m DEPARTMENT
OF HEALTH

Creating and Viewing Vaccine Orders
MIICUSERGUIDANCE TRAINING RESOURCE

This guide describes how to use the Minnesota Immunization Information Connection (MIIC) to
create and view vaccine orders for the Minnesota Vaccinesfor Children (MnVFC) program and
the Uninsured and Underinsured Adult Vaccine (UUAV) program.
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GettingStarted

1. Gather allthe information needed to place your order, including current vaccine inventory
information and refrigerator/freezertemperatures.

Note: you cannot save partially completed orders in MIIC.
2. Loginto MIIC.
a. Go to MIIC (https://miic.health.state.mn.us).

b. Enteryour organization code, username, and password. Select “Login.”

c. Ifyou have not loggedin to MIIC for 60 days or more, your account will be locked.
Contact your organization’s MIIC administrator or the MIIC help desk at 651-201-
5207 or HEALTH.Miichelp@state.mn.us to have your account unlocked.

d. For more guidance on logginginto MIIC, please referto Logging into MIIC: MIIC
User Guidance and Training Resources
(https://www.health.state.mn.us/people/immunize/miic/train/intro.html).
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CREATING AND VIEWING VACCINE ORDERS

CreatingYour Order

1. Inthe “Vaccine Management” section on the left-hand navigation bar, select “create
order.” Then follow four steps below.

Vaccine Management
create order

view vaccine
management

Step 1. Verify Contact and ShippingInformation

Create Order for MN DEPT OF HLTH-MNVFC PROGRAM Step 1: Verify Contact and Shipping Information

Shipping Information

MnVFC Pin 999999

Delivery Address 625 Robert St N TEST There has been a change to my
deliv, 2nd Floor-Loading shipping information
g?g:;UL MM 55164 Special Delivery Instructions

Delivery MO:8:00 AM-4:00 PM |

Days/Hours TU:8:00 AM-4:00 PM

WE:8:00 AM-4:00 PM
TH:8:00 AM-4:00 PM
FR:8:00 AM-4:00 PM
Ordered by MIIC
User Lucy Cosgrove

Email [testing@test.com| x| Anorder confirmation will
CC email bg dL-.“enlt to this email
address | | address.

1. Enter an emailaddressin the box nextto “Email.” MDH will send an order confirmation to
this email address.

Check that your shippingand delivery informationis correct.

3. Ifthe informationisnot correct, selectthe box next to, “There has been a change
to my shippinginformation.” Then continue with your order. A MnVFC staff
memberwill contact you to update the information before shipping.

4. Once the informationis correct, select “Continue.”

Note: If at any time you wish to cancel your order, select “Cancel Order.”
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Step 2. Verify Authorizationand Temperatures

Create Order for MN DEPT OF HLTH-MNVFC PROGRAM Step 2: Verify Authorization and Temperatures
MnVFC Pin 999999
Name of Licensed Prescribing Professional Title
Back to Step 1
[Test Order MD. [v]
Authorization Current Refrigerator Cancel Order
- N ) Temperature
(") l'am a licensed practitioner and am authorized to procure P,
~ vaccine/biologicals according to Minnesota Statutes, 40 @F Uc
Section 151.37, (e.g., M.D., D.O, N.P., P.A, ORR.Ph
only). Current Freezer Temperature
@ | attest that | have the authority to complete this vaccine 0 ®fF Oc

order form on behalf of the "Prescribing Professional” on
this form whose signature is on file at our site as required
by state law.

1. Entervyour site’sauthorizationinformation and current refrigerator/freezertemperatures.

2. Select“Continue” to move to the next step or “Back to Step 1” to return to Step 1.

Note: If your fridge or freezertemperatures are out of range, please contact MDH immediately
at 651-201-5522 before continuing with yourorder.

