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Step 1 of 3: Navigate homepage

There are several inventory alerts that appear on the home page for the Administrator and Audience
Inventory Control Users. We are going to look at these alerts and then move on to how to manage

your inventory. Keep in mind that any of these alerts can be changed to suit the individual practice Inventory
by the administrator. Control

home | change password | logout | help desk Q

organization TEST ORGANIZATION + user REBECCA SWEENEY + rofe Administrator Administrator

announcements:

WEW 031772008 ~ How to Report Duplicate Clisnts
MEW 02132008 ~ Ordering Authority Announcement

NEW 02/06/2008 ~ Reminder - Double Surnames ThIS alert |etS yOU kn0W
NEW (2052008 ~ Hib Recommendations

NEW [205/2008 ~ Waccine Doses administered outside of the Linted States the Status Of orders and
NEW (20472008 ~ Fecording Tdap immurnizations transfers that have been
MEW 014 7/2008 ~ Local Health Department Users

MEW 01/08/2008 ~ Accepting Yaccine Orders placed.

NEW 12019/2007 ~ Hib Announcement
more snnouncements

EHes This alert lets you know if
hiER ;ii]:iﬁ::se;ml?:sleaee Wersion 7.2.3 NCIR Rela o Notes Version 7.2.3 you have any aCtlve
_ ‘ - inventory that is going to
Vaccine Order/Transfer Notification ...

[ _wwe | shipped [Awaiting Return Shipmert|_ g expire. The default is set
o e . to 120 days.

Transter(s) a a 1

This alert shows any inventory that is
running low by the vaccine group. The

Active Inventory that is Going to Expire ...

I e e e

i i TEST ORGANIZATION Adacel a456123 43 ) 05i27i201 .
defau It for thls IS Set to 10 doses. TEST ORGAMZIATION Flu-tist 12345 116 o OB/A30/201 ThIS alert ShOWS any
iy sz "« wew iNVentory thatis running low
Test Site 50 Boostrix hoat111 1 hd

== by the individual trade
Imventory thatis Running Low by Vaccine Group ...

I T —e— 12me. The default for this is
Y 3 set to 10 doses. Now, let's

Imventory thatis Running Low by Trade Name...

T — T —rm— 00K at your inventory.
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Step 2 of 3: Navigate to Inventory

1. Onthe homepage, click Manage Inventory Audience

2. On the Manage Inventory page, click Show Inventory inventory

Control
Manage Inventory

Show Inventory for Sites....

Showy Inventory

home | change password | logout | help desk | ‘@

organization TEST ORGANIZATION + wser REBECCA SWEENEY - soie Administrator Shaw Transactions for Sites.... Show Transactions Administrator
SRICHIEEETES Update inventory Alents.... Updlate Alert Prets
NEW 03417/2008 ~ How to Report Duplicate Clients
P MW (2A13/2008 ~ Ordering Autherty Announcement Return to the Previous Screen... Cancel |
General NEW 0206/2008 ~ Remincer - Double Surnames
NEW (2052008 ~ Hib Recommendations
UL s HEW 021052008 ~ Yaccine Doses outside of the United States
NEW 02:04/2008 ~ Becording Tdap immunizations mmm nlens
NEW 01/17/2008 ~ Local Health Department Users - " " -
WEW 0110012000 - Accesting Voecine Orcers »~ Vaccine Order/Transfer Notification ..

more announcemerts

e These are the Order(s)

Transter(s) 1 1] 1]
MNEW 02)01/2008 ~ Release Yersion 7.2.3 NC/R Refease Nates Version 7.2, Same al e rts
more release notes

Vaccine Order/Transfor Notfication... that appear on Active inventory thatis Goir to Expire ...
[ e [ shiped  fAwailing Return ¥
roer : the home page I S YT Y T £ T
Transterts) 0 0 for both NORTH CAROLINA MMUNIZATION REGISTRY  Acel-imune 22525 07/31/2008
Actve Rvantoiy diatls Gongto ... oo '< MORTH CAROLINA IMMUMZATION REGISTRY Fluzone Pres-Free  B54-654 10200 Y 0B30/2008

Lot Numie: ni

TEETCROANEATIN ikt s Administrators MORTH CAROLINA MMUNIZATION REGISTRY  Gardasi 1234z 89 ¥ 05M5/2008
TEST ORGANIZATION Flu-pist K12345 s i
adidcescalion ikl e and Inventory MORTH CAROLINA MMUNIZATION REGISTRY Tripedia 111935Ca 0 ¥ 08062008
Test Site S0 Adace| @d56123
Test Site 50 Boostrix bool11 Control users

. Inventory thatis Runmning Low by Vaccine Group ...
Inventory tiat is Runming Low by Vaccine Group ...

