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COVaxON Simplified Vaccination Event Flow   

 

Your Profile: COVaxON Vaccinator, Site Super User   
One user performs the full clinical flow including check-in, dose administration, and check out. 

Simplified Flow Activities  
Here are the core tasks you will perform daily. Click the relevant link:  

# Section Description 

1 Search for or create a client record   
A. Search client using their HCN  
B. If client cannot be found using HCN, search for the client using alternative 

parameters. If their record is still not found, begin creating a client record 

2 Enter additional details on client record Enter in additional details on the client record  

3 Entering Client Alerts 
±ŀŎŎƛƴŀǘƻǊǎΣ {ƛǘŜ {ǘŀŦŦ ŀƴŘ {ƛǘŜ {ǳǇŜǊ ¦ǎŜǊǎ Ŏŀƴ ŜƴǘŜǊ ŀƴ ŀƭŜǊǘ ƻƴ ŀ ŎƭƛŜƴǘΩǎ ǊŜŎƻǊŘ ǘƻ 
document any important details related to the client that would be helpful for 
when the client returns 

4 Check-in the client 
Proceed to check the client in by documenting their COVID-19 assessment, and 
recording consent for data collection & research communications 

5 Select the vaccine type 
Vaccinator selects which vaccine will be administered to the client for the dose they 
will be receiving  

6 Conduct pre-screening assessment   
Begin the pre-screening assessment and determine whether it is safe for the client 
to receive the vaccine 

7 
Record consent & enter dose admin 
details 

Obtain & record client consent for service and specific dosage information 

8 
Client Check Out & Document Potential 
AEFI 

Check out the client and direct them to monitor for AEFI. Once the 15-minutes has 
ŜƭŀǇǎŜŘ ŦƻǊ !9CL ƳƻƴƛǘƻǊƛƴƎΣ ¦ǎŜǊǎ Ŏŀƴ ƭƻŎŀǘŜ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜŎƻǊŘ ƛƴ /h±ŀȄON and 
document AEFI if needed 

9 Proof of Vaccination Receipt    
¶ Option 1: Email a Copy of the Immunization Receipt 

¶ Option 2: Print a PDF of the Immunization Receipt 

10 
Generating Email Dose Receipt After 
Checkout 

If the client would like to receive their receipt via email, and provides consent for 
email communication, users can re-generate and email the dose administration 
receipt 

12 Add Clinical Notes to the Client Record Add clinical notes directly to the client record (if needed) 

13 Dose Record Under Investigation Dose record under investigation for suspicion of fraud 

14 Appendix A: Offline Document Process 
Description of offline document process that can be used when COVaxON is 
inaccessible, or the client does not consent to data collection 

15 
Appendix B: Client Record Best 
Practices 

Description of the mandatory and highly encouraged fields on the client record 

16 Appendix C: Extra Dose Documentation  
tǊƻŎŜǎǎ ƻŦ ǘǊŀŎƪƛƴƎ ά9ȄǘǊŀ 5ƻǎŜǎΣέ ǿƘƛŎƘ ƛƴŎƭǳŘŜǎ any dose of a COVID-19 vaccine 
that is administered in addition to the two previous COVID-19 vaccine doses that a 
client has received 

Additional Information 
¶ wŜŦŜǊ ǘƻ ǘƘŜ άIntroduction to COVaxON and User Set-Upέ Ƨƻō ŀƛŘ ǘƻ ƭŜŀǊƴ ƳƻǊŜ ŀōƻǳǘ ȅƻǳǊ ǎȅǎǘŜƳ ŀŎŎŜǎǎΦ  wŜŦŜǊ ǘƻ ǘƘŜ ahI 

Clinical Package on SharePoint for forms and process information that you might need in addition to this job aid. 
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¶ wŜŦŜǊ ǘƻ ǘƘŜ άEdit Dose Admin Records & Merge Duplicate Clientsέ Ƨƻō ŀƛŘ ŦƻǊ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ƘƛǎǘƻǊƛŎŀƭ Řŀǘŀ ŜƴǘǊȅΣ ŜŘƛǘƛƴƎ ŘƻǎŜ 

administration records (& re-printing/re-emailing receipts), or merging duplicate client records. 

¶ Refer to ǘƘŜ άCheck Inέ Ƨƻō ŀƛŘΣ άVaccine Adminέ Ƨƻō ŀƛŘΣ ŀƴŘ άCheck Outέ Ƨƻō ŀƛŘ ǿƘŜƴ ƳǳƭǘƛǇƭŜ ǳǎŜǊǎ ŀǊŜ ǇŜǊŦƻǊƳƛƴƎ ǘƘŜǎŜ 

functions.  

Disclaimer 
Data Privacy: Users with access to COVaxON can see the demographic details and HCNs of other clients in the system when 

searching for a particular person. The information is presented this way to help ensure that users access the correct client record 

and to reduce the risk of either not locating a client's record or improperly creating duplicate client records. As required by PHIPA 

and under the terms of the Acceptable Use Policy, system users are only permitted to access the information of individuals to 

whom they are providing care or for other purposes that are specifically authorized. COVaxON records detailed audit transaction 

logs that inform the MOH of which client records were accessed by each user, and what actions they took in the system. Any 

concerns that are identified about improper access to the system will be investigated and appropriate actions taken. 

COVID Public Health: All COVID public health measures must be followed in alignment with the tasks outlined in this job aid 
 

Module 1: Checking in the Client    

1. Search for or Create a Client Record  

Description:   
Upon client arrival, open the appropriate Vaccination Event record and launch the Simplified Flow functionality. Ask the client for 
their Health Card Number (or other identification information if they do not have an HCN) to locate their record in COVaxON. The 
process below will be followed for all clients.   

How:  
1. On the appropriate Vaccination Event record, select ά{ƛƳǇƭƛŦƛŜŘ ±ŀŎŎƛƴŀǘƛƻƴ Cƭƻǿέ  

2. If the client has a health card, enter their HCN and click 

άbŜȄǘέ. If the client does not have a health card, leave the 

field blaƴƪ ŀƴŘ ŎƭƛŎƪ άNextέ  

3. If searched by HCN and the client record is found, select 

the Client Name hyperlink to open the client record. 

Proceed to Section 2 below. 

 

4. If the HCN search returns no results or the client did not have a HCN, 

populate other client data on the second pop-up window for searching 

όǘƘŜ ŎƭƛŜƴǘΩǎ CƛǊǎǘ bŀƳŜΣ [ŀǎǘ bŀƳŜ ŀƴŘ one of: 1) Date of Birth or 2) 

Postal Code must be searched) 

 

5. If a client is found, click on their name hyperlink to open their record, 

and proceed to Section 2 below. If a client is still not found, toggle the bar to 

ά!ŎǘƛǾŜέ to enable client creation (through the Provincial Registry search or 

manual creation) and click άbŜȄǘέΦ 

 

6. If an HCN was entered, it will search the Provincial Registry. A client 
creation screen containing their information will populate. If an HCN 
was not entered, the client creation screen will be empty, and the 
client details should be populated:  

¶  
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¶ Required Fields: Last Name (First Name is not 
required, but should be entered), Gender, Date of 
Birth 

¶ Highly Encouraged Fields: Health card number (see 
ά!ǇǇŜƴŘƛȄ .Υ /ƭƛŜƴǘ wŜŎƻǊŘ .Ŝǎǘ tǊŀŎǘƛŎŜǎέ ŦƻǊ 
more information on the client record) 

