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The new CIIS registry offers three levels of inventory control (set 
on a provider-by-provider basis).

Type 1 Inventory (No Inventory Control): Only School Users will have this 
option.
Type 2 Inventory (Partial Inventory Control): Captures Manufacturer and 
Lot information but through the Settings Module, not the Inventory 
Module.
○ Note: Type 2 Inventory is similar to inventory functionality in current 

CIIS.
Type 3 Inventory:  Full Inventory Control
○ The Inventory Module is for Type 3 Inventory only.
○ Allows providers to enter beginning inventory and allows system to 

track inventory by dose through administration and/or adjustments.
○ Note: Type 3 Inventory is a separate training intended for providers 

who choose to use that module.

All providers will initially have access to Type 2 Inventory 
Control, but may contact CIIS User Support to be granted Type 3 
Inventory Control.



Tracks Manufacturer, NDC Code, Lot Number, 
Expiration Date, Funding Source, and Number of 
Doses On Hand.
Inventory is managed through the Inventory Module.

○ Inventory items must be added before vaccinations can 
be administered.

○ Inventory items that are expired and/or have 0 doses 
remaining cannot be administered.



Provides full tracking of every dose of 
vaccine.
Automated decrementing of doses 
administered
Inventory items can be transferred 
between inventory locations.
Routine inventory reconciliation 
process
Several inventory reports are available.



Inventory Management begins with 
the set-up of inventory locations.

Click the “Locations” 
link located in the 
Inventory submenu.



To add a new inventory location, click the “Add 
Inventory Location” button. Note: Most Providers/Clinics 
will only have one inventory location.

To view/edit a current 
inventory location, click 
the “View” button.” 



Enter the inventory location information. Note: 
Codes are identified by the User and must be 
unique across inventory locations AND clinics.

Click the “Create” button to 
save your new inventory 
location information.



You should now see your saved inventory 
location. You can now associate clinics 
with your inventory location.

Click the “Associated Clinics” dropdown menu and select the clinic that will 
use the inventory in this location. 
Note: An Inventory Location may service several clinics (within the same 
provider) or multiple inventory locations can be defined for a single clinic.



To view or add 
inventory, click 
the “On-Hand” 
link located 
under the 
Vaccines 
submenu within 
the Inventory 
menu. List of inventory 

currently on-hand.

You can filter listed inventory by Inventory 
Location, Vaccine, Status, or Funding Source 
to more easily find a specific inventory item.

Vaccine Inventory On-Hand screen is the central location 
for managing inventory for a provider.



Edit: Make changes/updates to an existing 
line item.
Adjustment: Account for non-immunization 
related modifications to the number of 
doses on-hand.
Transfer: Move inventory from one location 
to another. 
Inquiry: Generate a listing of inventory 
transactions that meet the specified criteria.



View Pending 
Transfers

Add New 
Inventory

Create an 
Adjustment

Transfer Inventory 
to Another Location

Run a transaction 
inquiry for a line 
item

Edit Inventory 
Line Item



Step 2: Click the “Create” button to save your information.
Note: The system will remain on this screen so that you may continue to add more 
inventory. Once you have finished adding inventory, click the “Cancel” button to 
take you back to the Vaccine Inventory On-Hand screen.

Step 1: Enter the information for the new inventory. 
Note: If the data is an exact match to existing inventory, 
the doses will be added to the existing line item (see 
next slide).

Funding Source options are 
now at the inventory dose 
level. You have three 
options: Public (e.g., VFC), 
Private, and Special 
Projects (e.g., ARRA Grant).

Presenter
Presentation Notes
Note: If you use the same inventory item (i.e., lot#) for public and private funded patients, make sure you add two inventory line items for that lot# and select the appropriate funding source (public for one line item and private for the other) to differentiate between the funding sources. This will allow you to use the same inventory associated with more than one funding source.



Similar to the patient search screen, the 
system looks for similar line items to help 
minimize the chance of duplicates.