Step 3. Enter “Doses on Hand” Information

Before placing your vaccine order, you are required to provide information on your current
MDH vaccine inventory. Thisinformationincludes the quantities of doses on hand, lot numbers,
and expiration dates. Lot numbersand expiration dates should prepopulate in MIIC for most
MDH vaccine based on previous vaccine shipmentinformation.

Note: If a vaccine’s expiration date is highlighted in orange, that vaccine expiresinthe next 1 to
3 months. Ifitis highlightedinred, that vaccine expiresin1 month or less.

Create Order for MN DEPT OF HLTH-MNVFC PROGRAM Step 3: Enter Doses on Hand

MRVFC Pin 999999 Continue
Back to Step 2
Instructions Cancel Crder

Print Preview

Expiration |Doses
Vaccine Brand Unit Size and Packaging Lot Number ¢ on Hand

MnVFC Pediatric Vaccine

DTaP-Hep B-IPY Pediarnx - GSK 10 pre-filled syringes S020160 06/30/2021| 5
MnVFC Pediatric Varicella Vaccines
MMR-V ProQuad - MRK 10 single-dose vials with diluent T0O10315 03/24/2022](5
Adult Un and Underinsured Vaccine
Hepatitis A VAQTA-Adull - MEK 10 pre-filled syringes TO10315 DX 2472022 (5
Hepatitis B Recombivax-Adult - MEK 10 single-dose vials R1B251M 03113r2021|[5
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1. Enterthe number of MDH vaccine doses on hand, evenifyou are not orderingall products

at thistime.
= If you redistribute vaccines to satellite sites, include those dosesin the totals.

= Note: Influenzavaccine will not display, as it is not necessary to report inventory for
influenzavaccine.

2. Manually add inventory that is not automatically displayed (e.g., if yoursite has received a

vaccine transfer from another site).
= Note: Find detailed information on this step by selecting “Instructions.”

3. Onthe “Add Vaccine Inventory” screen, enter vaccine program, vaccine type, brand, unit
size and packaging, lot number, expiration date, and quantity of doses on hand.

= Note: Fieldsdisplayinthis order. When you complete a field, the next field will display.

Additional Vaccines (for example, vaccines that your site received as a vaccine transfer)
*Please do not report inventory for influenza vaccines

Add Vaccine Inventory

Vaccine Program |MnVFC Pediatric Vaccines 2
Vaccine |DTaP v
Brand W

Unit Size and Packaging |1{]| single-dose vials ﬂ

Lot Number |ABC123 |

Expiration [10/01/2021 =

Doses on Hand D

| Add Additional Vaccine |

= Lot numberscan contain letters, numbers, and dashes. No other special characters are

accepted.

= The expiration date field uses the date format “MM/DD/YYYY”. If an expiration date
only contains month and year, use the last day of the month for the “DD” portion.

4. Once allfieldsare complete, select “Add Additional Vaccine.”

5. Select“Continue”to move to the next step or “Back to Step 2” to return to Step 2.

Step 4. Order Vaccine

There are separate tabs for each vaccine program. The tabs are labeled “MnVFC Pediatric,”
“MnVFC PediatricVaricella,” and “Adult Un & Underinsured.” You will only see the tabs for
programs that your organization participatesin currently. You will also see the quantities of
doseson hand that you enteredin Step 3.
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Create Order for MN DEPT OF HLTH-MNVFC PROGRAM Step 4: Order Vaccine

| Preview Order |
MnVFC Pin 999999 .
— Please Note: If the product you request is not available, another product | Backlto Step 3 |
* will be substituted, if this is NOT acceptable, please check here. | =
nce r

MnVFC Pediatric MnVFC Pediatric Varicella Adult Un & Underinsured

DT, Hib-MenCY, PPSV23 and Td should only be used in certain circumstances. To order call the MnWVFC Program at
651-201-5522¢ =1

. Doses | Doses - :
Vaccine Brand on Hand | Ordered Unit Size and Packaging
DTaP Daptacel - SP | 10 single-dose vials
DTaP Infanrix - GSK | 10 single-dose vials
DTaP Infanrix - GSK | 10 pre-filled syringes
DTaP-Hep B-IPV Pediarnx - GSK 5 | 10 pre-filled syringes

For each vaccine that you want to order, enter the number of doses you are orderingunder
“DosesOrdered.”

