How to Fix Incorrect Inventory Adjustments (Scenario: Incorrect Adjustment Date)

If you need to correct an inventory adjustment because you entered the incorrect adjustment date, you will
first need to reverse (or undo) the incorrect adjustment. You can then make the correct adjustment. See the
example below for step-by-step instructions.

How to Undo an Inventory Adjustment with an Incorrect Date

If you do not see an inventory adjustment you have made reflected on your current inventory reconciliation in
ClIS, you may have entered a date on your inventory adjustment that was outside of your current
reconciliation period (either before your Begin Date or after your End Date). You will need to undo the
incorrect adjustment and create a new one with the correct transaction date. In the example below, | made an
incorrect inventory adjustment to the Quadrivalent Influenza vaccine inventory line item.

Step 1: From the On-Hand Inventory screen, select the vaccine with the incorrect inventory adjustment. Next,
click on the Inquiry button and, you will be navigated to the Inventory Transaction Inquiry screen.
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Step 2: Click on the Run Report button to view an Inventory Transaction Inquiry Report for the selected
inventory item. This report will allow you to view all of the adjustments that have been made to the vaccine
inventory in question.
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Step 3: Review the Inventory Transaction Inquiry Report to gather more information about the incorrect
adjustment that had been made to the selected inventory item.

Step 4: Once you find the incorrect adjustment, make a note of the following items of information:

1) Transaction date,

2) Vaccine information (e.g., Vaccine, Manufacturer, NDC, Lot Number, etc.),

3) Number of doses added or subtracted, and

4) Adjustment reason.
In the example below, the date | entered on my adjustment was transaction date 1/30/2015. | meant to enter
1/29/2015. | need to undo this adjustment and then enter a new adjustment with the correct date. (Please
Note: Vaccine doses that appear in parentheses on the Inventory Transaction Inquiry, for example (10),
indicate that the doses were subtracted from your on-hand doses in CIIS.
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Step 5: To undo the incorrect inventory adjustment, click on the On-Hand Inventory link on the left side of the
screen, and you will be navigated to the Vaccine Inventory On-Hand screen. Select the vaccine and click the

Adjustment button.
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Step 6: On the Vaccine Inventory Adjustment screen, enter the SAME transaction date and the SAME
adjustment Reason that appeared on the Inventory Transaction Inquiry Report for the incorrect adjustment. In
the Doses Adjusted field, you will need to make the appropriate adjustment. As mentioned earlier in this
example, | mistakenly added 10 doses of Quadrivalent Influenza on the wrong date. In order to undo the

incorrect adjustment, | must enter -10 in the Doses Adjusted field. This will subtract 10 doses from my CIIS on-
hand inventory.

Step 7: Click the Create button to save the adjustment.
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If you have any questions about making inventory adjustments to your on-hand inventory within CIIS,
please contact the VOM Help Desk at 303-692-2437 and select option 1.
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