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How to Transfer Vaccine to another Provider/Clinic Quick Reference
REMINDER: You must notify the VFC Program of all transfers of publicly-funded vaccine before the transfer occurs.
1. Make sure to set your default provider and clinic on the homepage, for the inventory location you want to transfer out of.

2. Click on Inventory under the Main Menu and then Vaccines.
3. Locate the vaccine you would like to transfer and click on that line item, so that the radio button to the left is bolded in.  
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4. Then click on Transfer at the top or bottom of the window.
5. Fill out the Information as follows:
Note:  Fields that are in bold are required entries. 
a. Date – this field is automatically filled out with today’s date but if you wanted to transfer it on a different day then change the date to reflect this.
b. Destination Inventory Location – this is a drop down menu and allows you to choose any other provider that is currently live on KYIR.
c. Doses Transferred – fill in the amount of vaccine you plan to transfer.
d. Equivalent Cases – This is an optional field for tracking the equivalent cases to make it easier in the warehouse to pick the indicated cases rather than specific quantity of inventory item. 
e. Inventory Picked By – This is an optional field for tracking the user that picked the items to be transferred. 
f. Inventory Picked Date – This is an optional field for tracking the date the inventory being transferred was picked. 
g. QA Approved By – This is an optional field for tracking the user that validated the appropriate inventory was pulled. 
h. QA Approved Date – This is an optional field for tracking the date the transferred was validated. 
i. Shipped Date – This is an optional field for tracking the date the order was shipped.

j. Comments – Optional. Any additional information about the inventory transfer may be entered in the text field provided.
k. Then click on the Create button at the top or bottom right hand corner of the screen.

How to Receive Vaccine from another Provider/Clinic Quick Reference
Purpose: To receive vaccine from another provider/clinic electronically so that all doses of inventory are recorded and reported appropriately to the state. This is only done after receiving approval from the VFC Program.
1. Make sure to set your default provider and clinic on the homepage, for the inventory location you want to transfer in to.

2. Click on Inventory under the Main Menu and then Vaccines.
3. Click on the highlighted Pending Inventory Transfers under the on-hand inventory box.
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4. Click on the Received button to the right of the pending transfer.
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5. The following box will appear asking you to enter the actual Received Date. Click on OK and the transfer should now appear in your reconciliation and on-hand inventory. 



