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1. Why has the layout of VMS been updated? 

The Vaccine Management System (VMS) has been created to provide central reporting of 
vaccinations delivered throughout NI.  It will be used to share vaccination information with 
primary care providers and provide insight as to uptake of vaccines in the population of 
Northern Ireland. 

 

The system has been updated to allow up to date and complete data across all Northern 
Ireland for the expanded COVID-19 vaccination programme (booster) and the forthcoming 
21-22 seasonal influenza vaccination programme. 

 

 

2. What will I see at the homepage when I sign in? 

 

. 

The homepage 

 

 
 

From the homepage view, you can take key actions.  
 

 You can search for a patient using their Health and Care number or name (both first 
name and surname must be entered in order to see results) in the search field at the 
top of the page. Once located, you can view patient details by clicking on their name. 
From here you can manage appointments, view the vaccination status of the patient 
and book them in for an upcoming appointment. 
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 You can create a new patient record by selecting the appropriate link on the home 
page i.e. use additional search fields to match the patient to an existing H&C record 
or use exception function to log vaccinations for unregistered patients. 
 

 You can view upcoming appointments for today’s date for your location by selecting 
the appropriate link on the home page. 

 
 
 

3. How do I find a patient? 
 
In “Find a patient” function enter: 

 the patient’s H&C number (preferred search option) or 

 the patient’s full forename and surname 
e.g. a patient may be known as Joe Smith however their full name is ‘Joseph Smith’. 

 
Note: The full name must be entered. The search function will not return any entries if 
shortened names, abbreviations or wildcards are used.  
The search identifies the forename and surname of the patient therefore middle names and 
initials should not be used. 
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4. How can I book an appointment for a COVID or influenza vaccination? 

Search for the patient then enter the patient record by clicking on the patient name from the 
list provided. 

 

 
 

The patient’s VMS record opens and from here you can view vaccination history and manage 
the patient’s appointments 

 

 
Selecting Manage appointments allows new appointments to be booked. 
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To book an appointment, select the vaccine type (either COVID-19 or Flu), select the date of 
the appointment and select book vaccination 
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5. How can I edit or cancel an appointment? 

By viewing a patient record, you can edit and cancel appointments 

 

 
 

 

 

6. How can I record a vaccination for a COVID or Flu vaccination 

When you find the patient select their name to open the patient record.  

 

A summary of the patient details and vaccination history are presented along with the 
upcoming appointments 
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To proceed to record a vaccination, see the upcoming appointments section and select 
‘check patient ID’ to proceed. 

 
Confirm that you have checked the patient’s identity. 

 
 
You will then see a form to allow you to enter further patient details relevant to the 
vaccination. If the patient is a health and social care worker, further questions will appear 
for you to record information about their role. This information may already be populated if 
they patient booked their appointment online. The answers can be updated here.  
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A multi-select question allows you to choose all optional patient categories that may apply. 
 

 
Click Continue once completed. 
You will then see a form to allow you to complete clinical assessment questions. Different 
questions are asked depending on the appointment type (flu or Covid-19). 
Tip: use the tab button to move to the next field. 
 
To finalise the assessment questions and record vaccination details click Yes at proceed to 
vaccinate, click that the patient has consented and add in the assessor’s name.  
 
The information you have entered can be saved as a draft by selecting that the form is not 
ready for submission and clicking on save record. Please follow the instructions on the 
screen.  
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Enter the vaccination details: 
Once you have completed all mandatory clinical assessment questions and recorded the 
patient’s consent, you can select ‘Save & continue’ to continue to record the vaccination 
Please note: If the appointment type you are recording a vaccine for is flu, you will only see 
flu dose options in the vaccine administered drop-down. If the appointment type is Covid-
19, you will see both booster, dose 1 and dose 2 options in the drop-down. 
 

 
 
Vaccine types will be amended to include new types as they are approved and adopted for 
use; system rules will change to suit the operational needs of the vaccination providers, for 
example booster doses. Please ensure you select the correct vaccine that has been 
administered.   
 
Batch Field: this field is for batch number. This field is mandatory and you should only enter 
batch number here, no text.  

 
 
You can cancel out of the patient record at any time by clicking the logo at the top of the 
page OR by clicking ‘cancel and return to patient record’. 
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Once you have completed the form and are ready to submit, please confirm and then select 
the save button.  
 
Once you have saved the vaccination record you will be returned to the patient record page 
and the vaccination history of the patient will have changed.  
 
From here you will be able to book the patients second vaccination appointment using the 
manage appointments link. If the patient is having another vaccine, you will also be able to 
progress to the next vaccination from here 
 
 

7. How can I edit a vaccination record entered in error? 
 
By viewing a patient record, you can edit a vaccination record in the vaccination history that 
has been entered by the pharmacy. Edits should be made as soon as possible, preferably on 
the same day as the initial entry to ensure GP systems are updated with the amendment.  
 
Patient details cannot be amended as these details are matched to a central record. 
 
Pharmacy cannot edit vaccinations recorded by another provider such as a GP practice or 
Trust. 
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8. How can I see upcoming appointments for my pharmacy? 