7. Review the information and make any required updates to 
the client details and click άbŜȄǘέ.  

8. Click the link shown in the pop-up window to open the 

client record in another browser tab  

9. Click άCƛƴƛǎƘέ  

 

Note: If you click άCƛƴƛǎƘέ before opening the hyperlink in step 8, you 
may access the client record using the Vaccination Events Tab. To do 
ǎƻΣ ƻǇŜƴ ǘƘŜ ±ŀŎŎƛƴŀǘƛƻƴ 9ǾŜƴǘ ǊŜŎƻǊŘΣ ƴŀǾƛƎŀǘŜ ǘƻ ǘƘŜ άRelatedέ ǘŀōΣ 
ŀƴŘ ǎŎǊƻƭƭ Řƻǿƴ ŀƴŘ ŎƭƛŎƪ ƻƴ άView Allέ ǳƴŘŜǊ άClientsέΦ ¸ƻǳ Ƴŀȅ ǘƘŜƴ 
filter on the Clients list for the desired client record and select it. 

Further Context 

¶ LŦ ǘƘŜ ŎƭƛŜƴǘ ƛǎ ƛƴ ǘƘŜ ǎǘŀǘǳǎ άInactiveέ ǳǎŜǊǎ ǿƛƭƭ ƴƻǘ ōŜ ŀōƭŜ ǘƻ ŦƛƴŘ ǘƘŜƛǊ ǊŜŎƻǊŘ ǘƘǊƻǳƎƘ ǘƘŜ ǎƛƳǇƭƛŦƛŜŘ ŦƭƻǿΦ ¢ƻ ƳƻŘƛŦȅ ǘƘƛǎΣ 
users must locate the ŎƭƛŜƴǘΩǎ ǊŜŎƻǊŘ ǿƛǘƘƛƴ /h±ŀȄON όƭƛƪŜƭȅ ǳǎƛƴƎ ǘƘŜ ŎƭƛŜƴǘ ǎŜŀǊŎƘ ǘŀōύΣ ǘƘŜƴ ǳƴŎƘŜŎƪ ǘƘŜ άInactiveέ ōƻȄ ƻƴ ǘƘŜ 
ŎƭƛŜƴǘΩǎ ǊŜŎƻǊŘ ǘƻ ŎƻƴǘƛƴǳŜ ǘƘǊƻǳƎƘ ǘƘŜ {ƛƳǇƭƛŦƛŜŘ CƭƻǿΦ  

2. Enter Additional Details on Client Record 

Description:   
Once the client record has been found or created, populate the record with client contact details and sociodemographic 
information. Refer to άAppendix B: Client Record Best Practicesέ below for further details on the client record best practices. 
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Client Record Information 
1. Validate the client record information ς Name, Gender, Date of Birth, Health Card Number and Vaccination Event. If the client 

does not have an HCN, ǊŜǉǳŜǎǘ ŀƴ ά!ƭǘŜǊƴŀǘƛǾŜ L5έ ǘƻ ōŜ ǇǊƻǾƛŘŜŘ όƛΦŜΦ ŘǊƛǾŜǊǎΩ ƭƛŎŜƴŎŜΣ ǇŀǎǎǇƻǊǘΣ ōƛǊǘƘ ŎŜǊǘƛŦicate, etc.).  
2. {ŜŀǊŎƘ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ŎƭƛŜƴǘΩǎ άtǊƛƳŀǊȅ /ŀǊŜ tǊƻǾƛŘŜǊέ (see Appendix B below for further details)  
3. Select the άReason for Immunizationέ from the dropdown options available (use the most accurate value - do not default to 
άOther Priority Populationέ). If the άwŜŀǎƻƴ ŦƻǊ LƳƳǳƴƛȊŀǘƛƻƴέ field is populated with a value from Congregate Living, Long 
Term Care, Retirement Home, or άChild and Youth Eligible Populationέ, the άLƴǎǘƛǘǳǘƛƻƴέ field for that client will become 
ƳŀƴŘŀǘƻǊȅΦ CƻǊ ŀƭƭ ƻǘƘŜǊ wŜŀǎƻƴ ŦƻǊ LƳƳǳƴƛȊŀǘƛƻƴ ǾŀƭǳŜǎ ǎŜƭŜŎǘŜŘΣ ǘƘŜ Lƴǎǘƛǘǳǘƛƻƴ ŦƛŜƭŘ ƛǎ ƻǇǘƛƻƴŀƭΦ ό{ŜŜ ά!ǇǇŜƴŘƛȄ . ōŜƭƻǿ Ŧor 
further details). 

4. If the client is identified as άLƴŘƛƎŜƴƻǳǎέ, select the relevant option using the drop-down list. 
5. CǊƻƳ ǘƘŜ /ƭƛŜƴǘΩǎ ǊŜŎƻǊŘΣ ŜƴǘŜǊ ƛƴ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŜ ŎƭƛŜƴǘ όǎǳŎƘ ŀǎ ŜƳŀƛƭκǇƘƻƴŜ ƴǳƳōŜǊόǎύύΦ 
6. LƴŘƛŎŀǘŜ ǘƘŜ ŎƭƛŜƴǘΩǎ άtǊŜŦŜǊǊŜŘ aŜǘƘƻŘ ƻŦ /ƻƳƳǳƴƛŎŀǘƛƻƴέΦ If the client provides a phone number/email address, the 

relevant consent boxes will be populated.    
7. LŦ ǇǊƻǾƛŘŜŘΣ ŜƴǘŜǊ ǘƘŜ ŎƭƛŜƴǘΩǎ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ 
άAddress Informationέ ŦƛŜƭŘΦ ¢ƘŜ ŀŘŘǊŜǎǎ 
ǎƘƻǳƭŘ ōŜ ŜƴǘŜǊŜŘ ƛƴǘƻ ǘƘŜ άSearch Addressέ ōŀǊΣ ǿƘƛŎƘ ǿƛƭƭ ƛŘŜƴǘƛŦȅ ǘƘŜ ŀŘŘǊŜǎǎ from Google maps and auto-populate the 
ǊŜƳŀƛƴƛƴƎ ŦƛŜƭŘǎ ƻƴŎŜ ǎŜƭŜŎǘŜŘΦ hƴŎŜ ǘƘŜ ŎƭƛŜƴǘΩǎ Ǉƻǎǘŀƭ ŎƻŘŜ ƛǎ ǇƻǇǳƭŀǘŜŘΣ ǘƘŜ ŀǎǎƻŎƛŀǘŜŘ tI¦ ǿƛƭƭ ōŜ ŀǳǘƻ ǇƻǇǳƭŀǘŜŘΦ  If the 
PHU is mapped incorrectly, manually modify the PHU field. If the postal code is deleted from the client record, the PHU 
remains on the record.  
 

