
Overview of the CIR (COVID 
Immunisation Register) Inventory 
and Logistics Portal

Inventory for both Facilities and Sites can be 
managed using the CIR.
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Order and Inventory Process Overview
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Overview of the Inventory Portal
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Supplier Order Transfer Order

Record details and ‘Create 
Order’

Approving an Order

Click Order in ‘Items to 
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Dispatch the Order

Dispatching an Order

Update Quantity and ‘Receipt 
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Setting up a Location 

Locations will be set up with 
Storage Accreditation

Recording Demand

Record the forecasted 
demand in Vials.
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Products | Overview
Products which can be ordered in the Inventory Portal are uniquely identifiable by product SKU.

Note: The view below is to provide additional context on Products and will only be viewed and 
updated by Ministry of Health Administrators.

The related product section shows equivalent of that product in other units. For example, the related products of One 

‘Fifteen pack’ will be able to be re-worked into three ‘Five packs’ or ‘Fifteen vials’.

The Price Books for a Location govern what products a particular Location is able to order, based on the storage 

accreditation for that Location. 

The Storage Accreditation and Quantity Unit of Measure is are the two things which distinguish a Vaccine Product. 
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Locations | Overview
A Location is a place with a specific address, where the management and storage of the
vaccine/product takes place. There are two different location types in the CIR, Facilities and Sites.
A Facility is a parent record for a Site, so a Facility can be a parent location of one or many Site(s).

The Storage Capacity and Accreditation for the Location is listed at the bottom of the Location Record. The preferred 

Inventory Delivery Days and times can also be recorded here. 

Incoming/Outgoing Orders and Demand will be reflect under the corresponding headings 

The Assets and Quantity of each Asset at this Location
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The Shipping Address is where the orders will be delivered for this Location 
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Demand for a particular asset can be viewed under ‘Demands’
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Order Process

Inventory can be ordered using the CIR in two ways; 
direct from the supplier using a ‘Supplier Order’ or 
from transferred from another Location using a 
‘Transfer Order’



1. Supplier Orders

A supplier order is an order where the stock will come 
directly from a logistics centre and the order must be 
approved by the Ministry of Health team. 

Users must be associated with a Location to place a 
Supplier Order.



Supplier Orders | Create Supplier Order
Go to ‘Locations’ and select the 

Location you are ordering for

Click ‘New Order’

Select ‘Supplier’ and click ‘Next’
Select a Delivery date and click 

‘Create Order’
Select the ‘Order Number’ and, next to 

‘Order Products’, click ‘Add Products’

Select the Products to order

Note: Only Products which match the 
Locations storage accreditation will be 

available to be added.

Record the Quantity of each Product and click ‘Save’

Note: The quantity refers to the number of the product 
ordered, not the number of vials. For Example: Ordering 

10, 15 packs, will be an order of 150 Vials
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Supplier Orders | Approval, Dispatch and 
Receipt

Click ‘Receipt Order’, check/update 
the Quantity and click ‘Receipt Stock’

The ‘Stock on Hand’ under ‘Assets’ on the Location will be updated with the new 
Stock

Once you have added Products to 
the order, click ‘Submit for Approval’

Once approved and dispatched click 
the Order

Receipt Order

Approval

Note: Once approved the order 
will be sent to the supplier. Once it 
has been dispatched the approver 

will update the order with the 
dispatch information and it will be 

ready to be receipted.
Further detail can be found in the 

detailed training materials.
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2. Transfer Orders

A transfer order is a transfer between two locations, 
for emergency transfers or end of day returns 
between locations.

Users must be associated with a Location to place a 
Transfer Order.