Selectthe “Preview Order” button to view your order.

On the preview order page, review the list of vaccines you want to order.

Preview Order for MN DEPT OF HLTH-MNVFC PROGRAM
If the order is final select Submit Order. If changes are necessary select Modify Order.

Once an order is submitted no changes can be made.
Submit Order
Modify Order

Shipping Information
MNVFC Pin

Prescribing Professional Test Order

999999 Title M.D.

625 Robert StN TEST

Delivery Address
deliv, 2nd Floor-
Loading Dock
St Paul, MN 55164

MO: 8200 AM -4:00
PM

TU: 3200 AM -4:00 PM
WE: 8:00 AM -4:00
PM

TH: 3200 AM -4:00 PM
FR: 8:00 AM -4:00 PM

Delivery
Days/Hours

Ordered by SMPOXMDH

| attest that | have the authority to complete this
vaccine order form on behalf of the "Prescribing
Professional" on this form whose signature is on
file at our site as required by state law.
Refrigerator Temp 40F

Freezer Temp 0OF

Cancel Order

User test testi
Email lucy.cosgrove@state mn.us
Vaccine Order L R for delivery of all other vacaines.
Vaccine Brand DDI': ie:n d gﬁeersed Unit Size and Packaging
MnVFC Pediatric Vaccines
DTaP Daptacel - SP 10 10 single-dose vials
MnVFC Pediatric Varicella Vaccines
TMMR-V ProQuad - MRK 5 10 10 single-dose vials with diluent
Adult Un and Underinsured Vaccines
Hepatitis A VAQTA-AdUIt - MRK 5 10 10 pre-filled syringes
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4. To modifyyour order, select “Modify Order.” The modify order page will display.

Modify Order for MN DEPT OF HLTH-MNVFC PROGRAM

MnVFC Pin 999999
D Please Note: If the product you request is not available, another product
will be substituted, if this is NOT acceptable, please check here. Cancel Order

MnVFC Pediatric T MnVFC Pediatric Varicella ‘ Adult Un & Underinsured ‘

DT, Td and PPSV23 should only be used in certain circumstances. To order call the MnWFC Program at 651-201-5522\_':--.

Doses Doses

Vaccine Brand on Hand Ordereq UNit Size and Packaging
DTaP Daptacel - SP 10 single-dose vials
DTaP Infanrix - GSK l:l 10 single-dose vials
DTaP Infanrix - GSK I:l 10 pre-filled syringes
DTaP-Hep BIPV Pediarix - GSK 5 |:| 10 pre-filled syringes

5. If yourorderis complete, select “Submit Order.”

6. Afteryousubmitan order, an order confirmation page will display. This page includesa
confirmation number and a list of all vaccines included inyour order. MDH will also send an

email confirmation to the email address you provided.

Order Confirmation for MN DEPT OF HLTH-MNVFC PROGRAM
Order Confirmation Number 384727
Your order has been saved and submitted to the state for review/processing.

Shipping Information Prescribing Professional Test Order | Print Preview |
MnVFC Pin 999999 ) - -
Delivery Address 625RobertSt e M.D. | e e b anement |
NTESTdoly, | attestthat | have the authority to
ond Floor. | Complete this vaccine order form on behalf
Loading Dock _ Of the "Prescribing Professional" on this
St Paul. MN form whose signature is on file at our site
55164 as required by state law.
Delivery MO 800 AM  Refrigerator Temp 40F
Days/Hours -4:00 PM Freezer Temp OF
TU: 8:00 AM
-4:00 PM
WE: 8:00 AM
-4:00 PM
TH: 8:00 AM
-4:00 PM
FR: 8:00 AM
-4:00 PM

Ordered by SMPOXMDH

User test test1
Email lucy cosgrove@state. mn.us
Vaccine Order Allow approximately 3 weeks for delivery of varicella

and 2 weeks for delivery of all other vaccines.

