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Steps to Order COVID-19 Vaccine




Step 1 of 4: Navigate to Allocation Request Form

All COVID-19 vaccine is currently ordered outside of NCIR. Providers need to submit requests
via the Allocation Request Form, available here:

https://app.smartsheet.com/b/form/dc032643b7cd4e659ef3403d9e€91d7b6

@ (] https://surveymax.dhhs.state.nc.us/TakeSurvey.aspx?SurveylD=98MI(76m3#

Allocation Request Form

l=.Survey logo
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Step 2 of 4: Complete Provider Information

Fill out provider information and location information Audience

Inventory
Control

Allocation Request Form

Page 1 of 3

] Administrator
Provider Information

Please enter your provider organization and location information below.

1. Parent Organization™

2. Please choose your provider location name™
Select one from below list.

| PIN - Provider Location Name v

3. If your "PIN - Provider Location Name" is not in the dropdown above, please enter it here:

4. Provider Contact Name

5. Provider Contact Email*

6. Provider Contact Phane Number

| Next |
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Step 3 of 4: Complete Allocation Information

Complete allocation request information Audience

Inventory
Allocation Request Form Control
Page 2 of 3
Allocation Request Administrator

Please request vaccine doses below (inclusive of first and second doses).

7. Please request the number of Pfizer doses your provider location would like below (inclusive of first and second
doses). Put '0"if you do not want any Pfizer doses. Pfizer doses requested must be in multiples of 1170.*

0 v

8. Please request the number of Moderna doses your provider location would like below (inclusive of first and second
doses). Put '0"if you do not want any Moderna doses. Moderna doses requested must be in multiples of 100.”

0 v

9. Please request the number of Janssen doses your provider location would like below (inclusive of first and second
doses). Put '0" if you do not want any Janssen doses. Janssen doses requested must be in multiples of 100.*

0 v

10. Your requested doses will likely be filled via transfer facilitated through this request form. Please provide the name
of the on-site coordinator to assist with the transfer.”

11. Your requested doses will likely be filled via transfer facilitated through this request form. Please provide the phone
number of the on-site coordinator to assist with the transfer.

| Back | | Next |




Step 4 of 4: Complete Form

Complete form by selecting Yes to the final statements and clicking Done

NC DEPARTMENT OF
=3 HEALTH AND
y/s/ HUMAN SERVICES

Allocation Request Form

Page 3 of 3

1

Recorded Doses and Attestation

12. Please estimate the number of administered vaccinations that have not yet been recorded in CYMS.®

0

13. By clicking this box, I affirm that I have reviewed the list of providers in my area with on-hand inventory and that
these providers do not have inventory that cover my need.”

Yes

14. By clicking this box, I understand that we must have vaccine administrations recorded into the COVID-19 Vaccine
Management System (CYMS) within 72 hours of administration. On behalf of the Parent Organization, I certify that
we will act in good faith and to the best of our abilities to comply with all expectations.”

Yes

| Back | | Done | Enter Next Response |
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Timeline for Ordering COVID-19 Vaccine




Ordering Timeline

Requests must be received by Thursday at 10am to be considered for shipment the following week.
NCDHHS will review all requests to ensure requests are in line with guidelines below.
Orders are confirmed on Friday.

kw0 Ddp R

Orders are delivered the following Tuesday or Wednesday.

NOTE: In most cases, denied requests will be due to insufficient administration history and/or forecasted booster dose
demand at your site. Please only request direct allocation if you can administer the Minimum Order Quantity (MOQ) within 3
months of receipt.

If you believe your vaccine request was denied in error, please review the ordering guidelines below and resubmit with
sufficient justification for how you will administer all doses within 3 months of receipt.




Steps for Accepting State-Supplied Orders




Step 1 of 4: Navigate to Manage Transfers

Click on Manage Transfers. Audience
home | change password | logout | help desk | ¥ Inventory
organization TEST ORGANIZATION « wser REBECCA SWEENEY « rofe Administrator Control

announcements:

MEW 050 7/2008 ~ Howto Report Duplicate Clients Administrator

MEW Q24 3/2008 ~ Ordering Suthority Announcemert

MEW 02/06/2008 ~ Reminder - Double Surnames

MEW 02/05/2008 ~ Hib Recommendsations

MEW g2/05/2008 ~ “eccine Doses administered outside of the United States
MEW 02/04/2008 ~ Recording Toap immunizations

MEW 04 M7/2008 ~ LocslHeafth Departmert Users

MEW 19 mg/2008 ~ Accepting Waccine Orders

MEW q2M9/2007 ~ Hib Announcemernt
MOre SNNoUnNCEments

release notes:

MEW [02/01/2008 ~ Release Version 7.2.3 NCIR Release Notes Version 7.2.3
more release nates

Vaccine Order/Transfer Notificatiorn ...

