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CDC COVID-19 Vaccination
Program Provider Agreement
Requirements- Inventory
Management

Unlike how pharmacies utilize NCIR
for routine vaccines (where doses are
recorded as historical), pharmacies who

choose to transition to NCIR to report

COVID-19 vaccine administrations are
required to manage inventory in NCIR.

NCDHHS COVID-19 Response



NCIR Usage for Pharmacies: Routine
Vaccines Versus COVID-19 Vaccines

Routine Vaccines COVID-19 Vaccines
* Doses entered historically * Doses entered using active
« Inventory management Inventory
(including reporting * Inventory management-
wastage/expired doses)- Not Required

Required




Manage Inventory
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Step 1 of 2: Navigate to Inventory

1. On the homepage, click Manage Inventory Audience
2. On the Manage Inventory page, click Show Inventory

Inventory
Control
Manage Inventory
Show Imventory for Sites.... Showy Invertory
home | change password | logout | help desk | # . .
Show Transactions for Sites.... Show Transactions Administrator

arganization TEST ORGANIZATION - wser REBECCA SWEENEY - oie Administrator

MsoUncemenis” Undate inventory Alerts.... Updlate Alert Prefs |

MEW 03/17/2008 ~ How to Report Duplicate Clients
- MEW 0211372008 ~ Ordering Authorty Announcement Return to the Previous Screen.... Cancel |
General NEW (02/06/2008 ~ Reminder - Double Sunames
sl NEW 02/05/2006 ~ ik Recommendations
L MEW (2052008 ~ YaCtine Doses outsige of the United States
Inventory Alerts
NEW 02/04/2008 ~ Recording Teap immunizations: v
NEW 01/17/2008 ~ Local Heatth Department Users . ~ - ) . .
Vaccine Order/Transfer Notification ...

NEW 01i08/2008 ~ Accepting ‘Yancine Orders

more announcemerts
Order(s)

release notes:
Tranzfer(s) 1 i} i}
MEW 02)01,2008 ~ Release Wersion 7.2.3 NC/R Rejease Notes Version 7.2.3

more release notes

Vaccitre Order/Transfer NOUTCAtON .. Active Inventory that is Going to Expire ...

[ e | Swed e Reumshomen hocied |
Oreder(s) 1 0 0 Trade Name Lot Humber Exp Date

Transter(s) ° ° ! HORTH CAROLINA IMMUNIZATION REGISTRY  Acelimune 22525 Yo 07i31/2008
AcOVS MaUEY DIRLE CONG 10 EXDIEG MORTH CAROLINA IMMUNIZATION REGISTRY Fluzone Pres-Free  654-654 10200 Y 0B/3002008
I IR [ FE B :
TESTORGANZEToN R ST T HORTH CAROLINA IMMUNIZATION REGISTRY Gardssil 1234z &3 Y 05052008
Aol smiallions B Hlaue 18 ¥ _jonnans NORTH CAROLINS IMMUMZATION REGISTRY  Tripedia 1M885CA 20 Yo OB06/2008
TEST ORGAMIZATION L MEr= 1234 492 A 0731/2008
Test Site 50 Adacel ad456123 1 N 0552712008
Test Site 50 Boostrix boo111 1 A 05/09/2008

Inventory thatis Runming Low by Vaccine Group ...

Inventory that s Rumniing Low by Vaccine Group ..
I T B T Vacine Group Quantity On Hand [ st

P a ¥
Inventory thatis Rurminng Low by Trade Name ... Mo vaccing groups have & lowe inventary .

“ Inventory thatis Rumting Low by Trade Name ...

hienactra it i
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Step 2 of 2: Manage Inventory

From this screen you can add inventory, modify quantity, and show transactions for your inventory

Vaccine’s that
will expire in
less than 120
days will be
highlighted in
pink.

Manage Inventory

Adled Inventony for Site (TEST ORGANZA TION]...

Maodify Quantity On Hand for Selected Sites.

Show Transactions for Sites...

Reduen to the Previons Screeh....

Site: | TEST ORGAMZATION | v |

S T T e I T

LotHib
Adace|
Adace!
Bonstrix
Certiva
DECAYAC
DECAYAC
oT

CTE
Encierix-B Peds
Elui-hlist

I A W 1}

H23448
2436123
AR
12331
555
05264
ABa4
121252535
095595
12330
K12545

Add Inventary |
Moddity Guarntity |
Showy Transactions I
Cancel |

Show (3) active inactive ) Non-Expired () Expired

Clpublic O Private (20

You can look at any
combination of
inventory in the
NCIR by clicking on
the radio button
next to your
selection. For
example, if you
want to see all your
active, public
vaccine click on the
radio button next to
Active and State.

0 T T 05052009
43 b il 03/27i2008
14 L il 010142008

4 b il 10M 252010
274 b il 017312008
10 b il 0&/28/2008
20 b gl 0101 2008
18 b &l 05/2052008
19 b Kl 1002052008

g b &l 1203152008
116 b b 06/30/2008

Audience

Inventory
Control

Administrator



Manage Vaccine Orders




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/dc032643b7cd4e659ef3403d9e91d7b6

G (] https;//surveymax.dhhs.state.nc.us/TakeSurvey.aspx?SurveylD=98MI76m3#

Allocation Request Form

l+.Survey logo

Page 1 of 3

N ]

Audience

Inventory
Control

Administrator



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 |

NC DEPARTMENT OF
5| HEALTH AND
% HUMAN SERVICES




Step 3 of 4: Complete Allocation Information

Complete allocation request information

NC DEPARTMENT OF
HEALTH AND
/ HUMAN SERVICES

Allocation Request Form

Page 2 of 3

Allocation Request

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

~

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 deses. 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

1

=)

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

1

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

Back | | Next

Audience

Inventory
Control

Administrator



Step 4 of 4: Complete Form

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

Inventory
Control

Allocation Request Form

Administrator
Page 3 of 3

]

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 (CVMS) 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




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
organiration TEST ORGANIZATION + wser REBECCA SWEENEY + ol Administrator Control

announcements:

MEW [3M7/2008 ~ How to Report Duplicate Clients Administrator

HEW 245520058 ~ Ordering Authority SAnnouncement
HEW Q20062005 ~ Reminder - Doubls Surnames
HEW Q2502008 ~ Hib Recommendstions

Maintenance HEW [205/2005 ~ “accine Doses administered outside of the United States
m HE

MEW 024020058 ~ Recording Tdap immunizations
HEW 04752008 ~ Local Heath Department Users
HEW 01082008 ~ Accepting Vaccine Orders
MEW 1209/2007 ~ Hib Announcemert

more announcemerts

release notes:

MEW 020012005 ~ Belesse Yersion 723 NCIR Release Motes Version 7.2.3

more releaze notes

Vaccine Order/Transfer Notification ...

| twe | shipped  |awaitingReturn Shipment|  Rejected |
Qrderis] 1 0 B
remincer Tranzfer(s) 0 0 3

=1y z ient
Immunizations

Tl
Active Invernttory thatis Goifrg to Expire ...

