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Monthly Inventory Management Guide
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Learning Objectives

• Know how to use the Inventory module.
• Understand On-Hand Inventory.
• Define what Reconciliations are.
• Know how to add inventory.
• Know how to make an inventory adjustment
• Know how to transfer inventory
• Know how to place an order.
• Receive a vaccine order.
•  Process for returning vaccines

By the end of this course, you should be able to:
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The Inventory module is accessed by expanding “Inventory” on the left-hand menu.

Inventory Module
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By expanding “Vaccines” you will be able to access different functions of the Inventory Module.



 Locate your Inventory Location on the Inventory 
Location drop-down screen.
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On-Hand Inventory

 Next click on “Filter” on the right-hand side of the screen. Now the 
screen will display your organizations Inventory On-Hand screen.

The Inventory On-Hand Screen is a quick way to view all the inventory items On-hand 
at every Inventory Location within your organization. 

 On-Hand screen will show every current vaccine listed on the 
providers inventory location. 
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On-Hand Inventory
By clicking on the Status dropdown, providers can click onto the depleted/Expired or Expiring Soon. Once 
changing the “Status”, providers must click on “Filter” to officially change into the screen specified.

 Depleted/Expired screen will have all vaccines that 
have expired or have been depleted within the 
providers inventory location. 

 As soon as a vaccine expires it automatically moves 
from the providers On-hand inventory onto the 
Depleted/Expired inventory. 

 Expiring soon screen will show any vaccines that will be 
expiring 3 months or less.

  All, Expiring soon vaccines will show up on the 
providers On-hand with a clock symbol        next to the 
vaccine until the vaccine expires.



7

On-Hand Inventory

To view specific options, providers must click on “Filter” to officially change onto the screen needed.

 Vaccines option will allow providers to specify which 
vaccine a provider may be looking for. 

 If a provider is not looking for a specific vaccine, the 
vaccine option can be left blank, and all vaccines will 
be listed.    

 Funding Source option, allows providers to toggle 
between different Funded inventory locations. 

 This drop-down may look different for certain 
providers as not every provider has all Funding 
sources listed below.
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Adding New Inventory

 The vaccine Inventory On-Hand also 
has the option for providers to 
manually Add New Inventory into their 
Inventory location.

 Click on Add New Inventory on the top 
right-hand side of the screen.

 On this screen complete all the required fields 
with a red astrix.
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Adding Vaccine Inventory

 Enter the effective date for the inventory adjustment. 
By default, the system will populate the date field.

• From the list of values provided, select the 
Inventory Location for which an adjustment is 
to be made. 

• Choose the vaccine, manufacturer, NDC, and 
brand needing to be added from the list of 
values. 

• Input the lot number and Expiration Date 
shown on the vial. If NMSIIS sends a flag about 
a matching lot number, make sure it is the 
correct lot number before allowing it to 
combine. If the lot number doesn’t match 
continue with entering the new lot number.

• Funding Source will depend on what program 
provided the vaccines. Ex. Pediatric will be 
“Blended”.

• Doses Adjusted; is the amount of vaccine the 
provider has on-hand for the specific inventory 
being added. 

 Once all the information has been entered, click on 
Create at the top right-hand side of the screen. 
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Vaccine Inventory On-Hand
Action Drop-down

 The action drop-down 
can be located on the 
right side of the screen 
next to each individual 
vaccine.

 This option is used for 
specifics for each 
individual vaccine listed.
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Vaccine Inventory On-Hand 
Edit Option

 The “Edit” option on the “Action” drop-
down allows providers to correct or edit a 
lot number, expiration date or funding 
source. As soon as everything has been 
corrected click on the Update button.

 This option is used for specifics for each 
individual vaccine.
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Vaccine Inventory On-Hand 
Adjustment Option

All adjustments must be made prior to physical count; this will cause the adjustment to fall within the 
current reconciliation timeframe. 

 Enter the “Date/Time” for the adjustment.
 For VFC providers the drop-down “Reason” to be 

used for wasted vaccines are, Vaccine wastage-
Broken vial/Syringe, Vaccine wastage-Drawn into 
Syringe not administered. No other option should 
be chosen for VFC.

Note: The options with “Private” adjustments are 
only for those providers still reconciling their 
privately purchased inventory.
 Click on the drop-down for “Modification” and 

select subtract. 
 Click on “Doses Adjusted” and type in the 

number of doses wasted.
 Container ID field can be left blank.
 Type in the reason for waste on the “Comments” 

section.
 Last click on the “Create” button on the top right 

side of the screen to complete the adjustment.

