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Overview 

This job aid explains how to review out of office dates listed by TVFC/ASN providers on their 

vaccine orders. Per TVFC/ASN program policy, providers must list any facility closures that are 

not included in their shipping hours listed in Syntropi when they place a vaccine order. The 

CDC’s vaccine distributors do not see these out of office dates, so it is imperative for REs to 

review them, in case the vaccine order must be left Pending or On Hold until after the closure 

date(s) occur to avoid a delivery issue. This job aid illustrates two methods to view out of office 

dates in VAOS. 

Method 1: Viewing from an individual vaccine request 

Step 1: Login to VAOS as an RE  

Login to your RE account of VAOS at https://txhhs-covid.my.salesforce.com/ and navigate to the 

desired provider account. Search the facility name or 6-digit provider PIN in the global search 

bar located at the top of the screen. After clicking enter, select the facility from the search 

results. 

 

 

https://txhhs-covid.my.salesforce.com/


Step 2: Navigate to the Vaccine Order 

Navigate to Related List Quick Links, located in the middle of the page, and select Vaccine 

Requests. 

 

Locate the order by finding the master order number or the date of the order (usually, it will 

have the most recent created date). Once located, click on the Vaccine Request Number of any 

of the vaccines within the same Master Order Number (you can view out of office dates on any 

of the records) to view more details. 

 

Step 3: View Out Of Office Dates 

After opening one of the line items of the order, view Out Of Office Dates, located on the right 

of the page layout. These are the closure dates the provider listed when placing their order. 

 



Method 2: Viewing from the Pending Vaccine Request Module 

Step 1: Login to VAOS as an RE  

Login to your RE account of VAOS at https://txhhs-covid.my.salesforce.com/ and select 

Pending Vaccine Requests from the navigation menu. 

 

 

Step 2: Navigate to the Vaccine Order 

Search the provider’s order by entering their six-digit provider PIN and clicking Fetch. Note that 

the order must be in Pending or On Hold status in order to view it from the Pending Vaccine 

Request Module. 

 

https://txhhs-covid.my.salesforce.com/


Step 3: View Out Of Office Dates 

The 13th column, located in between Vaccine Request Type and Reason for Deviation, will show 

out of office dates that the provider entered when placing their order. 

 

Additional Resources 

VAOS Ordering Inquiries – TXVaccineOrders@DSHS.Texas.Gov 

DSHS Immunization Program Website 

Immunization Program Homepage for Health Departments 

TVFC/ASN Operations Manual for Responsible Entities 

mailto:TXVaccineOrders@DSHS.Texas.Gov
https://www.dshs.texas.gov/immunizations
https://www.dshs.texas.gov/immunizations/health-departments
https://www.dshs.texas.gov/sites/default/files/LIDS-Immunizations/pdf/pdf_stock/11-11215.pdf
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