Site Name Trade Hame Lot Number On Hand Public | Exp Date

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES




Step 2 of 4: Navigate to Your Order

1. Find your order under the Inbound Transfers.

2. Click on the Create Date in blue. This is going to take you to where you can view your order.

NC DEPARTMENT OF
HEALTH AND
Y5/ HUMAN SERVICES

Manage Transfer

Create 2 New Transier.... Mews Transfer |
Feturn ta the Previous Screen.... Cancel |

Transfer List

Ourthvoriend Transfer

Create Date Sending Org:Site Receiving Org:Site m Return Date

Mo Suthound Transfer.

{ibound Transfer

Create Date Sending Org:Site Receing Org:Site mm

MORTH CARCLIMA

0408/2008 ORDER Yaccine Distribution IMMLINIZATION RESISTRY 0403/2008
: s MORTH CARCLIMA

12192006 COREDER “accine Distribution IMMLINIZ A TION REGISTRY 121 9/2006
: It MORTH CARCLIMNA

05082008 CQRDER Yaccine Distribution IMMLINIZ A TION REGISTRY 052572006

Historic Transfer fiast 7 daws by defauit)

Show by Lest Updsted Date From: 040172008 [B]  To odmezons 9] Refresh List |

Mo Hiztaric Transfer,

Audience

Inventory
Control

Administrator



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 Inventory

Control
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.

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

Administrator

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

5 C I i Ck 0 K Receive Transfer
" Accept Entire Transfer.... Accept Transfer

Reject Entive Transier.... Reject Transfer { o
Fartially Accept Transier. Partizlly Accept l I BIICPUSDH Illtel.llet EX]J]OPEP

Return to the Previous Screen... Cancel I ‘?

. / Are you sure you want to add all transfer items into inventory 7
Receiving Site o

K you wish to accept all or pait of this transfer, you must speciiy the site which will recelve the Inventary in this transfer.
 Reseiving Site | NORTH CAROLINA IMMUMEATION REGISTRY || oK l l

Cancel

Transfer Between Organizations Created on 04/08/2008 :

Organization ‘Yaccine Distribution Organization O L ROUNEA MMULEATION

REGIZTRY
» cpo MORTH CARCLINA IMMUNZATION
Site YACCINE DISTRIBUTION Site REGISTRY
Addrass Address NC DHHS, Division of Public Heatth,
1330 ST MARYS STREET Immunization Branch, 1917 Mail Service
RALEIGH, MC 276051235 Certer
Raleigh, NC 276921817
Contact CAROLINE HELTON Contact Mary Parkinson-lvers
Phone # (577) 573-6247 Phore # (319) 715-6770

Ship Date 040872008

Transfer Vaccine ltem
Transfer -
NC DEPARTMENT OF 20 DTPR=P Tripedis L1 gasca, Create New Lot
; ﬁsﬂk{.};ﬁ}”%Eg, 10 HPY Gardasil GD3543 Create New Lot




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

Order List Show: (3¢

Current Qrders

Steve Martinez 1252072008
Steve Martinez 1202002008
Steve Martinez 121952006

o Bl Ao e

You can
verify the
vaccine has
been entered
into NCIR
inventory.

i\ NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES

DDDDDDDDDDDDDE

Manage Inventory

Adlid Inventory for Site (NORTH CAROLINA IMMUNIZATION REGISTRY)....

Addd Imventory |
Ifodify Guantity |
Showy Transactions |
Cancel |

Show (5 active () nactive () Non-Expired () Expired
Oatate Oprivate & 21

" tame | ot imontna | sewe | st | xpoee|

Modify Quantity On Hand for Selected Sites....
Show Transactions for Sites....

Return to the Previous Screen....

Site: | NORTH CAROLINA MMUMZATION REGISTRY [ |

Acellmune 22525 7 b4 b 0713172003
Adacel ADA1234 500 Y A 08/08/2009
Bioostrix 11111 a6 Y o 093002005
Engerix-B Adutt 111114 925 Y Y 06/30/2003
Engerix-B Peds 212121 103 Y Y 0343042003
Flurvirin 32434 47 Y Y 0140 2010
Fluzone Pres-Free 654-654 10200 ¥ G 06/30/2005
Gardasi 1234z ] e b 05/05/2005
Gardasi GD5543 10 hd i 014012003
Menactra testuat T b Y 1213172009
Pediarix 55636 50 i i 09/30/2008
Recombiva-Adutt 252923 95 i i 03/30/2009
Tripedia LH355CA 200 ¢ e 05062005

Audience

Inventory
Control

Administrator



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. 'r::venttm;y
ontro

1. From the homepage, click Inventory Report.
home | change password | logout | help desk | @ Administrator
orgamization TEST ORGANIZATION + wser REBECCA SWEENEY + roje Adiministrator

announcements:

MEW 07152008 ~ Transfer of Expired Yaccine

A T R AR T NEW OE08/2008 ~ Mew Immunization Reauirements

General MEW 523720058 ~ Delaved Transfers from Yaccine Distribution
Mzl HEW 0519/2008 ~ Accepting YWaccine Orders

MEW [oigr2008 ~ MCIR eligibilty status and MCIR upgrade

NEW [4011/2008 ~ Reminder RecalitssessmentiCASS extract

HEW 04011/2008 ~ HEY YWaccine

MEW Q403520058 ~ Updste on One-Way Resl Time Data Exchange

HEW (31 7/2008 ~ Howto Report Duplicate Clierts

MEW 0201 3/2008 ~ Ordering Authority SAnnouncement

NEW [2/06/2008 ~ Reminder - Double Surnames

HEW 200572005 ~ Hik Recommendations

MEW (200552008 ~ “accinge Doges administered outside of the United States

MEW [2004/2005 ~ Recording Tdsp immunizations

NEW [ 772005 ~ Local Heatth Department Users

HEW {o08/2007 ~ Hib Announcemert

more announcements

1elease notes:

MEW QEME/2005 ~ Release Wersion 7.4.0 NCIR Release Notes lersion 7.4.0

mare release notes
NC DEPARTMENT OF R ————
HEALTH AND

HUMAN SERVICES
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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 ORGAMIZATION » user REBECCA SWEENEY - roie Administrator Administrator

Inventory Reconciliation Report Criteria

Site | TEST ORGARNZIATION ] [ Generate Report

* Funding Source | |STATE W |
PRIYATE
STATE AND PRIVATE

» 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.




Step 3 of 3: Generate Report

Report Date: 07/01/2008 Page 1 of 2
Inventory Reconciliation Report / Worksheet
TEST ORGANIZATION
NCIR Reported| Actual Count
Funding Expiration Doses of Doses
Source “accine Group Trade Mame Lot Number Date On Hand On Hand
Private Anthrax Anthrax FDDY0019 Private | 01/01/2010 98
Private DTP/aP Certiva 555 01/31/2009 274
Private DTP/aP DT 121252555 05/20/2009 18
Private DTP/aP DTP 058858 10/20/2009 19
Private DTP/aP Pediarix ABC234 01/01/2009 19
Private DTP/aP Pediarix UAZ345AA 01/30/2010 20
Private HepA Hawvrix-Adult 8585 11/11/2009 44
State HepB Recombivax-Adult REC23 01/01/2009 4
State Hib ActHib U1234A4 05/05/2009 702
State Hib PedvaxHIB 0255U 10/17/2009 1
State Influenza Flu-Mist FLUZ234 01/01/2009 6.5

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)

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES

Audience

Inventory
Control

Administrator

22



Steps for Modifying Quantity




Step 1 of 2: Modify Quantity

1. Click in the box next to the Trade Name in blue until the green check appears.

2. Click Modify Quantity

Manage Inventory

Adef inventony for Site (TEST QR GANIZATION).
Mooty Quantitly On Hapd for Selected Sites. .
Show Transactions for Sites...