[ me | Shpped _|Awaiting Retun Shipment| ___ejected |
Order(=) 1 ] 0
Tranztfer(s) u] ] 1

enter ni it

Immunizations
manage iImmunizstions

Active Inventory that is Going to Expire ...
Site Name Trade Hame Lot Humber On Hand Public | Exp Date

NC DEPARTMENT OF
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Step 2 of 4: Navigate to Your Order

1. Find your order under the Inbound Transfers.

Audience
2. Click on the Create Date in blue. This is going to take you to where you can view your order.
Inventory
Control
Manage Transfer
Create a New Transfer New Transfer Administrator
Return to Manage Transfer Screen Cancel
lransfer List

Outbound Transfer

0 Outbound Transfer.

Inbound Transfer

GKANDERSON THE GREAT
1/01/2021 TRANSFER VACCINE DISTRIBUTION AND POWERFUL OZ 11/01/2021

Historic Transfer (last 7 days by defaul)

Show by Last Updated Date From|10/25/2021 [ 8] To: (110172021 [ Refresh List |
GKANDERSON VACCINE
5/26/2020 TRANSFER THE GREAT AND 05/26/2020 11/01/2021

newaencin ~2  DISTRIBUTION

C DEEARTMENT OF
A A
EMAN"“;ER“I%ES

—



Step 3 of 4: Accept Transfer

1. You will see your order at the bottom of the screen. You must verify that these lot numbers Audience
and amounts match what you have on your invoice from the vaccine shipping box. If they do
not match, please call the Help Desk at 877-873-6247 'fg:voer:‘ttr%fly

2. Accept the transfer and it will be loaded into your inventory. Before you reject or partially

accept your transfer you must call the Help Desk for assistance. Administrator

3. If your invoice matches the NCIR order, then you can accept it straight into your inventory by
clicking Accept Transfer.

4. When you click Accept Transfer, you will see a pop-up message like below.

5. Click OK I
e — { Microsoft Internet Explorer
Reject Entire Transfer. Reject Transfer
Partially Accept Transfer Partially Accept
e P :-’ # Are you sure you want to add all transfer items into inventory ?

oK

Recaiving Site ¢
] l Cancel

If you wish to sccept ail or part of this transfer, you must specify the site which will receive the inventory in this transfer
* Receving Ste | GKANDERSON THE GREAT AND POWERFUL OZ +

Transfer Between Organizations Created on 11/01/2021

sendmgntiy | Recenngentiy
Organization VACCNE DISTRBUTION Organization S&g%ﬁf%@mi GREAT AND
GKANDERSON THE GREAT AND
Site VACCINE DISTRBUTION i T
Acorees Coiact e unizaon Bench o 7
RALEIGH, NC 27800 LOUISBURG, NC 27549
Contact NCR HelpDesk Contact GLINDA THE GOOD WITCH
Phone # (877) 8735247 Phone # (919) 7075585

Ship Date 11012021

Transfer Vaccine item

R N g T

200 COVD-18 COVD 1SPICS- pEDS-123 02152022  Creste NewLot

";(‘W; NC DEPARTMENT OF
PP A HEALTH AND
,. ‘i Y5/ HUMAN SERVICES
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Step 4 of 4: Review

When you have successfully added your order into your NCIR inventory, then you will see the
message below in red. You can double check to make sure your inventory is in the NCIR by going

back to Manage Inventory and then clicking Show Inventory.

Transfer Successiully Accepted

Manage Orders
Creste Order |
Cancel |
Order List Show: () current () Histarical () Bath

Curront Qrders

e | sumtiee | [S—

Return to the Previous Screen....

