
Stock Transfer From Site to Site Quick Guide 
 

Create the transfer 

● From the Home 

tab, click on the 

Issue Inventory 

button   

● Click the Add New Issuing button  

● Click Next in the wizard 

 

Why are you 

issuing 

inventory? 

Select Transferring inventory to another site (but not filling an order) 

● Click Next 

● Begin typing the name of the site 

where the items are going, and 

select site from the drop down list 

● Click Next 

● Click the Add Item button   

● Use the Search box to locate a 

specific item and place a check mark 

in the column.  Multiple items may 

be selected at one time. 
 

● Click OK to add the items to the transfer 
● For each item, type the quantity to be transferred in the 

yellow “Quantity Issued” field 
 
 
 

● The Quantity Available to transfer out is listed for each item 

● If the Quantity Issued exceeds the Quantity Available, the 

Quantity Available field will turn red. The transfer will not be 

able to be completed until the error is resolved. 

 

 

● To remove an 

item, highlight the item and then click the Delete Item button 

 

● Once all items are verified for accuracy, click the 

Save Changes button to complete the transfer. 

 

● A Transfer Ticket report will automatically be 

generated and can be printed to accompany the items to the 

receiving school. 
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