Return to the Previons Screeh....

Site: | TEST ORGAMZATION | » |

2ctHib LM 23488
[] Adacel 8456123
[] Adacel ABCT 23
[[] Boostrix 12351
[] cCeriva 555

Ao Inventory I

hoclity CwEntity I

Showy Transactions I

Cancel I

Show () active () Inactive ) Mon-Expired () Expired

O Public ) Private () A

Seiec] —Tradetame | Lottumaer | invOn fana | Actwe | e | xposte|

o ol o 05M5:2008
43 it i 0527 2008
14 b i 01,101 52008

4 b i 1022010

2ra b i 01312008

Audience

Inventory
Control

Administrator

24



Step 2 of 2: Modify Quantity

1. Choose the Action from the drop down box. Either Add or Subtract.

2. Enter the Amount in doses that is being modified.
3. Choose the reason under the Category drop down box.

Manage hinentory
Save Chahges to Quantiy Op Hand for Selected Sites.

Feturn to the Previons Screeh....

Muodify Quantity On Hand for Selected Site(s)

ActHik 123488 | pte | | M |

SEI'\I'E

ancel

: Receipt from Inventary | w

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.

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES

Audience

Inventory
Control

Administrator
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Most Common Reasons to Modify Quantity

Wasted Doses: Select this option if there was any vaccine waste for a particular lot. When you
select the Wasted Doses category, you will be required to enter the following:

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 Vaccines Help Desk, 1-877-873-6247, so that you may be guided in how to find
errors before changing quantities in vaccine lots.

Manage hnentory

Save Chahoes to Quantity On Hand for Selected Sites. Save |

Return to the Previons Sereeh. Cancel I

Madify Cuantity On Hand for Selected Site{s)

ActHib 1234840 | | _ Hecemt fru:um ||'I"."EI'ItI:Ir":." i
Re-:euat fr-:-m Inwentary . V

i ——
NOTE: Flefds marfied with an asterisk “are requlred, Receipt from Provicer
Return to Provider
Transter to Provider
wWigsted Doses —
EEKE&EE};’S:D;E; Error Correction

Audience

Inventory
Control

Administrator
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Error Correction

When to Use Error Correction When NOT to Use Error Correction

» Use this category when adding to or  If inventory is expired
subtracting from inventory doses that

were keyed or documented incorrectly « If a storage and handling issue caused
* i.e.if 100 is entered instead of 10 the dose to be unusable

+ If the vaccine is pre-drawn and not used

Audience

Inventory
Control

Administrator

27



Avoid Documentation Errors

* Enter all immunizations administered into the NCIR as soon as possible

* Only enter immunizations administered by you, under your username

* 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

Audience

Inventory
Control

Administrator

28



Manage Transfers
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Different Types of Transfers




Definitions

organization: NORTH CAROLINA IMMUNIZATION REGISTRY + wser Rebecca Sweeney + ofe NCIR Help
Desk

Manage Transfer

Cregle g New Transfar.... Mewe Transter |

Cancel |

Return to the Previous Screen....

Transfer List

Outbournd Transter

Create Date Sending Org:Site Receiving Org:Site Ship Date Return Date

Mo Outbound Transfer.

fitbound Transfer

Create Date Sending Org:Site Receming Org:Site Ship Date Return Date

: e MORTH CARCLINA,

121972006  ORDER Vaccine Distribution IMUNIZATION REGISTRY 1201352006
: i MORTH CARCLIMA,

05082006  ORDER Vaccine Distribution MMUNIZATION REGISTRY 082552008

Historic Transfer (last 7 davs by defaul)
Shaw by Last Updated Date From: 041012008 [§]  To: 04082008 [9)

Refreshlist |

N MORTH CAROLIMNA
3 04082008 ORDER Distribution IMBALIMLZATICN 04M552005 04052005
NC DEPARTMENT OF REGISTRV

g i) HEALTH A
h}l HEMAN SER’\’I%ES




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 "::v:rri‘ttr?;y
home | change password | logout | help desk | ‘@ Administrator

organization TEST ORGANIZATION + wser REBECCA SWEENEY + rofe Administrator
ANNCUNCcEments:

MEW 03617520058 ~ How to Report Duplicate Clients
MEW 0201302008 ~ Ordering Authority Snnouncement
General MEW 020620058 ~ Reminder - Double Surnames
T User manual MEW 020052008 ~ Hib Recommendstions
MEW 02502008 ~ Maccine Doses administered outside of the United States
NEW 020402008 ~

Recording Tdag i —
MEW 01A7/2008 ~ Local Heshh Deéal When you have transfers that

New mimaz00s - Accepting Vacoind gra jn queue for one reason or
MEW q2r19i2007 ~ Hib Announcemer

e — another they will show up
under the Vaccine Order/
e Transfer Notification portion

MEW Q012008 ~ Release Version 7] of the home page

maore release notes

Vaccine Order/Transfer Notification ...

HEh 0 0

o immunizations Order(s) 1

Transfer(s) 1] ] 1

Active Inventory that is Going to Expire ...

it farm

Site Hame Trade Hame Lot NHumber On Hand Public | Exp Date

NC DEPARTMENT OF
;| HEALTH AND
Y/ 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 Audience

you are physically transferring vaccine to.

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

ovganization. NORTH CAROLINA IMMUNIZATION REGISTRY + user Rebecca Sweeney + rofe NCIR Help
Desk Administrator

Manage Transfer

Create 3 New Transfer... Mewy Transtfer |
Return to the Previons Screen.... Cancel |

Transfer List

Outhounnd Transfer

Create Date Sending Org:Site Receiving Org:Site m Return Date

Mo Outhound Transfer,

itbournd Transfer

Create Date Sending Org:Site Receiving Org:Site mm

MORTH CAROLIMNA,

121302006 ORDER Yaccine Distribution IMMLINIZ ATICN REGISTRY 121972008
: AT MORTH CARCLINA
05M0872006 ORDER Yaccine Distribution IMMLIMIZ ATICN RECISTRY 082572008

Historic Transfer (last 7 days by defaull)

Show by Last Updsted Date From: 04m1/2008  [[8]  Too |04msreons  [05] Refresh List |

ataing MORTH CARDLINA
3 E%E;i%ﬁ%&;; 04082008 ORDER Distribition IAARLINIZ A TN D4/05/2008 0408/ 2008
g REGISTRY




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 ey

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 :_NdR:rH’EZARO’LI’N’A”IMMUN\VZ;ATICVJN REGISTRY v; Save |

Internal Receiving Site or Tranzfer all Ezpired I

5 oo |

Mote: Only those sites or arganizations which have inventary set up are displayed.

