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Purpose:
• The Physical Inventory job aid provides step-by-step instructions for Texas 

Vaccines for Children (TVFC) and Adult Safety Net (ASN) providers to reconcile 

current vaccine inventory in the VAOS Provider Portal.
Audience:

• TVFC and ASN providers.

Frequency:
• Monthly by the 7th of each month.
• Each time a vaccine provider is placing a vaccine order.

Overview



Physical Inventory for TVFC, ASN, & 
COVID-19 Vaccines 

• TVFC & ASN Vaccine Inventory Reporting

• Current Inventory Report



Keep in mind…

VAOS works best with Chrome as your browser.

Please check your Spam folder for emails from noreply@salesforce.com as needed. You may 
also receive emails from CDCCustomerService@McKesson.com.

If possible, flag these addresses as safe-senders to avoid emails being sent to Spam.

Regardless of the number of facilities you are associated with, you will have one set of login 
credentials.

VAOS Tips & Tricks

mailto:noreply@salesforce.com
https://amedeloitte.sharepoint.com/sites/ImmTracVaccineOrdering/Shared%20Documents/Implementation%20Services/2%20-%20Training/Training%20Materials/4%20-%20Provider%20Training%20Materials/CDCCustomerService@McKesson.com


TVFC/ASN Vaccine Inventory 
Reporting



Navigate to the VAOS Provider Portal

Log into your VAOS Provider Portal and navigate to the Reporting 
and Ordering tile.



1. Select the facility you wish to 
transfer vaccine from by 
clicking the drop-down menu 
under *Ordering facility. 

2. Verify your shipping 
information and click 
Continue.

Navigate to Inventory

1

2

NOTE: The Continue button will be greyed out until you verify that your shipping information is correct.



Navigate to Inventory

Click Continue until you reach the Inventory page of the Ordering and 
Reporting module. 

Note: You must complete all other reporting before reconciling inventory to ensure 
correct quantities on hand
Note: Please do NOT add private inventory into VAOS



View Inventory

The Inventory module shows all current inventory with a positive quantity on 
hand, and includes fields such as Vaccine Family, Vaccine Alert (short-dated or 

expired), Lot ID, and Expiration Date.



Report Quantity on Hand – No Inventory Changes

Review all inventory records for accuracy. If the information matches your physical 
inventory, click No Inventory Changes.

Wait for the green confirmation message before placing an order or navigating to the 
homepage.



Report Quantity on Hand - Inventory Changes

• If after all other reporting is completed, and a quantity on hand does not match 
your physical inventory, click the Vaccine Item Number on the left side of the 
screen.

• Edit the quantity on hand and select a valid reason for adjustment. Click Save.
• Repeat this step for all other inventory records that do not match your physical 

inventory.



Add-line

• If there is a lot that is not included in your VAOS inventory, 
utilize the Addline button to add it into your account.

• List the appropriate program, vaccine, lot, expiration date, and 
quantity on hand. Provide a detailed reason for add-lining the 
inventory, then click Save.



Current Inventory Report



Navigate to Current Inventory Report

1. Select Reports on the VAOS home page
2. Select Current Inventory on the Reports page



Enter the appropriate date range and select Fetch to generate a Current 
Inventory Report. 

Step 3: Generate Current Inventory Report



Select Download to obtain a copy of the report via Excel file. The current 
inventory report allows you to see all Lot IDs, Expiration dates, and quantities 
on hand by different vaccine types all in one report. 

Step 4: Download Current Inventory Report
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