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Welcome 
 
This course will cover part 1 of the inventory module.  The inventory reconciliation feature in 
NMSIIS provides a spreadsheet-based view to assist in the process of reconciling the inventory 
transactions in the system with the actual inventory that is on hand in your refrigerator.  
As inventory is added, adjusted, administered, and transferred, the system has tools and 
resources available to summarizes this data. 
Reconciliations should be completed on a monthly basis 
 

 
 
Once all required trainings and quizzes have been completed, you can request your login credentials 
that include your user name, a temporary password and a link to the information registry. 
 
 
Because the security of patient information must be maintained, users must not share login 
credentials. 
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Learning Objectives 
 
By the end of this course, you should be able to: 

• Review the Vaccines added but not administered report. 
• Add Reconciliation 
• Print reconciliation worksheet 
• Complete an inventory reconciliation.  
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Vaccines Added But Not Administered 
 
Before you begin a reconciliation, there are some certain parameters that must be met to 
ensure a complete and successful reconciliation can be performed.  
 
Ensure that all administered doses, adjustments and returns have been completed. 
Begin by running the "Vaccines Added but not Administered" report, this report generates a list 
of patients with vaccinations that have been added but not administered. 
 
In NMSIIS Go to reports>vaccines added but not administered. 

 
 
Any patients on this report will need to be looked at and either complete the administration of 
the vaccine or delete the vaccine. 
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Reconciliation 
 
Once all administered vaccines, adjustments or returns have been entered for the day you can 
proceed to take a physical count of the vaccines in your refrigerator or freezer. 
On the Vaccine Inventory Reconciliation screen, you may see warning messages regarding a 
pending inventory transfer.  This message will appear for each Inventory location associated to 
your clinic. 
 
If the transfer does not pertain to your immediate inventory location, you can disregard this 
warning. However, if the transfer pertains to your immediate inventory location you will need 
to process the transfer prior to closing your reconciliation. 
The reconciliation end date must be identical to the date your physical count is taken. 
 
by completing the previous steps, we begin the reconciliation. select the inventory module and 
expand vaccines. Select Reconciliation. 
 

 
The vaccine inventory reconciliation screen displays various filters to view open and closed 
reconciliations that are associated to your clinic. 
 
To create a new reconciliation, begin by clicking the "Add Reconciliation" button. 
 
If you have multiple inventory locations, you will need to complete a reconciliation for each 
location.  
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The description should contain the month or time frame that the reconciliation is for. 
 

 
 
You will select yourself on the authorized by field, 
 
Enter the begin and end date for reconciliation period. 
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If you are doing the first recon for an inventory location, then your beginning column might all 
be zero. 
The received column reflects all inventory that was initially added, ordered and delivered or 
was received as a transfer within the time frame. 
The administered column represents all doses that were administered for the period. 
Other uses will represent vaccine adjustments, clicking on the field will show the adjustment 
type. 
Transferred. A count of all doses transferred in or out of the inventory location during the 
reconciliation date range. This field is read-only and is automatically calculated by the system. 
Returned/Expired/Recalled. A count of all doses returned, expired, or wasted during the 
reconciliation period. This includes all doses returned through VTrckS as well as all doses 
removed from inventory on-hand with adjustment reasons of returned, expired, or recalled. 
This field is read-only and is automatically calculated by the system 
Wasted. A count of all doses wasted (through inventory adjustment transactions) during the 
reconciliation date range. 
Inventory Unaccounted. A count of adjustments entered as Reconciliation Inventory 
Adjustment, Extra, or are automatic adjustments made by the system during the reconciliation 
period. 
Inventory Difference +/-. A calculation of the difference between ending inventory and the 
number of doses documented in the system in one of the above categories per line item. 
Ending Inventory. Editable field where the user will enter the actual number of doses on hand 
for each inventory line item.  
At any point while entering the values, the user may click the Update button at the top of the 
screen to save the entries and to recalculate the value in the Inventory Difference +/- field. 
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Vaccine Inventory Reconciliation Worksheet 
 
Selecting the Links button will allow to open and print the Vaccine Inventory Reconciliation Worksheet. 

 
 
On this sheet you can write your ending inventory from your refrigerator or freezer 
The worksheet is a great tool to ensure proper capture of the actual ending inventory. Beware 
that any transposing or miscounts can have a negative impact on the reconciliation. 
Back in the registry you can enter the ending inventory from the worksheet on to the ending 
column of the reconciliation.  
 
Clicking the update button at any time will save the information and recalculate the value in the 
Inventory Difference +/- field without closing the reconciliation.  

If the difference column shows 
zeros for all vaccines you can 
proceed to close your 
reconciliation.  To close your 
reconciliation, change the status 
to closed and click update. 
However, if there are values in 
the difference column that 
vaccine will need to be 
accounted for. The system will 
not allow you to close the 
reconciliation until all 
differences have been adjusted. 

 
It is extremely important that you do not count expired vaccine in your ending inventory. 
Expired vaccine should be returned as soon as the vaccine is expired. 
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If your sites EHR/EMR automatically sends administered doses via data exchange, then the 
administered column will be editable.  

For these inventory locations you will need to enter the doses administered as well as the 
ending inventory. 

 

 

 

 

 

 

This concludes this portion of the inventory module.   
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Additional Resources  
 
NMSIIS Online Help Guide 
https://nmsiis.health.state.nm.us/webiznet_nm/WebCode/Reports/ReportSteam.aspx?REPORT
_GUID=6d066f74-6c23-e611-8136-001dd80017be 
 
NMSIIS Immunization Program Overview 
https://nmsiis.health.state.nm.us/webiznet_nm/WebCode/Reports/ReportSteam.aspx?REPORT
_GUID=30c7a3c9-6c23-e611-8136-001dd80017be 
 
NMSIIS Quick Reference Guide - Standard User 
https://nmsiis.health.state.nm.us/webiznet_nm/WebCode/Reports/ReportSteam.aspx?REPORT
_GUID=44b08324-8a47-e611-8136-001dd8001407 
 
NMSIIS Policies and Procedures 
https://nmhealth.org/publication/view/help/929/ 
 

https://nmsiis.health.state.nm.us/webiznet_nm/WebCode/Reports/ReportSteam.aspx?REPORT_GUID=6d066f74-6c23-e611-8136-001dd80017be
https://nmsiis.health.state.nm.us/webiznet_nm/WebCode/Reports/ReportSteam.aspx?REPORT_GUID=6d066f74-6c23-e611-8136-001dd80017be
https://nmsiis.health.state.nm.us/webiznet_nm/WebCode/Reports/ReportSteam.aspx?REPORT_GUID=30c7a3c9-6c23-e611-8136-001dd80017be
https://nmsiis.health.state.nm.us/webiznet_nm/WebCode/Reports/ReportSteam.aspx?REPORT_GUID=30c7a3c9-6c23-e611-8136-001dd80017be
https://nmsiis.health.state.nm.us/webiznet_nm/WebCode/Reports/ReportSteam.aspx?REPORT_GUID=44b08324-8a47-e611-8136-001dd8001407
https://nmsiis.health.state.nm.us/webiznet_nm/WebCode/Reports/ReportSteam.aspx?REPORT_GUID=44b08324-8a47-e611-8136-001dd8001407
https://nmhealth.org/publication/view/help/929/
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