Note: The comments field will accommodate up to 250 characters

Not all providers will have the option to complete adjustments, if you don’t have 
this option to adjust, contact your regional coordinator.
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Vaccine Inventory On-Hand 
Transfer Option 

Transferring inventory entails moving vaccine doses 
from one inventory location to another. Transfers 
must be initiated in the system by the provider who 
is sending their vaccines to the other location.    
VFC providers are required to notify Regional 
Coordinators of all transfers of publicly funded 
vaccines.

In certain circumstances you may need to transfer inventory. 

Complete all information. The image to the right, is just a sample to 
show the fields needing to be filled out.
• Date/Time- Double click and the current date/time will populate.
• Inventory Location- Provider receiving transfer
• Doses Transferred- Number of doses being transferred
• Authorized By- Person transferring
• Inventory Picked By- Person transferring
• Inventory Picked Date- Transfer Date
• QA Approved Date- Person approving transfer
• Shipped Date- Date of transfer
• Comments- (If needed)
• Last click on “Create” on the top right corner to complete 

transfer.

Note: Prior to transferring vaccines providers must 
ensure lot numbers/Expiration dates and all information 
for the vaccine is correct prior to transferring.
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Vaccine Inventory On-Hand 
Receiving Transfer  

 Provider receiving an inventory transfer will 
need to go into their On-Hand Inventory 
location. 

 A blue hyperlink will appear, indicating “There is 
a Pending Inventory Transfer.”

The location receiving a transfer will need to accept 
the vaccine into a specified inventory location.

Note: All inventory transfers must be accepted as soon as 
possible, as this will hold both providers from reconciling 
inventory.
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 Once the provider receiving the inventory clicks on the Blue Hyperlink 
the page below will pop-up with all vaccines being transferred to their 
inventory location. 

 The receiving provider will need to click on “Received” for each vaccine 
in order for the vaccine to transfer into their inventory location.

Note- Provider receiving vaccines must match lot numbers/expiration 
dates etc. to ensure that all information for the vaccine being transferred 
to them is correct, prior to receiving transfer.

Vaccine Inventory On-Hand Receiving 
Transfer  

 The pop-up below will populate after clicking on 
“Received” for each vaccine. 

 By double clicking in the Date/Time fields, the current 
date and time will populate into the field.

 Next click on “OK” for vaccines to update and reflect 
the transfer.
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Vaccine Inventory On-Hand Receiving Transfer  

 Provider receiving vaccines can now 
go back into their On-Hand inventory  
and locate the newly transferred 
vaccines.
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Vaccine Inventory On-Hand Inquiry

The Inventory Transaction Inquiry will allow providers 
to Run a Report specifically to individual vaccines 
and, will show all adjustments made from when the 
provider received the vaccine to when the last dose is 
administered or returned. 

 Click on “Run Report” on the top right-hand side of the screen. 
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Vaccine Inventory On-Hand Inquiry

 Inventory transactions Inquiry for 
vaccines will timestamp with the 
persons name who created the 
transaction. 

 The first transaction will always be 
on the top of the 1st page then as 
other transactions are made; they 
will follow down the page until the 
last transaction is completed.

 The number of doses will show on 
the right side of each transaction. 
Doses Net is the doses being added 
or subtracted. If the number in 
doses net is in parenthesis that 
means it is being subtracted, but if 
the number is not in parenthesis the 
number is being added. 
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Vaccine Inventory On-Hand Transactions

 Transactions will show quantity of 
vaccines that are being added or 
subtracted. 

 The Action section will often allow 
you to reverse a transaction if it is 
placed as a wastage. 

 By reversing a Transaction, the 
quantity being reversed will 
automatically fall back into the 
providers on-hand inventory.
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The inventory reconciliation feature 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/Freezer.
As inventory is added, adjusted, administered, and transferred, the system automatically summarizes data. 

Reconciliation

 This screen allows providers to go 
back and review closed 
reconciliations.

  By clicking on the Begin Date Range 
From date and Through date then click 
on “Search”

 Any reconciliations left “Open” for a 
long time, provider should go into the 
reconciliation and Delete it on the 
“Update” dropdown. Providers should 
then recreate a new reconciliation.

 Once a Reconciliation is completed 
and closed providers can only go into 
the completed reconciliation and 
“View” it. No changes can be made to 
a closed reconciliation. 
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Viewing Past Reconciliations

This screen will allow providers to view all past 
Reconciliations submitted during the date range selected.

 Start by ensuring you’re on the correct Inventory 
location.