HPY g Al

Inventory thatis Rumming Low by Trade Name ... Mo vaccine groups have a lowe inventary.
| 5 | B S— Inventory thatis Rumning Low by Trade Name...
"~ I S I I S
Menactra
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Step 3 of 3: Manage Inventory

From this screen you can add inventory, modify quantity, and show transactions for your inventory Audience
Inventory
Control
MNC NPT You can look at any
Aad Inventory for Site (TEST ORGANIZA TION]... Add Invertory | Combination Of A S
Modify Quantity Oh Hand for Selected Sites.... MI inve ntory in the
Show Transactions for Shes... Shov Tranﬁcrlurpsl NCIR by C|icking on
Retutn to the Previous Screen.... Cance| | the radio button
next to your
cin: TESTORGANIZATION-V. Show fiaAc:tlve ) Inactive QNnn-Explrad ) Expired selection. For
: - Opubie Oprivate (0 Al examp|e’ if you
o T BT CTT T AT, want to see all your
[ ActHib U1234a4 710 ¥ v msmseols  gctive, public
[] Adacel 2456123 43 v N oserzoos | yaccine click on the
Vaccine’s that O] Adacel ABC123 14 ¥ N ototzoos | radio button next to
will expire in [] Boostrix 12351 4 v noronzzoin) - Active and State.
less than 120 [ Certiva 555 279 ¥ N 01/31/2009
days will be [] DECAvAC D569 10 ¥ N 052802009
highlighted in [] DEcavac AB44 20 ¥ N 010162003
pink. O oo 121252555 18 ¥ M 052002003
[] ome 098893 19 b M 1072002008
[[] Engerix-B Peds 12330 g b M 1283172009
|:| Flui-hdi K12345 16 b b O&/302008
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Steps for Adding Private Inventory
(Non-COVID-19 Vaccine)




Step 1 of 3: Navigate to Inventory

1. Onthe homepage, click Manage Inventory Audience
2. Click Show Inventory

Inventory
3. Click Add Inventory Control

Manage | o
e inentory Administrator

Add inventory for Site (TEST OR GANZATION]... Add [mventary
Modify Quantity On Hand for Selected Sites... Madify Quantity
Show Transactions for Sites.... Show Transactions
Return to the Previows Screen.. Cancel

Show () active () Inactive () Non-Expired () Expited

O public O Private () Al

Soiea —tragetame | Lottumber | imvontana | Actwe | pubic | oo

Site: | TEST ORGANZATION | |

ActHit 1234485 710 i i 03052009
[¥]

Llacel a4a6123 43 s I 05272008
4
[ Adacel ABCT23 14 b M 01012009
[[] Boostrix 123 4 hs il 108 22010
[ cCeriva 555 279 b M 014312009
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Step 2 of 3: Complete Inventory Information

Choose the Trade Name, the Manufacturer will automatically populate Audience

Enter the NDC (noted on the outside of the vaccine box) ventor
v y

Enter the Lot Number (use the number on the vaccine box, NOT the vial) Control

Verify the Dose size from the drop-down menu

Verify the Units (will always be mL unless you are administering a vaccine in capsule form)
NOTE: Tubes are not considered capsules

Administrator

ok~ NP

Add Vaccine Inventory Information

Site: Forks Primary Care Save |

* Trade Name: [ Agacel v|® Cancel

* Manufacturer [Sanofi Pasteur (Aventis Pasteur, Pasteur Merieux Connaught; Con v| O

* NDC: |49251-0400-10;Single Dose Vials; 10-PACK; 0.5 mL v |
* Lot Number- |VAX456 | *Presentation - [Vial v
*Dose - |.5 v
* Units - [mL v
* Expiration Date E|
* Funding Program: | Private v
* Lot Active: | Yes v |

* Quantity on Hand

Cost Per Dose (5): [17.65 |

"""?ﬁ_}; NC DEPARTMENT OF
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Step 2 of 3: Complete Inventory Information

6. Enter the Expiration Date. NOTE: Vaccines with only a month and year should be entered as Audience
the last day of the month of expiration
7. Verify the Funding Program (should always be Private) Ilgoer?ttr%rly
8. Lot Active drop-down must be set to Yes to be saved. (Yes will make the Lot number appear
in the drop-down menu under the Lot Number/Trade Name when documenting administration Administrator

of a dose of vaccine. If you do not want the lot number to appear in the drop-down menu,
change the active indicator to No after saving the initial information)

