COVaxon Simplified Vaccination Event Flow
Target Role: Vaccine Administrator & Site Super User

Role Description: Legend
Solo clinician who is responsible for client creation, checking in clients, Pencil |
administering doses and checking out clients. encilicon

. . . . Click this to edit any
Permission Level: COVax Vaccinator & COVax Site Super User data fields

e Access Vaccination Event

e Access Client Search & Clients * Red Asterisks

e Edit-Access for Client Record Indicates a required
e Administer Dose Capability field

e Simplified Vaccination Flow button All COVID public health

For Vaccinators: View Dashboards and Linked Reports
For Site Super Users: Read and Export Summary Client and Dose Administration

Report, Details Client and Dose Administration Report & Vaccine Inventory
Report, View Dashboards and Linked Reports

measures must be

followed in alignment

This document provides training on how to
use the COVaxon system for the vaccine
management process. Within the clinical
package that each site received, there are
additional forms and documentation that

Your profile has a defined access level and is associated with an Authorized
Organization, which means you can perform the above activities within
COVaxon on behalf of that Authorized Organization (AQ). For further details on

your profile, refer to the “Login, Logout, and User Settings” job aid.

you will need to use alongside the
COVaxon system.

Functionalities Covered in this Job Aid:
This job aid is specific to scenarios where one user is performing the full clinical flow (such as historical data
entry, or as part of vaccinations taking place at pharmacies and primary care physician offices).

Simplified Vaccination Flow Activities:
Please hover over the section relevant to you, and “Ctrl + Click” to jump to the desired section

MODULE 1 - Checking in the Client

Section

Description

Link(s)

1. Search foror
Create a Client

A. Search client using their HCN, if record is not found,
begin creating client record
B. If client does not have a HCN, search client using

Search for or Create
Client Record

reason for immunization.

Record alternative parameters. If record is not found, begin
creating client record
2. Enter Additional Enter in client contact information and sociodemographic Enter Additional
Details on Client details of the client Details on Client
Record Record
Proceed to check the client in by documenting their COVID-
3. Check-inthe Client | 19 Assessment, recording consent for data collection and Check-in the Client

MODULE 2 - Administering the Vaccine

Section Description Link(s)

4. Selectthe Vaccine | Vaccinator selects which vaccine will be administered to the | select the Vaccine
Type client for either Dose 1 or Dose 2. Type

5. Conduct Pre- Begin the Pre-screening assessment and determine whether | conduct Pre-
screening the client is safe to receive the vaccine. screening
Assessment Assessment

6. RecordConsent & | Obtain & record client consent for service and specific Record Consent &
Enter Dose Admin dosage information in the Administer Dose screen. Enter Dose Admin
Details Details

MODULE 3 - Client Checkout

Section

‘ Description

| Link(s)
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7. Client Check Out Check out the client and direct them to monitor for AEFI. Client Check Out

Once the 15-minutes has elapsed for AEFI monitoring, Users
can locate the client’s record in COVaxon and document
AEFI on dose admin record if it occurred.

Module 1: Checking in the Client

1.

Search for or Create a Client Record

Description: Upon client arrival, users will ask the client for their Health Card Number (or other identification
information if they do not have an HCN) and will proceed to open the appropriate Vaccination Event Record and
launch the Simplified Flow functionality. The process below will be followed for either Dose 1 or Dose 2 clients.

1.

How:
ow: o Simplified Vaccination Flow

On the appropriate Vaccination Event record,
select “Simplified Vaccination Flow"” Bk hesih card uamise i o it cart Tasoe s rovidec leaso i e st buton o searc withother paraneters
If the client has a health card, enter client HCN and oscoond |
select “Next”. If the client does not have a health
card, leave the field blank and select “Next” =3
If searched by HCN and the client record is found, Simplified Vaccination Flow
select the Client Name hyperlink to open the client e
record. Proceed below to step 2: Enter Additional
Client Name Client Status v Health card n... v Birthdate Postal Code v

Detai’S on c’ient Record Ronald Weasley New 9090208091 1970-02-02 0

If the HCN search returns no results or no HCN was

searched, populate other client data on the second pop-up
window for searching (at minimum, the client’s First Name, Last
Name and ONE OF Date of Birth or Postal Code must be
searched by.)

