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Record a stocktake 

This information is OFFICIAL 

 

1. With the Supply Dashboard open, click the Site Information & Stock button.  
 

 

 

 

2. A pop-up will appear from the right. Click the Update Stocktakes button.  
 

 

 

 

 

  

Site Information & Stock button 

Update Stocktakes button 
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3. The Site Stock Manager app will open. Click the Add new record button.  
 

 

 

 

 

 

 

 

 

 

 

 

  

Add new record button 

 

📌 Note 
 

If you wish to submit a zero stocktake, you can select this at the top of the page and 

no further information is required. Simply click submit.   
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• A pop-up appears from the right.  
 

• The Record Date field is pre-populated with today’s date.  
 

 

 

 

4. Click inside the Vaccine box and select the required vaccine type from the dropdown 
menu.  

 

 

Record Date field 

 

Vaccine box 
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5. Use the scroll bar at the right to scroll down to the Batch data entry section and in the 
Batch Number box type the relevant batch number.   
 

6. In the Quantity in Vials box type the number of unopen vials you have in stock. 
 

7. Click inside the Use by Date box and select the expiry date of the vaccine from the 
calendar pop-up. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. Multiple batches can be recorded in one transaction. To add an additional batch, click 
the Add another batch button.  

 

 

 

 

 

 

 

 

 

 

  

Batch 

Number box 

Quantity in 

Vials box 

Use by Date 

box 

Add another 

batch button 



 

 
Record a stocktake – V1.0           Page | 5  

 

9. Once all batches have been entered click the Add record button.  
 

 

 

 

 

 

 

 

 

 

 

  

10. The SC Inventory dialogue box will be displayed. Click the Submit button at the 
bottom right of this dialogue box.   

 

• A green status box with the message Edits successfully applied will appear at the 
top of the screen to show that the action has been successful. 

 

 

 

 

Add record button 


