User Manual & Just-in-Time Training Guide:

KS-CRA Inventory Management
Purpose:  KS-CRA is setup to manage vaccine and antiviral inventory issued by the federal government and allows users to account for and track every vaccine/medication that is entered.  
Topics Covered:

· Viewing Inventory

· Reconciling Inventory

· Editing Expiration Dates (only to be done when the FDA has issued an extension)
Viewing Inventory:

1. From the KANPHIX Portal Window log into Kansas Countermeasure Response Administration (KS-CRA).

2. From the homepage of KS-CRA, select the default provider and clinic of choice. Note:  this will be the clinic you are managing the inventory for
3. Select “Inventory” on the left side of the screen. Depending on the type of provider your organization is, you could have vaccine, medication or PPE inventory.

4. Select the appropriate inventory category.  The below screenshot shows a sample Medication Inventory.  You will then see a list of all on-hand, unexpired inventory maintained by your facility.
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5.  The default list of inventory items does not show items that are expired or items whose Quantity On-Hand is zero.  To view all inventory items, click on the drop-down menu under “Status.”  Select the “(ALL)” option.  
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6.  When you select this option, your full inventory will be shown on the screen.  As you can see, items that did not previously show, because the Quantity On-Hand was at zero, now shows in red.
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Reconciling Inventory:
1. Locate the inventory item of interest and click on the radio button next to the actual item that you want to make adjustments for, and then click on “Adjustment.”
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2. Fill in the “Date”, select the “Reason” for adjustment and then enter the number of doses being adjusted.  Note:  This number will either be positive or negative depending on what type of adjustment being made.  If you need to add to your inventory, enter a positive number.  If you need to subtract from your inventory, enter a negative number.  Enter any comments that may apply and hit the “Create” button.
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Editing Expiration Dates:
1. Locate the inventory item of interest and click on the radio button next to the actual item that you want to make adjustments for, and then click on “Edit.”
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2. Change the Expiration date to the new, FDA-issued date and then hit “Update.”  DO NOT change the Unit of Measure (UOM).
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