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WHAT DOES IT MEAN TO ‘PREBOOK’ for Influenza “Flu”? 
Beginning with the 2025-2026 influenza season the NYS Vaccine Program will be requiring enrolled providers to prebook 
all Vaccines for Children (VFC) and Vaccines for Adults (VFA) flu vaccine.   
 
Prebooking influenza is a process in NYSIIS where providers reserve doses for the upcoming season.  Prebooks placed in 
NYSIIS will replace traditional ordering for influenza vaccine.  The prebook will be used to send doses to you as we 
receive supply at the McKesson distribution warehouse.  
 

FIRST STEPS 
Prebooking flu vaccine is performed in NYSIIS. Users must have valid HCS and NYSIIS accounts and have taken NYSIIS 
training prior to accessing this functionality. 

 

ACCESSING NYSIIS 
Access NYSIIS via the Department’s Health Commerce System (HCS) Enter the Web Address: 
https://commerce.health.state.ny.us 
Log in to the HCS Portal with your unique ID and password. 
 
Note: First time users must add the NYSIIS application to the My Applications section of the HCS Portal. This only needs 
to be added once and will remain in My Applications for all future access. 
 

• From the top navigational bar, click on My Content then select All Applications. 
• Click on the letter “N” and scroll down to locate NYSIIS - Production. 
• Click on the green plus sign (+) to the far right. 
• The application will automatically appear on the left side bar under My Applications.  

 
From the HCS Homepage, click on NYSIIS – Production in your My Applications panel. 
 

 
 

IMPORTANT DATES FOR 2025-26 
 

Flu Prebook Open June 30th 2025 to June 30th 2026 
Allocations Weekly on Tuesdays (beginning 10/14/2025) 
Days to accept after allocation 7 days before doses are automatically declined 

  



CREATE PREBOOKING 
1. On the left side menu panel under the Inventory heading, click on Create Prebooking. This 
prebooking screen will display your Vaccine Program PIN, organization contact info and delivery 
hours. 
 
2. Select FLU PREBOOK 2025-26 in the “Event” drop down.  
 
3. Select a campaign in the “Campaign” drop down. You will only have one option depending on 
whether you are a VFC or VFA provider.  
If you do not think you have the correct campaign for your enrollment type (i.e. you are a VFA 
provider and have “Flu_Prebook_Pediatric”), please stop and reach out to nyvfc@health.ny.gov.  
 

 
4. Once you have selected both “Event” and “Campaign” vaccines available to prebook will display in the table below. 
 
5. In the “# Doses to Prebook” column, enter the number of doses of each brand your location wants to receive in the 

next allocation. 
 
6. Once you’ve selected all doses you want to request for the campaign, click the Submit Prebook Request button.  

 
 

7. You will be redirected to the Prebook Request Status page, which will show you the number of doses you have 
prebooked.  
 

8. As we near the beginning of Flu Season (generally mid-August) you will need to watch your email carefully for a 
notification of when the distribution of doses will begin. You will need to take action once doses have been 
allocated to you in order to receive a shipment of vaccine. (See Accepting Allocated Vaccine Below) 

mailto:nyvfc@health.ny.gov


ACCEPTING ALLOCATED VACCINE 
 
1. On the left side menu panel under the Inventory heading, click on Manage Prebooking. 

 
 
 
 
 
 
 
 
 
 
 
 

 
2. Select FLU PREBOOK 2025-26 in the “Event” drop down.  
 
3. The Prebook Request Screen will display a listing of doses you prebooked for this season, along with the status of 

those requests (See: Glossary for explanation of statuses). 
 
4. If doses have been allocated to you, they will appear in the “Available Now” column.  
 
5. Select vaccine by clicking the checkbox on the Select column and then click the “Request or Deny Vaccine” button.  

 
 
 



6. In the “# Doses” column, enter the number of doses you are ready to receive and press “Submit.”  

 
 
 

7. If you accept fewer than the total allocation you will see a validation screen.  You have two options: 
•  Accept and Hold Remaining: The doses accepted will be ordered.  The remaining allocation will be held 

for seven days.  If you do not accept the remaining allocation within seven days, the doses will return to 
the pool, the status will be “shipped” and you will not be able to receive any additional doses from this 
prebook. 

• Accept and Decline Remaining: The doses accepted will be ordered.  The remaining allocation will be 
returned to the pool, the status will be “shipped” and you will not be to receive any additional doses 
from this allocation. 



 
8. IMPORTANT: If you do not accept an allocation within 7 DAYS, the doses allocated will return to the pool 

and your prebook status will be “declined.”  Please make sure you are checking for an allocation at least 
twice per week.  (TIP: Allocations will be made on Tuesdays, so checking and accepting allocation on 
Wednesday is ideal.) 

 
9. Declining doses, using either the “decline all” or “accept and decline remaining” places the prebook line in 

“declined” or “shipped” status. Allocations cannot be made to prebooks in these statuses. You will need to 
place a new prebook to receive additional doses.  

 

 
 

10. If a substitution is allocated to you, it will be highlighted in blue and can be requested or denied in the same 
manner as any other allocation.  
 

11. Accepting an allocation automatically generates an order. To view the status of the order, use Manage Orders as you 
would any standard Vaccine Program order. 

