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ADDING A NEW PRODUCT 

1. Using the Navigation Menu, click on Lot Numbers and then click 
Search/Add to show the Lot Number Maintenance Screen. 

 

2. Enter the lot number you are receiving or select the vaccine you wish 
to add, and click the Search button. (This step helps to prevent adding 
duplicate lots of that vaccine by showing which lots you already have). 

3. If your search does not indicate the lot is already in the system, click 
the Add button.   

4. Enter data for all required fields – written in red.  
a. Select the product name and corresponding DIN number. (A 

product name and DIN number must be entered for all 
vaccines that are being entered into the system). 

b. When selecting the DIN number ensure you are choosing the 
correct DIN for your funding source. (The DIN selected will 
affect how the quantity shows up in other areas of AVI). 

 

 
 
5. Click Save when finished. 

MODIFYING A PRODUCT 

1. In the Lot Number Maintenance Screen select from any of the 
dropdowns in the search field or enter a specific lot number. Clicking 
the Search button will bring up all lots that meet the criteria for your 
site and any site that places vaccine orders directly to you. 

2. Select the lot you wish to modify to display the Lot Number 
Maintenance Detail page. This screen provides all the information 
about the product: manufacturer, lot, expiry, funding source, etc. 

3. Click the Edit button. Update the information as required.   
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4. Use the Add Doses/Subtract Doses button to increase or decrease the 
quantity of the product. 

 

 

5. Select the reason for change and the number of doses added or 
subtracted then click Submit.  This will add or remove the doses from 
the Doses Available field. 

 

 

 

6. Click Save when finished 

 

Note: AHS Depots and Facilities should only receive publically funded lots 
through vaccine orders.  AHS Depot users can receive Cost Recovery, 
Research and Other funding sources into their inventory.   

Note: Facility users do not have the ability to add new lot numbers.  The 
add button will not appear in their Search/Add screen. 

 

 