Addfrom Inventory Show () active and Mon-Expired () Inactive and Mon-Expired () Expired
I e e e e o
Acel-mune DTPiaR 22523 T i ¥ 07r3172008

Adacel Td - Tdap ADS1234 500 hd ¥ 08ma2009

Boostrix Td - Tdap 11111 96 A R 08730/2008

Engerix-B Adult HepB 1111 G758 A A 0B/30/2009

Engerix-B Peds HepBl b by | 103 hd R 03£30/2009

Fluvirin Influsnza 32434 247 ] hd 0140172010

Fluzone Pres-Free Influenza B54-654 10200 A4 ¥ 0B/30/2008

Gardasil HRY 1234z 89 A4 k4 0552008

Gardasil HPY 05543 10 A4 i 01.01,2009

Menactra Meningo testust 7 v W 1243142009

Pediarix DTPisP - HepB - Polo 65656 50 A4 hd 08/30/2008

| &‘Eggi;;:é%%cﬂ;s Recombivax-Adult HepB 252525 a5 L4 Y 03/30/2009
Tripediz DTP/aP L1935CA 20 4. i 03/06/2005




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 Audience
to complete the transaction without doing this step. Click Packing List.
I t
)) Yc?u should see %V::tg;y
Edit Transfer: Create Date 04/08:2008 “'saved Successfully'* |\ this message
The vaccine Sending Site NORTH CARCLINA IMMUNZATION REGISTRY Save | “Saved Administrator
th

that nyU are Intermal Receiving Ste | !vj or Packing ListI Labgll SUCCGSSfUHy
transferring will ! i —
show up under Receiving Crganization | Yaccine Distribution |VE .FwahT:ansl Ship |
Transfer |tem Nate: Oy those sites or organizations which have inventony set oo are displaved. Cancel Transfer |

P~
Transfer ltem

Tnmsfer Trade Name Vaccine Group Lot Number l:lu-
Quiantity wailable

Adacel Td - Telap ADA1 2534 050582008

MNOTE: Fields marked with an asterisk - are required.

Add from Iiventory Show @Activeand hon-Expired () Inactive and Non-Expired GExpired

I I R ey 2
Acel-lmune DTRraP 22525 b ki 07 f31 £2008
Baoostrix Td - Tdap 11111 98 L5 it 093052008
Engerix-B Adult HepB 111111 G875 hd W OEs30,/2009
Engetiz-B Peds HepB 21214 103 et o 03s30,2009
Fluirin Influenza 32434 247 ¥ A 0 2010

NC DEPARTMENT OF
5| HEALTH AND
Y/ HUMAN SERVICES



Step 5 of 6: Complete Transaction

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

42\ NC DEPARTMENT OF

A

HEALTH AND
HUMAN SERVICES

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

I E

-1

gl- | 1i1 i@ ® [ee7n - =

| Fin |-

NORTH CAROLINA IMMUNIZATION PROGR
PACKING LIST

Shipment Date:

SHIPPED FROM Ta:
Wary Parkinson-lvers CAROLINE HELTOMN
MORTH CARCLINA IMMUNIZATION REGISTRY Vaccine Distribution
MNC DHHS, Division of Public Health, Immunization Branch 1230 ST MARYS STRE
1917 Mail Service Center RALEIGH. NC, 27805-1
Raleigh, NC, 27862-1817

Phone: (377} 3736247
Phone: (818) 7186770

IMPORTANT NOTES ON RECEIVING VACCINES:
. Werify lot, expiration and quantity against the packing hst.

Vacecine Lot Humber Expires
Tdap (Adacal - Sanof Pasteur (Aventis ADATZ34 D8/03rz00%9
Pagzur. Pasteur Mereux Connaught

Connaugtt Lasoralones))

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.

Doses CostiDose Total Cost
10 o §2485 F24020

Ie

S Unknown Zone

Engerix-B Peds HepB 212121

Fluirin Influenza 32434

103 Rt T 0353002009

247 b by 012010

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.
Manage Transfer Transfer Successfully Shipped I%V::ttroo:y

Create a New Transfer... Mesar Tranzfer |
Return to the Previous Screen.... Cancel |

Transfer List

Administrator

Outhound Transfer

MORTH CARCLIMA : A
04082008  TRANSFER IMMUNIZATION RESISTRY “accine Distribution 0450872005

Inbound Transfer

[Create Date| Sending Org:Site Receiving Orp:Site MM

MORTH CAROLIMA, 1241972008

12192006 ORDER “accine Distribution IMMUMZATION REGISTRY
e MORTH CAROLIMA,
03/08/2006 ORDER “accine Distribution IMMUNIZATION REGISTRY 08/2:5/2006

Historic Transfer (iaat 7 days by defaulf)

Show by Last Updsted Date From: 04012008 [58]  To oqmezoos 7] Refresh List |

ol NORTH CAROLINA
D4mBRO0E  ORDER VAT MMUNIZATION 04/08/2008 04/08:2008
Note: REGISTRY

» 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 Sender’s NCIR
inventory and ready to Accept into the Receiver’s inventory.

B\ NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES
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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 | §:
organization TEST ORGAMIZATION + yser REBECCA SWEENEY + ro/e Administrator

Administrator
announcements:

HEW 034 7/2005 ~ How to Report Duplicate Clients
HEW (21352008 ~ Ordering Authority Announcement
HEW (2062008 ~ Reminder - Double Surnsmes
HEW nz2m5/2008 ~ Hib Recommendstions
HEW 020572006 ~ “accine Doses administered outside of the United States
MEW (242008 ~ Recording Tdap immunizations
HEW 17,2008 ~ Local Heslth Departmert Users
HEW 0152008 ~ Acceting Waccing Orders
HEW {2rar2007 ~ Hib Announcement
IMore aNNOoUNCEments

release notes:

HEW (20012008 ~ Relesse Version 7.2.3 NCIR Release Notes Version 7.2.3

more release notes

Vaccine Order/Transfer Notification ...

[ twe | Stsed_[AwatingReturn Shipmont| ___Relecied |
Order(s) 1 i} ]
Transter(s) 0] 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 Audience
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. sy

Manage Transfer

Create @ Wew Transfer.. Mew Transfer. |
Return to the Previols Screen... Cancel |

Transfer List

Administrator

Outhound Transfer

rest D] Type | sening Org3te | Receng orgte s Do Joceepetefieturn vt

NORTH CAROLIMA . R
04082005 TRANSFER MU ATION REGISTRY “accine Distribution 04082005

Inbowund Transfer

rest st Type | —sending Orgste | Receing org:te _[spuete[ecewe Detefiturn vt

E: X g MORTH CAROLIMNA
04052005 RAMSFER Waccine Distribution IMMUMIZATION REGISTRY 04052005
! ST MORTH CAROLIMNA
121 952006 ORDER  “accine Distribution IMMUMIZATION REGISTRY 121952006
X e MORTH CAROLIMNA
05052006 ORDER  “accine Distribution IMMUMIZATION REGISTRY OE/2552006

Historic Transter (iast 7 days by defaulf)

Show by Last Updated Date From: (04012008 [8]  To: [o4imaone [) Refresh List |
Create Date Sending Org:Site| Receiving Org:Site |Ship Date m Return Date |Restock Date

i MORTH CAROLIMNA
04082008 ORDER Distribiion IRARALIMIZ A TIOR 04/08/2008 04/08/2003
C DEPARTMENT OF REGISTRY

il HEALTH AND
HUMAN SERVICES




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
HUMAN SERVICES

Receive Transfer

Accept Entire Transfer. . .t"l.scept Transfer |
Reject Entive Transier.. Reject Tranztfer |
Partially Accept Transter.... Partially Acoept |
Return to the Previous Screen.... Cancel |
Receiving Site

K you wish to accept all or part of this transier, you must spec:ﬁ,r the site which will receive the inventony in this transfer.

