ey Countermeasure Data Management System (CDMS) Operation Management

Add a New Location and Changing a Location in an Established Operation

Follow these steps for adding a new vaccination location as well as changing a location in an already established
operation. Note, locations should be where you will be vaccinating individuals.

Instructions for Adding a location and changing a location in an already established operation:

1. To add a new location in CDMS you will click ‘Organization Admin’ from the left-hand menu and then select

‘Locations’
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2. Spot check the list of already added locations, or use the global filter, to ensure your location address has not yet
been added. Click +Add Location
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Location List

Search for an Location

Status Active | Inactive Both}

Organization The University of Vermont Health Network-Champlain Valley

3 Clear Search| I + Add Location
Search Results
Q, |Global filter
[ |

Location Name -|Organization

» Run Search

Latitude

Create Date Longitude

CVPH Medical Center The University of Vermont Health Network-Champlain Valley 12/22/2020 Yes 0.0 0.0
Physicians Hospital

UVM - Champlain Valley Physicians The University of Vermont Health Network-Champlain Valley 12/22/2020 Yes 44.698132 -73.461008

Hospital Physicians Hospital

3. Fillin the information associated with the location: Location Name, Street Address and Contact Number to the
location and click Add Location.

*Note: When you are typing the street address, this will pull from google maps, click the address associated with
what you are typing. This will fill in the grey boxes automatically.
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Add New Location
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Once the google address has been selected the grey boxes will automatically populate. Fill in the contact phone
number (again this is the number to the location) and click add location.

4. Next, if you want to assign this location to an already existing operation to update the location, you will go to
‘Organization Admin’ and click ‘Operations’
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NYS DOH Hospital/FQHC Appointment Scheduling
COV COVID-19 (12/20/2020 - 12/31/2020)

Operation Name

NYS DOH Hospital/[FQHC Appointment
Scheduling COVID-19 at CVPH Medical Center

50500188 | CVPH Medical Center Actual

UVM - Champlain
50500130 | Valley Physicians
Hospital

UVM - Champlain Valley Physicians Hospital
Essential Employee Vaccination Clinic
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5. Click the blue hyperlink associated with the operation you would like to update the location for and click
‘Operation Details’
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Activate Operation & Registration Links
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Click the dropdown titled ‘Location’ and select the name of the location you will be vaccinating at.
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Form

Hospital/FQHC COVID-19 Appointment
Scheduling Form1

NYS DOH Hospital/FQHC Appointment
Scheduling COV COVID-19 (12/20/2020 -
12/31/2020)

Operation Name

UVM - Champlain Valley Physicians Hospital Essential Employee '

Intended Population

UVM Identified Essential Employees

Public Notes
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Location
UVM - Champlain Valley Physic v

- Select Location --
CVPH Medical Center
Example Facility Location

UVM - Champlain Valley Physicians Hospital
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7. If your operation name included the name of your original location in its title, now change it to also reflect the new
location and then click update operations to finalize the details you have changed.
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UVM - Champlain Valley Physicians Hospital Essential Employee Vaccination Clir
~ Organization Admin

v Operational
& B UVM Identified Essential Employees
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This clinic is for UVM identified essential employees cnly. Please nofe at this time as vaccine is

limited, only those who have been flagged for vaccination will be invited to register for clinic.

Please wear a short sleeved shirt for ease of access to vaccination site
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