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How to Add New Vaccine Inventory to Your  
Vaccine Inventory Location in CIIS 

 
Once you login to CIIS, click on the Inventory module and then click on the Vaccine On-Hand 
sub-module link to be navigated to the Vaccine Inventory On-Hand Screen.   
 
Step 1: Click on the Add New Inventory button and you will be navigated to the Add Vaccine 
Inventory screen. 
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Step 2: On the Add Vaccine Inventory screen, enter the following information: 
• Enter the Date 
• Select your Inventory Location from the drop-down arrow. (Remember:  If you are 

adding privately-funded vaccine inventory, be sure to select your private inventory 
location.  If you are adding publicly-funded vaccine, be sure to select your VFC 
inventory location.) 

• Select the Vaccine/ Mfg / NDC / Brand from the drop-down arrow.  
• Enter the Lot Number 
• Enter the Expiration Date 
• Select the Funding Source from the drop-down arrow. 
• Enter the number of doses you are adding in the Doses Adjusted field. 

Please note: Bolded fields are required. The Container Id and Comments fields are 
optional. 

 
Step 3: Click the Create button to save this vaccine to your inventory location. 
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Notice, 10 doses of Varivax have been added to my private inventory location in CIIS. 
 

 
 
Remember, most of the time you will receive your publicly-funded vaccine into your VFC inventory location 
from the Pending VTrckS Shipment link. However, if you have an instance where you need to enter your 

publicly-funded vaccine by using the Add New Inventory feature, and you get the following  message, 
please follow the instructions in the screen shot below:  
 

 


