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How to complete the site acknowledgement page 

This information is OFFICIAL 

 

1. The first time you click on the FDP Supply Dashboard, you will be required to review 

and complete a site acknowledgement page.  

 

 

 
 
 

2. You must complete this page to be able to order vaccine. It requires you to confirm 

your site details are all correct before being able to order vaccine. It ensures that 

vaccine orders are sent to the correct place. 
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3. Please review the following details: 

• Site delivery address – this should be the address where vaccine is going to be 

delivered. 

• Site lead name and contact details (name, email and phone number) - your site 

lead contact should be the person who is responsible for managing vaccine 

deliveries at your site. 

• Site storage capacity – this should equal the total number of vaccine doses that 

your site can hold with fridges available. Your orders will be capped if they exceed 

recorded storage capacity, so it is important that this is accurate on FDP. If this 

says “No value” you must update it using the instructions below. 

 

4. To update your site lead contact details: 

•  Click on the Edit Site Details button and select Update site lead contact details.  

 

 

 
 
 

• Dialogue box will appear. 

 

 
 
 

• Input new site lead contact details and select Submit.  

• This will update immediately on the site acknowledgement page. 
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5. To update your site storage capacity: 

• Click on the Edit Site Details button and select Fridge capacity. 

 

 

 
 

• Dialogue box will appear. 

 

 

 
 

 

• Input number of doses your site fridge can hold. 

• Click Submit. 

 

 

6. To update your Delivery Address: 

• Click on the Edit Site Details button and select Delivery Address. 

• Dialogue box will appear informing you of your SVOC email address.  

• You must email your SVOC to request that they edit the delivery address. This must 

be done because contractually vaccine delivery addresses must be managed by the 

commissioner which is your SVOC. 
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7. Once you have reviewed and updated your site details you can complete the 

acknowledgement page by selecting the tick boxes at the bottom of the page and 

selecting Confirm Acknowledgement. 
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View and update site details 

This information is OFFICIAL 

 

View site details 
 

With the Supply Dashboard displayed you can view information about your site.  

 

1. Click the Site Information & Stock button.  
 

  

 

  

 

 

  

 

Site Information & 

Stock button 
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2. A pop-up appears from the right. Select the Site information tab. 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Site information tab 
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The site information shows: 

• the latest stocktake for adult vaccine, 

• the days your site can have deliveries scheduled for, 

• your ICB SVOC email address, and 

• the latest stocktake for all vaccines. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Click the cross at the top right corner to return to the Supply Dashboard.   
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Update site details 
 

With the Supply Dashboard displayed lead contact details or site storage capacity can be 

updated.  

1. Click the Site Information & Stock button.  
 

 

 

 

 

 

2. Select the Site detail changes tab and then select the Site lead tab.  
 

• It is important that this section is completed as sites will need to be contacted if 
there are issues with their delivery.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Site Information & 

Stock button 

 

 

Site detail changes tab 

Site lead tab 
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3. Click the Capacity Constraint tab. It is important that this section is completed as 
sites will need to be contacted if there are issues with their delivery.  
 

4. Click the Update Fridge Storage Capacity button to amend the doses. 
 

 

 

 

 

5. Click inside the Storage Doses box and type in the number of doses required. Click 
the Submit button.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Capacity Constraint tab 

Update Fridge Storage 

Capacity button 

Storage Doses box 

Submit button 
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How to order vaccine 

This information is OFFICIAL 

 

1. Navigate to the Supply Dashboard.  

 

 

 
 
 
 

2.  Select a vaccine product from the Manage Supply section. 

 

 
3. Click Order Vaccine. 

 

 

 

 

 

 

 

 
 
 
 

📌 Note 

Button available to provide users only. 
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4. Enter total number of doses that you would like to order, select a delivery date and click 

Submit. We recommend ordering vaccine in small quantities over multiple deliveries to 

support management of vaccine shelf-life. 

 

 
 
 

 
 
 
 
 
 

 

• You can only order vaccine within your total allocation (visible in column Total 

Allocation).  

• You must be stocktake compliant to order vaccine.  

• You can order up to 60 days in advance. Only available delivery dates will be 

visible. If a date is not visible, this is because it has reached maximum capacity for 

that day.  