 Choose the date ranges from-Through
 Click on search button on the right side of the screen.
 Click on the View button to go into the Reconciliation.
 If any Reconciliations are left “In-Work”, go into the 

Reconciliation and delete it, especially if its an old 
Reconciliation.

 All Reconciliations must be completed the same day of 
the physical count and the order.
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 To add a new reconciliation, click on “Add 
Reconciliation” on the top right-hand side of the screen.

Reconciliation

 Locate your providers Inventory Location on the Inventory Location 
dropdown then click on “Next on the right-hand side of the screen.
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Reconciliation
Pre-Check Results

 If an error occurs on the pre-check list Do not click on 
Resolve, click on Cancel and go into the location where 
the problem is occurring to resolve the issue.

 Once the Pre-Check Results show a green check mark the 
provider may now “Proceed” to open a new reconciliation.
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Reconciliation
Aggregate Reporter

 Aggregate Reporters will see a reconciliation as shown on the 
image to the bottom left. 

 Providers will see two columns the 1st is to report all doses 
which were Aggregate Administered within the time-frame of 
the reconciliation. 

 The 2nd column is the Physical Count which will be the On-hand 
count of vaccines in the providers office.

 Once you have entered all inventory click on “Update” on the 
top right corner. 

 When a reconciliation is completed check for discrepancies 
between the ending number in you balanced reconciliation and 
the actual on-hand inventory; if any are found, document the 
discrepancies and contact your regional coordinator if VFC or 
contact the help desk at 1-833-882-6454.

 Description, Authorized By, Count Date/Count 
Time, must all be completed prior to clicking on 
“Create” on the top right side of the screen.

Aggregate reporters, are data exchange providers who submit data via the providers EHR’s.
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Reconciliation
Manual Reporter

 Manual Reporters will see a reconciliation as shown below. 
 As providers are administering  vaccines doses will 

automatically be pulled from the On-Hand Inventory.
 Providers will see 1 column when reconciling. Physical Count 

will be the On-hand count of vaccines in the providers office.
 Once you have entered all inventory click on Update on the 

top right corner.
 When a reconciliation is completed check for discrepancies 

between the ending number in you balanced reconciliation 
and the actual on-hand inventory; if any are found, document 
the discrepancies and contact your regional coordinator if 
VFC or contact the help desk at 1-833-882-6454.

 Description, Authorized By, Count Date/Count 
Time, must all be completed prior to clicking on 
“Create” on the top right side of the screen.

A provider that logs into NMSIIS and enters patient and vaccine information directly into the registry.
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Reconciliation Completed

 The “Inventory 
Difference” for all line 
items should read 0.

 Be sure to go through 
one last time to ensure 
all inventory is correct.

 By clicking on the drop-down 
button adjacent to Update 
there is also a Delete 
button. Reconciliations can 
only be deleted if the 
reconciliation Status reads 
Open.

 Once all line items are 
correct and complete click 
on update to save your 
work on the reconciliation.

 If all is correct click on the 
drop-down adjacent to the 
Update button and click 
on Close Reconciliation.
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Reconciliation Completed

 The pop-up as shown to the right will appear to 
ask if you would like to continue to close the 
Reconciliation, click “OK” to continue or cancel 
to go back to the opened reconciliation. 

Once a Reconciliation is closed, it 
cannot be re-opened or edited.
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Vaccine Orders

 By changing the Order Date Range, you can click on “Search” and 
look at past orders submitted for approval or approved.

 The top right-hand side of the Orders screen is where providers will 
click to “Add New Vaccine Order”.

The Vaccine Inventory Order Screen is a quick way to view all the 
vaccine orders for every clinic within your organization. 
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Viewing Past Orders

 If any orders are left “In-Work” then the 
provider must go into the order and 
delete it especially if its an old Order.

 Orders “Rejected” can be viewed and 
notes from the program will explain the 
reason for a rejected order. 

 All “Approved” orders will show two 
dates the 1st date is the date the order 
was placed by the provider; the 2nd is 
the date the order is submitted to 
VTrcks. 

 If an order has been submitted to 
VTrcks providers can anticipate with 
that date when their order will arrive by 
looking at the Vaccine Shipping days 
located in NMSIIS Reports. 

 Orders need to be placed the same day 
of your inventory reconciliation so that 
the number of doses administered are 
accurate.

This screen will allow providers to view all past orders submitted 
during the date range selected.
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Creating Orders

 The top right-hand side of the Orders screen is where 
providers will click to “Add New Vaccine Order”.

 Locate your providers Inventory Location on the Clinic dropdown 
then click on “Next on the right-hand side of the screen.
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Creating Orders

 On the bottom right-hand side of the screen click on the 
“check box” to certify all Shipping information is correct.