Sociodemographic Information 

9ƴǘŜǊ {ƻŎƛƻŘŜƳƻƎǊŀǇƘƛŎ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜŎƻǊŘ 
 
  
1. CǊƻƳ ǘƘŜ ŘŜǎƛǊŜŘ ŎƭƛŜƴǘ ǊŜŎƻǊŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άRelatedέ ǘŀō 
2. ¦ƴŘŜǊ άSociodemographic Dataέ ŀƴŘ ŎƭƛŎƪ άNewέ

  
3. wŜŀŘ ǘƘŜ ά{ƻŎƛƻŘŜƳƻƎǊŀǇƘƛŎ /ƻƴǎŜƴǘ 5Ŝǘŀƛƭǎέ ǘƻ ǘƘŜ ŎƭƛŜƴǘΦ LŦ ŎƻƴǎŜƴǘ ƛǎ ƻōǘŀƛƴŜŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άConsent to collect 
ǎƻŎƛƻŘŜƳƻƎǊŀǇƘƛŎ Řŀǘŀέ checkbox and populate following fields:   

¶ Client: Auto-populated based on the client record selected  

¶ Status: From the dropdown field, select the appropriate status:  
o ά!ŎǘƛǾŜέ ς (defaulted option) select this status when creating a new sociodemographic data record 

o άDuplicate/Merged-Obsoleteέ ς ŀ ǳǎŜǊ Ŏŀƴƴƻǘ ƳŜǊƎŜ ǘǿƻ ŘǳǇƭƛŎŀǘŜ ŎƭƛŜƴǘ ǊŜŎƻǊŘǎ ƛŦ ŜŀŎƘ ŎƭƛŜƴǘ Ƙŀǎ ŀƴ ά!ŎǘƛǾŜέ 

ǎƻŎƛƻŘŜƳƻƎǊŀǇƘƛŎ ǊŜŎƻǊŘΦ ¢ƘŜǊŜŦƻǊŜΣ ƻƴŜ ƻŦ ǘƘŜ ŘǳǇƭƛŎŀǘŜ ŎƭƛŜƴǘΩǎ ǎƻŎƛƻŘŜƳƻƎǊŀǇƘƛŎ ǊŜŎƻǊŘΩǎ ǎǘŀǘǳǎ Ƴǳǎǘ ōŜ ŎƘŀƴƎŜŘ 

ǘƻ ά5ǳǇƭƛŎŀǘŜκaŜǊƎŜŘ-hōǎƻƭŜǘŜέ ǘƻ ǎǳŎŎŜǎǎŦǳƭƭȅ ŎƻƳǇƭŜǘŜ ǘƘŜ ŎƭƛŜƴǘ ǊŜŎƻǊŘ ƳŜǊƎŜΦ wŜŦŜǊ ǘƻ ǘƘŜ ά9Řƛǘ 5ƻǎŜ !ŘƳƛƴ 

wŜŎƻǊŘǎ ϧ aŜǊƎŜ 5ǳǇƭƛŎŀǘŜ /ƭƛŜƴǘǎέ Ƨƻō ŀƛŘ ŦƻǊ ƳƻǊŜ ŘŜǘŀƛƭǎΦ 

o ά9ƴǘŜǊŜŘ ƛƴ 9ǊǊƻǊέ- ƛŦ ŀ {ƻŎƛƻŘŜƳƻƎǊŀǇƘƛŎ ǊŜŎƻǊŘ ǿŀǎ ƳƛǎǘŀƪŜƴƭȅ ŜƴǘŜǊŜŘΣ ŎƘŀƴƎŜ ǘƘŜ ǎǘŀǘǳǎ ǘƻ ά9ƴǘŜǊŜŘ ƛƴ 9ǊǊƻǊέΦ 
Proceed to create a new sociodemographic data record. 

¶ Consent: Client must provide consent for the user to record sociodemographic details about them  
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3A. Entering Client Alerts 

Description: Users Ŏŀƴ ŜƴǘŜǊ ŀƴ ŀƭŜǊǘ ƻƴ ŀ ŎƭƛŜƴǘΩǎ ǊŜŎƻǊŘ ǘƻ ŘƻŎǳƳŜƴǘ ŀƴȅ ƛƳǇƻǊǘŀƴǘ ŘŜǘŀƛƭǎ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ŎƭƛŜƴǘ ǘƘŀǘ ǿƻǳƭŘ ōŜ 

helpful for when the client returns (i.e. additional comments, any AEFI details, Shortened Dose Intervals, etc.). This alert appears as 
a banner on the top of the client record.  

How: 
 
мΦ CǊƻƳ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜŎƻǊŘΣ ƛƴ ǘƘŜ άAlertsέ ǎŜŎǘƛƻƴΣ 
/ƭƛŎƪ άNewέ 
2. Select alert type being created: 

¶ άWarningέ Ƴŀȅ ōŜ ŦƻǊ ŀ ŎƭƛŜƴǘ ǿƘƻ Ƙŀǎ ŀ ŦŜŀǊ 

of needles 

¶ άAEFIέ Ƴŀȅ ōŜ ŦƻǊ ŀƴȅ specific information related to an AEFI they experienced 

on their first dose 

¶ άEligible for Shortened Intervalέ Ƴŀȅ ōŜ ǳǎŜŘ ŦƻǊ ŎƭƛŜƴǘǎ ǿƘƻ ƳŜŜǘ ǘƘŜ 
eligibility requirements for a shortened dose interval 

¶ άHighest Riskέ Ƴŀȅ ōŜ ŦƻǊ ŎƭƛŜƴǘǎ ŎƻƴǎƛŘŜǊŜŘ ǘƻ ƘŀǾŜ ŀ ƘƛƎƘŜǎǘ Ǌƛǎƪ ƘŜŀƭǘƘ 
condition  

  

3. Populate alert fields:  

¶ Alert Name*: 9ƴǘŜǊ ǘƘŜ !ƭŜǊǘ ¢ȅǇŜΣ ŦƻƭƭƻǿŜŘ ōȅ ŀ ŘŜǎŎǊƛǇǘƛƻƴΦ όƛΦŜΦ ά²ŀǊƴƛƴƎΥ 
CŜŀǊ ƻŦ bŜŜŘƭŜǎέ ƻǊ ά9ƭƛƎƛōƭŜ ŦƻǊ {ƘƻǊǘŜƴŜŘ LƴǘŜǊǾŀƭέύΦ {ŜŜ ŦǳǊǘƘŜǊ ŎƻƴǘŜȄǘ section below for eligibility.  

¶ Comments: !ƴȅ ŀŘŘƛǘƛƻƴŀƭ ŎƻƳƳŜƴǘǎ ŀōƻǳǘ ǘƘŜ ǎƛǘǳŀǘƛƻƴΦ CƻǊ {ƘƻǊǘŜƴŜŘ LƴǘŜǊǾŀƭ ŎƭƛŜƴǘǎΣ ά{ƘƻǊǘŜƴ нƴŘ 5ƻǎŜ LƴǘŜǊǾŀƭ ς 28 
days ς ώwŜŀǎƻƴϐέ όƛΦŜΦ IƛƎƘŜǎǘ wƛǎƪΣ LƴŘƛƎŜƴƻǳǎ /ƻƳƳǳƴƛǘȅΣ etc.) 

¶ Race/Ethnicity: 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 
άChosenέ ōƻȄΦ   

¶ Total Household Income: Indicate value from dropdown 

¶ Household Size: LƴŘƛŎŀǘŜ ǘƘŜ ƴǳƳōŜǊ ƻŦ ǇŜƻǇƭŜ ƛƴ ǘƘŜ ŎƭƛŜƴǘΩǎ 
household 

¶ Childhood Language: Indicate the language the client first 
learned and still understand from the options listed or use the 
free text field if needed. 