* Receiving Site | NORTH CARGLIRA IMMUNI ATION REGISTRY | Vr
nansl ~ YOU Will see this pop up message that makes sure
e You want to add the vaccine into your mventory .

Orga ' Microsoft Internet Explorer

‘-:" / Are you sure you want to add all transfer items into inventory 7

r—

TOMIICT TR TICC To2TT LU= A =10 B i
Phone # (577)873-6247 Plrore # (9191 713-6770
Ship Date 04/053/2005

Transfer Vaccine tem

Transfer -

10 Polio IPOL 12123 Create New Lot

NOTE: Fields narkecd with an asterish - ave required.

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 via the
Immunization Inquiry Form

Audience

Inventory
Control

Administrator

44



Adding New Users




Step 1 of 6: Navigate to Manage Users

Select Manage Users from the left-side menu.

aintenance
manage users
manage schools
manage physicians
manage sites

manage clinicians

awslats

manage schedules

mass vax definition

mass vax visibility
entory

Audience

Administrator
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Step 2 of 6: Navigate to Add User Section

Click Add User.

Add User

Please enter the username (NCID User name) only and click on the verify button.

Provider Org Name 001 Final test organization
Organization Code Final

* Username Athena Verify

* User First Name
* User Last Name
User Middle Initial
* Role

* Status

Street Address
Other Address
City

* Email

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES

Save
Delete
Cancel

v

* Active Inactive

PO. Box
*State v Zip -

NOTE: Fields marked with an asterisk * are required.

Audience

Administrator
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Step 3 of 6: Enter Username

Type in the Username.

Add User Please enter the username (NCID User name) only and click on the verify button.

Provider Org Name 001 Final test organization

Organization Code Final

* Username Athena

* User First Name
* User Last Name
User Middle Initial
*Role v

*Status e Active Inactive
Street Address
Other Address
City
* Email

Verify

Save
Delete
Cancel

P.O. Box
*State v Zip -

NOTE: Fields marked with an asterisk * are required.

Note: Usernames can be obtained by clicking “Register” on the NCIR log in page.

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES

Audience

Administrator
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Step 4 of 6: Verify

Click Verify.

Add User Please enter the username (NCID User name) only and click on the verify button.

Provider Org Name 001 Final test organization
Organization Code Final

* Username Athena Verify

* User First Name 7 Save
* User Last Name Delete
User Middle Initial 7 Cancel
*Role v
"Status e Active Inactive
Street Address
Other Address PO. Box
City *State | v Zp -
* Email

NOTE: Fields marked with an asterisk * are required.

NC DEPARTMENT OF
HEALTH AN
HUMAN SERVEZES

Audience

Administrator
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Step 5 of 6: Confirm Information

The system will retrieve the user’s personal information. Confirm that the information is correct

Add User

Provider Org Name 001 Final test organization
Organization Code Final

* Username Athena Verify

* User First Name |Athena Save
* User Last Name Roberts Delete
User Middle Initial B Cancel
* Role v
" Staus @ Active Inactive
Street Address 1300 Laurel Springs Road
Other Address P.O. Box
City Durham “State NC v Zip (27713 -
* Email alyssarobertsbates@gmail.com

NOTE: Fields marked with an asterisk * are required.

C DEPARTMENT OF
il HEALTH AND
HUMAN SERVICES

Audience

Administrator
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Step 6 of 6: Assign Role

Choose the appropriate user Role. Click Save.

Add User

Provider Org Name 001 Final test organization
Organization Code Final

* Username Athena

* User First Name ‘F\thena
* User Last Name Roberts
User Middie_lnitial 8

* Role v
"Staws @ Active Inactive
Street Address 1300 Laurel Springs Road
Other Address
City Durham

* Email alyssarobertsbates@gmail.com

“State NC v

PO. Box
Zip 27713

NOTE: Fields marked with an asterisk * are required.

NC DEPARTMENT OF
;| HEALTH AND
HUMAN SERVICES

Verify

Save

Delete
Cancel

Audience

Administrator



Things to Remember when Adding Users




Things to Remember when Adding Users

1. You cannot add a user who registered for an ‘individual account’ type. You will receive this error message:

Validation Errors

* Users who registered for an individual account type cannot be added. Only business, local or state
government user types can be added. Please have the user reregister through NCID to create a user id with

the appropriate user type.

» The user must re-register for a new account with NCID and select ‘Business Account’ type (*not
applicable to LHDs).

dentity Management (N

New User Registration

Please indicate your user type from one of the following categories

State Government Employee: A person who is currently employed or assigned to work for an agency within the State of North Carolina governme:
Local Government Employee: A person who is currently employed or assigned to work for a North Carolina county or municipality

Business User: A person who is requesting access to the State of North Carolina services on the behalf of a business.

Individual: A person who is requesting access to the State of North Carolina services as an individual or citizen

| Business Account v || Submit

NC DEPARTMENT OF
HEALTH AN

"
o HUMAN SERVI%ES
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Things to Remember when Adding Users

2. If the user has not registered correctly, has not activated their account through the email link from NCID, or
if the user ID you entered was incorrect, you will get an error message.

Validation Errors

e Cannot add this user. This user is not defined in NCID.

54



Things to Remember when Adding Users

3. Click Find with no names in the fields to see your full list of users.

i\ NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES

r

prganization GOTHAM CITY HEALTH CENTER + wser Brandon Rector = role Administrator

User Search

Last Narrrell I FirstNﬂmei

[ Find |

To get a complete list of users, leave both fields blank and click the Find button.

Search Results
Last Name First Name il Role
Anderson Glenda K Typical User
meadows beth B Administrator
Rector Brandon C Administrator
Revnolds lzabel Typical User
Stokes Rebecca Administrator

[ Add User |

| cancel |

Status
Active
Active
Litive
Active

Active

55



Things to Remember when Adding Users

4. To inactivate, change the Status by clicking the ‘Inactive’ button.

* Username Athena

* User First Name /Athena
* User Last Name [Roberts
User Middle Initial B

* Role NCIR Help Desk v
“Status () Active ® Inactive
Street Address 1100 w nc hwy 54 bypass
Other Address P.O. Box

City [Chapel Hil * State |NC v Zip 27516
* Email alyssarobertsbates@gmail.com

NC DEPARTMENT OF
il HEALTH AND
HUMAN SERVICES

Save
Delete
Cancel

56



Managing Clinicians
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Managing Clinicians

* Clinician information is used to indicate the individuals who ordered and administered an immunization (i.e. Ordering

Authority and Administered By).

* Clinician information is required when documenting new immunizations.