You can

Steve Martinez 1202002008
) Add Inventory for Site (GKANDERSON THE GREAT AND POWERFUL OZ)....
Steve Martinez 122072008
Seve Martinez 12H 92006 Modify Quantity On Hand for Seiecfed Sites....
— e Show Transactions for Sites....

verify the

Audience

Inventory
Control

Administrator

Add Invertory |

Modity Quartity |

Shovw Trarmmiuns-l
Cancel |

Show MNon-Expi
Site: | GKANDERSON THE GREAT AND POWERFUL OZ w | © Actve O mactve O red () Expired

() state () Private (@ All
e | TR R
been entered COVID-19 Pfizer-BioNTech PEDS-123 Y 02152022
. Er-oighi [eCi
into NCIR
. D FluMist abedef Y o 12312029
NC DEPARTMENT OF Inve nto ry D POL 123abc ¥ 03142032

HEALTH AND
HUMAN SERVICES
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Transferring COVID-19 Vaccine




Different Types of Transfers




Definitions

NC DEPARTMENT OF
# HEALTH AND
HUMAN SERVICES

[ o
organization NORTH CAROLINA IMMUNIZATION REGISTRY + wser Rebecca Sweeney « rofe NCIR Help
Desk

Manage Transfer

Create a New Transfer... Mevy Transisr
Outbound Transfers are when |

Featuen to the Frevious Screen.... you transfer from your inventory Cancel |
to another site’s inventory.

Transfer List

Chrthournd Transfer

s R TS Inbound Transfers are when Return Date|
No Outbadnd Transfer, you receive transfers from

another site into your inventory.

frbornd Transfer

Crene bt ype | Semingorgse | ecemngorgste s Ot ecee Dtlgetu e

: NORTH CARCLINA,
121902006  ORDER Yaccine Distribution IMMUNIT ATION REGIETRY 121372006

05082006 ORDER Vaccine Distibution | HIStOric Transfers are
transfers that have been

o — shipped and/or received.
Historic Transfer (iast 7 days by defaTmy

Show by Last Updated Date From: |04/01/2008 To: |04/08/2008 Refresh List |

Creste o] tye ening orgae] Resevn oo s Do acetv steftrn ot o vt

T

\Brni MORTH CARCLIMNA,
04082008 ORDER Distribution [PARALIMLZATICR 04082008 04082008
REGISTRY

16



Outbound Transfers to NCIR Users




Step 1 of 6: Navigate homepage

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

home | change password | logout | help desk | @ Administrator
ofganization TEST ORGANIZATION « user REBECCA SWEENEY + role Adiministrator

announcements:

MEW [3417/2008 ~ Howto Report Duplicate Clients

MEW 024302008 ~ Ordering Suthority Snnouncemert

MEW 02008/2008 ~ Reminder - Double Surnames

MEW [2/05/2008 ~ Hib Recommendations

MEW (2/05/2008 ~ “accine Doses administered outside of the United States
HEW 2042008 ~

Recording Tdap |
WEW 0141772008 ~ Local Hesith neéal When you have transfers that
tee pieiznts ~ Accedinavacen gre jn queue for one reason or
MEW 1243/2007 ~ Hib Announcemer .
SR another they will show up
under the Vaccine Order/
Transfer Notification portion

MEW (2/01/2008 ~ Relesse “ersion 7] Of the home page

maore release notes

release notes:

Vaccine Order/Transtfer Notification ...

[ e | Shoped JAwaing Retun Shipment| ___Rojeciod |
Order(s) 1 o o
Transier(s) u] ] 1

Active Inventory thatis Going to Expire ...
Site Hame Trade Hame Lot Humber On Hand | Public | Exp Date

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES
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Step 2 of 6: Navigate to New Transfer

Using the Manage Transfer function leaves an electronic trail from your facility to NCIP facility that

you are physically transferring vaccine to.

1. To transfer vaccine to another provider on the NCIR, start by clicking New Transfer.

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES

i

ovganization NORTH CAROLINA IMMUNIZATION REGISTRY + wser Rebecca Sweeney + roie NCIR Help
Desk

Manage Transfer

Cregie 2 New Transfay.... Mew Transter |

Cancel

Return to the Previous Screen....