¶ Official Language: Indicate which of the Canadian official 
languages the client is most comfortable speaking 

4. Click άSaveέ ǘƻ ǎŀǾŜ ǘƘŜ ƛƴŦƻǊƳŀtion on the client record.  
5. Users can edit the Sociodemographic record by clicking the drop 
Řƻǿƴ ŀƴŘ άEditέΦ  

Further Context  

¶ Clients are only able to have one active sociodemographic record on their record, and any additional records must be tagged as 
ά5ǳǇƭƛŎŀǘŜκaŜǊƎŜŘ-hōǎƻƭŜǘŜέ ƻǊ ά9ƴǘŜǊŜŘ ƛƴ 9ǊǊƻǊέΦ hƴŎŜ ŀ ǊŜŎƻǊŘ ƛǎ ǘŀƎƎŜŘ ǘƻ ƻƴŜ ƻŦ ǘƘƻǎŜ н ƻǇǘƛƻƴǎΣ ǘƘŜ ǊŜŎƻǊŘǎ ǿƛƭƭ ōŜ 
locked and no longer editable by users.  
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¶ Client: Auto populated from the client record and should not be updated 

¶ Start Date* : Date the alert is being entered. This auto populates to the day the alert is being entered 

¶ End Date: Leave blank  

¶ StatusΥ LƴǇǳǘ άActiveέ ǿƘŜƴ ƛƴƛǘƛŀƭƭȅ ŎǊŜŀǘƛƴƎ ǘƘŜ ŀƭŜǊǘ  

4. /ƭƛŎƪ άSaveέ 

Further Context 

¶ Clients who are eligible for Shortened Dose intervals:  
1. Long-Term Care Home, Retirement Home, Advanced Age: Community Dwelling, Indigenous Community individuals  
2. Highest Risk Clients (see below) 

¶ ¢ƘŜ ōŜƭƻǿ ŎƻƴŘƛǘƛƻƴǎ ŀǊŜ ŎƻƴǎƛŘŜǊŜŘ άHighest RiskέΥ  
o Organ transplant recipients (including patients waitlisted for transplant) 
o Hematopoietic stem cell transplant recipients  
o People with neurological diseases in which respiratory function may be compromised (e.g. motor neuron disease, 

myasthenia gravis, multiple sclerosis) 

o Haematological malignancy diagnosed less than one year ago 

o Kidney disease eGFR< 30  

o One essential caregiver for individuals in the groups listed above 

 

4. Check-in the Client  

Description:  
Proceed with checking in the client for ǘƘŜƛǊ ŘƻǎŜ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴΦ !ŎŎŜǎǎ ǘƘŜ άLaunch Simplified Flowέ ŘƛǊŜŎǘƭȅ ŦǊƻƳ ǘƘŜ ŎƭƛŜƴǘΩǎ 
record.    

 How:  
1. From the client record, add 

or review any alerts. Use 
the information in the 
alerts to determine if the 
client is eligible for check in.  

2. From the client record, 
navigate to the right-hand 
corner of the screen and 
click ά[ŀǳƴŎƘ {ƛƳǇƭƛŦƛŜŘ 
Cƭƻǿέ to begin checking in 
the client using the 
Simplified Flow.  

3. A screen will appear with the following:  
a. ! ǊŜƳƛƴŘŜǊ ǘƻ ŜƴǘŜǊ ǘƘŜ ŎƭƛŜƴǘΩǎ Primary 

Care Provider (PCP) on their record if this 
field is currently blank.  The PCP field is not 
mandatory but is highly encouraged to 
support the sharing of client vaccine 
ƛƴŦƻǊƳŀǘƛƻƴ ǿƛǘƘ ŀ ŎƭƛŜƴǘΩǎ t/tΦ Please see 
Appendix B below for further details on 
PCPs. 
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b. LŦ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜŎƻǊŘ ŘƻŜǎ ƴƻǘ ƘŀǾŜ ŀ ±ŀŎŎƛƴŀǘƛƻƴ 9ǾŜƴǘ ǇǊŜ-populated prior to check-in, search for and enter the 
VacŎƛƴŀǘƛƻƴ 9ǾŜƴǘΦ LŦ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜŎƻǊŘ ŀƭǊŜŀŘȅ Ƙŀǎ ŀ ±9 ǇƻǇǳƭŀǘŜŘΣ ƛǘ ǿƛƭƭ ǇǊŜ-populate on the check-in screen, but can 
ōŜ ŜŘƛǘŜŘκǳǇŘŀǘŜŘ ƛŦ ƴŜŜŘŜŘΦ /ƭƛŎƪ άNextέΦ  

4. When checking in clients for their next dose (for multi-
dose vaccines only), an information pop-up will appear 
with details from previous doses. Review the information 
(the product that was given previously and the number of 
days that have elapsed since their previous dose).  
During check-in, the number of days since their previous 
dose must be reviewed: 

¶ Confirm that the minimum interval of days has 
passed between doses for that vaccine product type 
(i.e. 21 days have elapsed for Moderna) 

¶ If this interval has not passed, the clinician will 
receive a warning when checking the client in. The 
clinician may bypass this warning if needed. Click 
άNextέ ǘƻ ǇǊƻƎǊŜǎǎ ǘƻ ŎƭƛŜƴǘ ŎƘŜŎƪ-in. 

 
5. Read the disclosure statement out loud to the client. You 

may also find this disclosure statement in the clinical 
package to print out to be used on-site if needed.  

6. Obtain client consent for data collection. If the client 

does not consent, no further data should be entered in 

COVaxON and the offline paper process should be 

ŦƻƭƭƻǿŜŘ ŦƻǊ ǾŀŎŎƛƴŀǘƛƻƴ όǊŜŦŜǊ ǘƻ ǘƘŜ άAppendix A: 

Offline Document Processέ for details on the Offline 

Process) 

7. Ensure the COVID-19 assessment has been completed 

and check the associated box. Users should verbally ask 

the client if this assessment has been completed. This is a 

mandatory checkbox.  

8. hōǘŀƛƴ ǘƘŜ ŎƭƛŜƴǘΩǎ άConsent for Research 

Communicationέ ōȅ ǊŜŀŘƛƴƎ ǘƘŜ ŘƛǎŎƭƻǎǳǊŜ ǎǘŀǘŜƳŜƴǘ 

aloud. If the client ŎƻƴǎŜƴǘǎΣ ŎƘŜŎƪ ŜƛǘƘŜǊ ǘƘŜ άResearch 

Communication by Emailέ ƻǊ άResearch Communication 

by Text/SMSέ ōƻȄ ŘŜǇŜƴŘƛƴƎ ƻƴ ǿƘŀǘ ǘƘŜ ŎƭƛŜƴǘ 

provided.    

9. The Reason for Immunization field will show the value that was populated on the client record. If this was not populated on 

the client record previously, select the relevant option from the dropdown. This is a mandatory field and when entered during 

check in gets populated on the client record. If the Reason for Immunization field is populated with a value from Congregate 

Living, Long Term Care, Retirement Home, or άChild and Youth Eligible PopulationέΣ ǘƘŜ Lƴǎǘƛǘǳǘƛƻƴ ŦƛŜƭŘ ǿƛƭƭ ōŜŎƻƳŜ 

mandatory. For all other Reason for Immunization values selected, the Institution field is optional.  