Click the “Proceed with 
Create” button if the 
data entered is correct.

Click the “Add to On-Hand” 
button to add the doses to the 
associated line item.



Step 1: Click the radio 
button to select the 
inventory line item you 
would like to edit.

Step 2: Click the 
“Edit” button.



Use this screen to edit select information 
about an inventory line item. 
NOTE: Changes made here affect ALL 
transactions (including immunizations) 
associated with the line item.

Read-only fields

Click the “Update” button to 
save your changes and 
return to the Vaccine 
Inventory On-Hand screen.



Use inventory adjustments to account for non-immunization related modifications to 
the number of doses on-hand.
Enter a positive number to increase inventory and a negative number to decrease it.

Click the “Create” button 
to save the record and 
return to the Vaccine 
Inventory On-Hand screen.



Use inventory transfers to move inventory from 
one location to another.  Inventory can be moved 
within a provider’s locations.

Enter the necessary information and click 
the “Create” button to save the record and 
return to the Vaccine Inventory On-Hand 
screen.



To view and receive pending inventory 
transfers, click the “Pending Inventory 
Transfers” link located on the Vaccine 
Inventory On-Hand screen.



Inventory Transfers must be received before they are considered 
part of the “to” or destination inventory location. Inventory 
Transfers can be cancelled by the “from” or source location.

View/delete pending 
outgoing inventory 
transfers.

Generate reports of incoming 
and/or outgoing transfers.



Inventory Inquiries are used to generate a 
listing of inventory transactions that meet the 
specified criteria. Enter your criteria and click 
the “Run Report” button.

Inventory Inquiry report output types include: 
PDF, HTML or Extract File, (e.g., Excel).



Results of Inventory Transaction 
Inquiry report based on selected 
criteria.



Create a new 
reconciliation.

Click the 
“Reconciliation” 
link located within 
the Inventory 
Vaccines 
submenu.

Inventory Reconciliations are similar to balancing your checkbook. The goal is to 
reconcile the amount of inventory physically on-hand with the amount in the system.

Create a new 
reconciliation.

Click the print icon to generate an 
Inventory Summary by Funding 
Source report.

List of existing 
reconciliations. Click the 
“View” button to open 
existing reconciliation. 

Filter list (optional) of 
existing 
reconciliations by 
entering your search 
criteria and clicking 
the “Run Report” 
button (see next slide).

Presenter
Presentation Notes
Begin Date (from) – Begin Date (to) date range that contains the Begin Date of your existing reconciliation.End Date (from) – End Date (to) date range that contains the End Date of your existing reconciliation.



Click the “View” button to 
view the details of the 
reconciliation.

You now see the filtered search 
results that contain only the 
reconciliation(s) meeting your 
search criteria.



To add an inventory reconciliation, click the 
“Add Reconciliation” button located on the 
Vaccine Inventory Reconciliation screen.



Step 2: Enter a 
description of the 
reconciliation in the 
“Description” field.

Step 6: Click “Create” 
button to save your record.

Step 1: Select 
your inventory 
location.

Step 3: Enter an End Date. Note: Begin 
Date automatically set based on ending 
date of previous reconciliation.

Step 4: Select the Status. Note: As this is 
a new reconciliation, the status will 
default to “Open.”
Step 5: Select the person who authorized 
this reconciliation. Note: Click the blue 
icon to auto-populate your user name.



You will now see your saved 
reconciliation on the Vaccine 
Inventory Reconciliation screen. 
Click “View” to view details of 
your reconciliation.



You cannot 
close a 
reconciliation 
until 
everything 
balances.

Print a “worksheet” view 
of the reconciliation (to 
complete physical count).

Enter the current, actual inventory on-hand.

Presenter
Presentation Notes
Vaccine color-coded red on the open reconciliation has expired.