Transfer List
Outhound Transfer

Crete Dt iype] Sendig Orgte | Roseuing 0SSt e Dt tarn e

No Outhaund Transfer,

Inboumd Transfer

Cre e ype | — Soangorgsae | Receogorgste ot ecee Dt e st

: NMORTH CAROLIMA,

121902006  ORDER Vaccing Distrlkhution IMMLNZATION REGIETRY 121 8/2006
. MORTH CARCLINA,

0S/0B/2006  ORDER Vaccing Distrlution IMMUNZATION REGISTRY 08/25/2006

Historic Transfer (last 7 days by defauif)
Shiw by Last Updated Date From: | 04001 2008 To: 041082005 Refresh List |

Crente o] ype Jemaing Orgste] eceong Orgsite i Dnte et Dnefietun e esoce ot

\aiaTe MORTH CARGLINA,
04/08/2008 ORDER Distribution INRALINI ZATION 04/ME/2008 04/08/2008
REGIETRY

Audience

Inventory
Control

Administrator
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Step 3 of 6: Complete Transfer Information

1. Choose your Receiving Organization as the facility that you are transferring vaccine to Audience
(NCIR only).

2. You can choose to transfer active and inactive vaccine to another provider. Click on the OK 'T;Voer?tt,%ﬁy
radio button next to your choice.

3. Enter the Transfer Quantity in the box next to the vaccine you are wanting to transfer. Administrator

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

New Transfer
Sending Site |NORTH CARCLINA IMMUNIZATION REGISTRY [ v Save |
Internal Receiving Site ' _:_v:f ar Transfer all Expired |
I Receiving Organization | I v. Cancel |

Note: Only those sites or organizations which have inventony set up are dispiayed.

Add from ventory Show () Active and Non-Expired ) Inactive and Non-Expired () Expired!
R e e e o T
Acel-lmune DTPfaP 223525 ¥ ¥ 14 073172008

Adacel Td - Tolap ADAT234 a00 b A 0862009

Boostrix Td - Tlap 11111 96 hs i 09/30/2008

Engerix-B Adult HepB ARRRRNI 7.3 N N 06/30/2009

Engerix-B Peds HepB 29212 103 hs i 03£30/2009

Fluwirin Influsnza 32434 247 ks A o1 azmao

Fluzone Pres-Fres Influenza E54-654 10200 it it 0B/30/2008

Gardasil HPY 1234z a9 ks b 05052008

Gardasil HPY GDE543 10 ks b 01012009

Meractra Meningo testuat 7 b g i 124312009

Pediarix DTP/aP - HepB - Polio BSESE 50 ks b 09/30/2008

% &%’:{Eﬁ%;i%%é:s RPTcon?bivax-Aduh HepB 252525 a5 Y W 03302009
Tripedia DTR/EP L 9a5cA 20 Y by 0B/0E2003




Step 4 of 6: Navigate to Packing List

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.

Edit Transfer: Create Date 11/01/2021 **Saved Successfully**
The vaccine Sending Site GOTHAM CITY HEALTH CENTER Save
that yOU ,are . Internal Receiving 5ite| b | or mml Lﬁh?ﬂl
transferring will : _
show up under Receiving Organization | 123 Pediatrics w | F[rﬂshTr.m| Shig |
Transfer Item. Nofe: Only those sifes or organizations which have inventory set up are displayed. Cancel Transfer |

Transfer ltem

o

Avall
| COVID-18 Moderna COVID-19 COVIDYAY 05M0/2120

NOTE: Fields marked with an asierisk * are reguired.

Add from Inventory Show (%) Active and Non-Expired () Inactive and Non-Expired | Expired
Transfer Y R — ration
Quantity Aval

AFLUALA N4
I Fres, Pad Influenza HH449 ¥ D&/30/2022
| | ActHip Hib ACTHIBSET 500 Y N 01/01/2080
| | Actib Hib NDCSRCOOL 3000 ¥ N 01/01/2089
| | Adacsl Td - Tdap/Pertussis  GHSKSSS4AB 796 Y N 01/01/2089

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES

You should see
this message
“Saved
Successfully”

Audience

Inventory
Control

Administrator
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Step 5 of 6: Complete Transaction

Once back to the Edit Transfer screen, click Ship twice to complete transaction.

NC DEPARTMENT OF
Bl HEALTH AND
HUMAN SERVICES

tips://neir-uat.dhhs.state.nc.us/reports/rwservlet?uat_packi... - |0

B &

& ® [co7% - | o [

-

NORTH CAROLINA IMMUNIZATION PROGR.
PACKING LIST

Shipment Dates:

SHIPPED FROM Tao:
Mary Parkinson-lvars CAROLIME HELTOMN
MORTH CARCLINA IMMUNIZATION REGISTRY Vaccine Distnbution
MNC DHHS, Division of Public Heath. Immunization Branch 1330 ST MARYS STRE
1817 Mail Service Canter RALEIGH, NC, 273051
Raleigh, NC. 27882-1817

Phomne: (B77) 8735247
Phone: (218) 7156770

IMPORTANT NOTES ON RECEIVING VACCINES:
. Werify lof, sxpiration =nd guantity agsinst the packing kst

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.