Simplified Vaccination Flow

Client Search
Rtis inactive In COVax, ploase 5e

Mar 29,1967 1

If a client is found, select their name hyperlink to open
their profile and proceed to step 2: Enter Additional G SRR TSNS RS
Details on Client Record. If a client is still not found, Mot rcrd oun, or s aive n COM v

toggle the bar to “Active” to enable client creation
(through RPDB search or manual creation) and select S— .

“Next”.
J."" ']li"\%.] Vacc f“ﬂii on Flow
If an HCN was entered, it will search the Registered
Person Database. A client creation screen e et e e, €Sk the R button g et aneneent e
containing their information will populate. If an HCN —
was not entered, the client creation screen will be e e
empty, and the client details should be populated:
e Required Fields: Last Name (First Name is
not required, but should be entered),
Gender, Date of Birth
e Highly Encouraged Fields: Health card
number, Public Health Unit
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7. Review the information and make any required updates client 0 ofed Vac
and select “Next”.

8. Click the link shown in the pop-up window to open the client Semm——— e ——————
record in another browser tab t

9. Click “Finish”
Note: If you select “Finish” before opening the hyperlink in step 6, you may access the client record using the
Vaccination Event Tab. To do so, open the Vaccination Event record, scroll down and select “View All” under
“Clients”. You may then filter on the Clients list for the desired client record.

10. From the client record, populate other required information including sociodemographic information. More
details can be found in step 2: Enter Additional Details on Client Record

Further Context

e Ifthe clientis in the status “Inactive” Users will not be able to find them from the simplified flow. To modify
this, Users must uncheck the “Inactive” box on the client’s record to continue through the simplified flow.

2. Enter Additional Details on Client Record

Description: Once the client record has been found or created, begin populating the record with client
contact details and sociodemographic information. Once complete, select “Launch Simplified Flow” to proceed
to check in, administer and check out the client

How:
1. Enter the “Reason for Immunization” on the client’s record Heasen for Age Priority Population v
2. From the Client’s record, enter in contact information for the tion
client:
. Follow-up Communication by Email Research Communication by Email @
e Email/Phone Number(s)
° Preferred Method Of Communlcation Follow-up Communication by Text/SMS Research Communication by Text/SMS @

Refer to the “i” icon next to the email and research communication consent fields to read
the relevant disclaimers to the client. If the client provides a phone number/email
address, the relevant consent boxes will be auto populated.
3. |If provided, enter the client’s address in the “Address Information” field. The address should be entered into
the “Search Address” bar, which will identify the address and auto-populate the remaining fields.
4. Ensure the appropriate Vaccination Event is recorded on the client’s record.
5. Enter Sociodemographic information on the client’s record Sociodemographic Data (0) v
a) Onthe bottom right side of the client record, select “New” gz s New
from Sociodemographic Data -
b) Read the disclaimer to the client, obtain consent for :
information collection, and populate following fields (Note: S
the information is not mandatory but encouraged. If the :
client does not consent, skip this step and proceed with ,
check-in process): . -
e Consent: Client must provide consent for the user to record
sociodemographic details about them (if no consent is
received, do not continue to populate t he fields below).
¢ Race/Ethnicity/Childhood language: Select from the available
options and use the right arrow to “Choose” the option or use
the free text field if needed. The left arrow can be used to move
items out of the “Chosen” box. =2
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Total Household Income: Indicate value from dropdown.

Household Size: Indicate the number of people in the client’s household.

Official Language: Indicate which of the Canadian official languages the client is most comfortable speaking.
c) Select “Save” to save the sociodemographic information on the client record.

Save the client record with the changes.

3. Check-in the Client

Description: Proceed with checking in the client for either their Dose 1 or Dose 2. Now that the user has
opened the client record, they may access the “Simplified Vaccination Flow” directly from the client record

2.

How:
1.

From the client record, navigate to
the right-hand corner of the screen
and select “Launch Simplified
Flow".

Begin checking in the client using
the Simplified Flow.

3. Read disclosure statement out loud
to the client. You may also find this
disclosure statement in the clinical
package to print out and post on-site if
needed.

4. Ensure the COVID-19 assessment has
been completed and check the
associated box. This is a mandatory
checkbox.

5. Obtain client consent for data
collection. If the client does not
consent, an offline process should
be followed to collect client
information. See the “Further
Context” section below.

