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Administer Vaccines

Last Modified on 11/10/2021 11:44 am EST

Version 20.14

About

The workflow for administering vaccines differs depending on whether or not a Task was created to administer the vaccine. The

following sections below will teach you how to:

Administer Vaccines Ordered

1. Open the Task to administer a vaccine using one of the below methods.
e From the Tracking Schedule, click the Task button E: .

28 oo

show: @ Actionable O Incomplete O Al

Due Date 7 Status Requested By Completed by

11/08/2021 Not Started Angelica Hoch

e From the patient's chart, click Tasks in the navigation panel.

Tasks  [NewOrder| |New Task| [Edit| [Delete]  Show: @ incomplete only OAll [ expand grid

Due Date Status Ordered By
= Department Name : Nurse
11/08/2021

Imms: FLU-IV4 6m+ pf

Completed By

Not Started Angelica Hoch

2. Double-click the Task for the vaccine.

¢ Single vaccine ordered: The Enter Vaccine Administration Information window is displayed.

Enter Vaccine Administration Information

No active medication allergies or reactions; No documented

‘Warnings/
9 |fa0d/non-medication allergies

Adverse
Reactions:

i X < date is
Date/time vaccinated: [11/9,2021 v |[08:s4 AMEH| passed to superbil

Vaccine: FLU-IIV4 6m~ pf 3197
VX v Inventory Status
0 used 100 total
Expiration date: 13172022 v o o
N ; Using VFC stock: NO
ROpSCHouRE M - Patient VFC eligibility: NO
VIS title: [Fru-nvs g-3smee -]
VIS publication date: | /262013 ~| Date wis given: [11/9/2021 ]
Counseling/ Need for vaccing, risks, benefits, potential side effects

discussed with patient/family. Counseling performed

discussion:
B funere
Counseling provider: [JHo counseling provided

Vaccinator: (<] ~| [ Add vaccine to superbill
Save Cancel
99882064 BRAEDEN CASTLE DOB : 11/15/2020

a. Confirm the Manufacturer, Expiration Date, and Lot Number.
b. Click the drop-down for Body site and select from the list.
c. Review the selections for the following checkboxes:
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¢ No counseling provided: By default this checkbox is unchecked. Select this checkbox if counseling was
not provided. This will force the assignment of non-counseled vaccine administration codes when the superbill is
converted.

o Add vaccine to superbill: By default, this checkbox is selected. If you do not want to add the charge for this
vaccine to the superbill, uncheck the checkbox.

Note: Radio buttons for Booster and High Risk are displayed in the Enter Vaccine Administration Information window
when administering the COVID-19 vaccine after the primary series is complete.

d. Click the Save button.

e 2 ormore vaccines ordered: The Immunization Order Management window is displayed.

@ Immunization Order Management: MADDISON L. “MADDI" TEST (7289) X

Ordered
Vaccines

Vaccine Name Description | clickona
) Status : Ordered, Not Yet Given paccneemst
[Continue >>]
[FLU-va 3yrs- pt [Fluzoneiz o preservative free
MMR MMR I Vaccine [T ]
var Varivax
E Status  In Stock Inventory Vo ogic
CHOLERA-IN Consent Form
covipig 100 SARS-COV-2 (COVID-19) vaccine, mRNA, spike protein, LNP, preservative free, 10
coviD19 30 SARS-COV-2 (COVID-18) vaccine, mRNA, spike protein, LINP, preservative free, 30
COVID1Z JANSSEN S4RS-COV-2 (COVID-19] vacine, vector non-replicating, recombinant spike proi| | 7 Use location
COVID19 MOD-BOOSTER SARS-COV-2 (COVID-19) vaccine, mRNA, spike protein, LNP, preservative free, 10 on main form
\n1s avecRn o2 ot - Licat o ez
D-1-p | Palio [ MMR/ | HepB [ HIB | Hepa | Fiu[FLU 18yrs- | infant  Teen/aduit | Men | Misc | inventory M Expand grid