  



MANAGING OR EDITING PREBOOKING 
Once you have submitted a prebook, you may edit it at any time.  

 
 
1. On the left side menu panel under the Inventory heading, click on Manage Prebooking. 
 
2. Select FLU PREBOOK 2025-26 in the “Event” drop down. This is the only option to select. 
  
3. The Prebook Request Screen will display a listing of you prebook requests for this event, along 
with the status of those requests. 
 
 
 
 

 
4. If you would like to make an edit to an existing prebook, click the box for the line(s) you wish to edit and click 

“Edit Prebook Request” in the upper right-hand corner  
 

 
5. NYSIIS will display the Modify Prebook Request screen. Change the number of doses you wish to prebook and 

click “Submit Updates.” 
 

6. Note: Providers can modify an original request if none or if a part of the Prebook has been allocated. If the 
prebook has been fully allocated, it is not possible to modify the prebook.  Instead, you will need to create a new 
prebook.  



MANAGING AND ACCEPTING ORDERS 
With prebooking, once you have requested vaccine allocated to you in the Prebook Module, an order is automatically 
created with a status of Final-Approved. This means it’s already been approved by the Vaccine Program and is ready to 
be sent to the CDC for fulfillment. 
 
1. To view the status of your flu order, click Manage Orders on the left side menu panel under the Inventory heading. 

 
 
2. You will see a list of any current orders and their status. 

 
3. To see the order details, click the Status hyperlink to review your order. 

 



 
4. After your order has been fulfilled and shipped by the CDC, your order will display as Shipped. 

5. When your shipment is physically received, check it over. Make sure you received what was ordered and approved 
and no vaccine has been damaged in transit. After placing the vaccine into your storage unit, you will log into 
NYSIIS and accept these vaccine lots into your NYSIIS inventory. 

6. Public vaccine inventory is auto populated when NYSIIS order has been accepted 

7. On the left side menu panel under the Inventory heading, click on Manage Order. 

 
 

8. Check the Current Orders list  
 

9. Click “SHIPPED” under the Status header, this will open the order. 

 

 
10. Click “SHIPPED” next to the vaccine line item 
 

 
 
 
 
 



11. Click “Accept Transfer” 

 
 
 
12. Properly accepting vaccine orders will automatically add vaccine, and all pertinent information, to your inventory. 
 
13. Choose Manage Inventory 
 

 
 
14. Open Show Inventory to see all inventory in NYSIIS 

 
  



 
15. Your inventory will show the details on the vaccine added - Trade Name, Lot Number, Total number of doses, and 

Expiration date. 
 

 
  



GLOSSARY OF TERMS 
 

Term Definition 
CREATING A PREBOOK 
Prebook Request to reserve prebook-able vaccine (i.e. Flu)  
Event NYSIIS name for opportunity to prebook vaccine (i.e. Flu Prebook 2025-26) 
Campaign NYSIIS assigned grouping which governs what brands are available for a prebook 
ACCEPTING AN ALLOCATION 
Allocation Prebooked doses that have been made available by the Vaccine Program 
Pool All doses available to the Vaccine Programs to be allocated to provider prebooks 
Accept all Request all allocated doses be sent now, generates an order for the full allocation 
Decline all Requesting NO doses be sent now, returns all doses to the pool for later allocation. Places 

prebook in “declined” status, which can no longer be allocated to.  
Accept and Hold 
Remaining 

Accept some doses now, hold the remaining doses for seven days from hold request date; 
doses will remain available to be accepted at any time in that 7-day period. At the end of 
the additional hold period, doses will be auto-declined, which places prebook in “shipped” 
status, which can no longer be allocated to.  

Accept and Decline 
Remaining 

Accept some doses now, return the remaining doses to the pool. Places prebook in 
“shipped” status, which can no longer be allocated to.  

MODIFYING A PREBOOK – NYSIIS MANAGE PREBOOKING SCREEN 
Total Prebooked Total amount reserved for a particular brand for this season 
Total Allocated Number of doses you have been allocated by the Vaccine Program to date for this season 
Total Requested Number of doses accepted by the provider for this season 
Declined and Returned 
to Pool 

Total number of allocated doses which were not accepted by the provider  

Doses on Hand Number of doses in inventory 
Available Now Doses currently allocated, which the provider has not yet accepted or declined 
Fully Allocated Vaccine Program has allocated, and provider has accepted all your prebooked doses for this 

season. Prebook can no longer by modified and a new prebook needs to be entered for 
additional doses 

Prebook status  
Prebooked  Prebook request has been submitted. An allocation can be made in this status.  

Substitution Prebook request has been allocated but substituted with a different vaccine 
Allocated Displays when the prebook has been completely allocated (see fully allocated) 
Declined Some or all of the Prebook request amount was allocated, but the user declined it. No 

further allocation can be made to a prebook in this status.  
Shipped When a complete allocation is completely requested, or a partial allocation is partly 

requested, and the remaining is declined by the user. No further allocation can be made to a 
prebook in this status. 

Cancelled The user created a prebook request, then canceled or zeroed it out 
Late  Doses were prebooked after the end date of the prebooking period. An allocation can be 

made in this status. 
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