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Reconciliation is the process of:

1. Comparing vaccine counts in CT WiZ to the actual 

number and types vaccines in your clinic.

2. If there are differences between the two, figuring out 

why.

3. Making adjustments so that the two agree.

You must do a separate reconciliation for each inventory 

location.  



This unit will cover:

• Running a reconciliation report

• Verifying a reconciliation report

• Printing a vaccine reconciliation worksheet, so you can 

count the doses of vaccine you have in your inventory 

location (fridge or freezer)

• Closing a reconciliation

We suggest that you go through the mini reference 

called ‘How do I prepare for a reconciliation?’ before 

you start this unit. 
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1. Click Inventory

2. Click Vaccines

3. Click 

Reconciliations



Click here to 

start a 

reconciliation



Click on the drop down 

to choose the inventory 

location being reconciled



CT WiZ will conduct a Pre-

Check to determine if you 

are ready for reconciliation.

If you have any open 

Reconciliations or pending 

issues, CT WiZ will not let 

you proceed. 

This pop-up allows you to 

view and resolve any issues.

For details on how to resolve 

the issues see the mini 

reference ‘How do I prepare 

for a reconciliation?’
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1. Create reconciliation Description (ex. May 2018 fridge)

2. Choose who the reconciliation is Authorized by.  

3. Enter the Begin Date.

Begin Date:  The day after your most recent reconciliation was closed. After your initial 

reconciliation, your date should default. 

4. Enter the End Date.

End Date: The current day OR the last day you created and administered any vaccine OR 

made any adjustments and counted your inventory on hand  
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You should physically count your 

inventory now.

To create a worksheet that you 

can use when counting:

1. Click the Links drop down.

2. Click on Vaccine Inventory 

Reconciliation Worksheet. 

3. Print out the worksheet that 

will pop up in a new window. 

You should not count any expired 

vaccines.  These should already 

have been be removed from your 

storage unit upon expiration 

date, adjusted for in CT WiZ, and 

returned according to VFC 

regulations. 
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Once you have counted the inventory, fill in the number of each 

vaccine counted under the Ending column.  Be sure to press 

enter on your keyboard or it will not tally. (1) 

Review the Differences column. (2)  If there is no discrepancy 

for a vaccine you will see 0. If there is a discrepancy you will see 

the number in red.  

If you find a discrepancy, recount to ensure no boxes or doses 

were missed. You will need to locate or otherwise account for 

the vaccine before closing the reconciliation.

If you are unsure about a specific vaccine discrepancy, you can 

click on the Reports link which will allow you to run a Transaction 

History Report which may help you account for vaccine. (3)

When all vaccines are 0, click Update to save your work. (4) You 

can save your work and come back to it later to finish.  
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Once your reconciliation is Closed and you click Update, your inventory will be adjusted. 

You will NOT be able to make any corrections. 

Once your inventory is 

balanced:

1. Choose CLOSED from the 

drop down.

2. Click update to complete 

the reconciliation. 
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