
Go to http://kids.phila.gov/ and login to the KIDS Plus IIS

1. Select “Reconciliation” from the left-side, navigation panel (in blue).

2. Click on “Add Reconciliation” in the upper right hand corner.

3. Select YOUR clinic’s Inventory Location (it begins with your clinic’s PIN).
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4. Type in a unique description name for this particular reconciliation period 

(example: May Reconciliation).

5. The “Begin Date” will be automatically set to the day AFTER your previous 

Reconciliation.

6. The “End Date” is the date you are completing the reconciliation (enter today’s 

date).

7. Status should remain defaulted to “Open”.

8. Click the “man in blue” icon   and YOUR name will populate in the box.

9. Click “Create”.
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10. Enter the number of doses you physically have in your storage unit today in 

the “Ending Inventory” column.

11. After all of that information is entered, click “Update.”

12. After the page has refreshed, the number in the “Inventory Difference +/-” 

column will change.

13. Enter the number showing in the “Inventory Difference +/-” column into the 

“Aggregate Administered” column. Enter it with a “-” symbol in front of the 

number (example -20).

14. Click “Update” again.
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15. After the page is refreshed, your “Inventory Difference +/-” column should 

read zero (0).

16. If you have all zeros in your “Inventory Difference +/-” column, you may close 

your inventory by changing the status to “Closed.”

17. Click “Update” again to officially close your Reconciliation Report.
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