Defaults for new immunizations
Organization Site ' Alyssa Test Organization
Ordering Authority  Newest, Staff
Administered By A FakeClinician, FirstName
Date Administered =)

Activate Expired

B\ 1 DEPARTMENT OF
HEALTH AND
HUMAN SERVICES
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Steps for Adding a Clinician




Step 1 of 4: Navigate to Manage Clinicians

Select Manage Clinicians from the menu on the left-side panel.

manage users
manage schools
manage physicians
manage sites

manage clinicians
awstats

manage schedules
mass vax definition
mass vax visibility
ventorv

60



Step 2 of 4: Navigate to Add Clinician Screen

Select Add Clinician.

organization Alyssa Test Organization « user Athena Roberts « role Administrator

paa cincian i

Site List: Alyssa Test Organization v Find Clinician
Clinician List

T S R S

Ordering Authority / Clinician
!arford Trlstan Ordering Authority / Clinician

Organization Name: Alyssa Test Organization

NC DEPARTMENT OF
HEALTH AN
HUMAN SERVEZES
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Step 3 of 4: Enter Role and Credentials

Select a Role and Credentials

Add Clinician Information

Role Clinician Ordering Authority ® Ordering Authority / Clinician Save

» Clinician: An individual who physically immunizes clients (their name will be an option in the ‘Administered By’ pick
list when documenting a new immunization)

* Ordering Authority is a MD, DO, PA, NP who signs standing orders for patients to receive vaccines (their name
will be an option in in the ‘Ordering Authority’ pick list when documenting a new immunization)

* Ordering Authority/Clinician is an individual with both of the above roles (their name will be an option in both pick
lists when documenting a new immunization)

Defaults for new immunizations

\ Organization Site | Alyssa Test Organization v
Ordering Authority | Newest, Staff v
Administered By A FakeClinician, FirstName v

ate Administered 5] Activate Expired

* NC DEPARTMENT OF
pA;| HEALTH AND
Wi HUMAN SERVICES
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Step 3 of 4: Enter Role and Credentials

Select a Role and Credentials

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES

‘Clinician’ credentials

* Credentials: | v

Certified Medical Assistant
Certified Nurse Midwife
Add = certified Nurse's Assistant
Doctor of Medicine
e Doctor of Osteopathy
< Remoy Licensed Practical Nurse
= Medical Assistant
<< Remové Nurse Practitioner
Registered Nurse
Registered Pharmacist
Physician's Assistant
Other

Clinicians can be anyone in the
organization who physically
gives shots.

‘Ordering Authority’ and
‘Clinician / Ordering Authority’
credentials

* Credentials: v

Doctor of Medicine
Doctor of Osteopathy
Add > Nyrse Practitioner

Add All » Phyfman s Assistant

A

An Ordering Authority is an individual who
is licensed by the state of North Carolina
to authorize the giving of immunizations
to a client.
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Step 4 of 4: Add the Clinician

Fill out all required information. Be certain to move your site to “Selected Sites.” Then click Save.

Edit Clinician Information
Role Clinician Ordering Authority ® Ordering Authority / Clinician Save
Prefix Delete
* Last Name: Test Cancel

First Name: Authority
Middle Name: Scott

Sutx CTEUeTIarS DUt IO O eu e

~omplete site listing * Selected sites

. Add> I Alyssa Test Orgamization
Add Al »» I
<Remove I

- =< Remove Al I

Address Information (optional)

Street 1: 5601 Six Forks
Street 2: Building 2
PO Box: 27609
City: Raleigh
State: | NC v Zip: 27609
Email: authority@test.com
Area Code Phone Number - Ext
Inserted clinician: Test, Authority

NOTE" Flelds marked with an asterisk * are required
NC DEPARTMENT OF

HEALTH AND
HUMAN SERVICES




Reporting and Returning Expired Vaccine




Steps to Document Expired Vaccine




Step 1 of 5: Count Expired Vaccines and Navigate to Transfers Page

1. It's a good idea to count your expired vaccines before you begin the process to document Audience
them in the NCIR. This helps ensure that the physical count of vaccines matches what the
NCIR reports your facility as having on hand.

2. Click Manage Transfers

Administrator

home | change password m help desk u

organzation TEST ORGANIZATION - user Athena Roberts « role Administrator

announcements:
- wew 021152016 ~ NCIR Meaningful Use Registration Portal
“::,'lm New  02/0472016 ~ 2016 Immunization Schedules
manage users NEw 12212015 ~ Pentacel® Vaccine Delay Guidance
manage sites
manage clinicians New 12082015 ~ Pentacel Update
NEW 11/19/2015 ~ Holiday Shipping

more announc ements

release notes:
request transac tion sum| NEW 10/01/2015 ~ Release \Version 850 NCIR Release Notes Version 9.50
request vaccine usage more red notes

request wasted/expred

Vaccine Order/Transfer Notification ...

Avaing e Spnen
Order(s) No Order Notification
Transfer(s) No Transfer Notification

Active Inventory that is Going to Expire ...

o hunser | on s | s | ap o
N

request casa extract
check request status
request vic reports

check vic status TEST ORGANIZATION Imovax Rabies ID 123456 958 06012016

C DEPARTMENT OF "‘m q’o" TEST ORGANIZATION RabAvert abcdef =) N 070172016
c assess! ———

Eﬁkn‘%&i’\’%Es = TEST ORGANIZATION YF-VAX test_yfvax o7 N 0673022016

check benc hmark Wright Way Peds Adacel AD4857894 1 N 03292016




Step 2 of 5: Create New Transfer

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

Lot Number: C3818AA Vaccine Name: Dtap-Hib-IPV Trade Name: Pertacel Expiration Date: 01/15/2013
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.... Newv Transfer I
Return to Manage Transfer Screen.... Cancel
New Transfer
Sending Site | TEST ORGANIZATION v Save
Internal Receiving Site v | or Transfer all ExpiedJ
C DEPARTMENT OF Recel\”ng Organization v w
{l HEALTH AND
HUMAN SERVICES 68

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



Step 3 of 5: Enter Expired Dose Quantity

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

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

3. If the numbers DO NOT match call the 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 Uﬂl LMI
Receiving Organization | VACCINE DISTRIBUTION v | WTVWI Ship |
Note: Only those sites or organizations which have inventory set up are displayed. Cancel Transfer |
Quantity Preventive
Transfer 1sfer tem Available Action
Quantity Transt
FI——— Trade Name et 2\ ¢ Preventive Action
Quantity Available | Dlte
Td -
Boostnx TdapPertussis AC52B056BB 10 b { 070120 2
[:] 7 Boostrix Td- ; AC52B060CA 7 N b o 09M 772012

Tdap/Pertussis

C DEPARTMENT OF
il HEALTH AND
HUMAN SERVICES

Audience

Administrator
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Step 4 of 5: Print Packing List (Non-COVID-19 Vaccine)

1. Click Save (and make sure you see the blue “Saved Successfully” message).

Audience
2. Click Packing List.
3. Print the Packing List. You MUST do this in order to finish the transfer. (This will popup in a Administrator
separate window, if you have your popup blocker on, click Allow).
"*Saved Successfully**
Save
9| or Packing List | Label
v Fi.ish Trm I ms NORTH CAROL:J:CI:II:‘LGNIIIZ:TTION PROGRAM
Shipmert Date:
t up are djs‘p -‘6_'{ ed. Transfer zggfll:o;:gzen RN, BSN T:cta Help Desk
WAKE FOREST UNNERSITY FAMILY PHYSI WVACCINE DISTRIBUTION
1920 W 1ST ST 5601 SIX FORKS ROAD
WINSTON SALBM, NC, 27103 BLDG2,ZNDFLOOR
Phore: (336) 7161274 RALEQH MG 2008
Phone: (877)8736247
IMPORTANT NOTES ON RECEIVING VA CCINES
Verify lot expiration and quamity against the packing list
Vaccine Lat Number Expires Doses Cost/Dose Total Cost

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES
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Step 5 of 5: Ship Transfer (Non-COVID-19 Vaccine)

Return to Manage Transfer Screen....