Drag a column header here to group by that column

Vaccine 4 Vaccinator VFC Eligibility

N Vaccines
»1152021 |coviproprRTRIS:|ID  [IM 696 Cindy Malek, D |NOT ELIGIBLE

Administered to the

7132021 |HepA 2dose RA M 2035 REED FOWLEF | NOT ELIGIBLE Patient
782021 |HPVS b M 2035 REED FOWLEF | NOT ELIGIBLE
12/23/2010 |FLU - 6-35m pf I 0 Not Available UNKNOWN 90655 15
12/23/2010 |MMRY 0 Not Available UNKNOWN 90710 94
| [7/612010 [orap | 0Not Available | UNKNOWN %0700 |20
718 HepB ONot Available | UNKNOWN so7as |08
7/6/ 0 PCV13 I 0 Not Available UNKNOWN 90670 133
5/6/2010 DTaP-HepB-IPV~ 0 Not Available UNKNOWN 90723 110
| [s/62010 [pcvis | 0Not Available | UNKNOWN %0670 133
5/6/2010 | Rotavirus 2 Dose ONot Available | UNKNOWN ses1 118
3/1/2010 DTaP-HepB-IPV~ 0 Not Available UNKNOWN 90723 10
3/1/2010 PCV13 0 Not Available UNKNOWN 90670 133
| [371/2010|RotaVirus 2 Dose | 0Not Available | UNKNOWN soes1 118
12/23/2003 | HepB ONot Available | UNKNOWN s0744 |08
Total vacdnes: 15 VFC: NOT ELIGIBLE

Done

a. Inthe Status: Ordered Not Yet Given section of the window, double-click on the vaccine you are administering. The
Enter Vaccine Administration Information window is displayed.

b. Complete the information in the window as explained above.

c. Click the Save button.

d. You arereturned to the Immunization Order Management window where you'll proceed by administering the
remaining vaccines.

e. Once complete, click the Done button.

Administer Vaccines Not Ordered

1. Navigate to the Patient's Chart: Clinical, Practice Management or Billing tab > Patient Chart button.
2. Click Immunizations.

3. Click the Administer Vaccines button. The Immunization Order Management window is displayed.

4. Click the Inventory tab to view all vaccines currently in stock.

@ Immunization Order Management: JASON S, TEST (75
Vaccine Name Description Al cliekona

FLUAIVA 3yrs~ pf |FluzoneA= Quadrivalent; preservative free eI
FLU-IIVA Syrs~ pf Influsnza virus vaceing, (I1V4), Preservative-free, 0.5 ml dosage, IM
FLU-IV4 6m= pf |0.5mL; influenza, injectable, quadrivalent, preservative free; FluLaval Quadrivale W
HIB-PRP-T ACtHIB or OmniHib -
PV [IPOL enhanced inactivated polio vacdine Eeceplc
MCv4 Menactra Consent Form
MCV40 [Meningocaceal (Groups A, C, Y and W-135) Oligosaccharide Diphtheria CRM1S
[MnaR [ |
MMRY |Proquad [ Use location
MenACWY-TT (groups A, €, ¥, W-135) TT conjugate on main form
ROV 05 ml 1 ot liad, insala s Fillas 2

TP Polio | MRV || Heps [ HIE [ Hepa] Fiu | FLU 18yrs- | infant | Teen/Adutt | Men | Misd] inventory o Expand grid

5. Double-click on the Vaccine you are administering. The Enter Vaccine Administration Information window is displayed.
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6. Complete the information in the window as explained above.
7. Click the Save button.
8. You arereturned to the Immunization Order Management window, where you'll proceed by administering any additional
vaccines.
9. Once complete, click the Done button.

Version 20.13
To administer vaccines that were ordered:

. Open the Tracking Schedule window

. Select the Tracking radio button.

. Clickthe Task button [#=| to open the Patient's Task List window.

. Click the + button to expand the Department Name and double-click the vaccine to open the Immunization Order
Management window appears.

A W N =

¢ Inthe example below: clicking Imms: FLU-IIV4 3yrs+ in the Task opens the window where we can select the Vaccines to

administer.
=) Tracking Schedule =8 ol =
My View | Office View () Calendar ® Tracking Settings: o]
Date: Show @) All () Mine Expand grid [ Exclude checked out
tasks:
‘5"22"2019 v‘ O| | ¥ Auto refresh [ ]Exclude not checked in []Show billing recondiliation
£ Time .  Patient Reason Tov  Arival (3 Room Visit Status an % Tasks Biling Status \.‘r:id ' uc.thECku @ :::;, B confirm status

j@ Staff : THEO WARNER, MD (COUNT=1)
B

oex% MAYO, MAKE 15-17 yr F (del WELL VISIT, 11:20 2 ROOM 1

MD: \nProg

S@ 0.00 Unconfirmed u
Show: @ Actionable () Incomplete (Al [Fiexpand gric:

jOv ue
Future
DueDate Status
] Department Name : Nursing (1}
|05/22/2019 ot Started
| |mms: FLU-IIVA 3yrs=