 

 
5. Wait for the green Edits successful applied button to appear at the top of the page. 

 

 
 
 

📌 Note 
 

This must be in multiples of the vaccine pack size.  
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6. You will then see your order appear in the Orders section. The order is confirmed but it 

will show as Requested until three days before the delivery date.  

 

 

 
 

 

7. You can cancel the order up until the edit deadline.  
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How to modify or cancel an order 
 

This information is OFFICIAL 

 

Important information 

You can only modify or cancel orders before the Order Process Date. After this the Order 

Status changes from Requested to Approved (colour changes from blue to red). 

After this point you must raise an escalation if you want to cancel an order. See here guide 

on how to raise an escalation. 

 

 

1. Navigate to the Supply Dashboard. 

 
2. Find the order you would like to modify or cancel in the Orders section of the 

Supply Dashboard. 

 
3. Select the order and click the Cancel Orders button or Modify Orders button as 

needed. 

 
 

 

 

 

 

 

 

4. A dialogue box will appear showing the details of the order.  

 

  

https://future.nhs.uk/connect.ti/vaccsandscreening/view?objectId=1021235
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Modify an order 

 

1. Amend the quantity and scheduled delivery date as needed and click the Submit 
button to proceed. 
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Cancel an order 

 

1. Select the Cancel Order button. 
 

 

 

 

 

 

 

 

 

2. Wait for the Edits successfully applied green box to appear at the top of your 

screen to know that the action has been successful. 

 

 

 
 
 
 

3. The updated order details will now be shown in the Orders section of the 

dashboard. For a cancellation, the order status will change to CANCELLED. 
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How to request an increase in your allocation 

Pharmacists 

This information is OFFICIAL 

 

Important information 

Providers are only able to order vaccine from their available allocation i.e. if your available 

allocation was 360 doses, you could order up to 360 doses across as many deliveries as 

you prefer.  

 

Allocations for pharmacists will be automatically updated through an algorithm called the 

targeted deployment model (TDM).  

 
TDM reviews historical activity and booking data to automatically uplift allocations.  

 
If required, you can request an increase to your allocation, by following the steps below. 

 

 

1. Navigate to the Supply Dashboard. 
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2. You can see your total allocation by looking in the Total Allocation (doses) 

column. 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

3. Click on relevant vaccine product in the Manage Supply section and select 

Request additional allocation. 
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4. Input the amount of vaccine you believe you will require for the duration of the 

programme and a comment to explain why you require additional volume.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. You will be able to see your outstanding request in the column Request for 

additional allocation under the status awaiting approval. 

 
6. Your request will be sent to the national team for review. Requests that are sent 

before 1pm will be reviewed that day.  

 

📌 Note 
 

• Requests must be in multiples of the pack size.  

• You must be stocktake compliant to request additional allocation. 
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Order email notification 

This information is OFFICIAL 

 

Subscribe to the notification 

1. With the Supply Dashboard open, select the Site Information & Stock button.   
 

 

 

 

 

  

Site Information 

& Stock button 
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2. Select the Notifications Manager button. 
 

 

 

 

3. The Vaccine Notification Subscriptions page is displayed. If you have not yet 
subscribed to the notification Site Order Update, click on the View available 
notifications button.  

 

 

 

 

 

  

Notifications Manager button 

 

View available 

notifications button 
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4. The different notifications are shown. Click the Ordering Platform: site order update 
option. It will be highlighted in a light blue colour. Select the Subscribe button. 

 
 

 

 

 

 

5. In the Add Subscription dialogue box click inside the Sites box and select the site 
you want to receive notifications for. Note that a mock site is used in the example 
below. 
 

6. Click the Subscribe button. 
 

 

 

Subscribe button 

Sites box 

Subscribe button 
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The email notification 
 

It will take 15 minutes for the subscription to be effective. Once the order is created, you 

will receive the following email.  

 

1. Click the View button.  
 

 

 

• You can also view the notification in the FDP platform as shown below: 
 

 

 

 

 

 

 

View button 
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Record a stocktake 

This information is OFFICIAL 

 

1. With the Supply Dashboard open, click the Site Information & Stock button.  
 

 

 

 

2. A pop-up will appear from the right. Click the Update Stocktakes button.  
 

 

 

 

 

  

Site Information & Stock button 

Update Stocktakes button 
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3. The Site Stock Manager app will open. Click the Add new record button.  
 