Vaccine Lot Mumber Expires Doses CostiDose Total Cost
Tdap (Adacal - Sancli Pasteur [Aventis ADA1Z34 OETar200 o 52485 S249.50
Pasieur, Pasteur Meneay Connaugnt:
Connzucht Leboralores)]
=]
! (a]
ne 5 Unknown Zone el
Engerix-B Peds HepB 212121 103 Y Y 03302009
Fluririn Influenza 32434 247 ks b 01012010

Audience

Inventory
Control

Administrator
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Step 6 of 6: Check Transaction Details

If the transfer was completed, you will see the message in blue Transfer Successfully Shipped Audience
and the transfer will show up under Outbound Transfer.
Inventory
Manage Transfer Transfer Successfully Shipped
Control
Create a New Transfer. New Transfer I
Return to Manage Transfer Screen Cancel

Administrator
Transfer List

Outbound Transfer

GOTHAM CITY HEALTH

11012021 TRANSFER CENTER 123 Pediatrics 11012021
ITHAM CITY HEALTH HY N ¢ HEALTH
0M082010  REJECTED gaymen U+ HoAk e 03082010 0872772010

inbound Transfer

11012021  TRANSFER VACCNE DISTRBUTION  Cotien O " HEALTH 10172021

Historic Transfer (last 7 days by default)
Show by Last Updated Date From: | 10/25/2021 = To: [11/0172021 = Refresh List |

N O t e: No Historic Transfer.

» 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.

B\ NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES




Inbound Transfers




Step 1 of 3: Navigate homepage

Click Manage Transfers and pending inbound transfers can be seen under the Inbound Transfer Audience
heading.
Inventory
Control

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

otganization TEST ORGANIZATION + wser REBECCA SWEENEY + rofe Administrator
Administrator
announcements:

NEW 31 7/2008 ~ How to Report Duplicate Clients
e e e MEW 024132008 ~ Ordering Authority Announcemerit

General MEW [2/06/2008 ~ Reminder - Double Surnames

I imianual HEW 0252008 ~ Hib Recommendstions
Maintenance WEW [2M5/2008 ~ “acoine Doses administered outside of the United States
anade L

MEW [204/2008 ~ Recording Tdap immunizations
MEW 091 7/2008 ~ Local Heslth Department Users
MEW 1082008 =~ Accepting Waccine Orders
HEW {2¢19/2007 ~ Hib Announcemernt

more announcemerts

release notes:

MEW [2001/2008 ~ Belease Version 7.2.3 NCIR Release Notes Version 7.2.3
mare release notes

Vaccine Order/Transfer Notification ...

[ we | steped _[AwaiingReturn Shipmon| ___fcjerted |
Drder(s) 1 o o
Tranzfer(s) a o 1
Active Inventory thatis Going to Expire ...
Site Hame Trade Hame Lot Humber OnHand |Public | Exp Date

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES




Step 2 of 3: Find Transfer

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

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES

Manage Transfer

Create a New Transfer... Mery Transfer |

Cancel

Return to the Previons Screen....

Transfer List
Qurthourd Transfer

reste bte] Type | senang orgte | Recevngorqste _[sup Dt eceme Datefiturn bt

MORTH CARGLINA e
0408/2008 TRANSFER IWMMURNIZATION REGISTRY Waccine Distribution 04/08/2008

inbound Transfer

: 5 ATHL B NORTH CARCLINA
04052008 RANSFER “accine Distribution IMMUNIZATION REGISTRY 04Mm05/2008
; AT S NORTH CAROLINA
121972008 ORDER  “accine Distribution IMMUNIZATION REGISTRY 121972006
5 ATHL B NORTH CARCLINA
05ME/2008 ORDER  “accine Distribution IMMUNIZATION REGISTRY 052572008

Historic Transter (fast 7 davs by defaull)
Show by Last Updsted Date From: (04012006 [ 8] To 04082008 [ o)

Refresh List

VasEig NORTH CAROLINA
04m82008 ORDER Distrilautian IMMUMIZATION 040872008 040872008
REGISTRY

Audience

Inventory
Control

Administrator
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Step 3 of 3: Accept Transfer

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 accept.