Requested By  Completed by

|THEO WiARNER, I/

Note: Explanation of sections on the Immunization Order Management window:

o Status: Ordered, Not Yet Given: lists the vaccines ordered but not yet given.
o Status: In Stock: lists vaccines in stock.
e Thebottom half of the window lists the past vaccines administered for this patient.

Explanation of sections on the Immunization Order Management window: Status: Ordered, Not Yet Given: lists the vaccines
ordered but not yet given. Status: In Stock: lists vaccines in stock. The bottom half of the window lists the past vaccines

administered for this patient.

5. Double-click on the Vaccine you are administering.

e Inthe example below, FLU-1IV4 3yrs+ was double-clicked.

o If there are multiple active lots, once the FLU-11V4 3yrs+ vaccine is selected, an additional screen displays asking you to
confirm which lot of the FLU-11V4 3yrs+ vaccine you are using. Click the appropriate Vaccine Lot, and select Continue
with Highlighted Lot

©
officepracticum.com | 800.218.9916 | 602 W. Office Center Drive, Suite 350, Fort Washington, PA 19034



™
Office
o o Practicum

<] Vaccine Inventory = B
‘ New ‘ ‘ Borrow or Payback ‘ |Continue with Highlighted Lot | ‘Cnnﬂnue without Lot Information
Avalaility:
] Print highlighted lot only @ Active O Ratired
[] Expand grid O inactive () Al
Drag a column header here to group by that column
i Vaome  IMEMOY il Used  Total  Notes o ExpiryDate VFCStk VFCEligibilty  Bon
¥ [ [FLU-v4 3yrs+| FLus= | 2000 |00 | |Fooz123  Joasorzone | [ | |nva
[ FLU-Iv4 3yrs+| FLUG3 e |FLsssree lovste0t9 | [ | |n/a
16 400
Cancel

e The Enter Vaccine Administration Information window is displayed.

Enter Vaccine Administration Information

No active medication allergies or reactions; Mo documented

‘Warnings/

e food/nen-medication allergies

Reactions:

Date/time vaccinated: |5/22/2019 v|11:43am | [Vaccnation date is
2 221 s o soperain

Vaccine: FLU-IIV4 3yrs+ 1078

R PMC v Inventory Status

Expiration date: 23172013 . 16 used 200 total

Lot number: |FLsss7se

Body site: Using VFCstock  NO

ROUTE CT kRt " v Patient's VFC eligibility:0

VIS title: |FLU gnactivated) vis v

VIS ication date: | 8/7/2015 w | Date VIS given: 5/22/2019 v

MNeed for vaccine, risks, benefits, potential side effects
discussed with patient/family. Counseling performed
where

Counseling/

discussion:

Counseling provider: No counseling provided
Vaccinator: [#] Add vaccine to superbill

| save Cancel

850 MAKENNA 5. MAYO DOB : 10/16/2002

6. Confirm the vaccine information: Manufacturer, Expiration Date, and Lot Number.
7. Select the Body Site from the drop-down menu.

8. Review the selections in the following checkboxes:
o No counseling provided: Select this checkbox if counseling was not provided. This will force the assignment of non-

counseled vaccine administration charges when the superbill is converted.
o Add vaccine to superbill: Select this checkbox (defaulted) to add the charge for the vaccine to the superbill.

9. Click the Save button.

Note: Enter data into the fields and clicking the Save button will:
1. Record information such as lot #, time vaccinated, vaccinator, and counseling provider into the patient's chart.
2. Deduct the dose from the vaccine inventory.
3. Add the vaccine charge to the Superbill when Add vaccine to superbill is selected.
4. Update the Immunization Registry or create the file to update the Immunization Registry (available with registries

that are capable of interfacing with Office Practicum).

Note: When administering a vaccine, make sure you:

1. Check for Allergies and Reactions at the top of the window.
2. Checkthelot # on the vaccine vial against the lot # listed in Office Practicum. If the lot # does not match, then

close this window.
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