
 
 

 
 

On-hand Inventory: Initiate and Receive Transfers 
 

Initiate Transfer 
1. From the main menu, go to Inventory > Vaccines > On-Hand. 
2. Search for the vaccine you would like to transfer. 

3. Click the “Action” button next to the vaccine and select “Transfer”. 
 

  



 
 

 
 

4. Enter the transfer date and time. 
5. Select the Destination Inventory Location (Provider name > inventory location name). 
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6. Once a transfer has been created, it will remain in a pending state until received by the 
recipient. 

 

7. Creating an outgoing transfer will decrement the doses from your clinic’s on-hand inventory. 
8. Once the destination receives the transfer, the pending transfer link is no longer displayed. 

 

  



 
 

 
 

Receive Transfer 
 

1. From the main menu, go to Inventory > Vaccines > On-Hand. 
2. Click the blue link “There is # Pending Inventory Transfer” displayed at the top of the page. 

 

 

 

 

 

 

 

 

 

 

3. Click the “Received” button. 

 

 



 
 

 
 

4. Enter the date and time the transfer was received and click OK. The doses received are 
automatically added to your clinic’s on-hand inventory. 
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