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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 

 
3. Fill in 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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*As you see in this 
screen capture you 
see addresses pulling 
from google, CLICK 
the address 
associated with the 
location where you 
are vaccinating. 
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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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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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6. Click the dropdown titled ‘Location’ and select the name of the location you will be vaccinating at.  
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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. 

 
 