 Click on “Next” to go to the Order.

 On the bottom right-hand side of the screen click on the 
“check box” to certify all Shipping information is correct.

 Click on “Next” to go to the Order.
 Providers can communicate with the program regarding 

their order through the clinic notes. 



• Order Forecast can be utilized to assist providers with 
ordering vaccines monthly.

• Click on the down arrow to view Adult, Pediatric or Both. 

• These options may change depending on clinic set up.
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Utilizing Order Forecaster



Order Forecaster Results

• Once the order Forecaster has populated the report for your 
clinic. 

• A break down will show on the report with each individual 
vaccines consistently Ordered, Administered, Current On-
hand, and the number of vaccines the forecaster 
recommends for the provider to order.

• If a provider needs more or less of any vaccine, they do not 
need to order what the forecaster recommends. 

• Click on Add To Order if feasible for each individual vaccine.

• Be sure to only add VFC or Adult per order. Reminder that all 
VFC and Adult orders need to be separate orders.
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Order Forecaster Results

• An Excel spreadsheet will populate with 
multiple tabs for more detailed view.
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• User can click Audit, in the upper right-hand corner. 
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Vaccine Orders

 All vaccine orders are manually reviewed by the 
ordering team.

 When creating a vaccine order, adding Clinic 
Comments will help the ordering team to 
understand what the clinic is needing.

 To add a vaccine to your order, click on 
Vaccine|Mg|Brand/Packaging, then type in 
your vaccine type in the ordering box.

 Click on the Intent dropdown to choose Adult or 
Blended for the order type.

 Quantity of Packages, enter the amount of 
vaccines needed for your clinic. Ex. Pediarix I 
will need 20 doses so I would order two boxes 
of 10.

 Click on Add To Order to add each vaccine to 
your order. The vaccines will be added to your 
order at the bottom of the screen. 

 Click on Update to save the order.
 Last Click on Submit To VFC Program to send 

your order to be approved.
Note: Adult and VFC orders must be submitted 

on separate orders.
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Vaccine Order Reminder

Reminder: If the Order Status reads IN WORK, the order has not been 
submitted for approval, which means the program will not see the order. 

 Click on View, then submit to VFC Program.
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Vaccine Order pop-up

 As soon as the order has been 
created, a pop-up will show, to 
confirm that the Order Does Not 
apply to the listed situations. 

 If non of the above applies, click 
on the check box to proceed.
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Submit Vaccine Order

 Once you have completed your order click on Submit 
to VFC Program to get your order sent to the program 
for approval. 

Note: The Submit to VFC Program will allow providers to 
submit Adult orders as well as VFC orders. Be sure to 
submit VFC & Adult orders separately.  
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Vaccine Order Pop-up
 Once you have clicked on the Submitted For Approval button, a pop-up will show to 

remind and Confirm providers are entering their Clinic Comments for the list of reasons 
below.

 If no action is needed, click on OK to proceed to completing your order. 
 If you need to go back in and add comments, click on Cancel and go to clinic comments.
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Completed Vaccine Order

 Once the order has been submitted to the Program. 
The order status will state Submitted For Approval.

 Next click on Cancel to exit the order.

 When the Order has been approved a Date Submitted  
to VTrcks will appear and the Order Status will show 
Approved.
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Receiving Vaccine Orders

On the NMSIIS On-Hand a blue hyperlink will appear. The hyperlink will allow the provider to receive the shipment into NMSIIS to 
ensure that the quantity, Lot number, NDC, etc. will be correctly input into NMSIIS. The only exceptions for not receiving vaccines via 
the blue hyperlink is the state frozen vaccines and influenza, which must be manually entered into your NMSIIS inventory. 

Reminder: Do not reject any VFC vaccine shipments. All VFC shipments must be added to your inventory in NMSIIS

 Click on Receive to add the vaccine into 
the clinics On-hand. 
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 By changing the Return Date Range, you can 
click on search and view older or past returns 
submitted or approved. 

 The top right hand of the return screen is where 
you will click to Add New Vaccine Return.

Vaccine Returns

The Vaccine Returns Screen is a quick way to view all vaccine returns.
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Viewing Past Returns

 If any returns are left “In-Work” then 
the provider must go into the return 
and delete it especially if its an old 
Return.

 Returns “Rejected” can be viewed and 
notes from the program will explain the 
reason for a rejected Return. 

 All “Approved” Returns will show two 
dates the 1st date is the date the 
Return was placed by the provider; the 
2nd is the date the Return is submitted 
to VTrcks. 