Doses Doses

onHand Ordered Unit Size and Packaging

Vaccine Brand

MnVFC Pediatric Vaccines

DTaP Daptacel - 3P 10 10 single-dose vials

MnVFC Pediatric Varicella Vaccines

MMR-V ProQuad - MRK b 10 10 single-dose vials with diluent
Adult Un and Underinsured Vaccines

Hepatitis A VAQTA-Adult - MRK 5 10 10 pre-filled syringes
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7. If you notice a mistake with your order after your order is confirmed, please contact the
MnVFC program immediately at 651-201-5522.

Ordering on Behalf of Satellite Sites

This sectionis for systems that complete vaccine orderingfor satellite sites ata central location.
The individual completingthe ordercan order for all of the sites usingonly one username and
password.

1. Go to “Vaccine Management” on the left-hand navigation bar and select “create order.”

Vaccine Management
create order

view vaccine
management

2. Clickon “Create Order” for the site you would like to order on behalf of.

Create Order Choose Provider to Order on Behalf of
Organization Search Criteria

Organization Type [ All Orgs V|

Search Field | Mn\VFC Pin v|
Search String | |
Search Results

l'fi'r'.wc MnVFC Name City County Zip  Select
123456  Test Mnwic Inver Grove Heights  Washingion 55078

000196  Testvic2 Test ltasca

3. Followsteps1-4 of the Creating Your Order section above to complete your order for a
satellite site.

Viewingand Tracking Your Order

Once your vaccine has shipped, you will receive ashipping confirmation email. To view and
track your orderin MIIC:

1. Go to “Vaccine Ordering” on the left-hand navigation bar and choose “view vaccine
management.”

Vaccine Management
create order

view vaccine
management
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2. Under “Search Criteria,” select “All” from the “Date Filter” drop-down. Then select “Search.”

View Vaccine Management

Search Criteria

Use the search criteria below to display vaccine management history.

Search Field |0rder By (PIMN} ~] Search
Search String |
Date Fiiter | Past 2 weeks v

Search Results

Select the status of an order or nonviable request to view additional details.

( Orders ] Nonviable Vaccines |
Order I MnVFC PIN  MnVFC Site Name User Submit Date  Status
10835 E66666 MIIC- Testing Org Lucy Cosgrove 10122020 SUBMITTED
APPROVED ~
10833 BEEEES MIIC- Testing Org Lucy Cosgrove 10M12/2020 WITH
CHANGES
10829 999999  |wresola Depatment of Health - Lucy Cosgrove 10/11/2020 CANCELLED

3. Selectyour vaccine order’s status. Order statusesinclude:
a. Submitted: Your vaccine orderis with MDH for review.

b. On hold: Your vaccine orderison hold. MDH contacted your site and is waiting for
additional information before approving your order. Contact our program so we can
approve your order.

c. Approved: MDH approved your vaccine order.

d. Approved with changes: MDH approved your order with modifications (e.g.
adjustments were made to the number of dosesyou ordered or to the brand or
presentation).

Sent to distributor: MDH sent your vaccine order to our distributor for fulfillment.
Partially fulfilled: Part of your vaccine order has shipped.

e
f
g. Fulfilled: Your entire vaccine order has shipped.
h

Cancelled: Your vaccine order was cancelled.

4. Afterselectingyour vaccine order’s status, the order confirmation page will
display. This page includes a confirmation number and a list of all vaccines
includedinthe order.

5. On this page, you can selectthe order’s status in the upper left-hand corner to view
shippinginformation for your whole order, or selecta vaccine’s ship status to view
shippinginformation for thatvaccine.
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a. Selectthe order’sstatus to view shippinginformation for yourorder.

