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Overview 

This job aid explains how to save an existing report in the Vaccine Allocation and Ordering 

System (VAOS) from a user’s PHR report folder. Users may benefit from the procedure by 

creating a copy of the report in their own private folder, where they can make additional edits 

and personalization to the report and save for future use. 

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 

Reports. 

 

Step 2: Select PHR Report Folder 

Select “All Folders” and then select your PHR Report Folder. 

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


 

Central Office created several different reports for various operations in VAOS in your PHR 

Report Folder. As an RE user, you are unable to edit these reports in your PHR Report Folder, 

nor can you create new reports in the folder. However, you can make copies of the reports and 

save them in a private location of your account. This enables you to edit your own personal copy 

of the report and further personalize it for what information you are looking for, without 

changing the original report that Central Office created. 

Step 3: Select Report 

Navigate to the report you wish to subscribe to. In this example, the Short-Dated Inventory 

report is used. Click on the name of the report to automatically run it. 

 

Step 4: Save a Copy of The Report 

Click the arrow located on the far right of the screen, and then click Save As. 

 

Step 5: Rename and Choose Save Location 

Under *Report Name, you may rename the report you are saving if you desire. 

 



RE users do not have the ability to save reports in their PHR folder, so you must select your 

account’s private folder to save the report. On the Save Report As pop-up, click Select Folder. 

 

On the Select Folder pop-up, click All Folders. 

 

Click Private Reports. 

 

Towards the bottom of the pop-up, click Select Folder. 

 

The page will return you to the Save Report As pop up. Click Save towards the bottom right. 



 

Step 6: View and Edit Saved Report 

Your newly saved copy of the report will automatically open. You may now click Edit on the far 

right of the screen to make additional edits and personalization to the report for your own 

business needs in VAOS. 

 

Example of potential edits to your report include adding a sub-region filter, filtering to view one 

specific provider, or adding additional fields to the report. Remember to click Save & Run or 

Save once edits are completed. 

You may return to the saved report in VAOS in the future by navigating to the Reports module, 

and then clicking on Private Reports. The report will always be located in this folder unless you 

delete it. There is not a limit to the number of reports you make copies of and save in this 

folder. 

 



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




Accessibility Report





		Filename: 

		RE VAOS Job Aid - Saving Reports_Rae Plaza.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 1



		Passed: 29



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

