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Please contact la.links@la.gov with questions about this quick reference guide. 

Version: iWeb v 5.37.0 

 

 

HOW TO TRANSFER VACCINES TO ANOTHER FACILITY 

1) Under “Orders/Transfers” on the left toolbar, click 

“Create/View Orders.” 

2) Click “Create Transfer.” 

 
 
 
 
 
 
 
 
 
 
 

3) Select a Receiving Organization. 

4) Select a Receiving Facility 

5) Enter a Transfer Quantity for the vaccine you 

would like to transfer.  

6) Enter a reason for the vaccine transfer. 

7) Click “Create Transfer.” 

 
 
 
 
 
 
 
 
 
 
 

8) The vaccines have now been transferred and are 

shown under “Outbound Transfers.” 
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HOW TO RECEIVE A VACCINE TRANSFER 

1) Under “Orders/Transfers” on the left toolbar, click 

“Create/View Orders.” 

2) Click “Create Transfer.” 

 
 
 
 
 
 
 
 
 
 
 

3) Under “Inbound Transfers,” select the transfer 

you would like to receive. 

 
 
 
 
 
 
 
 
 
 
 

4) Enter the “Receipt Quantity.” 

5) Click “Receive.” 

 
 
 
 
 
 
 
 
 
 
 

6) To confirm that the inventory was correctly 

received, go to “Lot Numbers” on the left toolbar. 

7) Click “Reconciliation.” 

8) The new inventory is shown under Quantity on 

Hand. 
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