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A.  Logging In and Logging Out of the PA-SIIS 
 

Every PA-SIIS user is assigned a unique username and password by registry staff. This security measure 
ensures that only authorized personnel have access to the PA-SIIS database. You must know your 
username and password to log into PA-SIIS. 

 
As an additional security measure, the PA-SIIS will time out after a period of inactivity. This is to prevent 
someone else from using your computer and connection if you step away without logging out. If the system 
times out, you must re-log in to resume using the system. 
 
To log into PA-SIIS: 

 
1. Using your Web browser, navigate to the PA-SIIS Web site: 

 

https://siis.health.state.pa.us/siis 
 

2. When the login screen appears, enter your user name and password into the appropriate fields. 
The password will display as a series of asterisks (****) for security purposes. 

 
 
 
 
 
 
 
 

3. Click Submit. Users logging into the PA-SIIS for the first time will receive the user agreement 
acknowledgement screen. Please review the agreement and accept the agreement by selecting 
yes. 

 

  

https://siis.health.state.pa.us/siis
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4. The Avanza Systems screen displays. From here you can access the print reports, inventory, my 
settings and clinic settings. 

 

 
 
To log out of the PA-SIIS: 

From any screen within the PA-SIIS, click the Log Out button. The system logs you out and displays 
the login screen. 

  

B.  Generate Clinic Inventory Report: 

 
Follow the steps below to generate your clinic inventory report: 
 

 
1. Select the Print Reports button on the left-hand side of the Avanza Systems screen. 

 
2. Select Clinic Inventory from the select report screen and select Generate. 
 
3. Verify that your clinic name is in the Choose Clinic field and select Submit. 
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C.  Clinic Settings: 

 
Every practice must validate all of the clinic information contained on this screen for content accuracy to 
assure a timely approval and delivery of vaccines for every order that is placed. 
 
Follow the steps below to verify clinic properties. 
 
1. Select the Clinic Settings button on the left-hand side of the Avanza System screen. 
 
2. Verify that your practice name is in the Clinic Name field and update any additional information as 

needed. 
 
3. Click on the Update button to save the updates. 
 
4. Click on the Ok button to confirm the Edit Clinic was accepted and then Cancel at the bottom of the 

Edit Clinic Screen. 
 

 
 
 

D.  Reconciling Inventory: 

 
 

Follow the steps below to adjust the current volume of a given inventory item due to spoilage, waste, 
unaccountability, etc.: 
 
1. Select the Inventory button on the left-hand side of the Avanza System screen. 

 
2. Verify that your clinic name is in the Choose Clinic field. 
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3. Select the applicable inventory item by clicking directly on the vaccine (blue hyperlink). The Edit 

Inventory Item screen will appear. 
 

4. Click on the Reconcile button at the bottom of the Edit Inventory Item screen. The Add New 
Reconciliation Note screen will appear. 

 

 
 

 

5. The date field will default to today’s date. This date can be modified if necessary.  
 

6. In the Type field, select the appropriate reconciliation type: 
 

 If subtracting doses from the inventory item, use reconciliation type Administered (-),  
 Wasted (-), Spoiled (-), or Unaccountable (-). 

 If adding doses to the inventory item, use reconciliation type Unaccountable (+). 
 

7. Enter the number of doses that were administered, wasted, spoiled, unaccountable (-), or 
unaccountable (+) in the Volume field. 
 

8. Click on the Update button to save the transaction. The Edit Inventory Item screen will appear. 
 

9. Verify that all information is correct and select the Update button on the bottom of the Edit Inventory 
Item screen and then select OK to return to the Edit Inventory Screen and then select Close 
Inventory to return to the Avanza System Screen. 

 
 

Inactivating Inventory Items 
 

When the CURRENT VOLUME of a vaccine item reaches zero (0): 
 

1. Select the Inventory button on the left-hand side of the Avanza System screen. 
 

2. Maximize the Edit Inventory screen by clicking on the box “” beside the “x” in the top right hand 
corner of the screen (if it is not already maximized). 
 

3. Verify that your clinic name is in the Choose Clinic field. 
 

4. Select the applicable inventory item by clicking directly on the vaccine (blue hyperlink). The Edit 
Inventory Item screen will appear. 
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5. Uncheck the “Active” box (as appears above) and select Update on the bottom of the Edit 
Inventory Item screen to save the changes. 

 

E.  Inventory Management: 

 

Part 1:  Ordering Vaccines 

 

   Follow the steps below to electronically order vaccines within PA-SIIS: 
 

1. Select the Inventory button on the left-hand side of the Avanza System screen. The Edit Inventory 
screen will appear. 

 

 
 

 
2. Verify that your clinic name is in the Choose Clinic field. 

 

3. Click on the Orders button at the bottom of the Edit Inventory screen. The Edit Orders screen will 
appear. 
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4. Your clinic name will automatically default in the Clinic field. Select the Add Orders button at the 

bottom of the Edit Orders screen. The Add New Order screen will appear. At the top of the Add 
New Order Screen you will see a notes field: This field should be used to explain rush orders in 
order to prevent approval and shipment delays. You will also notice two radial buttons requesting 
you to attest your temperature log is current and maintained, and that you completed your inventory 
reconciliation (section C) prior to submitting your current vaccine order. 
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5. Locate the vaccine and trade name of vaccine requested. Enter the vaccine doses quantity being 
ordered under the “VFC” funding source of the vaccine requested. 

 
6. Select the Update button on the bottom of the Add New Order screen. 

 

7. Select the Ok button on the Add New Order screen. The Edit Orders screen will appear. 
 

8. The order will now appear in the Edit Orders screen with a status of “Pending Approval”.  Click on 
Cancel button and the Edit Inventory screen will appear. 

 
After your vaccine order is created in the PA-SIIS, the order will be reviewed and processed by the PA 
Department of Health, Division of Immunizations. You will receive an email notification after the order is 
approved and shipped. Also, an electronic shipment will automatically be created in the PA-SIIS for 
your approved order. Please review the instructions in Part 2: Receiving PA-SIIS Electronic 
Inventory Shipments for receiving your electronic shipment within the PA-SIIS. 
 

Part 2:  Receiving PA-SIIS Electronic Inventory Shipments 

 

Follow the steps below to receive a PA-SIIS electronic inventory shipment: 
 

1. Select the Inventory button on the left-hand side of the Avanza System screen. 
 

2. Verify that your clinic name is in the Choose Clinic field. The new inventory item will appear on 
your list of current active inventory, the current volume will be “0” (if you don’t already have that lot 
number in your inventory). 
 

3. Select the Shipments button on the bottom of the Edit Inventory screen. The Edit Shipments 
screen will appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. Under the Receiving section, select the blue hyperlink of the shipment number for the shipment 

that you are receiving into the PA-SIIS (e.g., 11763). The Edit Shipment screen will appear. 
 
 
 
 
 
 
 
 
 
 
 

  



 

G:\SIIS Manuals\Employee Training\Level 4 -Employee Training Manual (April 2015) 9 

5. Click on the Receive Shipment button on the bottom of the Edit Shipment screen. The Receive 
Shipment screen will appear. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

6. Type the volume that you received in the “Total Vol. Received” column.  
 
7. Select Yes under the question, “Is this shipment complete?” and then click on the Update button on 

the bottom of the Receive Shipment screen. The Edit Shipment screen will appear. 
 

8. Verify that all information is correct and select the Update button. The Edit Shipments screen will 
appear. 
 

9. The shipment that was received will have disappeared from the Receiving section of the Edit 
Shipments screen. Click on Cancel and the Edit Inventory screen will appear (with the new 
volumes added to your current inventory). 


