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VFC/VFA Vaccine Ordering Introduction 

Today we will cover:

• Logging In

• Basic Navigation

• New Vaccine Orders

• New Vaccine Transfers

• New Vaccine Wastages 

• New Vaccine Returns

• Returns History

• Wastages History

• Transfers History
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New Vaccine Orders Introduction 

As a Provider you should have access to the following:

• Reviewing Provider Details

• Inputting Vaccine Orders

• Uploading Supporting Documents

• Inputting Inventory Updates

• Inputting Additional Information

• Creating a New Vaccine Order
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New Vaccines
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New Vaccine Orders

After logging in, select your organization by clicking on the pencil.
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Step 1



New Vaccine Orders

The Organization page will appear. Be careful not to change the VIIS Code & 

VFC/VFA Pin.
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Step 2



New Vaccine Orders

Select the Orders & Inventory Tab.
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Step 3



New Vaccine Orders

Select the Provider Details Dropdown to review your organization’s details.
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Step 4



New Vaccine Orders

The Provider Details sub-section will appear.
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Step 5



New Vaccine Orders

Select the Pediatric Vaccine Dropdown to input a new vaccine order.
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Step 6



New Vaccine Orders

The Pediatric Vaccine sub-section will appear.
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Step 7



New Vaccine Orders

Fill in the Pediatric Vaccine sub-section. Select Add Vaccine button.
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Step 8

Step 9



New Vaccine Orders

Your new Pediatric Vaccine order will appear.
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Step 10



New Vaccine Orders

If you have filled in the Pediatric Vaccine sub-section, but not selected the Add 

Vaccine button yet, click the Cancel button to clear fields.
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Step 11



New Vaccine Orders

The order will clear.
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Step 12



New Vaccine Orders

If you have filled in the Pediatric Vaccine sub-section, and selected the Add 

Vaccine button, click the red x to, cancel your order.
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Step 13



New Vaccine Orders

Your new Pediatric Vaccine order will disappear.
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Step 14



New Vaccine Orders

To complete your new order, need at least one document type submitted. Select 

the Supporting Documents dropdown.
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Step 15



New Vaccine Orders

Select the Supporting Document Type from the dropdown. Click the Choose File 

to Upload button. Select your file and click the Upload button.
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Step 16

Step 17

Step 18



New Vaccine Orders

To complete your new order, need at least one document type submitted. Select 

the Supporting Documents dropdown. (Select the red x to cancel your upload.)
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Step 19



Inventory
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New Vaccine Orders

Select the Pediatric Vaccine dropdown to access the Inventory sub-section for this 

new order. 
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Step 20



New Vaccine Orders

Scroll down to the Inventory sub sections and fill in the fields. 
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Step 21



New Vaccine Orders

Select the Add Inventory button to add inventory. 
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Step 22



New Vaccine Orders

Your updated inventory will appear.
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Step 23



New Vaccine Orders

If you want to clear your inventory fields and you have not selected the Add 

Inventory button yet click the Cancel button. 
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Step 24



New Vaccine Orders

If you want to clear your inventory fields and you have selected the Add Inventory 

button, click the red x.
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Step 25



New Vaccine Orders

Once you have reported an item as inventory it will display as an option to select.
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Step 26



New Vaccine Orders

If you select a Previously Reported Inventory item it will auto fill the Inventory 

fields.
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Step 27



New Vaccine Orders

Select the Additional Information dropdown (if needed).
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Step 28



New Vaccine Orders

Fill out info (if needed).
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Step 29



New Vaccine Orders

Select the Create Order button to place your order for the new vaccine. 
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Step 30



New Vaccine Orders

The Success box will appear when you have officially created your order. Select 

the Ok button to move on to your next task.  

