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** You can view the entire module or 
skip ahead by clicking above.



Outbound Transfers to NCIR Users

We will look at 3 different types of 
transfers: (1) Outbound transfers to 
NCIR users (2) Inbound transfers from 
another NCIR User and (3) Transfers 
between non-NCIR users. Let’s start 
with the Outbound Transfer.

Click Manage Transfer
When you have transfers that are in queue for one reason 
or another they will show up under the Vaccine Order/ 
Transfer Notification portion of the home page. 

1. You can view any pending Inbound or Outbound transfers in the NCIR under the Vaccine Order / Transfer
Notification portion of the Home Page. In addition to the Manage Transfer Screen.

2. We are going to look at 3 different types of transfers: (1) Outbound transfers to NCIR users (2) Inbound
transfers from another NCIR User and (3) Transfers between non-NCIR users. Let’s start with the Outbound
Transfers to other NCIR users.

3. When you have transfers that are in queue for one reason or another they will show up under the Vaccine
Order/ Transfer Notification portion of the home page.

4. Click Manage Transfer



To transfer vaccine to another 
provider in NCIR, click New Transfer.

Outbound Transfers are when you transfer from 
your inventory to another site’s inventory.

Inbound Transfers allow you to receive transfers
from another site into your inventory.

 

Historic Transfers are transfers that 
have been shipped or received.

1. Outbound Transfers are when you transfer from your inventory to another site’s inventory.
2. Inbound Transfers are when you receive transfers from another site into your inventory.
3. Historic Transfers are transfers that have been shipped and/or received.
4. To transfer vaccine to another provider on the NCIR. Start by clicking New Transfer.
5. Historic Transfers are transfers that have been completed.
6.  Using the Manage Transfer function leaves an electronic trail from your facility to NCIP facility that you

are physically transferring vaccine to.
7. Outbound Transfers document outgoing vaccine inventory from one facility to another.
8.  Inbound Transfers document incoming vaccine inventory either by a transfer from a provider order or a

vaccination order from the Immunization Branch.



Click Save 
to finish the 
transfer.

Enter the Transfer Quantity in the box 
next to the vaccine you are transferring. 
Enter the amount in doses.

You can choose to transfer active and inactive vaccine to another provider. Click O. 

Choose your Receiving Organization as the 
facility where you are transferring vaccine.

1. Choose your Receiving Organization as the facility that you are transferring vaccine.
2. You can choose to transfer active and inactive vaccine to another provider. Click on the OK  button next to 

your choice.
3. Enter the Transfer Quantity in the box next to the vaccine you are wanting to transfer. Remember to enter 

the amount in doses.
4. Click Save when you are ready to finish the transfer.



You should see this message “Saved Successfully” 

You can see the vaccine 
you are transferring 
under Transfer Item.

To finish this transfer, you must look at the Packing List 
or Label. You will not be able to complete the transaction 
without doing this step. Click Packing List.

1. You should see the message “Saved Successfully” at the top of the screen.
2.  The vaccine that you are transferring will show up under the heading Transfer Item.
3.  In order to finish this transfer, you must view or print the Packing List or Label. You will not be able to 

complete the transaction without doing this step. Click Packing List.



Click Ship 
to complete 
transaction.

The Packing List will appear as a pop up box. Ensure your pop up blocker is 
turned off.  You can print this slip or click the X in the corner to close the window. 
When you close the box you are returned to the Edit Transfer screen.

1. The Packing List will come through as a pop up box, so make sure that you have your pop up blocker 
turned off if it is on.  You can print this slip out if you would like to, otherwise just click the X in the corner to 
close the window. When you close the box you will be sent back to the Edit Transfer screen.

2.  Click Ship to complete the transaction.



When you close the packing list the ship screen appears. Choose 
the date you are shipping the vaccine, or when it is being picked up. 
Enter the date here.

When you are finished entering the ship date, click Ship. This 
will automatically remove the vaccine out of inventory. It is 
now up to the other facility to accept it into their inventory.

1.  You must make sure to click  “Ship” two times to finalize the transfer from this screen.
2.  Verify the date of shipment and click “Ship” one more time.



If the transfer was completed, you will see the message 
in blue Transfer Successfully Shipped.  The transfer 
will show up under Outbound Transfer.

1.  If the transfer was completed, you will see the message in blue Transfer Successfully Shipped and the 
transfer will show up under Outbound Transfer.

 
Note: 
• If a “Ship Date” does not appear on the Outbound Transfer, then the transfer was not finished. 
•  If the date of transfer is different than the current date shown, then type the correct date in the box next to 

“Enter Ship Date”.
• Once the Transfer is completed, the vaccine is immediately removed from the Senders NCIR inventory and 

ready to Accept into the Receivers inventory.



Inbound Transfers to NCIR Users

Click Manage Transfer

1.   Inbound Transfers can be state supplied vaccine orders or transfers from another provider. The process 
of accepting these inbound transfers is the same, no matter the type.

2.   Find the Inbound Transfer that needs to be accepted into inventory and click on the Create Date link 
in blue. 

3.   Pending Inbound Transfer, you can check 2 ways: (1) Click Manage Inventory and it can be seen as an 
alert or (2) Click on Manage Transfers and it can be seen under the Inbound Transfer heading.



Find your transfer and click on 
the Create Date link in blue.

Inbound Transfers can be state supplied vaccine orders or transfers from 
another provider. The process of accepting these transfers is the same. 

1.   Inbound Transfers can be state supplied vaccine orders or transfers from another provider. The process 
of accepting these transfers is the same. 

2.  Find your transfer and click on the Create Date link in blue.



To accept this transfer into your inventory, click 
on Accept Transfer. You should only accept 
your transfer after you have verified the lot 
number, expiration date and amount shipped. 
If your invoice matches NCIR, click here.

 

You will see this pop up message ensuring you want to add the vaccine into your inventory.

Click OK

1. To accept this transfer into your inventory, click on Accept Transfer. You should only accept your 
transfer after you have verified lot  number, expiration date, and amount shipped. If your invoice matches 
the NCIR then click here.

2. You will see this pop up message that asks you to “verify that the vaccine should be added to inventory.” 
3. Click OK

Questions?

Phone: 1-877-873-6247   •   Fax: 1-800-544-3058   •   Email: ncirhelp@dhhs.nc.gov

dph.ncdhhs.gov  •  NCDHHS is an equal opportunity employer and provider.  •  7/2025