 If a Return has been submitted to 
VTrcks providers can anticipate a 
Return Label to be sent to them within 
the next 5 business days after the date 
of being submitted to VTrcks.

 Returns need to be submitted prior to 
opening and completing an inventory 
reconciliation, so that the number of 
doses are accurate on the inventory 
On-hand.

This screen will allow providers to view all past returns submitted 
during the date range selected.
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Creating Returns

 The top right-hand side of the Vaccine Returns screen 
is where providers will click to Add New Vaccine 
Return.

 Locate your providers Inventory Location on the Clinic dropdown 
then click on “Next on the right-hand side of the screen.
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Creating Returns

 Then click on Next at the top right-hand corner 
of the screen.

 Verify the shipping information and certify the 
information is correct by clicking on the check box 
on the bottom right corner of the screen.
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Creating Returns
 The Vaccine Returns screen is now displayed and your 

selections in the required fields (red asterisk*) should 
match the screenshot. 

 Return Type, select Return Only
 Return Reason use the drop-down menu and select 

Expired Vaccine
Note: Spoiled vaccines to return are only due to temperature 
excursions/Spoiled in Transit. A copy of your VFC 
Troubleshooting Record (TSR) must be submitted to your 
Regional Coordinator and approved then if vaccine is non-
viable submit immediately a return for the non-viable 
vaccines.
 Number of Shipping Labels, 1 is the usual request; the 

rule of thumb is one label for each 100 doses being 
returned. 

 Label Shipping Method, select Mail to provider email 
stored in VTRCKS- A return label will only be submitted to 
emails with 40 characters or less, select Mail to provider 
address in VTRCKS- A return label will be sent to the 
shipping address listed on the last page. 

 Clinic Comments, this is an optional field but can be 
helpful-share any additional information you think will 
help us process your return. If the return label is being 
sent to the primary and if the primary is out, then the 
label will need to be sent to the Back-up, please state that 
on the clinic comments.

  Last Click Create on the right side of the screen.
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Creating/Submitting Returns

 Enter the expired vaccine and number of doses to 
find the vaccine in your inventory, begin typing a 
vaccine, name, NDC, brand, etc. and select the 
correct vaccine from the drop-down list. 

     Note: Expired vaccine returns will need to be on          
separate returns from TSR returns, and Adult returns.
 Enter the Doses Returning number for the doses 

needing to be returned; in this case (expired 
vaccine) this is usually all the doses in your 
inventory. 

 Click on Add Return for each vaccine item being 
returned.

 Click on Update on the screen.
 Last click on Submit To VFC Program.



Completed Vaccine Return
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 Once the Return has been submitted to the Program. 
The return status will state Submitted For Approval. 

 Next click on the Links drop down, then click on 
Vaccine Return Details. Print 1 copy of the report and 
place it in the box with the vaccine being returned.

Note: The types and doses of vaccines listed on the 
return must match exactly what is contained in the box 
of returned vaccine.

 Last click on Cancel to exit the return.



Completed Vaccine Return
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 When the Return has been approved a Date 
Submitted to VTrcks will appear and the Return 
Status will show Approved. 

 Within 1 week of the Return being approved in 
NMSIIS. An email will be submitted to the Primary 
Contact with a UPS Delivery Label email.

 Each return label is specific to a return. McKesson 
uses them to help track return shipments. Do Not 
save shipping labels and try to reuse.

 Only return vaccines that were approved and listed on 
the return detail form and in the box.  

 Labels are only valid for 30 days. After 30 days the 
Immunization Team will have to delete each return 
and recreate a new one in the CDC system.

Note: Email must be less than 40 Characters to receive 
a shipping label.



Resources
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New Mexico Adult Program Staff
Adult.vaccines@doh.nm.gov 

 Vaccine & Outreach Manager                           
Vanessa Hansel

Email: Vanessa.Hansel@doh.nm.gov 

 Perinatal Hepatitis B & Adolescent Vaccine 
Coordinator

Brandy Jones
Brandy.Jones@doh.nm.gov 

 Quality Assurance/Quality Improvement 
Epidemiologist

Vacant

 Adult Vaccine Coordinator
Bianca Gonzales

BiancaD.Gonzales@doh.nm.gov 

mailto:Adult.vaccines@doh.nm.gov
mailto:Vanessa.Hansel@doh.nm.gov
mailto:Brandy.Jones@doh.nm.gov
mailto:BiancaD.Gonzales@doh.nm.gov


Resources
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NMSIIS Help Desk 
   Call:(833)882-6454 

8:00am-5:00pm Monday-Friday                              
(closed 12:00pm-1:00pm)
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