NC DEPARTMENT OF
% ; HEALTH AND
3“;‘7 HUMAN SERVICES

Receive Transfer

Aceept Entive Transter.. Apcept Transfer |
Reject Entire Transter.... Reject Transfer I
Pantially Accept Transfer.... Partially Accept |
Relurn to the Previous Screen.... Cancel |

Receiving Site
Kyonwish to accept all or part of this transfer, you rmust specify the site wivch will réceive the inventory In this transfer.

» Recelving Site iNORTH CARGLIMA IMMUNIZA TION BEGISTRY iv‘i'
nansl  YOU Will see this pop up message that makes sure
g==| Yyou want to add the vaccine into your inventory. |y

orga ' Microsoft Internet Explorer

“_? / Are you sure you want to add all transfer items into inventory 7

— —

TUMTILT T TICC T=TT VL= 8 =100 B o =
Phome # (877)873-6247 Plrore # (9191 715-6770
Ship Date 04/08/2008

Transfer Vaccine tem

Transfer .

10 Polio IPOIL 12123 Create New Lot

NOTE: Fields inarked with an asterish - ave vequived.

Audience

Inventory
Control

Administrator
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COVID-19 Vaccine Transfers between
NCIR and CVMS




Transferring COVID-19 Doses between NCIR and CVMS

NOTE: Cross-system transfers are not currently supported.

If you have any questions, please contact the NC Vaccines Help
Desk by calling 1-877-873-6247 or by submitting a ticket
https://ncgov.servicenowservices.com/csm_vaccine

Audience

Inventory
Control

Administrator
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Moving COVID-19 Vaccine
from CVMS to NCIR (Transition)




Moving COVID-19 Vaccine from CVMS to NCIR

If you have transitioned from CVMS to NCIR for managing
COVID-19 vaccines, prior to the final transition date, your existing
COVID-19 inventory will be transferred from CVMS to NCIR.

Audience

Inventory
Control

Administrator
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Reporting and Returning Expired Vaccine




Steps to Document Expired Vaccine




Step 1 of 4: Count Expired Vaccines and Navigate to Transfers Page

i
i
5

It's a good idea to count your expired vaccines before you begin the process to document

them in the NCIR. This helps ensure that the physical count of vaccines matches what the
NCIR reports your facility as having on hand.

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES

Click Manage Transfers

system user manual
Maintenance
manage users
manage sies
manage ¢ incians

request vaccine usage
request wasted/expired

request new client form
request casa extract
check request status
request vic reports
check vic status
assessment report
check assessment
benc hmark report
check benc hmark

home | change password | logout | help desk n

organzation TEST ORGANIZATION - user Athena Roberts « roee Administrator

announcements:

new 021152016 ~ NCIR Meaningful Use Registration Portal
NEW  02/042016 ~ 2016 Immunization Schedules

New 12212015 ~ Pentacel® Vaccine Delay Guidance

NEw 120872015 ~ Pentacel Update

NEW

11192015 ~ Holiday Shipoing

more announc ements

release notes:

NEW 10/012015 ~ Release Version 950 NCIR Reiease Notes Version 950
more release notes

Vaccine Order/Transfer Notification ...

Avasing Getum Shpmen
Order(s) No Order Notification
Transfer(s) No Transfer Notification

Active Inventory that is Going to Expire ...

oo | on | st | 9ot
N

TEST ORGANIZATION

Imovax Rabies ID 123456 B 06/0172016
TEST ORGANIZATION Rabavert abedef = N 07/0172016
TEST ORGANIZATION YF-VAX test_yfvax a7 N 08302016
Wright Way Peds Agacel AD4857894 1 N 032972016

Audience

Administrator

34



Step 2 of 4: Create New Transfer

1. You should get a pop-up for the expired vaccine. Click OK.
2. Click New Transfer.
3. Click Transfer All Expired.

Lot Number: C3818AA Vaccine Name: Dtap-Hib-IPY Trade Name: Pentacel Expiration Date: 011572013

All expired state-supplied inventory must be transferred to the state.

Please transfer this inventory to the State via the manage transfer menu option.

Note: There are additional expired lots in inventory.

Manage Transfer

Create a New Transfer....

Return to Manage Transfer Screen....