34

Step 31



Live Demo
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New Vaccine Orders Review

As a Provider you should have full editing access to the following:

• Reviewing Provider Details

• Inputting Vaccine Orders

• Uploading Supporting Documents

• Inputting Inventory Updates

• Inputting Additional Information

• Creating a New Vaccine Order
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New Vaccine Transfers Introduction 

As a Provider you should have full editing access to the following:

• Vaccine Transfers

• Vaccine Transfers Grid

• Other Details

• Exporting & Printing New Vaccine Transfer Details
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Vaccine Transfers

39



New Vaccine Transfers

After logging in, select your organization by clicking on the pencil.
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Step 1



The Organization page will appear. Be careful not to change the VIIS Code & 

VFC/VFA Pin.

41

Step 2

New Vaccine Transfers



Select the Returns & Wastages & Transfers Tab.
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Step 3

New Vaccine Transfers



Select the Transfers dropdown.
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Step 4

New Vaccine Transfers



Fill in Transfers grid info.
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New Vaccine Transfers

Step 5 



Fill in the Transfer to Details info. 
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New Vaccine Transfers

Step 6 



Type in the first numeral of the address and click the Tab button on your keyboard 

to select your address options.

46

New Vaccine Transfers

Step 7 



New Vaccine Transfer info appears.
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New Vaccine Transfers

Step 8



Check the Other Details box.

48

New Vaccine Transfers

Step 9 



Select Save button.
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New Vaccine Transfers

Step 10



Select Ok button.
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New Vaccine Transfers

Step 11



Exporting & Printing 

New Vaccine Transfers Details
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Select Returns & Wastages & Transfers History tab.
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New Vaccine Transfers

Step 12



Select Transfers History dropdown
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New Vaccine Transfers

Step 13



Select Vaccine Transfers History info.
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New Vaccine Transfers

Step 14



Select Search Transfers button.
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New Vaccine Transfers

Step 15



After Transfers appear, select details link.
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New Vaccine Transfers

Step 16



After Transfers Details box appears, select Print button.
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New Vaccine Transfers

Step 17



Your Vaccine Transfers details will download as an excel file to your computer. 

Print it out and place it in the box you are sending.
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New Vaccine Transfers

Step 18



Live Demo
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New Vaccine Transfers Review

As a reminder, as a Provider you should have full editing access to the following:

• Vaccine Transfers

• Vaccine Transfers Grid

• Other Details

• Exporting & Printing New Vaccine Transfer Details
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New Vaccine Wastages Introduction 

As a Provider you should have full editing access to the following:

• Vaccine Wastages

• Vaccine Wastages Grid

• Other Details
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Vaccine Wastages
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New Vaccine Wastages

After logging in, select your organization by clicking on the pencil.
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Step 1



The Organization page will appear. Be careful not to change the VIIS Code & 

VFC/VFA Pin.
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Step 2

New Vaccine Wastages



Select the Returns & Wastages & Transfers Tab.
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Step 3

New Vaccine Wastages



Select the Wastages dropdown.
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Step 4

New Vaccine Wastages



Fill in Wastages grid info.
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Step 5 

New Vaccine Wastages



Check the Other Details box.
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Step 6 

New Vaccine Wastages



Select Save button.
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Step 7

New Vaccine Wastages



Select Ok button.
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Step 8

New Vaccine Wastages



Live Demo
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New Vaccine Wastages Review 

As a Provider you should have full editing access to the following:

• Vaccine Wastages

• Vaccine Wastages Grid

• Other Details
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New Vaccine Returns Introduction 

As a Provider you should have full editing access to the following:

• Vaccine Returns

• Vaccine Returns Grid

• Shipping and Other Details

• Exporting & Printing New Vaccine Returns Details
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Vaccine Returns
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New Vaccine Returns

After logging in, select your organization by clicking on the pencil.
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Step 1



New Vaccine Returns

Select the Returns and Wastage Transfers Tab.
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Step 2



Vaccine Returns Grid
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New Vaccine Returns

Select the Returns dropdown. 
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Step 3



New Vaccine Returns

Review the Returns sub sections. 
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Step 4



New Vaccine Returns

Input the info into the sub sections. 
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Step 5



New Vaccine Returns

Select Add Vaccine Button to save the info. 
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Step 6



New Vaccine Returns

Once saved, the new vaccine return will appear on the screen.
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Step 7



New Vaccine Returns

Select the red x. 
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Step 8



New Vaccine Returns

Select the Clear button to remove the info. 