9. Enter the Quantity on Hand (the number of doses, not boxes or vials)
10. Cost Per Dose is optional

Add Vaccine Inventory Information

Site: Forks Primary Care Save |
* Trade Name: [ Agacel v|® Cancal |
* Manufacturer: | Sanofi Pasteur (Aventis Pasteur, Pasteur Merieux Cannaught; Con | D)
=NDC: | 45251-0400-10;Single Dose Vials, 10-PACK; 0.5 mL V|
* Lot Number: |VAX456 | * Presentation : | Vial
Dose
* Units ;- [ mL “

* Expiration Date Wﬁ
* Funding Program
* Lot Active
* Quantity on Hand
B oo Cost Per Dose (5)
,. HUMAN SERVICES

i
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Step 3 of 3: Save

Once complete, click Save

B\ NC DEPARTMENT OF
HEALTH AND
%5/ HUMAN SERVICES

Add Vaccine Inventory Information

Site: Forks Primary Care

* Trade Name: |Adacei

W | |:§]

* Manufacturer: | Sanofi Pasteur (Aventis Pasteur, Pasteur Merieux Connaught; Con v

{ )
S

*NDC: |49231—{]-$DD—1[]:Single Dose Vials, 10-PACK; 0.5 mL

V|

* Lot Number: | VAX456 | * Presentation:

*Dose: | .5 V|
= Units - [ mL v
* Expiration Oate:
* Funding Program: | Private v
* Lot Active | Yes v |

* Quantity on Hand:

Cost Per Dose (5): [17.65 |

Cancel

Audience

Inventory
Control

Administrator

10



Steps for Modifying Quantity




Step 1 of 2: Modify Quantity (Option 1)

1. Click in the box next to the Trade Name in blue until the green check appears Audience
2. Click Modify Quantity
Inventory
Control

Manage | o
e inentory Administrator

Add inventory for Site (TEST OR GANZATION]... Add [mventary |
Modify Quantity On Hand for Selected Sites... Madify Quantity I
Show Transactions for Sites.... Show Transactions |
Return to the Previows Screen.. Cancel |

Show () active () Inactive () Non-Expired () Expited

O public O Private () Al

S T e T s

Site: | TEST ORGAMZATION | v |

ActHik 1234485 710 i i 03052009
|:| Llacel a4a6123 43 s I 05272008
[ Adacel ABCT23 14 b M 01012009

Bloostrix 123 4 hs il 108 22010
l

Certiva 555 279 b M 014312009
[
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Step 2 of 2: Modify Quantity (Option 1)

1. Choose the Action from the drop-down box. Either Add or Subtract. Audience
Enter the Amount in doses that is being modified. ent
nventory
Choose the reason under the Category drop down box. See the next slide for an explanation Control

of each transaction.
Administrator

Manage Iiventory
Save Changes to Quantity On Hand for Selected Sites.., mave

Fetuen to the Previous Screen.... Cance|

Modify Quartity On Hand for Selected Site(s)

ActHib 123488 710

NOTE: Flelds marked with an asterisk - are required,

This screen will allow you to modify the quantity of as many vaccines as you choose on the
previous screen. It is good to use this option if you have several lot numbers to edit.

r‘ﬁ:ﬁ.‘ NC DEPARTMENT OF
PUFE| HEALTH AND
St g//s/ HUMAN SERVICES

13



Reasons to Modify Quantity (1 of 2)

1. Receipt from Inventory: Select this option to add private inventory received from Audience
manufacturer with the same trade name, lot number, funding source and expiration date.

2. Receipt from Provider: Select this option to add inventory received from a provider with the 'Q;ﬁ?ﬁ%ﬁy
same trade name, lot number, funding source and expiration date. This is intended for
doses returned from providers not in NCIR. For providers in NCIR, use the manage transfer Administrator

screen to track inventory shipments.

3. Return to Provider: Select this option to add doses are being returned to you from another
organization or an external site after your inventory transfer was returned. This is intended for
doses returned from providers not in NCIR. For providers in NCIR, use the manage transfer

screen to track inventory shipments.