New Transfer
Sending Site  TEST ORGANIZATION v
Internal Receiving Site ¥ | or
A — Receiving Organization v

| HEALTH AND
-/ HUMAN SERVICES

Audience

Administrator

[ ]

Newv Transfer I

Cancel
Save
Transfer all Expired |

cancel |

Note: Only those sites or organizations which have inventory set up are displayed.

35



Step 3 of 4: Enter Expired Dose Quantity

1. Inthe Transfer Quantity box, enter the number of doses that you are PHYSICALLY sending Audience
back. Make sure this number matches EXACTLY what the NCIR says you have (Quantity
Available). Administrator

2. If it matches, move to the next step.

3. If the numbers DO NOT match call the NCIR Help Desk at 877-873-6247 and ask them to
remove the excess doses from your inventory

4. Enter a Preventive Action (e.g. “Use before expires”).

Internal Receiving Site v or Packing u‘tl Labell
Receiving Organization | VACCINE DISTRIBUTION v Fi'ishTransl Ship |
Note: Only those sites or organizations which have inventory set up are displayed. Cancel Transfer |
Quantity Preventive
Transfer sfer tem Available Action
Quantity e Q =
ransier ua iration
mm 'MM T
Boostrlx AC52B8056B8 10 y 07017201 2
TdapJPertussus
E] 7 Boostrix Td- . AC52B060CA 7 N Y 09M 772012 ‘

Tdap/Pertussis

nnnnnnnnnnnnnn
5| HEAL:
HORAN SRV REs
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Step 4 of 4: Discard Expired Doses

DO NOT ATTEMPT TO SEND ANY COVID-19 VACCINE BACK TO MCKESSON SPECIALTY,
THE STATE OF NORTH CAROLINA, OR THE CENTERS FOR DISEASE CONTROL AND

PREVENTION.

PLEASE DISCARD OF ALL EXPIRED COVID-19 VIATHE PROTOCOLS OR PROCEDURES OF
YOUR OFFICE.

Audience

Administrator
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Reporting Wasted Vaccine




Steps to Document Wasted or
Spoiled COVID-19 Vaccine




Step 1 of 5: Navigate to Inventory Page

From the homepage, click Manage Inventory Audience

change password | logout | help desk | ¢

organzation TEST ORGANIZATION + user Athena Roberts * role Administrator

Administrator

INCl

UAT R (T4)9.60 announcements:

General NEW 02/15/2016 ~ NCIR Meaningful Use Registration Portal
system user manual

e NEW 02/0472016 ~ 2016 Immunization Schedules
manage users NEW 1272172015 ~ Pentacel® Vaccine Delay Guidanc
manage sites
manage clinicians NEW 12/0872015 ~ Pentacel t
manage physi ians MEW 11192015 ~ Holiday Shipping

More announc ements

release notes:

NEW 10/01/2015 ~ Release Version 9.5.0 NCIR Release Notes Version 9.5.0

request vaccine usage more release notes

request wasted/expred
inventory report
vaccine accountability
Vaccine Order/Transfer Notification ...

[ twe | Sioed | Avaiog ieum Shpmen
Order(s) No Order Notification
Transfer(s) No Transfer Notification

Acuve Inventory that is Going 1o Expire ...

request casa extract

et e et ] Lat it | Osnd f e Em D

check vic status TEST ORGANIZATION Imovax Rabies ID 123456 06/01/2016

assessment report TEST ORGANIZATION RabAvert abcdef 998 N 07/012016

EReck Stmssama TEST ORGANIZATION YF-VAX test_yfvax o7 N 06202016
PCDEPARTMENT OF check benc hmark Wright Way Peds Adacel AD4857894 1 N  03/2972016

HUMAN SERVICES
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Step 2 of 5: Navigate to Inventory

Click Show Inventory.

LIZ N

Manage Inventory
Show Inventary for Sites....
Show Transactions for Sites. ..
Undgte inventory Alers....
o Return to the Previous Screen...,
General

svstem user manusl

Organi

Inventory Alerts

Vaccine Order/TransTer Notificatiorn ...

| Show Invertory |

Show Transactions:

Updiate Alert Prefs

Cancel

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES

Audience

Administrator
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Step 3 of 5: Select the Correct VVaccine

1. Click on the State or Private radio button to display only state or private vaccine. Audience
2. Find each Trade Name and Lot Number for the vaccine that was wasted.
3. Click the Select box next to the vaccine so the check appears. Administrator
4. Click Modify Quantity.
more CITY HEALTH CENTER). Add Invertory
Modify Quantity On Hand for Selected Sites.... Modify Quantity
Show Transactions for Sites.... Show Transactions
Return to the Previous Screen.... Cancel

