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            Search/Add a New Lot  
           Number 

The Lot Number Function allows you to track 
your H1N1 inventory and gives you access to 
several helpful reports described in this quick 
reference guide 

1. If using the standard CHILD Profile 
Module: Using the navigation menu click on 
the Lot Numbers Menu Heading – Then 
click Search/Add  

     If using the Mass Immunizations Module: 
Using the navigation menu click on the 
Toolbox Menu Heading – Then click Lot 
Numbers 

2. From the Lot Number Maintenance Page – 
Select the appropriate Novel H1N1 
formulation from the Vaccine (or 
Vaccine/Med in the Mass Imms Module) 
dropdown box (if not already selected, select 
the Facility Name) 

3. Click the SEARCH button 

4. If the lot number does NOT appear in the 
Search Results, click the ADD button.  (If 
the lot number does appear see the 
“Adjusting Total Doses on a Lot Number” 
section) 

5. From the (Add Page) select the 
Manufacturer from the dropdown box and 
type in the Lot Number & Expiration Date 

NOTE:  The system automatically selects the 
“Yes” radio button, indicating the vaccine is 
Publicly Supplied (keep this selection) 

6.  Click the ADD button to go to the Add (+) To 
Total Doses page 

7.  From the Reason for Change dropdown list 
select, “Received from CDC, not VFC 
supplied”  

8. Enter the Total Number of Doses received 

9. Click the Submit button to save the lot 
number to the system 

 

Lot Number Search Diagram 

 
 

Edit a Lot Number Diagram 

 
 

Add (+) Total Doses Page Diagram 

 

            Adjusting (Add/Subtract)     
       Total Doses on a 

       Lot Number 
Use the following steps to make adjustments to your 
vaccine inventory and to add additional doses to a lot 
number that is already in the registry system 

1. Search for the vaccine name 

2. Select the Lot Number from Search Results list by 
clicking on the Select Arrow to the left of the 
vaccine/lot number to move to the Lot Number 
Maintenance (Detail) page 

4. Click EDIT 

5. A message box will come up indicating that while 
the lot number is in edit mode, it cannot be selected 
for entry into a vaccination record.  Click “OK” to 
move to the Lot Number Maintenance (Update) 
page 

6. You may modify the expiration date, add doses or 
subtract doses, and/or inactivate the selected lot 
number.  (Note: you can only modify the other 
fields if the lot number has not already been added 
to a patient’s record) 

7. To add or subtract doses, click on the appropriate 
button to move to the Add (+) or Subtract (-) Total 
Doses page 

8. Select the reason for the adjustment from the drop 
down list 

10. Enter the total doses to be added or subtracted and 
then click the SUBMIT button.  This will return you 
to the Lot Number Maintenance (Update) page 

11. Save your changes to the system by clicking the 
SAVE button.  If you do not click the Save button 
and move to a different page, you will lose any 
changes you made 

NOTE: We recommend that you inactivate a lot 
number once all of the doses have been used and 
after you have completed ALL required inventory 
reports, including your end of month report.  This is 
helpful as it will help keep your inventory report clean 
– showing only the inventory that was available during 
the selected time period.  If you receive the same lot 
number again it is easy to reactivate the number by 
un-checking the box next to the word inactivate and 
then adding doses as usual 
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            Vaccine Administered  
        Report by Age 

The report will breakdown the number of doses given by age – using the CDC required age ranges and 
dose numbers.  At this time the report is not available – but will be available November 2009.  In 
the meantime you can run the Vaccine Administered Report in the Standard CHILD Profile System and 
combine a couple of the age ranges by hand in order to comply with the CDC requirements.  Directions 
to run this report are below:   

1. You must be in the STANDARD CHILD Profile application to run this report.  Using the navigation 
menu click on the Home Menu Heading.  Then click on the words: Select Application.  

2. Using the Application dropdown list select Standard and click the SUBMIT button 

3. Using the navigation menu click on the Reports Menu Heading.  

4. Click on the words: State Reports to bring up the State Reports page. 

5. Click on Washington State Vaccine Administered Report to bring up the Vaccine Administered 
Report page. 

6. Select the criteria for your report: Vaccination Date Range, Vaccine Name (keep it at Select to bring 
up all of the available presentations), Facility Site, Select All Vaccinations regardless of supply 
source. 

7. Click the CREATE REPORT button to generate the report, which will be displayed in a separate 
browser window. 

8. Print the report using your browser print function. 

Lot Number 
Summary Report 

This report can be used to run your H1N1 inventory. 

1. You must be in the STANDARD CHILD Profile 
application to run this report.  Using the navigation 
menu click on the Home Menu Heading.  Then click on 
the words: Select Application.  

2. Using the Application dropdown list select Standard 
and click the SUBMIT button. 

3. Using the navigation menu click on the Reports Menu 
Bar  

4. Click on the words: State Reports to bring up the State 
Reports page. 

5. Click on Lot Number Summary to bring up the Lot 
Number Summary Search Criteria Page. 

6. Select the following criteria for your report:   

 Report Date 

 Vaccine Name (keep it at Select to bring up all of the 
available presentations)  

 Facility (if applicable) 

 Check Subtotal by Vaccine 

7. Click the CREATE REPORT button to generate the 
report.         

8. Print the report using your browser print function. 
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