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HOW TO PLACE A VACCINE ORDER 

1) Under “Orders/Transfers” on the left 

toolbar, click “Create/View Orders.” 

2) Click “Create Order.” 

 

 

 

 

 

3) Count and enter the Physical Inventory 

that you have on hand. If your inventory 

does not match, select a Category and 

Reason. 

4) Click Submit Monthly Inventory. Note 

that clicking Save will NOT allow you to 

place an order. 

 
 
 
 
 
 
 
 
 
 
 
 

5) Select the Order Set. 
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6) Under Vaccine Name, select the vaccine 

you want to order. 

7) Enter the Order Quantity 

8) If applicable, check the Urgent box, 

select a Priority Reason, and include a 

Comment. 

9) Click “Submit Order.” 

 

 

 

 

 

10) Your order is now “Pending State 

Approval.” 

11) Wait until order is set to “Approved” to 

accept inventory. 
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HOW TO ACCEPT A VACCINE ORDER 

1) Select your approved order. 

 

 

 

 

 

 

 

 

2) Enter your Receipt Quantity. Make sure 

this matches what you were shipped. 

3) Select the Manufacturer. 

4) Enter the Lot Number.  

5) Enter the Expiration Date. 

6) Click “Receive.” 

 

 

7) Under “Lot Numbers,” select 

“Reconciliation.” 

8) You should see your order under 

Reconcile Inventory. 

 

 

 

 

 

 

mailto:la.links@la.gov

