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If you don’t have any wasted or expired doses to correct on the Reconcile Inventory 
page, simply enter the number listed in the ‘Quantity on Hand’ column into the 
‘Physical Inventory’ column. 
You will be able to document the actual Physical Inventory on the Order Screen.  
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Click the Submit Monthly Inventory Button once all of 
the quantities have been entered.  
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This will submit your inventory, update the “Inventory 
Last Submitted” and allow you to place an order.  
Click on Create/View Orders to begin placing an order. 
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On the Current Order/Transfer List screen, click 
on the Create Order button. 
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On the Create Order screen, review the contact information and hours listed 
to make sure the information is current. If you need to make a change, 
contact the Arizona Vaccine Center 602-364-3642.  
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Enter the order quantity for the vaccines you would like to order and enter a 
comment when the vaccine quantities differ between the Physical Inventory 
and the ASIIS Inventory.  
For example, ASIIS has 20 doses of Hep A, but in your Cold Storage unit you 
have 17 doses. Enter “17 doses on hand” in the comments field. This will 
inform the Arizona Vaccine Center of your true inventory. Repeat this step for 
all doses of the doses in your inventory and click Submit Order. 
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**This is a condensed version of the Order Details section on the order screen to show the  
whole process on one screen. Only the vaccines in the example inventory are listed. 
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If you have any questions, please 
contact the ASIIS Help Desk. 

602-364-3899 
1-877-491-5741 

ASIISHelpDesk@azdhs.gov  
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