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
“home | change password | logout | help desk | ¥ | Administrator
I l I organization TEST ORGANIZATION * user Athena Roberts * roe Administrator
UAT R announcements:
egion (T4) 9.6.0
General NEW  02/1572016 ~ NCIR Meaningful Use Registration Portal
system user manual i
Maintenance NEw 02/042016 ~ 2016 Immunization Schedul
manage users NEW 12/21/2015 ~ Pen 1@V 1 13y 1aan:
manage sites
manage ¢ bnicians NEW 12/08/2015 ~ Pentacel t
NEW 11/19/2015 ~ Holiday Shipping

More announc ements

release notes:
NEW 10/01/2015 ~ Release \Version 950 NCIR Rejease Notes Version 9.5.0
N I Chn more release notes

request wasted/expired

Vaccine Order/Transfer Notification ...

[ e | Sioped | Avein Retum Shipmen
Order(s) No Order Notification
Transfer(s) No Transfer Notification

Active Inventory that is Going to Expire ...

IS T Ty T T

request new cient form
request casa extract
check request status
request vic reports

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

SS———— TEST ORGANIZATION Rabavert abedef 95-3 N 07/0172016

[+ assessmenl \J,

e TEST ORGANIZATION YF-VAX test_ytvax 97 N 06/20/2016
HEALTH AND. check benchmark Wright Way Peds Adacel AD4857894 1 N 032072016

HUMAN SERVEZES




Step 2 of 5: Navigate to Inventory

Click Show Inventory.

show Lsers
General

system user mantial
Organiz

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES

TLETS
Manage Inventory

Show Inventony far Sites...,

Show Transactions for Sites....

Undate inventory Alerts....

Feturn to the Previons Soreeh...

Inventory Alerts

Vacciire Order/Transfer Notification ...

| Sheoew Invertary | |

=howe Transactions

Upciate Alert Prefs

Cancel

Audience

Administrator
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Step 3 of 5: Select the Correct Vaccine

Click on the State or Private radio button to display only state or private vaccine. Audience
Find each Trade Name and Lot Number for the vaccine that was wasted.
Click the Select box next to the vaccine so the check appears. Administrator

Click Modify Quantity.

b=

organization TEST ORGANIZATION + user Athena Roberts « role Administrator

Manage Inventory

Add Inventory for Site (bqs site).... Add Inventory I

Modify Quantity On Hand for Selected Sites.... Modify Quantity I

Show Transactions for Sites.... Show Transactions I
Return to the Previous Screen.... Cancel |

Show . Active  Inactive ® Non-Expired ' Expired

Site: | bgs site v
® State Private All
Siocd oo teme | Lotumber -
le Boostrix 123456 10 Y Y 01/01/2020
Boostrix 123456 76 Y Y 01/01/2020
FluLaval 1IV4 58687 23 Y Y 01/22/2028
FluMist Tuyf " Y Y 08/12/2028
FluMist LAIV4 yi9086 15 Y Y 08/08/2029
Fluarix |I'V4 Pres-Free 12584 200 Y Y 08/08/2025
Fluarix IIV4 Pres-Free fyis90 45 Y 08/08/2045

NC DEPARTMENT OF Y = Yes (i-e- state
HEARRLANRes vaccine)




Step 4 of 5: Enter Wasted Dose Quantity

b=

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

Click Save.

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)

Boostrix 123456 Subtract v Wasted Doses
* Reason Wasted: broken vial

* Preventive Action: | wiil be more careful to not break vials

NC DEPARTMENT OF
HEALTH AND
HUMAN SERVICES

Audience

Administrator
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Reasons for Wastage

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

Administrator

* 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

« 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 obtain from vial, expected 6)
 Insufficient Quantity — Janssen (4 doses obtain from vial, expected 5)
 Insufficient Quantity — Moderna (13 doses obtain from vial, expected 14)




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

organization TEST ORGANIZATION - user AthenaRoberts « role Administrator

Manage Inventory
Add Inventory for Site (bgs site).... Add Inventory
Modify Quantity On Hand for Selected Sites.... Modify Quantity
Show Transactions for Sites... Show Transactions
Return to the Previous Screen.... Cancel
Show 0 _ExDi
Site: | bas site = Active Inactive Non Explred Expired
® State Private
T T T T T T
Boostrix 123456 \ ¢ Y 01/01/202(
Boostrix 123456 Y Y 01/01/202!
FluLaval lIvV4 58687 Y Y. 01/22/202
FluMist Tuyf Y Y 08/12/202

NC DEPARTMENT OF
HEALTH AND
. HUMAN SERVICES
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New vs. Historical Immunizations




New vs. Historical Immunizations (1 of 2)

* Immunizations are documented as “new” or “historical” depending on whether or not they were given using inventory

managed in the NCIR.

Inventory managed in the NCIR: Inventory that has been added (i.e. Lot Number, NDC, Quantity on Hand) in the
NCIR and is being tracked in the NCIR. To view NCIR-managed inventory, click Manage Inventory and then Show

Inventory.

+ If the dose IS from NCIR-managed inventory, document as a New Immunization Entry.

* If the dose is NOT from NCIR-managed inventory, document as a Historical Immunization.

History | New Immunization Entry] Historical Immunization

Edit Client H Reports H Print H Print Confidential ]

Vaccine Group | Date Administered | Series Trade Name mmmm
Yes el

HenA 10/01/2009 10f2 Havrix-Peds 2 NDnce ®
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New vs. Historical Immunizations (2 of 2)

New Immunization Entry Historical Immunization

» Doses from inventory managed by an organization in « Immunizations entered into NCIR, but not using an
the NCIR organization’s current inventory (such as when
recording an out-of-state record)

History | New Immunization Entry ] Historical Immunization [ Edit Client H Reports ” Print ][ Print Confidential ]

Vaccine Group | Date Administered | Series Trade Name mmmm
Yes e

HenA 10/01/2009 10f2 Havrix-Peds 2 Noce ®

DEPARTMENT OF
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Adding and Editing New Immunizations




Steps for Adding New Immunizations




Step 1 of 4: Navigate to Client Record

1. Locate client record. Audience
2. Select History/Recommend. Typical User
Personal Information - Client 1D: 5999144 Tave | Inventory

*Last Mame WOMEA, Histary/Recommend Control

Once you have located your

: y Reparts
client’s record, you can start

*First Mame WILLIE

il

Midclle Maime documenting new EAnGE] Administrator
immunizations by selecting
ATAACE Sl et the: History/Recommend
button.