Manage lnventory
Save Changesto Quantity On Hand for Selected Sites. Save |

Return to the Previons Screen. .. Cancel |

Madify Cuamtity On Hand Tor Selected Site(s)

Lot Number mmmm
Receipt from Invertory |

ActHib LH 23444, |Add v
from Invertory

Receipt from Provider
Return to Provider
NOTE: Flelds marked with an asterisk - are requilred Tranzfer to Provider
T Wasted Doses

s :;'::;:;;::;; Error Correction

14




Reasons to Modify Quantity (2 of 2)

4. Transfer to Provider: Select this option if you are transferring doses out of your inventory to Audience
an external site.
5. Wasted Doses: Select this option if there was any vaccine waste for a particular lot. When s
you select the Wasted Doses category, you will be required to enter the following:
* 'Reason': Reason that the doses are marked as wasted Administrator

 Example: Tray left out overnight. (verified non-viable with Immunization Branch
* 'Preventive Action': Action taken to prevent further wastage

« Example: Return vaccine tray to refrigerator immediately after drawing
vaccine
6. Error Correction: Select this option if you have made any errors in entry to your private stock
of vaccine. For example, you entered 100 instead of 10 for the quantity. You will also be
required to enter a reason for error correcting. **Before you error correct any state supplied
vaccines, you should call the NC Help Desk, 1-877-873-6247, so that you may be guided in
how to find errors before changing quantities in vaccine lots.

[ Receipt from Invertory | s
|Receigt from Invertory
Receipt from Provider
Return to Provider
Tran=zfer to Provider
Wasted Doses

Error Correction

15




Fixing Errors

* You can modify your private inventory discrepancies on your own.
* Issues with state supplied inventory need to be Error Corrected.

home | change passsword | logout | help sk | ¥

rtl organization TEST ORGAMIZATION » ussr Ashley Graham = rols Administrator
[Manage Inventory

sve Changes fo Quantity d slectsd Sitez...
PPN  :ve Changes to Quantity On Hand for Selectsd Si - |

TErERIERREREREERRE Return to the Previous Screen.... Cancel |

General
sy=stem user manual

Maintenance Modify Quantity On Hand for Selected Site(s)

manage users

manage sites
ActHib abc1233ab | Subtract V| |2 | | Error Correction

manage clinicians
manage phyzsicians
manage schedules
manage schools * Error Reason: | |
ma=ss vax definition

Inventory
manage inventory MOTE: Fislds niarked with an ssterizsk ® sre required.

When a State-Supplied lot quantity is modified using the Category “Error Correction,” an Error
Reason must be entered.

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES

Audience

Inventory
Control

Administrator

16



Error Correction

Audience

When to Use Error Correction When NOT to Use Error Correction

Inventory

Control
» Use this category when adding to or * If inventory is expired

subtracting from inventory doses that
were keyed or documented incorrectly » |f a storage and handling issue caused
* j.e.if 100 is entered instead of 10 * the dose to be unusable

Administrator

* |f the vaccine is pre-drawn and not used

‘:g ac DEEARTMENT OF
il HEALTH AND
%/ HUMAN SERVICES

17



Avoid Documentation Errors

) o o ] ] Audience
» Enter all immunizations administered into the NCIR as soon as possible

Inventory
Control

* Only enter immunizations administered by you, under your username

Administrator

» Document all doses that have been administered, transferred, wasted and/or expired in the
NCIR

In Summary

» Error Correction should be used infrequently
» Use best practices to maintain vaccine inventory correctly in the NCIR

» If you are unable to reconcile your inventory error correction should be your last option

G
N

RN NC DEPARTMENT OF
o &' » HEALTH AND
% / HUMAN SERVICES
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Step 1 of 3: Modify Quantity (Option 2)

The other way that you can modify a quantity of a vaccine in your inventory is to go through the Audience
Trade Name link.
1. Start by finding the Trade Name for the vaccine you want to edit. hz:voer?ttr%rly

Administrator

Manage Inventory

Add inventony for Site (TEST ORGANIZATION). .. Add Inventory |
Madify Quantity On Hand for Selected Sites. Morddify Guartity |

Show Transgctions for Sites.... Show Transactions

Return to the Previous Screen.... Cancel |

-— —  Show () agtive () inactive () Non-Expired () Expired

Cistate Ol Private Al

mmm

I:‘ L1234448 05M5:2009
I:‘ dace adsh123 43 ks I 0S427 2008
[ Cerlivs 555 279 ¥ N 015142009
] ocecavac  Click the Trade Name in blue o v N 08282008
[] DECAvAC ABA4 0 v N 010172009
[ or 121252555 18 ¥ N 052072009
[ o (196595 13 ¥ N 10202009
P [ EnerixBPeds 12350 8 ¥ N 123172009
) HORA s [] EluMst 12345 118 ¥ ¥ OBA0/2008




Step 2 of 3: Modify Quantity (Option 2)

1.
2.
3.
4.

Choose Add or Subtract from Inventory.
Enter the Amount in doses.
Choose the reason from the Category drop down box.

Click Save when finished.

