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Transferring vs. Borrowing

• Transferring vaccine means moving vaccine from one CVP clinic 

to another. Or to document a transfer from your own storage 

location to another storage location.

• You cannot document a “transfer” in CT WiZ to a clinic that is not 

currently ordering vaccines in CT WiZ. Please refer to the transfer 

table document for more detail.

• Borrowing means using private vaccine to vaccinate a VFC 

eligible child or using VFC vaccine to vaccinate a non-VFC 

eligible child. You would document a borrowing situation in the 

"Inventory On Hand Adjustment"screen.



In this unit you will learn how to:  

• Initiate a transfer of vaccine to another clinic

•Accept a vaccine transferred from another 
clinic

• Transfer vaccine internally from one storage 

unit to another

• Where to find and run detailed reports on 
transfers

You will need a pop-window to complete a 

transfer.  Make sure your internet browser is 

not blocking pop-ups!
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Before you begin, make sure  you 

have selected the correct Provider 

and Clinic



1. Click on Inventory

2. Click on Vaccines

3. Click on On-Hand
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Click on the 

Action drop down 

for the selected 

vaccine.  

Click on Transfer



Complete required fields in the transfer 

screen:

1. Enter the Date and Time of the transfer.

Information on the Source Inventory will auto-

populate.

2. Select the vaccine destination from the drop 

down. Be sure to select the correct clinic and 

storage location. If transferring MMR be sure to 

find out from the destination clinic if they 

store MMR in their freezer or refrigerator.

3. Enter the number of doses being transferred.

4. Enter a comment about why the transfer 

occurred the date it was transferred and the 

clinic name.

5. Click on create.

If you do not see the clinic listed in the 
destination location, this indicates that the 
clinic is not ordering vaccine in CT WiZ. 

If this is the case, cancel the transfer in CT 
WiZ. Then enter a vaccine “adjustment” 

with reason code: “Transfer to offline 
clinic”. Submit a paper transfer form to CVP.

Please refer the Transfer Table document for 
detailed instructions.
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Internal Transfer

If you need to transfer vaccine internally 
from one storage unit to another complete 

the steps outlined below. Select your 
clinic as the destination location. This 

may happen if you accidentally place 
vaccine in the wrong storage 
location. Please be sure to explain the 

reason for the transfer in the clinic 
Comment field.

Complete required fields in the transfer 
screen:

1. Enter the Date and Time of the transfer.

Information on the Source Inventory will 

auto-populate.

2. Select the vaccine destination from the drop 

down.

3. Enter the number of doses being transferred.

4. Enter a comment about why the transfer 

occurred the date it was transferred and the 

clinic name.

5. Click on create.
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Receiving a transfer

This method is used 

to add vaccine to 

your inventory when 

it has been 

transferred to 

your inventory 

location.

1. Click on 

Inventory

2. Click on Vaccines

3. Click on On-Hand
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Click here to 

view pending 

transfer



Click 

on Received



When you click 

Received, this 

pop-up window 

will open.
1. Enter the 

date* transfer 

was received.

2. Enter the 

time transfer 
was received.

3. Click OK.

Once you click 

OK the 
transferred 

vaccine is added 

to your inventory 

in CT WiZ.
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* Please note, it's important to use the correct date 

you received the vaccine transfer as it may impact 

your reconciliation and the availability of the 

vaccine to be administered.



There are two reports 

that you can use for 

vaccine transfer:

1. Inventory Pending 

Transfer.
2. Inventory Transaction 

Inquiry.

These reports can 

be found in the "Reports" 
module under "Inventory 

Management – Vaccine" 

heading.
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This report generates a list of all transfers still waiting to be received. 

This report may be crucial during reconciliations!



Provider is the only 

required field. 

However, if you don’t 

include a date range, 

it will run a report 

over the entire time 

your practice has been 

in  CT WiZ. 

If you don’t specify a 

vaccine, all vaccines 

will be selected. 



Where the Vaccine 

Went  

Transfer Date

Overview of Entire 

Transfer
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This report can be used to find inventory transactions, of 

any type, that have been made in CT WiZ.



The only 

required field is 

the Provider, 

but you do need 
to fill in at least 

one other field 

of your choice.



The report will 

look much like 

the other 

available reports. 

However, at the bottom of the 

report it will break down all the 

transactions by type for the given 

date range.


