[ 1 Transferring vaccine to another facility

3

Call the Help Desk 1-877-873-6247 i,

Admin Packet

[ Is the other facility an NCIR user? ]

A 4

[ Yes, they are a live NCIR user. }

A 4

Click Manage Transfers
Click New Transfer

Choose your Sending Site and your Receiving
Organization (would be internal if you were
transferring vaccine to a satellite office.)

Choose the vaccine lot that you want to
transfer and enter the number of doses that
you are transferring in the Transfer Quantity
box next to the Trade Name.

Click Save. This will save the transfer until
you either ship it or cancel it.

Click on Packing List to view the transfer
information. You can not complete the
transfer through the NCIR without looking at
the Packing List.

Click Ship
Enter a Ship Date

Click Ship
Click Manage Inventory

Click Show Inventory

No, they are NOT a live NCIR user.

v

Find the trade name and lot number that you
will be transferring and select the item by
clicking on the Trade Name in blue.

o Under the "Modify Quantity on Hand"
header.

e Choose Subtract from the ACTION drop
down box.

o Enter the number of doses being transferred
in the AMOUNT drop down box.

e Choose Transfer to Provider in the REASON
drop down box.

e Click Save.

e To Report to Immunization Branch:

0 Click Manage Inventory

0 Click Show Transactions

0 Inthe Date Entered [From] and [To] boxes
enter the date.

0 Inthe TRANSACTION TYPE drop down box
choose Transfer to Provider.

0 Click View.

0 Print this page. At the bottom of the page,
write down the Facility that you transferred
the vaccine to with a contact name and phone
number. Fax into the Immunization Branch

e Fax number is 1-800-544-3059
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All transfers of state supplied vaccine must be approved by the Immunization Branch prior to the physical transfer of vacine.