Site

‘Trade Mame:
‘Manufacturer:
Lot Mutmber:
‘Diose: |

*Units
*Expirstion Date:
‘Funding Program;

‘Lot Active:
Guantity on Hand: 20

Edit Vaccine liventory Information

. TEST ORGAMZATION

DECAYAC x®
Zanofi Pasteur (Aventis Pasteur, Pasteur Meriewx Connaught; Cunn'_\'f: .;::;.
A4

A

otmeoos [

Private ™

Cost Per Dose ($);

Modify Quantity On Hand
Action: | Add v
Amourit:
Category: | Receipt from Inventory v

NOTE. Fields marked with ah asterisk - are reguired,

Acld Newy

Delete

di

Audience

Inventory
Control

Administrator

20



Step 3 of 3: View Confirmation or Cancel (Option 2)

Audience
Edit Vaccine iwentory Information
i ; Inventory
Site: TEST ORGANIZATION C|;Ck Ctaf:ﬁa to save | Control
[ return to the s
‘Trade Mame: | DECAWAC . . () Cancel
s -~ viewinventory - —l
Manufacturer; | Sanofi Pasteur (Aventiz Pasteur, Pasteur M Screen > B Newy | Administrator

‘Lot Mumber:  AB44

‘Doze ! 5 Y

“Units mL v
*Expiration Date: (01012009 _E

*Funding Procram: :.If'rivate V :.

‘Lot Active: | Yes vl

CGiantity on Hand: 19

Cost Per Dose (5
Modify Quantity On Hand !f you have modified the
inventory correctly you
Action: | Add v | will see this message.
Amovrit:

Catecory: .E'eceipt from Inventory [+ ._

inventory was updated successfully.
2T o NOTE: Flelds marked with an asterisk - are required,

&%) NC DEPARTMENT OF
WA HEALTH AND
/ HUMAN SERVICES




Steps to Run a Transaction Report




Step 1 of 2: Navigate to Transactions

1. From the home page, click Manage Inventory. Audience
2. Click Show Inventory.

Inventory
3. Click Show Transactions. Control

Administrator

Manage liwvertory

Acled Inventary for Site (TEST ORGANIZATION]. ... Addl Inventary
Maodify Quantity On Hand for Selscted Sites.... Modify Quantity
Show Transactions for Sites.... Showy Transactions
Retyrn to the Previous Screen.... Cance|

Show (%) active () Inactive () Non-Expired () Expired
Cistate O'private O

EctHi L2348 A 05M0Ss2009
Adace a456123 43 b [ 05272008
[] Adacel ABC123 14 ki i 0101 2009

B\ NC DEPARTMENT OF
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Step 2 of 2: Select Specifications for Transaction Report

1. Enter the To and From dates for the transaction needed. Audience

2. You can also choose the To and From dates for the date that an actual shot was given. inventory
3. You can choose one user-name or all user-names. Control

4. You can choose the Transaction Type or look at them all N

5. If your organization has more than one site established, you can look at the transactions for Administrator

one site or for them all.
6. You can choose the Trade Name or look at them all.
7. You can choose how many records you want to see.

organization TEST ORGANIZATION « user REBECCA SWEENEY + roje Administrator

Vaccine Transactions for: TEST ORGAHIZATION

“Date Ertered [From}: (03/01 2008 M 1o joamiooos | [ s —
‘Date shot was given [From]. E “To: E Cancel

Lzer Mame: All User Names

Transzaction Type: | All Tranzaction Types

Site Mame: All Sitez with Inventory ]
Trade Mame/Lat Mumber: . All Lot Mumbers v
Display Last 200 Records

NOTE: Fields marked with an asterisk " are required.