Site: | GOTHAM CITY HEALTH CENTER v | | o™ %‘;:: 8""“‘"’ O"g‘i’:’"" () Expired

ﬂ

AFLURIA IV4 P-Free, Ped HH449 33332-0220-20 50 Y N 06307202
D ActHib ACTHIB9ST 49281-0545-03 500 Y N 01/01/208
[ ActHib NDCSRCOOL 49281-0545-03 3000 Y N 01017209
O Adacel GHSKSSS4AB 49281-0400-10 7% Y N 01/01/208
[[] Bexsero TH10MI 46028-0114-01 4689 Y Y 05/08/235
[J Boostrix ILUVTDAP 98765-4321-00 997 Y Y 12317209
[ CcOVID-19 AstraZeneca  YALLNEEDVACCINE  00310-1222-15 9399 Y Y  09/10/208
P 4 COVID-19 Janssen EUA4815162342 59676-0580-15 4991 Y | Y | @:_Y Yes (i.e. state
vaccine)

NC DEPARTMENT OF
HEALTH AND
e HUMAN SEEVICES




Step 4 of 5: Enter Wasted Dose Quantity

Enter the number of doses wasted in the Amount column.
Choose ‘Wasted Doses’ from the Category drop down box.

This brings up the Reason Wasted and Preventive Action boxes. Document what
happened to the vaccine and how it can be prevented. Both of these boxes are required.

5. Click Save.

kw0 Dd PR

Manage Inventory

Save Changes to Quantity On Hand for Selected Sites....

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

Modify Quantity On Hand for Selected Site(s)

COVID-19 Janssen EUA4815162342 499 Subtract v 10 Wasted Doses
* Reason Wasted: | Insufficient Quantity - Pfizer (S doses)

* Preventive Action: | gya¢f nave been trained on preparation
techniques.

Y

S\ NC DEPARTMENT OF
EALTH AND
HUMAN SERVICES

In the Modify Quantity On Hand section, choose ‘Subtract’ from the Action drop down list.

Audience

Administrator
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Reasons for Wastage

The following reasons may be recorded in the provided text box when using “Wasted
Doses” in the Modify Quantity function to waste COVID-19 vaccine.

» Broken Vial/Syringe

» Expired Vaccine

» Failure to store properly upon receipt

» Lost or unaccounted for vaccine

* Mechanical failure Natural disaster/Power outage
* Open vial but all doses not administered

* Recall

e Storage Unit too cold

» Storage Unit too warm

» Vaccine drawn into syringe but not administered
» Vaccine spoiled in transit (Freezer/Warm)

* Insufficient Quantity — Pfizer (5 doses)
 Insufficient Quantity — Janssen (4 doses)

* Insufficient Quantity — Moderna (13 doses)

Audience

Administrator
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Step 5 of 5: Review Inventory

You are redirected back to the Show Inventory screen, where you can check to see that the Audience
dose(s) were subtracted.

Administrator

Manage Inventory

Add Inventory for Site (GOTHAM CITY HEALTH CENTER).... Add Inventory |
Modify Quantity On Hand for Selected Sites.... Modify Quantity |
Show Transactions for Sites.... Show Transactions I
Return to the Previous Screen.... Cancel I

Site: | GOTHAM CITY HEALTH CENTER v | o ® Active (O Inactive () Non-Expired () Expired

Inv On
e e || e | el

AFLURIA IV4 P-Free, Ped HH449 33332-0220-20 Y 06/30/2022
D ActHib ACTHIB987 49281-0545-03 500 Y N  01/01/2080
[} ActHib NDCSRCOOL 49281-0545-03 3000 Y N  01/01/2099
[J Adacel GHSKSS54A8B 49281-0400-10 796 b 4 N 01/01/2089
[[] Bexsero TH10MI 46028-0114-01 4689 Y Y  05/08/2355
[] Boostrix ILUVTDAP 98765-4321-00 997 g Y  12/3172099
O VID-1 raZen YALLNEEDVACCINE 00310-1222-15 9999 Y Y  09/10/2080
[] coviD-19 Janssen EUA4815162342 59676-0580-15 Y Y  05/13/2055

C DEEARTMAENT OF
A
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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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Appendix
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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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