10. /ƭƛŎƪ άNextέ 

Further Context  

¶ /ƭƛŜƴǘǎ Ŏŀƴ ŀƭǎƻ ōŜ ǎŜŀǊŎƘŜŘ ŦǊƻƳ ǘƘŜ άClientsέ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ±ŀŎŎƛƴŀǘƛƻƴ 9ǾŜƴǘ όōȅ ƴŀǾƛƎŀǘƛƴƎ ǘƻ ǘƘŜ άRelatedέ ǘŀō ŀƴŘ 
ǎŜƭŜŎǘƛƴƎ άView Allέ ŀƴŘ ŀǇǇƭȅƛƴƎ ŦƛƭǘŜǊǎύΦ ¢Ƙƛǎ ƛǎ ŀ ǳǎŜŦǳƭ ŎƻƴǎƻƭƛŘŀǘŜŘ ǾƛŜǿ ƻŦ ŀƭƭ ŎƭƛŜƴǘǎ ŀǘ ǘƘŜ ±9Φ   

1

0 
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¶ If a dose administration record has already been created for a client in the last 24 hours, the following error message will 
appear when attempting to check-ƛƴ ǘƘŜ ŎƭƛŜƴǘ ŀƎŀƛƴΦ wŜŦŜǊ ǘƻ ǘƘŜ άEdit Dose Admin Records & Merge Duplicate Clientsέ Ƨƻō 
aid for more details.   

 

¶ ¢ƘŜ ƳƛƴƛƳǳƳ ƛƴǘŜǊǾŀƭ ōŜǘǿŜŜƴ ŘƻǎŜǎ ƛǎ ŎŀƭŎǳƭŀǘŜŘ ōŀǎŜŘ ƻƴ ǘƘŜ ŎƭƛŜƴǘΩǎ ƭŀǎǘ ŀŘƳƛƴƛǎǘŜǊŜŘ ŘƻǎŜ ƛƴ ǎǘŀǘǳǎ άAdministeredέΣ 
άInvalidέ ƻǊ άInventory RecalledέΦ ¢Ƙƛǎ ƛǎ ōŜŎŀǳǎŜ ǿƘŜƴ ŀ ŎƭƛŜƴǘΩǎ ŘƻǎŜ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ ό5!ύ ǊŜŎƻǊŘ ǎǘŀǘǳǎ ƛǎ ŎƘŀƴƎŜŘ ǘƻ 
άInvalidέ ƻǊ άInventory RecalledέΣ ǘƘŜ ŎƭƛŜƴǘ ŘƛŘ ƛƴ ŦŀŎǘ ǊŜŎŜƛǾŜ ǘƘŜ ŘƻǎŜΦ IƻǿŜǾŜǊΣ ǘƘŜȅ ǿƛƭƭ ǊŜǉǳƛǊŜ ŀƴƻǘƘŜǊ ŘƻǎŜ ƛŦ ŦƻǊ 
example the dose was incorrectly administered (i.e. dose was invalid because the client received another vaccination too 
close to the COVID-19 vaccination), or the inventory was deemed not to be fully effective (i.e. inventory recalled).  

¶ As consent is gathered during check-in, this information will be saved and reflected on the client record at the bottom of the 
screen  

¶ If a client has ǘƘŜ άInactiveέ ŎƘŜŎƪōƻȄ ǇƻǇǳƭŀǘŜŘ ƻƴ ǘƘŜƛǊ ǊŜŎƻǊŘΣ ǳǎŜǊǎ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀƴ ŜǊǊƻǊ ǿƘŜƴ ŀǘǘŜƳǇǘƛƴƎ ǘƻ ŎƘŜŎƪ ƛƴ ŀ 
ŎƭƛŜƴǘΦ ¢ƘŜ ǳǎŜǊ Ƴǳǎǘ ǊŜƳƻǾŜ ǘƘŜ άInactiveέ ŎƘŜŎƪōƻȄ ŦǊƻƳ ǘƘŜ ŎƭƛŜƴǘ ǊŜŎƻǊŘ ǘƻ ǇǊƻŎŜŜŘ ǿƛǘƘ ŎƘŜŎƪ ƛƴΦ {ŜŜ ǘƘŜ άEdit Dose 
Admin Records & Merge Duplicate Clientsέ ŦƻǊ ŘŜǘŀƛƭǎ ƻƴ ǘƘƛǎ ǇǊƻŎŜǎǎΦ   

 

 

 

 

Module 2 : Administer the Vaccination 
 

6. Select the Vaccine Type  

Description:  
Select which vaccine product will be administered to the client.  
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How:  
1. Select the proper vaccine to administer to the client 

¶ The vaccine inventory that is available at the Vaccination Event 

will be available for selection from the drop-down. If you do 

not see values here, this indicates that there is no inventory 

linked to the VE.  

¶ If you are administering another dose, you will receive a pop-up 

with the previous dose information. Review this information to 

ensure the client is eligible to proceed with their next dose.  

 
1. Note: /ƭƛŜƴǘǎ ǿƛǘƘ ǘƘŜ άReason for Immunizationέ ŀǎ άά/ƘƛƭŘ 
ŀƴŘ ¸ƻǳǘƘ 9ƭƛƎƛōƭŜ tƻǇǳƭŀǘƛƻƴέέ (ages 5+) should receive the 
Pfizer vaccine product. If a non-Pfizer product is selected the 
user will receive a warning message as other vaccine products 
have not been approved for youth clients. If the Vaccinator 
chooses to bypass this warning message, they must check the 
άAdminister Dose Outside of Clinical Guidelinesέ ōƻȄ ŀƴŘ 
ǇƻǇǳƭŀǘŜ ǘƘŜ άReasonέ ŦƛŜƭŘ ǿƛǘƘ ŀ ŘŜǎŎǊƛǇǘƛƻƴΦ ¢ƘŜ ±ŀŎŎƛƴŀǘƻǊ 
Ŏŀƴ ŎƭƛŎƪ άNextέ ŀƴŘ ŎƻƴǘƛƴǳŜ ǿƛǘƘ ǘƘŜ ǇǊŜ-screening 
ŀǎǎŜǎǎƳŜƴǘΦ ¢Ƙƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ōŜ ǎŀǾŜŘ ƻƴ ǘƘŜ ŎƭƛŜƴǘΩǎ ŘƻǎŜ 
administration record and can only be edited by Site Super 
Users and Vaccinators.  

