

[bookmark: _GoBack][image: ]
Adding New Inventory Locations Quick Reference

Before adding a new inventory location, please contact your Kentucky Immunization Program (KIP) field staff member. KIP approval is required before activating a new inventory location.
1. Receive Approval From your Field Staff for the New Refrigerator or Freezer
2. From KYIR home page  Inventory  Locations
3. After accessing inventory location page, click Add New Inventory Location.
4. Fill out required information as follows:
a. Code: This should be your VFC pin number followed by an “R” for refrigerator or “F” for freezer and an abbreviated description if you have more than one R or F. Ex: D241RBack
b. Name: Should be a descriptive characteristic given to your unit that would be easily recognizable by users. Ex: “Back Room Refrigerator” 
c. Status- set status to “active” 
d. Mailing and Physical Address
5. Click Create at the top or bottom of the page.
6. Next, scroll to the bottom of the page. Under Associated Clinics, add your clinic from the drop down box in the Add Clinic section. Click Update.
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