Transaction Report

orgamzation TEST ORGAMIZATION + user REBECCA SWEENEY - rofe Adiministrator Audience
To prirt landscape, select File, Page Setup, and
under Crientation select the Landzscape option. Inventory
Control
Vaccine Transactions for Organization: TEST ORGANIZATION Record Count: 117
st tame e Gl rma el Lot e ] te o Cottame |05 e tame Administator
TEST ORGAMNZATION 03/03,2008 98778 \Prevnar Caroline Helton
TEST ORGAMZIATION 030320058 321321321 VROTATEG REC 500 Caroline Heltton
TEST ORGAMZATION 04/01/2005 040142008 555 %\ Certiva lmmunize -1 LARSEM, ERIC 06/06/2005 Lisa Erickzon
TEST ORGAMZIATION 037312008 03731/2008 555 Certiva Immunize -1 LARSEN, ERIC 0B/0E6/2005 Liza Erickzon
TEST ORGAMIZATION 0353142008 FLUZ234 \Flu-Mist Immunize -1 LARSON, ERIC 02151987 Jason Suchon
TEST ORGAMZIATION 03/31/2005 03731/2008 9597654 \ Td-Mas=BioLab Immunize -1 LARSEN, ERIC 0B0E/2005 Jason Suchan
TEST ORGAMZATION 0373142008 987748 \Prevnar Immunize -1 LARSON, ERIC 02151987 Jason Suchon
TEST ORGAMIZATION 037312008 987748 \Prevnar Delete 1 LARSON, ERIC 02A5A 957 Jason Suchan
TEST ORGAMZATION 03/3142008 FLUZ34 \Flu-Mist Delete 1 LARSON, ERIC 02A5M 987 Jason Suchon
TEST ORGAMZIATION 0373142005 03/31/2008 FLUZ34 %\ Flu-Mist Immurize -1 LARSEN, ERIC 0B/06/2005 Ja=zon Suchon
TEST ORGAMNIZATION 0373142008 LUA13245\ Tripedia Immunize -1 FUDD RODRIGUEZ, ELME 05/01/2006 Lindsay Mewwcomb
TEST ORGAMZIATION 0373102008 03731/2008 AHAVBE1E3AB \Havriz-Peds 2 Dose Immunize -1 FUDD RODRIGUEZ, ELME 0501/2006 Lindsay Mewcomb
TEST ORGAMIZATION 03/31/2008 03531/2008 GRD234 \Gardasil Immunize -1 FUDD RODRIGUEZ, ELME 05/01/2006 Lindsay Mewcomb
TEST ORGAMNZIATION 037312008 ABCZ34 \Pediarix Immunize -1 FLUDD RODRIGUEZ, ELME 05/01/2008 Lindsay Mewwcomb
TEST ORGAMZATION 03/31/2008 03/31/2008 LM23444 % ActHib Immunize -1 FUDD RODRIGUEZ, ELME D5/01/2006 Lindsay Newcomb
TEST ORGAMIZATION 037312008 LUAT3245 4 Tripedia Immunize -1 FUDD RODRIGUEZ, ELME 05112006 Lindsay Mewcomb
TEST ORGAMZATION 03/31/20058 03/31/2008 Z-2341 \IPOL Immunize -1 FUDD RODRIGUEZ, ELME 05/ /2006 Lindsay Mewwcomb
TEST ORGAMZIATION 0373120058 ABCZ34 \Pediarix Delete 1 FUDD RODRIGUEZ, ELME 05/01/2006 Lindsay Mewcomb

NC DEPARTMENT OF
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HUMAN SERVICES



Transaction Codes

Code Meaning Audience

REC Receipt from Inventory ey
RECS Receipt from State contrel
RECT Receipt from Provider Administrator
Immunize Immunizations Given

Delete Immunizations Deleted

TRA Transfer to Provider

TRAX Transfer to State: Expired

TRAV Transfer to State: Viable

WAS Wasted Doses

RET Return to Provider

RETV Return to State: Viable

RETX Return to State: Expired

ERR Error Correction

EXPR Remove- Expired Private

EXPU Remove- Expired State




Steps to Run an Inventory
Reconciliation Report




Step 1 of 3: Navigate to Inventory Report

An inventory reconciliation report will show you what the NCIR says you have in your inventory Audience
and give you room to write your actual count from your refrigerator so that you can begin to
balance your inventory. Irgoe:ttr%rly

1. From the homepage, click Inventory Report.

home | change password | logout | help desk | @ ST

orgamization TEST ORGAMIZATION + wser REBECCA SWEENEY + roje Adiministrator
announcements:

MEW 7012008 ~ Transfer of Expired Yaccine
MEW 05952005 ~ MNew Immunization Requiremerts
General MEW Os5ep3i2008 ~ Delayed Transters from Vaccing Distribution
M LISEr mansl HEW 05492005 ~ Accepting Waccine Orders
MEW Qs Er2008 ~ NCIR eligibiity status snd NCIR upgrade
NEW 040112008 ~ Reminder RecalidssessmentiCAS S extract
HEW 0412008 ~ HPY “accine
HEW (40802008 ~ Update on One-wsy Resl Time Data Exchange
HEW O3M7/20058 ~ How to Report Duplicste Clisrts
MEW [0 3520058 ~ Crdering Authority Announcemert
HEW 02062008 ~ Reminder - Double Surnames
HEW famnsi2o0s ~ Hib Recommendstions
MEW [20552008 ~ “accine Doses sdministered outside of the United States
NEW 020452008 ~ Recording Tdap immunizetions
HEW fqm7i2008 ~ Local Heslth Department Users
HEW 3492007 ~ Hib Announcement
more announcemernts

release notes:

MEW OEME2005 ~ Release Version 740 NCIR Release Motes Version 7.4.0

; mate relesse notes
NC DEPARTMENT OF rt form L s 0
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Step 2 of 3: Select Criteria

1. Choose your Site. Audience
2. Choose your Funding Source.
) o Inventory
3. Click Generate Report when finished. Control
' . .
organization TEST ORGANIZATION « yser REBECCA SWEENEY « rofe Administrator Administrator

Iiwentory Reconciliation Repont Criteria

" Site | TEST ORGANZATICN V_' [ Generate Report

* Funding Source | |STATE w |
PRI¥ATE )

STATE AMD PRIV ATE

* Once you click on Inventory Report, you have the choice of what you want to appear in the
report itself.

» Make sure that if your organization has multiple sites that you have the correct site selected or
you can run the report for all the sites in a single organization.

* You can run the report for all private, all state supplied or both.
» These options give you a wider variety of ways to keep your inventory balanced.

G
N
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Step 3 of 3: Generate Report

Report Date: 07/01/2008 Page 1 of 2
Inventory Reconciliation Report / Worksheet
TEST ORGANIZATION
MNCIR Reported| Actual Count
Funding Expiration Doses of Doses
Source accine Group Trade Name Lot Number Date On Hand On Hand
Private Anthrax Anthrax FODO70019 Private | 01/01/2010 98
Private OTR/aP Certiva 555 a1/31/2009 274
Private OTP/&aP oT 121252555 05/20/2009 18
Private DTF/aP DTP 058598 10/20/207 19 |
Private DTP/aP Pediarix ABC22° nan Actual Count of
Privat DTP/aP Pediari UAZ345 NCIR Reported ~ Doses on Hand
i - i SR il e — gives you room to
Private HepA Havrix-Adult 8385 shows the doses 9 y
that the NCIR _ count out your
State HepB Recombivax-Adult RECZ] Nate vaccine in your
! _ reports that you |
State Hib ActHID U1234/ . . fridge and then
LB U0 Vel — write the actual
State Hib PedvaxHIB 02591 inventory_ .
amount here in
State Influenza Flu-Mist FLLUZ234 01/01/2009 ' this column

Once you have counted the actual vaccine in your fridge and you compare it to what the NCIR
says you have on hand, both columns should match. If they do not you need to run down the list

of possible inventory discrepancies. (see next slide)

Audience

Inventory
Control

Administrator
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Possible NCIR Inventory Discrepancies

T,

Initial Inventory:

« Initially mis-keying inventory into the NCIR

 Giving immunizations after physical count is completed and before going live with the NCIR

Keying Errors:

» Doses keyed as historical (which does not subtract from your inventory) instead of doses keyed as new immunization given (which
does subtract from your inventory)

* Trouble with data entry of combination drugs (i.e. Pediarix)

* Certain nurses not entering all the shots that were administered

» Clicking the back button when administering shots (which creates a double entry of those shots)

* Picking the wrong site from the site drop down box or not changing the site when entering shots from inventory
» Mixing up State and Private vaccine doses

» Clicking the “Remove” button when entering doses from inventory

» Not entering the data in a timely manner

* Reporting on Vaccine Administered Logs and not in the NCIR

* Server problems at the provider’s office- not able to key immunizations or place an order

Managing Orders, Transfers, Wastage:

» Calling to place a vaccine order after going live with the NCIR instead of placing your order through the NCIR
» Manually entering inventory instead of accepting transfers prior to it being mandatory to accept transfers from the state
* Not reporting wastage

* Not reporting transfers

B\ NC DEPARTMENT OF
;‘g HEALTH AND
7 HUMAN SERVICES

Audience

Inventory
Control

Administrator

31



Steps to Run a Vaccine Usage Report




Step 1 of 3: Navigate to Vaccine Usage

A Vaccine Usage Report is going to give you a break down of the total number of vaccines used Audience
per Trade Name and Age Group.
1. Start by clicking request vaccine usage. Irzivoer?ttr%rly

home | change password | logout | help desk | @ ST
orgamization TEST ORGAMIZATION + wser REBECCA SWEENEY + roje Adiministrator

announcements:

