
 

Version: 2.0  Page 1 

Managing vaccine supplies 

Purpose 

To ensure that Book my Vaccine information reflects vaccines provided by your site 

When used 

Add vaccine types available at your site and when the vaccine is available 

End date vaccine types you are no longer offering 

Person responsible 

Site Administrator 

Before you begin 

• Determine the vaccines your site will provide 

• Determine when you will begin providing the vaccines 

• Determine the length of time you will provide the vaccines 

• You are logged in to the BMV admin portal 

For help: Email help@imms.min.health.nz or call 0800 223 987.  

Procedure 

Note: Screenshots have been taken from a test version of Book my Vaccine. The colours in your 

version may be different.   

To manage your vaccine availability: 

mailto:help@imms.min.health.nz
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Step Action 

1 Logon as the Site Manager in Salesforce. 

Note: Use this link: nibs.my.salesforce.com 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 

 

2 Click Vaccine Supplies. 

 

The list of vaccines you are offering is displayed. 

 

To add vaccines 
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Step Action 

3 Click New Vaccine Supplies. 

 

A list of vaccines is displayed. 

 

4 Tick the box to the left of the vaccine you are providing. The following screenshot is an example. 

 

5 Click Save. 

The vaccine is added to your vaccine list. 

 



Managing vaccine supplies 

Page 4  Version: 2.0 

Step Action 

6 Enter the date that the vaccine will be available at your location. 

Note: This is the first date that people can book for that vaccine. 

 

7 Click Save. 

To end date a vaccine 

8 If you know that you will only be offering this vaccine for a limited time, add an end date. 

Tick the box to the left of the vaccine to be end dated. 

9 Hover over the vaccine ended field. 

The Pencil icon is displayed. 

 

10 Click the Pencil. 

The calendar field is displayed. 

 

11 Enter the date or use the calendar to select the date. 

12 Press Enter. 

The Vaccine Ended field is highlighted. 

 

13 Click Save. 

The vaccine is updated. 

Next steps 

This procedure is complete. 