Shipped Status: FULFILLED

Date Shipped: 10/11/2020
Carrier: FedEx
Shipment Tracking Number: 393047353431

b. Selecta vaccine’sshipstatus to view shippinginformation for that vaccine. Vaccine
shippedstatusesinclude:

Order form: Mn\VFC Pediatric
Vaccine: DTaP

Brand: Daptacel

Unit Size: 10

Packaging: 10 single-dose vials
Shipped Status: Fully Shipped

Lot Number: KG4MT

Date Shipped: 10/11/2020

Quantity Shipped; 10

Lot Expiration: 02/06/2022

Carrier: FedEx

Shipment Tracking Number: 393047559431

[ox |

= Blank: Your vaccine order has not shipped.
= Partially shipped: Part of the vaccine line item has shipped.
= Fully shipped: The entire vaccine line item has shipped.

= Cancelled: This particular vaccine line item was cancelled.

Viewingand Tracking Special Vaccine Event Orders

Some vaccine orders are allocated and distributed to providers as part of a special vaccine
event(e.g. pandemicvaccines). Once MDH staff approve your special vaccine eventorder, you
will receive an order confirmation email. Once that order has shipped, you will receive a
shipping confirmation email. Both confirmation emails will come from

health.mdhvaccine @state.mn.us. Toview and track your special vaccine eventorders in MIIC:
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1. Go to “Vaccine Management” on the left-hand navigation bar and choose “manage special
vaccine event.”

Vaccine Management
create order
view vaccine
management

report nonviable vaccine
request doses by
eligibility report

manage special vaccine
event

2. Under “Event,” selectthe “Event Name” from the “Event Filter” drop-down. Then select
“Search.”

Vaccine List

Event | All Event o
Organization Type All Orgs L
Search Field 1D S

Search String 554

3. Viewthe aggregate summary of the total doses ordered for that eventby NDC and vaccine
type.
4. Selectthe total dosesdistributed hyperlink.

| Vaccine List Search Results |
MnVFC MNDC Brand, Maker Packaging Ordering Total
PIN Intention Doses
Distributed
[999999 |l49281-0589-05  ||Menacira, SP |[10 single-dese vials |[Adut T
[Total Doses || - I - I - - I 10 |

5. Scroll downto the bottom of the page to view the history and details of vaccine orders
associated with that vaccine type.

| History of Menactra Doses Distributed |

Order Doses |[Doses |[Order Order Lot Date Carrier (|Shipment

Date Ordered ||Shipped ||ID Status Number|(|Shipped Tracking
Number

[11/10/2020([100 |[100 |[183145  ||FULFILLED|| S031497 |[11/10/2020] UPS |[1Z5R12510321002325

6. Selecta vaccine’s order status to view shippinginformation forthat vaccine.

10
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MIICHelp

For MIIC assistance, contact the MIIC help desk by phone at 651-201-5207 or by emailing
health.miichelp@state.mn.us or by clicking on the “help desk” button on MIIC.

organization MHC = wser MIC User = role Typical User

Vi

. announcements:
Inf 1
Production Region 7.22 NEW . MIC release 7.22 s live
== 07082020 e
FrresssanErE s - _
Routine Functions 03232020 ~ COVID-19 help desk phone suspenticn
manage client HEW o
manage immunizations 03/11/2020 ~ MIC release 7.21 is live

MnVFCHelp

For questions related to vaccine orders, contact the MnVFC ordering staff at
health.mnvfc@state.mn.us orcall 651-201-5522 or 1-800-657-3970.

Minnesota Department of Health

Minnesota Vaccines for Children Program

PO Box 64975, St. Paul, MN 55164
651-201-5522

health.mnvfc@state.mn.us
www.health.state.mn.us/people/immunize/miic

11/16/2020
To obtain this informationin a different format, call: 651-201-5503.
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