 

 

 

 

 

 

 

 

 

 

 

  

Add new record button 

 

📌 Note 
 

If you wish to submit a zero stocktake, you can select this at the top of the page and 

no further information is required. Simply click submit.   
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• A pop-up appears from the right.  
 

• The Record Date field is pre-populated with today’s date.  
 

 

 

 

4. Click inside the Vaccine box and select the required vaccine type from the dropdown 
menu.  

 

 

Record Date field 

 

Vaccine box 
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5. Use the scroll bar at the right to scroll down to the Batch data entry section and in the 
Batch Number box type the relevant batch number.   
 

6. In the Quantity in Vials box type the number of unopen vials you have in stock. 
 

7. Click inside the Use by Date box and select the expiry date of the vaccine from the 
calendar pop-up. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. Multiple batches can be recorded in one transaction. To add an additional batch, click 
the Add another batch button.  

 

 

 

 

 

 

 

 

 

 

  

Batch 

Number box 

Quantity in 

Vials box 

Use by Date 

box 

Add another 

batch button 
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9. Once all batches have been entered click the Add record button.  
 

 

 

 

 

 

 

 

 

 

 

  

10. The SC Inventory dialogue box will be displayed. Click the Submit button at the 
bottom right of this dialogue box.   

 

• A green status box with the message Edits successfully applied will appear at the 
top of the screen to show that the action has been successful. 

 

 

 

 

Add record button 
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How to donate an allocation 

This information is OFFICIAL 

 

Important information 

This guide shows you how to transfer your available vaccine allocation on FDP to another 

provider. 

 

This does not raise an order but instead transfers your available allocation to another 

provider for them to order from. 

 

You can donate a portion of, or all of your allocation to another provider. 

 

You can only donate and receive allocations if you have an account on FDP. 

 

 

1. Navigate to the Supply Dashboard. 

 

2. Your total allocation can be found in the Total Allocation (doses) column. 
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3. Select the product that you would like to donate your allocation from and click the 

yellow Donate Allocation button. 

 
 

 
 
 
 
 
 
 
 
 

 

 

 

 

 

 
4. A dialogue box will pop up informing you of the selected product and the total 

amount available to you to donate. In the screenshot below, the provider only has a 

total of 80 doses to transfer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

📌 Note 
 

Most providers will only have one product available to donate from. On some 

occasions providers might have multiple vaccines with an allocation to choose from. 
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5. Input the quantity you would like to donate (in doses) and select the site you want to 

transfer the allocation to. You can input either the ODS code or the provider name. 

Once you have selected a provider, the ODS code, address and post code of your 

selected provider will appear. Please ensure you review these details carefully 

before submitting. 

 

 

 

 

 

  

 

 

  

📌 Note 
 

Once an allocation has been donated, it cannot be reversed without asking the 

receiving provider to donate the allocation back; this will not raise an order but will 

simply transfer your allocation to another provider, they must then raise an order 

themselves using the Create Order button. 
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6. Once you have reviewed the details, you can then select Submit. Wait for the Edits 

successfully applied green box to appear to ensure that the donation has been 

successful. 

 

 

 

 

 

7. The remaining allocation (visible in the Remaining available doses column) will 

have reduced by the total donated. You can review details of your transfer by 

selecting the View History button. 
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Record Approved Vaccine Transfers 

This information is OFFICIAL 

 

Important information 

 

• There have been changes in relation to the movement of COVID-19 vaccines. The 

below summarises the current position: 

 

• Vaccines (as Prescription Only Medicines) are governed by The Human Medicines 

Regulations 2012, which require that they can only be distributed from one 

organisation to another where the supplying organisation holds a Wholesale 

Distribution Authorisation (WDA) license. 

 

• An organisation is permitted to move vaccines within its own sites, for example a 

GP practice can move vaccine from their main site to a branch surgery, or a Trust 

can move vaccine between its hospital sites.  

 

• Community Pharmacies that are part of the same legal entity are also permitted, 

under the HMRs, to distribute vaccines, however it should be noted that the 

specification for pharmacy contractors specifically states that ‘COVID-19 vaccines 

are allocated to the pharmacy contractor and the pharmacy premises and must not 

be shared with other providers providing a similar vaccination service ….. without 

the express prior consent of the Commissioner’.  

