
 

Quick Reference Guide: Reconcile Inventory- Integrated | Page 1 of 3 | Revised 12/2022  

 
Note: VFC and COVID-19 enrolled providers are required to reconcile every 
month, regardless of whether your site submits a vaccine order. Integrated 
sites manage inventory person by person, dose by dose. An investigation 
must occur if a discrepancy exists between the quantity on hand in 
imMTrax and physical counts in your fridge/freezer.  
 

 
Steps to Follow:  

1. Select VOMS 2.0 under the Inventory Management menu.  

 
 
 
 
 
 
 

2. VOMS 2.0 application opens.   
3. Select Reconcile, located under the Inventory menu.  

Note: If you have an 
outstanding order or transfer, 
you will see a warning. 
Please resolve the pending 
order/transfer before 
proceeding. 
 

4. Select the printer icon located on the Public and Private tabs (if your private 
inventory is managed in imMTrax). 
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5. Print the Reconciliation Worksheet for public and private inventory.  

 
 
 
 
 
 
 
 

6. Go to the vaccine storage units and write in the physical counts for each vaccine 
on the worksheet.  
 

7. Enter the number of doses for each vaccine in the Physical Counts column on 
the Reconciliation screen for public and private inventory.  

a. If a discrepancy occurs, investigate and adjust by selecting Adjust and 
entering Dose(s), Adjustment Category/Reason, and Selecting Save. 
Total Doses Off should equal 0.  

b. Acceptable Adjust Category and Reasons: 
1. Wasted Vaccine: Category=Wasted, Reason= Choose 

based on the situation. 
2. Spoiled Vaccine:  Category= Spoiled, Reason= Choose 

based on the situation.  
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8. Select the Submit Inventory button. 
 Note: Please ensure you click the Submit button and not the Save button. 
Clicking Save will not reconcile your inventory. 

 
 
 

 
 
 
 
 
 
 
 

9. A pop-up box appears “Success. Inventory Has Been Successfully Submitted.” 

Note: If you have an outstanding order or transfer, you will NOT 
be able to complete monthly inventory reconciliation (the physical 
counts boxes on the Reconciliation screen will be greyed out) 
until you accept the transfer. 