 

¶ After selecting the vaccine product for the dose the client will 
be receiving, click άbŜȄǘέΦ  

 

 

 

 

 

Further Context  

¶ Users with Vaccinator, PCP Vaccinator, Clinic Coordinator or Site Super User profiles can create, edit, and view dose 
administration (DA) records for clients that are tagged to Vaccination Events within their Authorized Organization. However, 
users have view-only access to DA records for clients that are tagged to Vaccination Events outside their Authorized 
Organization 

¶ The naming convention for each vaccine/diluent is consistent and reflects of the information on the physical labels. For 
example: 

o Pfizer ς άPFIZER-BIONTECH COVID-мф ±!//Lb9 Ƴwb!έ  
o Moderna ς άah59wb! /h±L5-19 mRNA-мнтоέ  
o AstraZeneca ς ά!{¢w!½9b9/! /h±L5-мф ±!//Lb9έ  
o COVISHIELD ς ά/h±L5-мф /h±L{IL9[5έ  
o Janssen ς άJANSSEN COVID-19 VACCINE 

¶ 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 

άReport Linksέ ǎŜŎǘƛƻƴΣ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ άShowing Clients for Vaccination Eventέ ǊŜǇƻǊǘΦ 

¶ Vaccinators must ensure that the appropriate number of days have elapsed between doses. The minimum product intervals 

for each vaccine type are:  

Next Dose  

Next Dose  

First Dose  



 

Page 10 of 24 
 

COVaxON Simplified Vaccination Event Flow   

 

o Pfizer = at least 19 days from the previous dose 
o Moderna = at least 21 days from the previous dose 
o COVISHIELD/AstraZeneca = at least 28 days from the previous dose 
o JANSSEN = A single dose vaccine, no minimum client interval  

¶ Based on provincial guidelines, the AstraZeneca and COVISHEILD vaccines are paused for first dose administration in Ontario. 
An error message will appear if a user tries to administer a first dose to a client.     

 

 

7. Conduct Pre-Screening Assessment   

Description:  
Begin the Pre-Screening Assessment for the vaccine product that was selected. Once the assessment is finished, determine 
whether it is safe for the client to receive the vaccine.  

How:  
1. Perform the appropriate Pre-Screening Assessment 

for the vaccine. If the client responds ά¸Ŝǎέ to any of 
the questions, ensure to check the corresponding 
question checkbox.  

2. ¦ǎŜ ǘƘŜ Ŧƛƴŀƭ ŎƘŜŎƪōƻȄ άPre-Screening Assessment 
Completeέ ǘƻ ŎƻƴŦƛǊƳ ŎƻƳǇƭŜǘƛƻƴ ƛƴ /h±ŀȄON. This is a 
mandatory checkbox to be recorded for all vaccine 
product types. The user may use their clinical 
knowledge to input any comments for the client on 
this screen.  

3. Based on the Pre-Screening Assessment, the 
Vaccinator must also use their clinical knowledge to 
determine if the client should receive the vaccine.  
a)  If Yes (client may receive a vaccine), proceed to 
{ŜŎǘƛƻƴ тΥ άRecord Consent and Fill in Dose 
Administration Detailsέ.  

b) If No (Client cannot receive a vaccine), input 
ǊŜŀǎƻƴƛƴƎ ƛƴ ǘƘŜ άCommentsέ ōƻȄΦ /ƘŜŎƪ ǘƘŜ 
άtǊŜ-screening Assessment Completed checkbox 
ŀƴŘ ŎƭƛŎƪ άNextέΦ hƴ ǘƘŜ ƴŜȄǘ ǎŎǊŜŜƴΣ Řƻ ƴƻǘ ǎŜƭŜŎǘ 
the consent checkbox, and select the relevant 
άwŜŀǎƻƴ ±ŀŎŎƛƴŜ ǿŀǎ ƴƻǘ !ŘƳƛƴƛǎǘŜǊŜŘέ from the 
drop down. Select one of the below options which 
will save on the client record after populating and 
ǎŜƭŜŎǘƛƴƎ άNextέ ŀƴŘ άFinishέΥ 

¶ άImmunization is contraindicatedέ   

¶ άPractitioner decision to temporarily defer immunizationέ 
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Notes 

¶ ¢ƘŜǊŜ ƛǎ ŀ άHistorical Pre-Screening Assessmentέ ǎŜŎǘƛƻƴ ǿƛǘƘƛƴ ǘƘŜ ŎƭƛŜƴǘΩǎ ŘƻǎŜ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ ǊŜŎƻǊŘ ǘƘŀǘ ǎƘƻǿǎ ǊŜǎǇƻƴǎŜǎ 
to any pre-screening checklist questions that were removed based on vaccine guidelines.  

¶ The pre-screening assessments for AstraZeneca, 
COVISHIELD, and Janssen products have an added 
warning message related to contraindications and an 
added mandatory checkbox confirming that the COVID-
19 Vaccine Information sheet has been reviewed with 
the client. If the client has a contraindication, an alert 
should be created on their client record, and the client 
should not receive the vaccine. They can rebook their 
dose appointment for a later time.  

 

8. Record Consent and Fill in Dose Administration Details  

Description:  
hōǘŀƛƴ ŀƴŘ ǊŜŎƻǊŘ ǘƘŜ ŎƭƛŜƴǘΩǎ ŎƻƴǎŜƴǘ ŦƻǊ ǎŜǊǾƛŎŜ όƻǊ ŎƻƴǎŜƴǘ ŦǊƻƳ ŀ ǎǳōǎǘƛǘǳǘŜ ŘŜŎƛǎƛƻƴ ƳŀƪŜǊ ƛŦ ǘƘŜ ŎƭƛŜƴǘ ƛǎ ¸ƻǳǘƘ 5+), and 

specific record dosage information in the Dose Information screen. Review the details of the dose for accuracy and complete the 

dose administration. 

How:  
мΦ  CƻǊ ǘƘŜ ŎƭƛŜƴǘΩǎ ŦƛǊǎǘ ŘƻǎŜ:  

¶ Ask for verbal consent from the client for 
ǊŜŎŜƛǾƛƴƎ άAll recommended doses in the 
seriesέΦ  

¶ Details on the Vaccine Information Sheet 
(details can be found here). 

¶ Once consent is obtained for the first dose, 
ǘƘŜ ŎƭƛŜƴǘΩǎ ŎƻƴǎŜƴǘ ǿƛƭƭ ŎŀǊǊȅ over for 
subsequent vaccine doses, but the client can 
revoke that consent later 

¶ LŦ ǘƘŜ ŎƭƛŜƴǘ ŘƻŜǎ ƴƻǘ ŎƻƴǎŜƴǘ ǘƻ ǊŜŎŜƛǾƛƴƎ ǘƘŜ ǾŀŎŎƛƴŜΣ ǘƘŜƴ ǇƻǇǳƭŀǘŜ ǘƘŜ άReason vaccine was not administeredέ ǿƛǘƘ 
ǘƘŜ ǎŜƭŜŎǘƛƻƴ άPractitioner recommends immunization, but patient did not consentέΣ ǘƘŜƴ ŎƭƛŎƪ άNextέ ŀƴŘ άFinishέΦ  

¶ For clients 5+ years old, or clients who are tagged to the Reason for Immunization, ά¸ƻǳǘƘ 5Ҍέ on their client record, 
there are two consent scenarios (see below)  

 

2. CƻǊ ǘƘŜ ŎƭƛŜƴǘΩǎ ƴŜȄǘ ŘƻǎŜ όƛŦ ŀǇǇƭƛŎŀōƭŜύΥ 

¶ The consent for receiving the vaccine checkbox will be selected automatically as the consent to receiving the dose series 
has already been selected during their first dose. Therefore, begin by directly inputting the dosage information 