86

Step 9



New Vaccine Returns

Once cleared, the screen will return to a blank form.
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Step 10



Shipping and Other Details
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New Vaccine Returns

Input the Shipping and Other Details Info.
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Step 11



New Vaccine Returns

Check the verification box. 
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Step 12



New Vaccine Returns

Select the Save button.
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Step 13



New Vaccine Returns

Select the Ok button.
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Step 14



Exporting & Printing 

New Vaccine Returns Details
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New Vaccine Returns

Next select the Returns & Wastages & Transfers History Tab.
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Step 15



New Vaccine Returns

Select Pending from the Return Status dropdown. 
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Step 16



New Vaccine Returns

Select the Search returns button.
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Step 17



New Vaccine Returns

Select the Details link for your Vaccine Return. 
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Step 18



New Vaccine Returns

The Returns Details window appears. Select the Print button.
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Step 19



New Vaccine Returns

Your Vaccine Returns details will download as an excel file to your computer. Print 

it out and place it in the returns box you are sending.
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Step 20



New Vaccine Returns

Select the Cancel button to exit the Return Details window.
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Step 21



Live Demo
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New Vaccine Returns Review

As a reminder, as a Provider you should have full editing access to the following:

• Vaccine Returns

• Vaccine Returns Grid

• Shipping and Other Details

• Exporting & Printing New Vaccine Returns Details
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Orders History (VERIP) Introduction 

As a Provider you should access to the following:

• Reviewing Orders

• Reviewing Order History Details

104



Reviewing Orders
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Orders History (VERIP)

After logging in, select your organization by clicking on the pencil.

106

Step 1



Orders History (VERIP)

Select the Orders History Tab.
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Step 2



Orders History (VERIP)

The Search Orders sub-section appears. 
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Step 3



Orders History (VERIP)

Fill out Search Orders sub sections. Select Search Orders Button.
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Step 4

Step 5



Orders History (VERIP)

If you have orders fitting the status you searched, they will appear. 
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Step 6



Orders History (VERIP)

Before you Select Search Orders Button, you can clear the fields by clicking the 

Clear Button.
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Step 7



Reviewing Order Histories
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Orders History (VERIP)

Orders Number panel appears, select a Details link.
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Step 8



Orders History (VERIP)

The Order History Details window appears. Select the Provider Details dropdown 

to review the sub-section.
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Step 9



Orders History (VERIP)

Scroll down to review the Provider Details dropdown to review this sub-section.
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Step 10



Orders History (VERIP)

The Order History Details window appears. Select the Pediatric Vaccine 

dropdown to review the sub-section.
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Step 11



Orders History (VERIP)

Scroll down to review the Pediatric Vaccine sub-section.
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Step 12



Orders History (VERIP)

Select the Pediatric Vaccine Inventory dropdown to review the sub-section.

118

Step 13



Orders History (VERIP)

Scroll down to review the Pediatric Vaccine Inventory sub-section.
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Step 14



Orders History (VERIP)

Select the Adult Vaccine dropdown to review the sub-section.
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Step 15



Orders History (VERIP)

Scroll down to review the Adult Vaccine sub-section.
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Step 16



Orders History (VERIP)

Select the Adult Vaccine Inventory dropdown to review the sub-section.
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Step 17



Orders History (VERIP)

Scroll down to review the Adult Vaccine Inventory sub-section.
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Step 18



Orders History (VERIP)

Select the Supporting Documents dropdown to review the sub-section.
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Step 19



Orders History (VERIP)