Transfer Order | Create Transfer Order

As the receiving Location go to 
‘Locations’ and select the 

Location you are ordering for

Click ‘New Order’

Select ‘Transfer’ and click ‘Next’
Record order details and click 

‘Create Order’
Select the ‘Order’ record and, beside 
‘Order Products’, click ‘Add Products’

Select the Products to Order

Note: Products available to be added will be 
based on the location’s storage accreditation

Record the Quantity of each Product and click ‘Save’

Note: The quantity refers to the number of a particular 
product ordered, not the number of vials. For Example: 

Ordering 10, 15 packs, will be an order of 150 Vials

Note: This flow shows how to create a Transfer Order as the Receiving (Ordering) Location.
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Transfer Orders | Allocation, Dispatch and 
Receipt

The ‘Stock on Hand’ under ‘Assets’ on the Receiving Location will be 
updated with the new Stock

11. Receiving Location: go to Incoming 
Orders, select the Order, click ‘Receipt 

Order’, update Quantity and click 
‘Receipt Stock’

Receipt Order

Sending Location: go to Outgoing 
Orders, select the Order and click 

‘Allocate Stock’, 

Allocation

Note: Once Stock has been 
allocated by the sending location it 

can be dispatched. Once it has 
been dispatched the sending 

location will update the order with 
the dispatch information and it will 

be ready to be receipted by the 
receiving location. If the receiving 
location is a mobile site then its 

location can be specified alongside 
the Allocation. 

Further detail can be found in the 
detailed training materials.

Select the Stock to Allocate, click 
‘Allocation Stock’, then ‘Finish 

Allocation’

Once Stock has been allocated to the 
order, click ‘Dispatch Order’

Dispatch Stock
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Assets

Assets at a Location can be updated through; stock 
re-work; stock adjustment; quarantine stock; 
recording consumption; or, stock on hand.



Assets | Stock Re-Work

From the Location record, click on 
the Asset to Re-Work

Select the Batch and click ‘Stock Re-work’

Select the relevant Re-work option. This could be an 
update to the Unit of Measure or the Storage 

Accreditation’ and click ‘Next’

Stock Re-Work

Record the ‘Quantity’, check the other details and click 
‘Complete’ to Re-Work the Stock
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Assets | Stock Adjustment
Stock Adjustment

From the Location record, click on 
the Asset to Adjust

Select the Batch and click ‘Stock Adjustment’

Record the Quantity to Increase or Decrease and a Comment, click ‘Save’.
Note: the Quantity is measured in whole vials.

The adjustment will be recorded 
under ‘Transactions’
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Assets | Quarantine Stock
Stock Quarantine

From the Location record, click on 
the Asset to Quarantine

Select the Batch and click ‘Quarantine’

Record a Comment as to why the Stock is Quarantined, click ‘Save’.
The quarantined Stock will be 
recorded under ‘Transactions’
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Assets | Release Stock from Quarantine
Stock Quarantine Release

From the Location record, click on the 
Asset to Release from Quarantine

Select the Batch and click ‘Quarantine’

Record a comment as to why the Stock is Released from Quarantine, click 
‘Save’.

The Release from Quarantine will be 
recorded under ‘Transactions’
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Assets | Record Wastage
Stock Quarantine

From the Location record, click on 
the Asset to Record Wastage

Select the Batch and click ‘Wastage’

Check the Date, record the Quantity of Wastage, the Wastage reason and 
any Comments, click ‘Save’.

The Stock Wastage will be recorded 
under ‘Transactions’

1

3

2

4



Assets | Stock Consumption
Stock Consumption

From the Location record, click on the 
Asset to record as consumed

Select the Batch and click ‘Record Consumption’

Record the Quantity to Decrease, Select Record Consumption, click ‘Save’.
Note: the Quantity is measured in vials

The consumption will be recorded 
under ‘Transactions’
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Assets | Stock On Hand
Stock On Hand

From the Location record, click on the 
Asset to record as Stock on hand

Select the Batch and click ‘Record Consumption’

Record the Quantity to Decrease, Select Record Stock On Hand, click ‘Save’.
Note: the Quantity is measured in vials

The Stock On Hand will be recorded 
under ‘Transactions’
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