User Manual & Just in Time Training Guide:

How to Receive and Transfer KS-CRA Inventory


Purpose: To receive and transfer inventory when needed
Time Period: Once inventory has been physically received or physically transferred to another organization
Procedure Steps for Receiving:

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 receiving inventory for
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3. Select “Inventory” on the left side control panel.  Depending on the type of provider your organization is, you could be receiving vaccine, medication or PPE inventory.
4. Select the appropriate category of inventory.

5. Select “Pending Inventory Transfers” option to the right of the main menu.
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6. If inventory has physically been received then click on the “Received” button to the right of the inventory line item.
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7. A pop-up date box will appear.  Fill in the date of the physical receipt of the shipment and press OK.  Note:  it is possible to back-date the receipt date
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NEW USER TRAINING: This training is designed specifically for people that are

accessing KSWeblZ for the first time or just started using the system. Because tunover
happens, we want to make sure that we offer a basic comprehensive training to bring your new
employees up to speed. We will be reviewing logging in, demographics, adding history,
administering vaccinations, printing reports, and basic inventory management. In addition, if





8. Inventory is now in the on-hand inventory and ready to be administered.
Procedure Steps for Transferring:
1. From the homepage of Kansas Countermeasure Response Administration (KS-CRA), select the default provider and clinic of choice. Note:  this will be the clinic you are transferring inventory from
2. Select “Inventory” on the left side control panel.

3. Select the appropriate inventory category within the submenu.

4. Select “On-Hand” under the inventory submenu.
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5. From the list of inventory fill in the radio button to the left of the line item to transfer, then click on the “Transfer” button.
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6. The date and Source Inventory Location Information will be filled out for you.  You will need to fill out the Destination and quantity info.

a. Destination Inventory Location – Use the drop down list to locate the location you will be transferring the inventory to. 
b. Quantity – Fill in the number of units to transfer.  Note:  make sure the quantity is consistent with the unit of measure
c. Authorized By – Choose the person that authorized this transfer.  
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7. Select the “Create” button at the lower right hand side of the screen to finish creating the transfer.  
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