Reconciliation: Reconcile the amount of inventory 
physically on-hand with the amount in the system.
Vaccine - Lists the name, manufacturer, lot number, 
NDC Code, and expiration date of each line item.
Beginning Inventory - Always the same value as the 
ending inventory count on the previous reconciliation. 
This will be the same after the 1st reconciliation is 
created. (System generated)
Inventory Received - Count of all doses added to the 
inventory location between the beginning and end 
dates. (System generated)
Inventory Administered - Count of all doses 
administered between the beginning and end dates. 
(System generated)



Inventory Transferred - Count of all doses transferred in or out 
of the inventory location between the beginning and end dates. 
(System Generated)
Inventory Recalled - Count of all doses included in inventory 
adjustment transactions for doses recalled between the 
reconciliation period. (System Generated)
Inventory Expired or Wasted - Count of all doses included in 
inventory adjustment transactions for expired or wasted doses 
that are entered between the beginning and end dates of the 
reconciliation period. (System Generated)
Inventory Unaccounted - Count of doses entered as 
“Reconciliation Inventory Adjustment” transactions during the 
reconciliation period.

Recalculated every time the Update button is pressed.



Inventory Delta (+ or -) – Delta (i.e., change or 
difference) between the number of vaccine doses on-
hand and the number of doses documented in the 
system in one of the above categories.

Recalculated every time the update button is pressed.

Ending Inventory – Enter the actual number of doses 
on hand for each inventory line item in this field.
Print Icon – Displays an inventory transaction report 
for the indicated line item over the same time period of 
the inventory reconciliation. 



All Inventory Reports are located in the 
Reports/Forms Module under the 
Inventory Management – Vaccines 
Report Group.
You can access some reports directly 
within the Inventory Module (e.g. 
Inventory Transaction Inquiry and 
Inventory Summary by Funding Source).



Inventory Reports are located 
under the Inventory Management 
– Vaccine Report Group.

To view Inventory 
Reports, click the 
Reports/Forms link 
located in the menu.





Tips for more successful reconciliations:
Physical counts MUST be completed at the END of the day 
on the End date.
Reconciliations should NOT be closed until AFTER all 
immunizations for the period have been entered into CIIS.
When entering adjustments or other transactions to correct 
discrepancies, the date on the entry MUST be within the 
Beginning and End dates of the system.
Complete and accurate data entry is KEY!!!
Good data entry makes reconciliation easier and more 
efficient .
Poor data entry makes reconciliation difficult and time 
consuming.



Add an inventory location.
Associate your clinic to the inventory 
location you just added.
Add at least five new inventory items, 
e.g. DTaP, MMR, Hep B, etc....

Note: When adding inventory, add at least 
50 doses to be able to adjust, transfer, etc…

Administer at least five of the newly 
added vaccines.



Once you have completed Exercise 4, 
practice using the following features 
located on the On-Hand Inventory screen:

Edit at least one inventory line item.
Adjust at least one inventory line item to 
account for vaccine that was wasted, recalled, 
etc…
Transfer doses between inventory locations.
Run an Inventory Transaction Inquiry report.



Add a reconciliation that includes the 
vaccine you added, transferred, 
adjusted, etc… in previous exercises.
View the reconciliation you just created.
View the Monthly Immunization Report 
to become familiar with the criteria and 
output.



URL/Website address for the CIIS new registry training
website:

http://ciistest.state.co.us/webiznet_co/Login.aspx
Please note: The above website is a simulated, training 
environment. Do not enter real data as it will not transfer to 
the live application on go-live.
Generic User Name and Password for the training website:

User Name: ciisuser
Password: ciisuser1!
Remember: The user name is not case sensitive though the 
system will auto-convert it to all caps. The password is case 
sensitive.

Have fun learning and playing in the new system!



Please contact your CIIS Coordinator.
CIIS User Support:

1-888-611-9918
CIIS General Email:

cdphe.dcdciis@state.co.us
CIIS Website: www.ColoradoIIS.com

mailto:Cdphe.dcdciis@state.co.us
http://www.coloradoiis.com/
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