
VIMS Inventory Transfer Requests 
Hospitals as COVID-19 Vaccine Distribution Hubs 

A hospital acting as a hub is responsible for ordering  COVID-19 vaccine for redistribution to affiliated practices, 
recording all transfers in the Vaccine Inventory Management System (VIMS) on the day they occur, and reconciling 
your facility’s vaccine inventory weekly.   

Add items to Transfer Out Request  

1. Select Transfer from the left menu.  

2. Scroll past the heading and click above the empty table.  

3. VIMS will display a pop-up menu that contains a list of all vaccine in your inventory. 
Use the side bar to scroll through the list, or enter a value to search for a specific 
vaccine.  

4. Click Insert for each transferred item. This will add a line to the table on the page 
below the pop-up menu.  

5. Close the pop-up menu.  

6.    Indicate the quantity and reason for the transfer, as well as the practice that will 
receive the transferred inventory for each line item. As quantities are added to 
the inserted lines, the ending # doses on hand value will update to reflect your 
remaining inventory. 

7. Once all information has been added, select Submit Transfer. The transferred doses 
will be decremented from your inventory.  

You may enter transfers to multiple practices on separate lines within the same transaction, however only one 
Transfer Request may be submitted to the Immunization Program per day.  