Appointments scheduled for today’s date for your location can be viewed from the home 
page by selecting ‘view upcoming appointments’. A new screen will display detailing the 
patient name, date of birth and vaccine type for all listed appointments. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Upcoming appointments for a specific patient can be viewed on the patient record. Select 
the patient record, ‘then choose ‘manage appointments’ 
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9. How can I delete a vaccination record? 

Vaccination records cannot be deleted by the pharmacies.  

To have a vaccination record removed pharmacies should contact: supportteam@hscni.net 

from the pharmacy secure email with subject heading Pharmacy VMS.  

 

Pharmacies should include a named contact and contact number in the initial email. 
Pharmacies should not include any Patient Identifiable Information (PII) in the initial email. 
This will be requested by the staff member managing your call if these details are needed 
and only supplied at this point. 

 

 

10. What happens if I cannot find a patient in the “Find a patient” function? 
Ensure the correct forename and surname are being entered. Ideally the patients H&C 
number should be used.  
 
If no patient can be found, select “create new patient record” from the home page. 
This will allow additional patient details to be entered to try and match to their central 
record. 
 

mailto:supportteam@hscni.net
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You will be then asked to complete some patient details in a new page which will facilitate 
finding a match for the patient on the HCN index: 
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If the mandatory fields are not completed, you cannot add the patient. Red boxes around 
the fields will appear once you try to add the patient if data is missing 

 

Please ensure when you are entering any dates, you open the calendar and select the day, 
month and year to allow you to scroll through and select the correct option.   

Data required to find a patient match on the HCN index will be asked first and then 
matching attempted.  

 

How will I know if the patient has been successfully matched? 
Once the mandatory patient details have been entered, matching will be attempted. If a 
match is found, you will be asked to confirm the details are correct and proceed with the 
match found. Here you also have the option to edit the details entered and re-attempt 
matching.  



Vaccine Management System (VMS) for Community Pharmacy  

15    

11. What happens if I cannot get a match? 
If a match cannot be found, you will receive the following prompt.  
 

 
 

 
Confirm the details are correct with the patient and that these are the current details held 
by their GP practice, re-enter the details to ensure human error has not occurred. If the 
prompt persists to appear, in a limited set of circumstances, you can proceed without a 
match if the patient meets one of the stated exception reasons.  

 

 

12.  How can I record a vaccination for an unregistered patient? 

 

As above, try to match the patient but if the patient is unregistered and cannot be found, 
‘continue with exception’. Select a reason for the exception. 
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You will then need to confirm you understand the implications of proceeding in this way. 

 

 
 

You may wish to refer patients to the following BSO website to request a H&C number if 
they do not have one or to update their HSC record if they have changed name, address etc:  
http://www.hscbusiness.hscni.net/services/2507.htm   

 

 

13. How can I view a patient’s vaccination history? 

 

Search for and select the patient’s VMS record.  

 
 

From the patient’s VMS record the vaccination history is presented underneath the patient 
details: 

 

 

 

http://www.hscbusiness.hscni.net/services/2507.htm
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14. How can I see if the patient has an appointment with another provider? 

Search for and select a patient’s VMS record. Upcoming appointments are listed after patient 
details and vaccination history. 
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15. How can I see what patients I have vaccinated? 

 
The VMS has a built in report based on the patients you have vaccinated which can be 
exported and opened with MS excel or other spreadsheet software. Once opened the 
spreadsheet can be filtered by individual fields e.g. date of vaccination, vaccine type, etc. 
  
From Homepage select: ‘Download Patient report’ 
 

 
 
The file can be opened in any programme that accepts CSV files e.g. MS Excel, Numbers, etc. 
 

 
 
This contains information on vaccination status, cohort and other key demographics for 
patients on your list.  
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VMS Support information - how to get help 
 

1. General Queries 

 

For general queries about why we are using VMS in Pharmacy, concerns about data privacy, 
queries on user accounts please contact your local HSCB office. 

Local office contacts: 

Belfast   pharmacyservicesbelfast@hscni.net 

Northern  pharmacyservicesnorth@hscni.net 

Southern  pharmacyservicessouth@hscni.net 

South Eastern   pharmacyservicesse@hscni.net 

Western  pharmacyserviceswest@hscni.net 
 

These teams operate on Monday to Friday 9am to 5pm basis 

 

 

2. Issues effecting VMS  

 
Pharmacies experiencing issues with VMS should contact: supportteam@hscni.net from the 
pharmacy secure email with subject heading Pharmacy VMS.  

 

Pharmacies should include a named contact and contact number in the initial email. 
Pharmacies should not include any Patient Identifiable Information (PII) in the initial email. 
This will be requested by the staff member managing your call if these details are needed 
and only supplied at this point. 

 

 

3. Email Password reset 

 

If password for existing HSCB secure email account is forgotten and needs to be reset you 
should follow the standard process by contacting BSO eBusiness team on 028 9536 3681 
(select option3, then select  option 4) or email ebusiness@hscni.net 

 

Second user account - pharmacies should use the password given with new account (in the 
HSCB email) and not change this. If forgotten they should contact local integrated care 
office who will re-issue password.  

  

At present all support options are Monday to Friday 9am-5pm 
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