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Central Vaccination Clinics:
TrackVax Quick Start Guide (Version 22)

Process Steps

1. Select ‘stock management’ 
function from the main menu. 
Once the page displays, select 
‘Receive Vaccines’ function.

Notes

**NB Selecting 
TrackVax + Covax will 

mean you will only 
need to perform one 
scan of the vaccine 

stock to add it to both 
TrackVax & Covax 

Note: When scanning ensure the field in the bottom of the screen is active (green). 
If it is red, click the field before scanning. 
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Follow Instructions on-screen:

*NB Each Staff member MUST login at the start of the day to ‘ACTIVATE’ themselves for the Day  
OR CVC Admin can ‘ACTIVATE’ Staff at the start of the day

Receiving Stock Steps

2. This will display the ‘Scan 
Vaccine Labels’ screen. Here, 
you be able to receive stock in 
three ways;
A. TrackVax + Covax 
B. Covax Only
C. TrackVax Only 
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Follow Instructions on-screen:

Receiving Stock Steps

3. To change the receipting to 
option A, B or C you will need to 
click the default button 
‘TrackVax + Covax’. 

4. After completing step 3, you will 
be requested to perform a 
double badge scan to confirm 
the scanning option change. 
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Follow Instructions on-screen:

Transferring Stock 

1. Select ‘stock management’ function 
from the main menu. Once the page 
displays, select ‘Transfer Vaccines’ 
function. Once complete, you will 
then need to select the destination 
location for the transfer

**Left click the red ribbon ‘Select the 
destination location’ to activate 

2. Select or search the 
required location for the 
transfer. Once done 
scan the box you wish 
to transfer and input the 
vial quantity for transfer 
and click ‘save’. Once 
complete, confirm the 
transferring of vials and 
complete double badge 
scan when prompted

**NB This transfer of stock 
will not update the stock in 

the destination location. 

The transferred stock will 
need to be receipted by the 

destination location 
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Follow Instructions on-screen:

Quarantining Stock

1. Select ‘stock management’ function 
from the main menu. Once the page 
displays, select ‘Quarantine Vaccines’ 
function. 

2. Scan box to 
quarantine stock and 
confirm the Qty of 
vials you wish to 
quarantine and select 
‘save’ 

3. Confirm action and 
complete double 
badge scan when 
prompted


