirmation 

saved

Complete 
Form

Fax to 
Pharmacy

Pick clinic, 
update 

inventory
Order Vaccine

Print 
Inventory, 

saved

Must 
order 
DHHA 

approved

File order 
paperwork

DPS private 
folder

Pick clinic, 
update 

inventory
Order Vaccine

Print 
inventory/

order
File in book

Print order, file 
paperwork 
(VFC book)

Private

VFC and 317
Receive vaccine and 

paperwork

Receive vaccine and 
paperwork

Reconcile 
paperwork and 

vaccine
Invoice?

Staple

Copy all 
paperwork 
per vendor 

to Cathy

YES

Paperclip

NO

Highlight 
what was 
received

Per vendor

Reconcile 
paperwork and 

vaccine

Carefully check 
order sheets for 317 

vs. VFC

Put paperwork in 
binder

Put in vaccines 
as cc-conversion

Put in vaccines 
as cc-conversion

DHRx as source 
in Vaxtrax

Green stickers

CDPHE as source

VFC: 
orange 
stickers

317: 
yellow 
stickers

Put in private fridge 
area

Peds: 
travel, 
routine

Adult: 
travel, 
routine

Free 
from 
CPHE 
(pink 

sticker)

Put in VFC fridge 
area

Put in 317 fridge 
area

VFC clinic

VFC 
school

State 
rabies vet 
tech, no 
sticker

Create Daily Lot List Create Daily Boat

Greet patient, 
determine need 

(consent form type)

Child: english/
spanish, 

regular or with 
travel 

addendum

Adult: english/
spanish 

(regular and 
travel are 

same form)

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 (non-billing)

Billing (CHP+, 
medicaid)

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

Nurse gets 
paperwork

Develop 
PAR levels

Standard 
ordering 

tool

Keep daily 
history of 

lot #s

Standard 
Inventory 

time to order

Standard 
form 

(checklist/
process)

Electronic 
Ordering

Electronic 
Confirmation 

file

Eliminate DPS 
folder

Electronic 
Filing

Electronic 
invoice 

processing
Separate 
orders by 

manufacturer
Partial order 

process

No more 
paperclips and 

staple

Order VFC 
and 317 at 
separate 

times

Electronic 
Filing Standard 

Operating 
Procedures

ONLY have 
VFC, private, 

317 as groups
Label Shelves

Checklist label for 
Routing Slip, 

place over lot #s
Travel: change 

VaxTrax 
program to 

Travel

Private: 
change Vaxtrax 

to not VFC

Routine VFC: 
predetermined 

by Invision

Family tell what they 
need, pick private 

lot #

Collect payment and 
print forms

Nurse gets 
paperwork

Pull VaxTrax 
recommend and 

print it

Nurse gets 
paperwork

Program 
predetermined by 

Invision

Stamp Routing slip 
with “Eligible” Nurse gets 

paperwork

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 VFC non-billing, 
Lori asks about 
donation (other 

nurses don’t)

Education of 
vaccines eligible 

for

Complete back of 
consent form, 
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 encourage 
additional 

vaccines, gives 
vaccine

Standard 
scripting on 

cost/
donation

Standard work: 
documentation

Check with pt 
on vaccines 

before doc. Lot 
#s

Nurse gives chart to 
clerk, clerk charts 

vaccinesin Vaxtrax, 
set program

Nurse charts 
vaccines in Vaxtrax, 

set program

Print record

Print record if 
necessary

Collect payment (if 
non-billing)

Patient leaves
Standard 
checkout 
Process

Do clinic stats
Review every 

patient’s chart
Check site and 

provider
Check lot # Check program

If lot discrepancy, 
give to Lori to fix

Create a QA 
process for 

checking errors

Add a QA 
process to 
check for 

correct lot 
usage

Peer audits 
(nurses)

All consent forms 
put in box by day

Pull Medicaid and 
CHP+ clients out 
(~2x per month)

Put in Excel billing 
spreasheet

Sarah receive 
monthly billing 
sheet from Deb 

Restivo

All private vaccines 
(adult/CHP+) 

verified by billing

If denied, sends 
printed eligibility to 

get reimbursed

If denied, fixes 
vaccine lots (10%)

Michelle billing: 
checks >7days after 

billing

Standard 
billing process 

(daily)

Change/
update forms, 

CPT/DX

Improve 
reporting (bill) 

process

Denial vaccine 
reconciliation 

process

Automated 
billing tracking 

system
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