¶ LŦ ǘƘŜ ŎƭƛŜƴǘ ŎƘŀƴƎŜǎ ǘƘŜƛǊ ŎƻƴǎŜƴǘ ŘǳǊƛƴƎ ǘƘŜƛǊ ǎŜŎƻƴŘ ŘƻǎŜΣ ǳƴŎƘŜŎƪ ǘƘŜ ŎƻƴǎŜƴǘ ŎƘŜŎƪōƻȄΣ ǘƘŜƴ ǇƻǇǳƭŀǘŜ ǘƘŜ άReason 
vaccine was not administeredέ ǿƛǘƘ ǘƘŜ ǎŜƭŜŎǘƛƻƴ 
άPatient withdrew consent for seriesέΣ ǘƘŜƴ ŎƭƛŎƪ 
άNextέ ŀƴŘ άFinishέΦ hƴ ǘƘŜ ŎƭƛŜƴǘ ǊŜŎƻǊŘΣ ǘƘŜƛǊ ǎǘŀǘǳǎ 
ǿƛƭƭ ŎƘŀƴƎŜ ōŀŎƪ ǘƻ άChecked outέ ŀƴŘ ǘƘŜ άReason 
vaccine was not administeredέ ŦƛŜƭŘ ǿƛƭƭ ōŜ ǇƻǇǳƭŀǘŜŘΦ 

Message for Non-Youth 

Client 

https://www.health.gov.on.ca/en/pro/programs/publichealth/coronavirus/covid19_vaccine.aspx
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Scenario 1- Youth clients who have a 
proxy/substitute decision maker consenting for 
them: Follow the process outlined below by 
populating the proxy consent checkbox and the Proxy 
information. After completion, continue with the 
regular dose administration process in COVaxON.  
 
From the Administer Dose screen, select the second 
checkbox to obtain consent from a substitute 
decision maker/proxy. Leave the first checkbox blank. 

¶ The following additional fields will appear directly below: 
o άProxy Nameέ ς mandatory field 
o άProxy Phoneέ ς optional field 
o άRelationship to the Clientέ ς mandatory dropdown field 

 
When the client returns for their next dose, the proxy consent and information must be recorded again.  
 
Scenario 2- Youth clients who are consenting on 
behalf of themselves: Follow the process outlined 
below by populating the consent checkbox. After 
completion, continue with the regular dose 
administration process in COVaxON. 
 
From the Administer Dose screen, populate the first 
checkbox to confirm that the Vaccine Information Sheet has been reviewed and that the client consents to receiving all 
recommended doses in the series. Leave the second checkbox blank. Following these checkboxes, the Dose Administration 
process will directly reflect the non-youth client Dose Administration process.    
 
When a client returns for their next dose, the consent for receiving the vaccine checkbox will appear automatically as the dose 
series consent has already been received during their first dose. This can be updated if needed. 
 
If the Client consents, proceed to fill in the following fields:  

1. Confirm the accurate Vaccine Name (automatically populated based on selection from 1st screen) and for Pfizer vaccines, 

search for the available diluent 

2. Route will be pre-populated and only have 1 option available.  
3. Dosage Administered* If Moderna is the selected product, select the appropriate value from the drop down list (0.25 or 

0.5). If other vaccine products is selected a default dosage value is displayed for the selected product  
4. Dosage Unit of Measure* default value is ml 

5. Select Anatomical Site of Vaccination from the drop down. 
6. Input Date and Time of vaccination (defaults to current date & time).  
7. άCountry Vaccine Administeredέ will be pre-ǇƻǇǳƭŀǘŜŘ ŀǎ άCanadaΦέ 
8.  Vaccination Event ǿƛƭƭ ōŜ ǇǊŜǇƻǇǳƭŀǘŜŘ ōŀǎŜŘ ƻƴ ǘƘŜ ±ŀŎŎƛƴŀǘƛƻƴ 9ǾŜƴǘ ǘƛŜŘ ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜŎƻǊŘΦ  
9. Fill in the ά±ŀŎŎƛƴŜ !ŘƳƛƴƛǎǘŜǊŜŘ .ȅέ field by searching for the provider who administered the vaccine to the client. See 

the Further Context section below for additional details. 
10. Click άbŜȄǘέΦ  
11. wŜǾƛŜǿ ȅƻǳǊ ǎŜƭŜŎǘƛƻƴǎ ǘƻ ŜƴǎǳǊŜ ŀƭƭ ǘƘŜ Řŀǘŀ ŜƴǘŜǊŜŘ ƛǎ ŀŎŎǳǊŀǘŜ ŀƴŘ ŎƭƛŎƪ άNextέΦ ¦ǎŜǊǎ ǎƘƻǳƭŘ ƴƻǘ ŜȄƛǘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ 
ά·έ ƻƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘƛǎ ǎŎǊŜŜƴΦ IƻǿŜǾŜǊΣ ƛŦ ǘƘŜȅ Řƻ ŜȄƛǘΣ ǘƘŜ Dose Administration record will be created, and users will 

Message for Youth 

Client 
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ƘŀǾŜ ǘƻ ǳǎŜ ǘƘŜ άCheck Outέ ōǳǘǘƻƴ ŦǊƻƳ ǘƘŜ ŎƭƛŜƴǘ ǊŜŎƻǊŘ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ŎƘŜŎƪ ƻǳǘΦ 

 
12. [ŜŀǾŜ ǘƘƛǎ ǿƛƴŘƻǿ ƻǇŜƴ ŀƴŘ ŎƭƛŎƪ άNextΦέ  

Note: !ŦǘŜǊ ŀŘƳƛƴƛǎǘŜǊƛƴƎ ŀ ŘƻǎŜ ŀƴŘ ŎƭƛŎƪƛƴƎ ǘƘŜ άFinishέ ōǳǘǘƻƴΣ ǘhe inventory level in the COVaxON system will be automatically 
decremented. 

 
 
 

 
 

 

 

Further Context 

¶ LŦ ŀ ǳǎŜǊ ƛǎ ǳƴŀōƭŜ ǘƻ ŀŘƳƛƴƛǎǘŜǊ ŀ ŘƻǎŜ ǘƻ ǘƘŜ ŎƭƛŜƴǘ ŀƴŘ ǊŜŎŜƛǾŜǎ ŀƴ ŜǊǊƻǊ ƛƴǎǘǊǳŎǘƛƴƎ ǘƘŜƳ ǘƻ άSelect an alternative 
Reason for ImmunizationέΦ ¢Ƙƛǎ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ǘƘŜ ŎǳǊǊŜƴǘ άwŜŀǎƻƴ ŦƻǊ LƳƳǳƴƛȊŀǘƛƻƴέ ƛǎ ƴƻ ƭƻƴƎŜǊ ŀǾŀƛƭŀōƭŜ ƛƴ /h±ŀȄON, 
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ŀƴŘ ǘƘŜ ǳǎŜǊ Ƴǳǎǘ ǎŜƭŜŎǘ ŀƴƻǘƘŜǊ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ άwŜŀǎƻƴ ŦƻǊ LƳƳǳƴƛȊŀǘƛƻƴέ ŘǊƻǇ-down list before proceeding to 
administer a dose 

¶ When populating the άProviderέ ƛƴ ǘƘŜ άVaccine Administered Byέ ŦƛŜƭŘΣ ǳǎŜǊǎ Ŏŀƴ ǎŜŀǊŎƘ ŦƻǊ άhǘƘŜǊ /ƭƛƴƛŎƛŀƴΣ hǘƘŜǊ 
5ŜǎƛƎƴŀǘƛƻƴΣ ȄȄȄέ and select it ŀǎ ŀ ƎŜƴŜǊƛŎ ǇƭŀŎŜƘƻƭŘŜǊ ƛŦ ǘƘŜ tǊƻǾƛŘŜǊΩǎ ƴŀƳŜ Ŏŀƴƴƻǘ ōŜ ŦƻǳƴŘ ƛƴ ǘƘŜ ǎŜŀǊŎƘΦ ¢Ƙƛǎ ǿƛƭƭ 
trigger a second field to become availŀōƭŜΣ άVaccine Administered By (Other)έΦ ¢ƘŜ ±ŀŎŎƛƴŀǘƻǊǎ ŘŜǘŀƛƭǎ ǎƘƻǳƭŘ ōŜ ŜƴǘŜǊŜŘ 
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. Please have 
the provider validated by your Site Lead and have the details in the table prepared prior to contacting your site lead:  