MEW 7012008 ~ Transfer of Expired Yaccine

l. R R R WEW (050952008 ~ Mew Immunization Requiremerts
General MEW Os5ep3i2008 ~ Delayed Transters from Vaccing Distribution
M LISEr mansl HEW 05492005 ~ Accepting Waccine Orders
Msiptenance MEW 05AER008 ~ MOIR elicbiity status and NCIR uporade
NEW 040112008 ~ Reminder RecalidssessmentiCAS S extract
HEW 44112005 ~ HPY “accine
HEW (40802008 ~ Update on One-wsy Resl Time Data Exchange
MEW 03072008 ~ How to Report Duplicste Clients
MEW [0 3520058 ~ Crdering Authority Announcemert
HEW 02062008 ~ Reminder - Double Surnames
HEW famnsi2o0s ~ Hib Recommendstions
MEW [20552008 ~ “accine Doses sdministered outside of the United States
NEW 020452008 ~ Recording Tdap immunizetions
HEW fqm7i2008 ~ Local Heslth Department Users
HEW 4 2M9/2007 ~ Hib Announcemert
more announcemerts

release notes:

MEW OEME2005 ~ Release Version 740 NCIR Release Motes Version 7.4.0

mate relesse notes
NC DEPARTMENT OF e e e e e e
HEALTH AND

HUMAN SERVICES
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Step 2 of 3: Select Criteria

1.Choose your Site from the site drop down box. If you have more than one site you can choose, however, if there is  Audience
only one site associated with your organization the box will default to your site.

2. Choose your From and To dates for when you want the report to show. lrgentorly
ontro

3. Click Generate when you are ready to run the report. When you click this, you will notice that a status update will

appear under the report screen.

. . . . . Administrator
4. Your status will read Queue and you will need to click Refresh. This refresh button will update your status
5. When your report is ready to view the status will read 100% and the report name will be displayed in blue. Just click

on the report name and you can view the vaccine usage report.

organization TEST ORGANIZATION « user REBECCA SWEENEY - rofe Administrator

Vaccine Usage Report Criteria

Site(s) | TEST ORGANIZATION E]' Generate Repart

Report Date Range:

F -
T s o0 = " [osmir2008 [

NOTE: Figlds marked with an asterisk - are required,

Vaccine Usage Request Status
Report Hame Status  Target From  Target To Retresh

Yacoine Usage Report GUELE 040172008  0501/2008

Cancel
Vaccine Usage Request Status
Report Hame Status TargetFrom Target To Refrezh
NC DEPARTMENT OF Site: TEST ORGANIZATION 100 % 0410172008 05/01/2008
/%] HUMAN SERVICES Cancel




Step 3 of 3: Generate Report

Shows a Vaccine Usage Report .
9e Cal‘e Vaccination Period: 04/01/2008 3 05/01/2008 Pare L af 1
9orjs
S fo
Ay
. Clien
Site Name: TEST ORGANIZATION S
Group Name Trade Name Funding <1 1 1 35 6 710 11-12 1318 1924 2544 4564 65 Tombs
DTE/aD Certiva FEIVATE 1 1 b
Hepld Havrix-Peds 2 Doe STATE 1 1
Haph - HepB Trwimi STATE 1 1
[nuen=a Flu Mzt STATE ) !
Totals: 1 1 1 2 :
lient Counts:
5 40 1 1 1 1 4
002 °
el
605"
8
o“‘be‘ >
\ O

2\ NC DEPARTMENT OF
;‘g HEALTH AND
7 HUMAN SERVICES

Total number of clients served

Complete total for trade name

Audience

Inventory
Control

Administrator
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Where to Go for More Help?




ncR
Questions?

Contact your Regional Immunization Program Consultant (RIC)

The RIC Coverage Map with contact information is located on the Immunization Branch website:

https://www.immunize.nc.gov/contacts.htm

NC Vaccines Help Desk
1-877-873-6247
For help desk hours or to submit a ticket, please click the link below:
https://ncgov.servicenowservices.com/csm_vaccine
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NCIR Roles

NCIR Role Role Definition Corollary Role in CVMS

Reports Only

Typical User

Inventory Control

Administrator

SEEEINNN NC DEPARTMENT OF
EPUEIME| HEALTH AND
el s/ HUMAN SERVICES

This person in NCIR is only able to search for clients and
view/print client specific records.

Person who can manage, including add and edit, clients in
NCIR, as well as manage inventory and ordering. This role also
has all of the functionality of the Reports Only role.

Person who can manage inventory and ordering, as well as all
of the functionality of the Typical user and Reports Only roles.

Person who can manage organization users, sites, and

clinicians in NCIR. They run practice-level reports, including
reminder/recall. This role also has all of the functionality of
the Reports Only, Typical User, and Inventory Control roles.

N/A

Healthcare Provider

N/A

Location Manager
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