6. Select a Reason for Immunization
from the dropdown. This is a
mandatory field.

7. Select “Next”.

18 Years 0 Month(s) New 0

Client Name Carrie Underwoed Duplicate Key

Person Account

Carrle Underwood Launch Simplified Flow | CheckIn  Administer Dose v

Clisnt Status roduct Name oduct Type Total Valic Dose

We found no potential duplicates of this Client

Dose Administration (0)

Launch Simplified Flow

Dose:1lof2
Data Collection Consent

Acknowledgement of Collection, Use and Disclosure of Personal Health Information

The personal health information on this form is being collected for the purpose of providing care to you and creating an immunization record
for you, and because it is necessary for the administration of Ontario’s COVID-19 vaccination program. This information will be used and
disclosed for these purposes, as well as other purposes authorized and required by law. For example,

¢ It will be disclosed to the Chief Medical Officer of Health and Ontario public health units where the disclosure is necessary for a purpose
of the Health Protection and Promotion Act
 Itmay be disclosed, as part of your provincial electronic health record, to health care providers who are providing care to you.

The information will be stored in a health record system under the custody and control of the Ministry of Health.

Where a Clinic Site is administered by a hospital, the hospital will collect, use and disclose your information as an agent of the Ministry of
Health.

Acknowledgement that the client understands and consents to for data collection, use and disclosure.

Consent for Data Cellection

COVID: ment Completed
* Reason For Immunization

Select_reason_for_immunization -

Further Context

Clients can also be searched from the “Clients” section of the Vaccination Event (by selecting “View All” and applying
any filters or sorting). This is a useful consolidated view of all clients at the VE.

“COVID-19 Assessment Completed” this checkbox verifies that the client has completed their COVID-19 pre-screening
before entering the location. Users should verbally ask the client if this assessment has been completed. This is a

mandatory checkbox.

“Consent for Data Capture” this checkbox indicates if the client is comfortable with their personal data being entered
into the COVaxon system. This is not a mandatory checkbox. However, if the client does not consent, no further data
should be entered in the COVaxon system and the offline paper process should be followed for vaccination (refer to the
Offline Process in Module 1 section 5 of the “End to End Job Aid” for more details on this).
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e The information entered on this check-in screen (checkboxes and “Reason for Immunization” drop down) will be
automatically populated on the client record page. The information can also be modified from the client’s record page if
needed.

« Ifthe clientis in the status “Inactive” Users will not be able to check them in. To modify this, Users must uncheck the
“Inactive” box on the client’s record to continue with the check in process.

Module 2 : Administer the Vaccination

4. Select the Vaccine Type

Description: Vaccinator selects which vaccine will be administered to the client for either Dose 1 or Dose 2
(Pfizer/Moderna/COVISHIELD).

How:

1. Select the proper Vaccine to administer to the client
(for either Dose 1 or Dose 2).

e The vaccine inventory that is available at the client’s
Vaccination Event will be available for selection from this
drop-down. If you do not see values here, this indicates that
there is no inventory linked to the client’s VE. If you leave the
drop-down selection as “Please Select” the system will
return an error.

e If you are administering the second dose, you will receive a
pop-up with the Dose 1 information. Review this record to
ensure the client should proceed with dose 2.

e If you are administering Dose 2, the Vaccine selection must
be the same product as the clients first dose. If it is not, an
error will occur, and you must select “Previous” to re-enter
the vaccine type.

2. After selecting the vaccine for either Dose 1 or Dose 2

select “Next”.

Further Context

e The naming convention for each vaccine/diluent is always consistent and reflective of the information on the physical
labels to ensure the correct inventory can be selected:
o Example: Pfizer: PFIZER-BIONTECH COVID-19 mRNA PB 0.3 ml - EK4175, 2021-03-31
o Example: Moderna: MODERNA COVID-19 mRNA 0.5 ml - RPO0O0O, 2021-05-29
o Example: COVISHIELD: COVISHIELD COVID-19 Non-rep VV 0.5 ml - 0001, 2021-03-31
e There is a report that shows a centralized view of all clients at a particular VE with their dose administration record
status, client status and other client information. To view this report, go to the VE record you are interested in, scroll
down to the “Report Links” section, and select the “Showing Clients for Vaccination Event” report.
e Vaccinators must ensure that the appropriate number of days have elapsed between doses. The minimum product
intervals for each vaccine type are:
o Pfizer = at least 19 days from the previous dose
o Moderna = at least 21 days from the previous dose
o COVISHIELD = at least 28 days from the previous dose
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5. Conduct Pre-Screening Assessment

Description: The Vaccine Administrator can now begin the Pre-Screening Assessment for the vaccine
selected. Once the assessment is finished, the Vaccine Administrator must determine whether the client is safe
to receive the vaccine.