*Mather's First Mame Natice
NOTE: Fields marked with an asterish * are required,

Last Updated by: HORTH CARCLIHA IMMUHIZATION REGISTRY on 051872009

Client Information Responsible Person(s)  Client Comment{s})

Eligilzility _ . o -
Provider Organization Specific Data
werification Chart # | 3678
Drate:

Status | Active ™
Eligibility &= reported by Responsible Person: E— e

Ethinicity E-Unknuwn

Race | Unknawn




Step 2 of 4: Choose Method of Entering Immunization

There are 2 ways to enter a live immunization from inventory. Audience
1 " N ew Im m u n |zat|° n E ntry Client Information - Client ID: 5999144 Typlcal User
Client Mame (First - Ml - Last) DoB Gender Mather's Maiden  Tracking Schedule Chart #
WILLIE WIORKA, 0501 2006 1] ACIP SETE
2 - Add SeIeCted Address 123 elm strect, RALEIGH, MG 27606 Inventory
Comments ::II Control
_
BOth Options Wi” take you to the same His‘tory[ e Immunization Entry «< New Immunization Entry
Eemdeo e ey O [EE Administrator
entry screen. However, you must select DR BERAI ofs S
1140452008 2ofs Yes 4
. . 050412007 3o0f5 ves 4
the vaccines that you would like to Hep 05012008 013 ves o
11/04/2006 20t3 Yes oz
document manually when New _ = sors —
Hikx 070252006 1o0f4 Yes e
. . . . 09/04/2008 2ot 4 Yes rd
Immunization is clicked. Add Selected 11040008 Jofd TR
Palio 070272006 1of4 Yes /,-,'
. H H H H 09/04/2006 20t4 Yes 4
will add the selected immunizations (via p— =ik —

Current Age: 3 years, 19 days

the green CheCk markS) aUtomatlca”y for Vaccines Recommended by Selected Tracking S

EDNrTT 4
DTRiaP 1110472007 1110472007 _ 04/30/2013

T
Add Selected [ AvoSelecten |
ove Ml e

Earliest Date Recommended Date

you.
Hepd, 05/01 2007 050172007 050172025
HepB Complete

Hiks 0504 2007 Osm4r2007 _ 04/30/2011
Influenza 11401 2006 1140172006 _ 04/30/2025
L] Meninco 0510112017 05142017 0510112021 04/3062025
bR 0501 2007 01 2007 _

P —— PreumoConjudste 7 06/ 2i2006 07012006 _ 0443072011

HEALTH AND
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Step 3 of 4: Enter Live Immunization Details

1. Choose your organization in the Organization Site drop down box

Audience
2. Choose your Ordering Authority
Typical User
3. Choose who administered the shot
Inventory
Control
Active immunization inventory on : 05/20/2009 | ow || cancel |
Defaults for new immunizations Administrator
mm Organization ite | Joy's Test Crg v

DTP/aF Crdering Suthority | Doctor, Head

y

Hes b Ma/r Administered By | Sampson, Brock ¢ |
\ e J

St e 5702008 |3

€.
aC‘c ihe >
/.

HepB
Hikx

HP
Meningo se/ecfe
hihdR; q
PrieumoConjugate 7
Palio

Rotavirus

Td

Teap

Waricells

[ [ % (N )% (W ™ S 8 ™ e

NC DEPARTMENT OF
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Step 3 of 4: Enter Live Immunization Details (cont.)

4.

8\ NC DEPARTMENT OF

Choose the date the shot was administered either by typing in the date or clicking on the
calendar. (Note: you can leave the date administered box empty and it will default to the

current date)
When you click on the calendar it will pop up and default to the current day. Click OK.

When you're finished click OK.

When you're finished, click OK to continue documenting o< ][ cancel |

Unzelect Al Defaults for new immunizations
mm Crganization Site | Joy's Test Cry v
DTP/aP Crdering Authority | Doctor, Head v

Haps Administered By | Sampzon, Brock

W
Date Administered | 05/20/2008 | [T) Activate Expired

HepB

Hib

HP

Meningo

MMR
PrieumoCanjugate 7
Polia

Rotavirus

Td

Tdap

i B T R B ] R[S

HEALTH AND :
HUMAN SERVICES Varicela

Audience

Typical User

Inventory
Control

Administrator
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Step 3 of 4: Enter Live Immunization Details (cont.)

You must first verify the patient’s Eligibility by selecting from the drop down box. You will not be Audience

able to progress past this screen without completing this step. The choices in the drop down box

_ _ Typical U
are the same choices that were available on the VAL forms. YPISE e
~ Click ‘OK’ once you are finished. w> [ok [ cancel

Inventory

New Immunizations (1) Control

I ‘Date Provided 052002008 [3] -Ordering Amhorﬂyi'iwedicaid
Administrator

Eligibility as reported by Responsible Person:

DTPéaR [ 5| Ieﬂthlgh s |rrtramuscular V Sampsnn Brock fv
KIMFITest Statelstate e z =
VIS PiPediarix b C21 6554 4 0 =tate
TripediataB324348 0 arivate
TripedisilH 955C A \state
TripediaJ20531 A8 private

1

VIS Publication Dates for New Immunizations
Notice that as you choose vaccines, the VIS

(Pediarix\ACZ 16584 AAkstate) . . . )
Publication Date will display at the bottom

Pediarix DTPiaP: 051752007 [+ | _
I [ormaiaoor ] with the most current date. You can choose
i L (oot 2000 [ the date of the actual copy that the patient

received by clicking on the drop down box.

12\ NC DEPARTMENT OF
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Step 4 of 4: Review Submissions

The shots that you have entered will appear under the History section on the History/Recommend

screen.

NC DEPARTMENT OF
5| HEALTH AND
; HUMAN SERVICES

= g -

Client Infformation - Client ID: 5999144

Cliert Mame (First - Ml - Last) DoB Gender  Mother's Maiden  Tracking Schedule Chart #

WILLIE VORI &, 0501 /2006 b ACIP 5675

Address 123 elm street, RALEISH, NC 27606

Commerts ::II

History |  Mew Immunization Entry ||  Historical Inmunization || Ecit Client || Reports | [Print ||  Print Confidertial |

R TR T T R R T

DTP/aP 09/04/2006 10f5
11042006 Z2ot5 Ve /,-/'
054042007 3ofs Ve e
052042009 4ofs Pediariz & Ful e

HepH 050142006 10f3 Yes 2
11042006 2of3 Ve e
05/02/2007 30f 3 Yes 2
052042009 Pediariz & Ful 2

Hiib 07 0242006 10f4 Yes 2
09/04/2006 Zof 4 Yes o
11/04/2008 3of 4 Yeg 2

Polio 07 0242006 10f4 Yes 2
09042006 Zof4 Yes o
11/04/2008 3of g Yeg 2

03/20:2009 4of4d Pediarix: & Fuall s

Audience

Typical User

Inventory
Control

Administrator
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'CR
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
(Monday — Friday 7:00 AM — 7:00 PM ET and Saturday 8:00 AM — 4:00 PM ET)
https://ncgov.servicenowservices.com/csm_vaccine
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