 

• Distribution of COVID-19 vaccine by organisations without a WDA (through the 

process known as Mutual Aid) was permitted under a temporary amendment to 

Regulation 19. This regulation was revised and made permanent on 1 April 2026 

and now only allows for distribution under specific conditions, as described in 

the regulations The Human Medicines (Amendment) Regulations 2026. These 

conditions facilitate access to vaccine for the population and are not intended to be 

used to reduce waste. 

  

https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.legislation.gov.uk%2Fuksi%2F2012%2F1916%2Fcontents&data=05%7C02%7Ckelly.watson16%40nhs.net%7Ca2c679c2731245dd3e2c08dec70afdfb%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C639167047477372362%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=00g2jpE96f7bKpKs5DVZte12in2esnct2gZqYescpAo%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.legislation.gov.uk%2Fuksi%2F2012%2F1916%2Fcontents&data=05%7C02%7Ckelly.watson16%40nhs.net%7Ca2c679c2731245dd3e2c08dec70afdfb%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C639167047477372362%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=00g2jpE96f7bKpKs5DVZte12in2esnct2gZqYescpAo%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.legislation.gov.uk%2Fuksi%2F2026%2F381%2Fregulation%2F6%2Fmade&data=05%7C02%7Ckelly.watson16%40nhs.net%7Ca2c679c2731245dd3e2c08dec70afdfb%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C639167047477421098%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=mQaypn8fe2%2Fv0oLDOQFLm2FjsDI738ntyw13fzODZ9w%3D&reserved=0
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• If vaccination has occurred following non-permitted movement: 

o where the vaccine has been transported in line with the conditions set out in 

the Marketing Authorisation (complete, intact packs and maintenance of cold 

chain), this it would not be considered off label and there would be no 

requirement to notify the individuals vaccinated. 

o any distribution of vaccine where storage/handling has not been in line with 

the Marketing Authorisation should be considered an incident and local 

policy should be followed.   

o In both cases, all providers must ensure that lessons are learnt and steps 

taken to prevent any further movement of vaccines outside of permitted 

routes. 

 

• The national team is unable to advise on individual queries or reports of vaccine 

movement. Regional commissioners are asked to remind providers and system 

colleagues of the new regulations and the need to meet the requirements of the 

relevant service specification.   

 

• Where requested to support vaccine movement between Community Pharmacies, 

this should only be permitted where they are part of the same legal entity. Providers 

should follow the vaccine transfer process in FDP that allows for recording of 

permitted movement. The national team are unable to provide your legal entity 

status. 
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Vaccine Transfer Tutorials 
 

1. Navigate to the Vaccines Homepage. 

 

2. Select the Vaccine Transfer option. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Click the Key Info & FAQs button at the top right to access helpful notes and 
videos on how to use this function.   
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4. The following will pop up from the right. Click the Video Guides button.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. A video is displayed. Click the play button to view the video and click the cross in 
the top right corner once finished.  
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6. When you return to the screen shown below, click in the shaded area at the left to 
remove the pop-up.  
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Create a stock transfer as a system level user on behalf of a 

site 
 

1. Navigate to the Covid Vaccine Transfers dashboard. 
 

2. Click the Create a new transfer request option at the top of the screen.  
 

 

 

 

 

 

 

 

3. With the following screen displayed complete all the details as shown and click the 
Submit button.  
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Create a stock transfer as a site user 
 

1. Navigate to the Vaccines Homepage. 
 

2. Select the Site Stock Manager option. 
 

 

 

 

3. Select the Transfers tab to view all active and past transfers.  
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4. The following is displayed. You can use the Create transfer with a known site and 
Create general transfer request to either offer or request vaccine. 

 

5. Click the Create transfer with a known site option.  
 

 

 

 

 

 

 

 

 

 

6. Complete all required details when the pop-up appears from the right and click the 
Submit button.  
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7. To create transfer with a known site, select the Create general transfer request 
option.  

 

8. When the dropdown menu appears, you will be given two options. Select the Offer 
vaccine option.  

 

 

 

 

 

 

 

 

9. Complete all required details when the pop-up appears from the right and click the 
Submit button.  

 

 

 

 

 

 

 