How:
1. Perform the appropriate Pre-Screening Assessment for e e
the vaccine. If the client responds “Yes"” to any of the

COVISHIELD COVID-19 Non-rep VV 0.5 ml Pre-Scre

questions, ensure to check the appropriate box.

2. Use the final checkbox “Pre-Screening Assessment
Complete” to confirm completion in COVaxon. This is a
mandatory checkbox for to be recorded for both Pfizer,
Moderna and COVISHIELD vaccines. The user may also
input any clinical notes for the client (up to 100,000
characters). arems

3. Based on the Pre-Screening Assessment, the Vaccine
Administrator must use their clinical knowledge to
determine if the client should receive the vaccine.

a) If Yes (client may receive vaccine) Proceed to Step
5: Record Consent and Fill in Dose Administration
Details.

b) If No (Client cannot receive vaccine), exit the
simplified flow, and then populate the “Reason
Vaccination was not Administered” drop down on
the client record. The client can then exit.

6. Record Consent and Fill in Dose Administration Details

Description: Obtain and record client consent for service and specific dosage information in the Administer
Dose screen. Review the details of the dose for accuracy and complete the dose administration. Direct the client
to wait for 15 minutes to monitor for adverse event following immunization (AEFI) for 15 minutes

How: Launch Simplified Flow

1. Obtain verbal Consent for Service from the client and
populate the checkbox. If provided, the client’s
Consent for Service will apply for both doses and . Comanto g e i, i e doses . e i
appear automatically checked when the client T e
returns for their second dose.

2. |If the client does not consent and chooses to exit,
close the simplified flow screen & populate the
“Reason Vaccine was not Administered” on the client
record:

e Dose1: “Practitioner recommends immunization, but
patient did not consent”

e Dose2: “Patient withdrew consent from series” e

3. If client consents, confirm the accurate Vaccine Name (automatically populated based on selection from 1¢
screen) and search for diluent available in the system if diluent is required (for Pfizer Vaccine only).

4. Route will be pre-populated and only have 1 option available.

]
a
@
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5. Select Anatomical Site of Vaccination from the drop down.

6. Input Date and Time of vaccination (defaults to current date & time).

7. Vaccination Event will be prepopulated based on the Vaccination Event tied to the client’s record.

8. Fill in the “Vaccine Administered By” field by searching for the provider who administered the vaccine to

the client.
Select “Next”. Launch Simplified Flow
. Review the selections you made to ensure all the data
entered is accurate and select “Next”. Users should not e e o e et s
exit this screen. However, if they do exit, the Dose pommen e
Administration record will be created and users will have
to use the “Check Out” button from the client record to
complete the check out.

1. Pop-up will confirm that the system has successfully
recorded the dose administration. Leave this window
open and click ‘Next’ to step 6: Client Check-out.

Note: After administering a dose and the “Finish” button is

selected, the inventory level in the COVaxon system will be

automatically decremented.

o®

Dose Information

Further Context

e When a user is populating the “Provider” field, if the vaccinator’'s name is not available as an option when
searching within the “Vaccine Administered By” field, users can select “Other Clinician, Other Designation,

xxx" as a generic placeholder. This will trigger a second field to become available, “Vaccine Administered By
(Other)”. The Vaccinators details should be entered here as: [First Name] [Last Name], [Designation OR
Provider Role], [Professional License]. It is highly encouraged to reach out to your Site Lead who can submit
a request to the ITS team for this provider to be created in the system to avoid manual entry.

e If Vaccine Administrators will be administering doses throughout multiple Vaccination Events within their
Authorized Organization, the User will be able to do so with their current login credentials. If the User will be
administering doses across two Authorized Organizations, they will require two separate COVaxon user
accounts and login details.

¢ If the vaccine being administered was Pfizer, the Vaccine Administration window would have an additional
field for Users to select the diluent inventory from the system.