Scroll down to review the Supporting Documentations sub-section.
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Step 20



Orders History (VERIP)

Select the Additional dropdown to review the sub-section.
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Step 21



Orders History (VERIP)

Scroll down to review the Additional Information sub-section.
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Step 22



Orders History (VERIP)

Scroll down to review the VTrcks Information dropdown sub-section.
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Step 23



Orders History (VERIP)

Scroll down to review the VTrcks Information sub-section.
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Step 24



Orders History (VERIP)

Select the Expand All Sections button to open all the dropdown menus.
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Step 25



Orders History (VERIP)

Select the Collapse All Sections button to close all the dropdown menus.
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Step 26



Orders History (VERIP)

Select the Cancel button to close the Order History Details window.
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Step 27



Live Demo
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Orders History (VERIP) Review

As a Provider you should access to the following:

• Reviewing Orders

• Reviewing Order History Details
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Returns History Introduction 

As a Provider you should have access to the following:

• Reviewing Returns History
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Returns History
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Returns History

After logging in, select your organization by clicking on the pencil.
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Step 1



Returns History

Select the Returns and Wastage Transfers History Tab.
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Step 2



Returns History

Select the Returns History dropdown. 
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Step 3



Returns History

Review the Returns History sub sections. 
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Step 4



Returns History

Select the Search Returns button to search for your Vaccine Returns History. 
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Step 5



Returns History

Select the Clear button, to clear your search. 
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Step 6



Returns History

The Vaccine Returns History panel will appear. 
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Step 7



Returns History

Select the Details link to view details.
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Step 8



Returns History

The Return Details window appears.
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Step 9



Returns History

Select the Cancel button to close the window.
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Step 10



Live Demo
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Returns History Review 

As a Provider you should have access to the following:

• Reviewing Returns History
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Transfers History Introduction 

As a Provider you should have access to the following:

• Reviewing Transfers History
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Transfers History
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Transfers History

After logging in, select your organization by clicking on the pencil.

153

Step 1



Transfers History

Select the Returns and Wastage Transfers History Tab.
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Step 2



Transfers History

Select the Transfers History dropdown. 
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Step 3



Transfers History

Review the Transfers History sub sections. 
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Step 4



Transfers History

Select the Search Transfers button. 

157

Step 5



Transfers History

The Transfer Number panel will appear. 
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Step 6



Transfers History

Select the Clear button, to clear your search. 
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Step 7



Transfers History

Select the Details link to view details.
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Step 8



Transfers History

The Transfers Details window appears.
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Step 9



Transfers History

Select the Cancel button to close the window.
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Step 10



Live Demo
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Transfers History Review

As a Provider you should have access to the following:

• Reviewing Transfers History
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Wastages History Introduction 

As a Provider you should have access to the following:

• Reviewing Wastages History
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Wastages History
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Wastages History

After logging in, select your organization by clicking on the pencil.
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Step 1



Wastages History

Select the Returns and Wastage Transfers History Tab.
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Step 2



Wastages History

Select the Wastages History dropdown. 
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Step 3



Wastages History

Review the Wastages History sub sections. 
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Step 4



Wastages History

Select the Search Wastages button. 
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Step 5



Wastages History

The Wastage Number panel will appear. 

173

Step 6



Wastages History

Select the Clear button, to clear your search. 
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Step 7



Wastages History

Select the Details link to view details.
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Step 8



Wastages History

The Wastages Details window appears.
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Step 9



Wastages History

Select the Cancel button to close the window.
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Step 10



Live Demo
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Wastages History Review

As a Provider you should have access to the following:

• Reviewing Wastages History
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VFC/VFA Vaccine Ordering Review 

As a Provider you should have access to the following:

• Logging In

• Basic Navigation

• New Vaccine Orders

• New Vaccine Transfers

• New Vaccine Wastages 

• New Vaccine Returns

• Returns History

• Wastages History

• Transfers History
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