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Vaccine Return Quick Reference Guide
Return a Vaccine Order
1. Go to Inventory. Click Vaccines and select Vaccine Returns.
2. Click Add New Vaccine Return.
3. Select Clinic from drop down box, click Next.
4. Verify Clinic Shipping Information, select checkbox at the bottom of the page, click Next.
5. Complete selections as seen below Note:  Fields that are in bold are required entries. 
· Return Type
· Return Reason
· Number of Shipping Labels
· Label Shipping Method
· Begin Typing a Vaccine, Mfg. Code, NDC, Brand/Packaging, Funding Source, Lot #, Or Date in the box. You will then be able to choose the appropriate vaccine you want to return from the list.
6. Enter number of Doses Returning, click Add Return then Update.
7. When finished, click Submit to VFC Program to complete your return.

Review Past Returns 
1. Go to Inventory. Click Vaccines and select Vaccine Returns.
2. Select Clinic from drop down box. 
3. You must choose a Return Status and Return Date Range in order to view past returns. *Note: the date range automatically generates but can be changed to fit your search. You can also search “all” in return status, or specify from drop down box. Click Search. 
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