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Manage Patient Population in VacTrAK 

Manage Patient Population is a new feature that gives sites the ability to manage patient lists for 
patients that they “own” or have previously administered vaccines. It can be used to review and 
update patient active/inactive status for use in VacTrAK reports, reminder recall and coverage 
assessments. 

After logging into VacTrAK, to manage patients owned by an organization/facility, click the Patient 
> Manage Population menu link as shown below.

The Manage Patient Population page opens as shown below. 

Limit Report By ownership or service: 

The ownership and service options work along with the Patient Status filter to determine which patients 
are displayed in the report. Use the guidelines below to produce the results that best meet your needs: 

• For patients currently owned by the Organization/Facility (Active): Select Search for patients
owned by my Organization/Facility and the Patient Status Active

• For all patients ever owned by the Organization/Facility: Select Search for patients
owned by my Organization/Facility and the Patient Status All

• For current patients (Active) that have received service from the Organization/Facility:
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Select: Search for all patients that I have vaccinated and the Patient Status Active. Note that 
patients who have received a more recent vaccination from a different organization/facility 
will not appear in the results 

• For all patients that have ever received service from the Organization/Facility: Select Search
for all patients that I have vaccinated and the Patient Status All

Select Patient Status: All, Active Inactive, Deceased from Drop Down. 

Complete Patient Birth Date Range or Vaccination Date Range. 
Limit the report as needed per the above options and click Search. 

Once Search is clicked, the Patient Population Results appear. Change the Patient Status by selecting the 
option(s) of choice from the drop-down list(s) as shown below. 

If changes are made in error to the owning 
organization/facility or status field(s), click the 
Reset button to reset the changes without saving 
them. 

If changes are made to the owning 
organization/facility or status fields(s), click the 
Save button to save the changes. 

Once any changes are made to the patient population owning organization/facility or status field(s) and 
saved, the affected patient records are updated in the system. 
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