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Should a Local Health Jurisdiction (LHJ) enter an online order on behalf of a 
provider? 

The LHJ should not enter vaccine orders in the IIS for providers except in rare cases 
when a provider has no internet access to place their own orders. The LHJ is responsible 
for the accuracy of the information entered into the system. 

 

How does the provider’s delivery information get verified? 

We now have the ability to update VTrckS (the CDC’s ordering system) through a 
download from the Immunization Information System (IIS).  If a provider changes their 
delivery information on the order form in the WA IIS it will be automatically updated in 
VTrckS when the order is submitted.   

 
How will the State make sure the right amount of vaccine is ordered in the 
system?  

The provider is responsible for correctly entering the order.  We have some additional 
quality assurance checks in the IIS that will help you know if you make a mistake.  LHJs 
are responsible for reviewing and approving the accuracy and appropriateness of each 
order in the system.  We’ve developed a decision tree for handling mistakes.  If you 
make repeated ordering mistakes, additional training and a corrective action plan may 
be required before you can submit future vaccine orders.  You may also be required to 
pay for vaccines that expire or spoil due to ordering mistakes. 
 

How can I minimize ordering mistakes? 

1. Always verify that the correct shipping information is included on every order.  
Shipping information includes: 
• Shipping Address – Contact your LHJ immediately if your delivery address 

changes or is incorrect.  DO NOT order vaccine until the address is corrected. 
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• Contact Name – This is your primary vaccine coordinator, not necessarily the 
person submitting the order. 

• Shipping Days and Times – These should be your core business hours and should 
not change often.  These should be the days of the week and times during each 
day that the office will be open and able to receive vaccine deliveries.   

o If your office will be closed, be sure to uncheck the boxes for the days the 
office is scheduled to be closed. 

• Shipping Instructions – Include any special instructions for the delivery driver. 
(For example: “Closed 12-1 for lunch”, “Deliver to receptionist”, etc.) 

2. Double check your vaccine order entries before you click the Submit button: 
• Are doses used last month and physical inventory entered for every vaccine on 

the order form? 
• Are you ordering the correct vaccines? 
• Is the order quantity for each vaccine within recommended order quantity 

guidelines?   
 
 

What should I do if I realize there is a mistake on my online order? 

Contact your LHJ immediately if you discover an entry error has occurred. 
 

What happens if the delivery information is incorrect on my online order? 

Shipping information errors could lead to missed deliveries. Missed deliveries are 
returned to the distributor.  

• If the delivery is for vaccines shipped by McKesson (most vaccines), McKesson 
contacts the State for corrected shipping information and reships the vaccines.   

• If the delivery is for vaccines shipped by Merck (frozen vaccines), Merck does not 
contact the State and vaccines are not automatically reshipped.  You may not be 
aware of the missed delivery until the shipment doesn’t arrive within the 
expected 15 days.  Contact your LHJ if a delivery is late. 
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What happens if I order too much vaccine? 

If you order too much vaccine you should keep the amount that can be stored and used 
by the expiration date.  Contact your LHJ for approval to transfer the excess vaccine to 
another provider. If the vaccine cannot be transferred locally, the LHJ should contact the 
State to see if it can be transferred to another provider within the state.  If you make 
repeated ordering mistakes, additional training and a corrective action plan may be 
required before you can submit future vaccine orders.   You may also be required to pay 
for vaccines that expire or spoil due to ordering mistakes. 

 

What happens if I order the wrong vaccine? 

 If you order a vaccine that is not used by your practice, contact your LHJ for approval to 
transfer the vaccine to another provider.  If the vaccine cannot be transferred locally, 
the LHJ should contact the State to see if it can be transferred to another provider 
within the state.  If you make repeated ordering mistakes, additional training and a 
corrective action plan may be required before you can submit future vaccine orders.  
You may also be required to pay for vaccines that expire or spoil due to ordering 
mistakes. 
 

What happens if I order too little vaccine? 

If you order too little vaccine and do not have enough vaccine to meet demand before 
your next order, contact your LHJ for approval to place a supplemental off-schedule 
order. If you make repeated ordering mistakes, additional training and a corrective 
action plan may be required before you can submit future vaccine orders.   
 

I want to submit my vaccine orders online.  How do I get started? 

Contact your LHJ to receive training and to be sure your user account is set up for online 
ordering in the system.  To learn more about online ordering check out the training videos and 
guides at: http://jitt-wa.stchome.com 
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Where can I get help with online vaccine ordering? 

Contact your LHJ with online ordering questions.  Contact the WA IIS Help Desk at 1-
800-325-5599 for help with technical problems. For a refresher on how to order online, 
access the training videos and guides at: http://jitt-wa.stchome.com/ 

 

Do I still need to enter my doses used and physical inventory if I enter my order 
online? 

Doses used last month and physical inventory counts are required for all vaccines listed 
on the order form with every vaccine order. 
 

How can I be sure I’m ordering the right amount of vaccine? 

Calculating an appropriate order quantity is very important.  It helps to ensure that you 
don’t run out of vaccine and helps to keep the amount of expired vaccine low.  Use the 
Recommended Order Quantity Calculator to assist you in determining how much 
vaccine to order.  The State does not require you to use the calculator.  Your LHJ may 
request that you use the calculator as a guideline before entering your order in the 
system.  Access the calculator at: Economic Order Quantity :: Washington State Dept. of 
Health 

We are working on a recommended order quantity calculator within the IIS.  When it is 
turned on, you will see a recommended order quantity for each vaccine on your order 
form after you enter the doses used and physical inventory counts. 
 

How does my local health jurisdiction know that I’ve submitted an online 
vaccine order? 

We recommend that LHJs establish a set schedule during their assigned ordering period 
to check the system for orders.  LHJs may request that providers contact them by phone 
or email if they submit an off-schedule or urgent order. 

 

http://jitt-wa.stchome.com/
http://www.doh.wa.gov/PublicHealthandHealthcareProviders/PublicHealthSystemResourcesandServices/BestPractices/EconomicOrderQuantity.aspx
http://www.doh.wa.gov/PublicHealthandHealthcareProviders/PublicHealthSystemResourcesandServices/BestPractices/EconomicOrderQuantity.aspx