Vaccine : PFIZER-BIONTECH COVID-19 mRNA 0.3 ml - BN1234, 2021-03-31

Diluent Event Inventory

Module 3: Check-Out

7. Client Check Out

Description: Users can proceed to check the client out through the Simplified Flow. After check-out, the User
must instruct the client to wait for 15 minutes to monitor for any potential Adverse Effects Following
Immunization (AEFI). If AEFI occurs, the User can indicate this on the Dose Administration record.
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A) Check-out Client Using Simplified Flow 1

1. If the client provided an email address and
would like to receive an email copy of their
receipt, leave the checkbox checked.
Otherwise, uncheck the “Email receipt to
patient” checkbox.

2. Select “Next.”

3. A pop-up will appear confirming the system has &
recorded the client’s check-out. Select
“Finish"” to save the Dose Administration
record.

aunch Simplified Flow

Dose:1of2

Once the Simplified Flow is complete, the client status will move from “New” to “Dose 1 checked out”.
(Alternatively, for the client’s second dose, their status will move from Dose 1 checked out to Dose 2 checked
out). The status bar will indicate “Completed” when all doses in the series have been administered.

Person Account
’ Carrie Underwood Launch Simplified Flow Check-In Administer Dose v
Age Client Status Product Name Product Type Total Valid Dose Total Other Doses
18 Years 0 Month(s) Dose 2 checked out Moderna Double Dose 2 0

B) Documenting Any AEFI & Checking Out

1. If the client experienced any AEFI, treat the client for the AEFI that occurred.

2. |If already on the client record, open the relevant Dose Administration record on the right side of the client
record, by selecting the hyperlink (for example, DA-413576).

3. If not already on the client record, navigate to the Vaccination Events tab and select “View All” under Dose
Administration.

4. Apply the relevant filters/sorting - for example, filter by “Client Name.”
5. Locate the client’s Dose Administration record and select the hyperlink (for example G
DA_0677). Any Adverse Events Af-

ter Immunization?

6. From the Dose Administration record, check off the “Any Adverse Events After.
Immunization” checkbox

S REblasagoronto Convention Center
ose Administration

2 items » Updated a minute ago

Client v | Status v | Dose Administration v | Time Given v

Bob Sanders Administered e I DA-0677 I 2021-02-18, 8:26 AM
Bob Smith Administered DA-0881 2021-03-09, 7:41 AM

Note: If the client does not experience AEFI while at the location after their 15-minute wait, there is no need to
edit the Dose Administration record.
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w0
A

»

We found no potential duplicates of this Client.

[ Dose Administration (1)

2021-03-11, 1045 am,
Administered

Printing Receipt and Scheduling the client’s second dose
After the client has been checked out, open the client’s PDF receipt from the client record.
Once the receipt PDF opens, select “Download” to open it in a separate tab
The receipt will open in a separate tab. Select the option to print the receipt. Retrieve the printed receipt and
hand write the date and time for the client’s second dose appointment.
Provide the client with receipt and r

Ontario @

Ministry of Health

Ministére de la Santé

Name/Nom: Dule Disncy

Health Card Number/Numéro de la carte Santé:

Date of Birth/Date de naissance: 1967-09-07

Date/Date: 2021-03-19, 2:34 pm.

Agent/Agent: COVID-19 Non-rep VV

Product Name/Nom du prnd“il: COVISHIELD COVID-19 Non-rep VY
Diluent Product: Not Applicable / Ne s"appliguc pas

Lot/Lot: 0004

Files (1)

Mar 11, 2021 « 21KB « pdf

2 (1. 5ml
Route/Voie: Intramuscular / intramusculaire

Site/Site: Right deltoid / deltoide droit

You have received 2 valid dose(s) / Vous avez recu 2 dose(s) valide(s)
Vaccine Administered By/Vaccin Administré par: John D, Medical
Doctar

Authorized Organization/Organisme agréés AuthOrg-PHU-Lakeridge

Note: Only velid doses are (NS 5 valides som compiées

vant discharge informatiog

ntario @

Ministry of Health
Ministére de la Santé

VISHIELD COVID-19 Nop-rep VV
pplicable / Ne appliquc pas
culaire

wez regu 1 dose(s) validels)
ars Jolin D, Medical

PHU-Lakeridge

Print

Destinalion

Pages

Copies

colar

More settings

7 sheet of paper

& oM secure Primer -

A -

1

Black and white -

At end of shift, log out of COVaxon and clear the browser cache. Refer to the Login, Logout, User Settings job
aid for detailed steps. Sanitize shared devices in accordance with location protocols.