Field Field Entry  

Provider First Name Free text ς enter the first name 

Provider Last Name Free text ς enter the last name 

Provider Role 

(Choose Option)  

Medical Doctor 

Medical Resident 

Nurse Practitioner  

Nursing Student  

Other Designation 

Paramedic Practitioner 

Pharmacist 

Pharmacy Student 

Pharmacy Technician   

Registered Midwife 

Registered Nurse Registered Practical Nurse 

Respiratory Therapist 

 

Identifier Free text ς enter the identifier number 

Identifier Type 

(Choose Option)  

Professional license number 

Medical identification number of Canada 

Health regulatory college member number 

Provincial health human resource identifier 

Other Identifier Type 

 

 

Module 3: Check-Out 

9. Client Check Out & Document Potential AEFI  

Description:  
¢ƘŜ ƭŀǎǘ ǎǘŜǇ ƛƴ ǘƘŜ {ƛƳǇƭƛŦƛŜŘ Cƭƻǿ ǇǊƻŎŜǎǎ ǿƛƭƭ ŎƻƳǇƭŜǘŜ ǘƘŜ ŎƭƛŜƴǘΩǎ ŎƘŜŎƪ ƻǳǘΦ !ŦǘŜǊ ŎƘŜŎƪ-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.  

A. Client Check Out:  

1. If the client provided an email address and would like to receive an email copy of their receipt, leave the checkbox checked. 

If not, uncheck the ά9Ƴŀƛƭ ǊŜŎŜƛǇǘ ǘƻ ǇŀǘƛŜƴǘέ box.  See {ŜŎǘƛƻƴ ф άhǇǘƛƻƴ 1: Email a Copy of Immunization Receiptέ ōŜƭƻǿ 

for more details on obtaining the clients immunization receipt via email. 

2. Click άbŜȄǘ.έ A pop-ǳǇ ǿƛƭƭ ŀǇǇŜŀǊ ŎƻƴŦƛǊƳƛƴƎ ǘƘŜ ǎȅǎǘŜƳ Ƙŀǎ ǊŜŎƻǊŘŜŘ ǘƘŜ ŎƭƛŜƴǘΩǎ ŎƘŜŎƪ-out.  

3. Click άCƛƴƛǎƘέ to save the Dose Administration record. 

 

 

 

 

 

¶ Once the Simplified Flow is complete, the service status 
ǿƛƭƭ ƳƻǾŜ ŦǊƻƳ άNewέ ǘƻ άChecked outέ 
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¶ In COVaxONΣ ǘƘŜǊŜ ƛǎ ŀƴ ƻǇǘƛƻƴ ǘƻ ŎǊŜŀǘŜ ŀƴ άAlertέ ŦƻǊ ŀ ŎƭƛŜƴǘ ƻƴ ǘƘŜƛǊ ŎƭƛŜƴǘ ǊŜŎƻǊŘΦ If the client requires an alert to be 
logged (i.e. if there is information about an AEFI to be logged, a warning, or the client is eligible for a shortened dose 
ƛƴǘŜǊǾŀƭύΣ ǳǎŜǊǎ ǿƻǳƭŘ ǇƻǇǳƭŀǘŜ ǘƘŜ ŘŜǘŀƛƭǎ ƻŦ ǘƘŜ ŀƭŜǊǘ ŀƴŘ ǎŀǾŜ ƛǘ ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜŎƻǊŘΦ wŜfer to Section 3 above for 
instructions on adding alerts.  

B. Document AEFI:  
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. If the client did experience AEFI:                 
1. Treat the client for the AEFI that occurred. 

2. From the client record, open the relevant Dose Administration record on the right side of the client record, by selecting the 

hyperlink. 

3. If not already on the client record, navigate to thŜ ±ŀŎŎƛƴŀǘƛƻƴ 9ǾŜƴǘǎ ǘŀōΣ ǎŜƭŜŎǘ ǘƘŜ ǊŜƭŜǾŀƴǘ ±9Σ ƴŀǾƛƎŀǘŜ ǘƻ ǘƘŜ άRelatedέ 

tab and click on ά±ƛŜǿ !ƭƭέ under Dose Administration.  

4. Apply the relevant filters/sorting ς ŦƻǊ ŜȄŀƳǇƭŜΣ ŦƛƭǘŜǊ ōȅ ά/ƭƛŜƴǘ bŀƳŜΦέ 

5. [ƻŎŀǘŜ ǘƘŜ ŎƭƛŜƴǘΩǎ 5ƻǎŜ !ŘƳƛƴƛǎǘǊŀǘƛƻƴ ǊŜŎƻǊd and select the hyperlink (for example DA-0677).  

 

6. CǊƻƳ ǘƘŜ 5ƻǎŜ !ŘƳƛƴƛǎǘǊŀǘƛƻƴ ǊŜŎƻǊŘΣ ŎƘŜŎƪ ƻŦŦ ǘƘŜ άAny Adverse Events After Immunizationέ 

checkbox  

10. Proof of Vaccination Receipt    

Description: 
After the client has been checked out, the proof of vaccination receipt can either be emailed to the client or printed as a PDF on 
site. 

Option 1: Email a Copy of Immunization Receipt  

If the client provides their email adress and consents to receive an email copy of their vaccination receipt, the email will include a 
URL link which leads the user to their vaccination receipt on the portal. Note that this URL link replaced the PDF attachment of 
the vaccination receipt. 
 
How:  
During the checkout process:  

1. Check Out the client as described in Section 8 above. Ensure 

ǘƘŜ ŎƘŜŎƪōƻȄ άEmail receipt to patientέ ƛǎ ŦƛƭƭŜŘ ƛƴ 

2. /ƭƛŎƪ άNextέΦ ¢ƘŜ ŎƭƛŜƴǘ ǿƛƭƭ ǘƘŜƴ ǊŜŎŜƛǾŜ ŀƴ ŜƳŀƛƭ ǿƛǘƘ ŀ ¦w[ 
link. The URL link will display as follows:  
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When a client clicks on their unique URL link, they will be directed to the COVID-19 Patient Portal. From the Portal, they will be 
required to enter their Health Card number, or their COVID ID (assigned by a PHU), as well as their month of birth. Once 
successfully logged in, the Vaccination Receipt will be available for download.  

 
 
 
 
 
 
 
 
 
 

The URL will expire in 5 days from the time the client received their vaccine receipt email. Once the URL is expired:  

¶ Clients with a green photo health (OHIP) card can log in and get their receipts through the Patient Portal or by calling 
the Provincial Vaccine Booking Line 

¶ Clients with a red and white health card or clients who do not have an Ontario health card, can call the Provincial 
Vaccine Booking Line, and ask them to resend the vaccine receipt email 
















