
 

 

Section 11: STOCK TRANSFERS 
 
A Stock Transfer allows the system to account for inventory transfers from one site location to 
another.  A Sending Ticket is created for the site that is sending the stock transfer, and a Receiving 
Ticket is created for the site receiving the stock transfer.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Stock Transfers 
 

1. Issue a Stock Transfer (sending site) 

2. Print out a Sending Ticket  

3. Transfer item from one site to another 

4. Receive Stock Transfer  (receiving site) 

5. Print out Delivery Ticket 
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1111..11    SSEENNDD  AA  SSTTOOCCKK  TTRRAANNSSFFEERR  

In order for the receiving site to receive the transfer into CMS, the sending site must issue or a Stock 
Transfer. The sending site has to initiate this process.  
 

1) Go to Back of the House > Inventory Management > Receiving and Stock Transfers 
(110004). 

a. In the Transaction Type drop-down menu, choose Stock Transfer Sent. 
b. Click New. 
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2) The Receiving and Stock Transfers screen appears. 
3) Select the site receiving the transfer by clicking the Search for Site button. 

a. A Site Search window pops up. 
b. Type in the name of the site receiving the transfer in the Site Description column. 
c. Click Search. 
d. Select the correct school site. 
e. Click OK, returning to the Receiving and Stock Transfers screen. 

4) Click the Add Item button. 
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5) The Add Item to Stock Transfer screen appears. 
a. Enter the Stock Number or Description. 
b. Click the Search button. 
c. In the Search Results section, click on the item that is being transferred. 
d. Enter the Case Quantity being transferred. 
e. Enter Broken Unit Quantity. 
f. To add more items, click on Save and Add Another Item. 
g. If this is the last item to add, click on Add Item and Return. This will save the item or 

recipe and return the Transfer Receiving and Stock Transfer screen. 
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6) After returning to the Receiving and Stock Transfer screen, check the Issued box when 
you are completely finished adding items. 

7) Click Save. 
 

 
 

                                                                               
 

8) Click Yes to the message box that pops up. 
9) The Sending Ticket appears, (Stock Transfer Sent report). 
10) Click the Print button. 
*an example of the Sending Ticket is on the next page 
11) Close out of the Stock Transfer Sent report screen by clicking the red X. 
12) Close out of the Receiving and Stock Transfers screen. 
13) Click the Home button to return to the Homepage. 
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Example of a Sending Ticket (Stock Transfer Sent) 
 

 



CAFETERIA MANAGEMENT SYSTEM TRAINING 

Section 11: STOCK TRANSFERS – 10 

1111..22    RREECCEEIIVVEE  AA  SSTTOOCCKK  TTRRAANNSSFFEERR  

Once the sending site has issued the Stock Transfer, the receiving site is able to receive the item 
when they arrive into CMS. 
 

1) Go to Back of the House > Inventory Management > Receiving and Stock Transfers 
(110004). 

2) In the Transaction Type drop-down menu, chose Stock Transfer Receiving. 
3) Select the Date Range of when the stock was transferred from the drop-down 

calendars—the same day as when the Stock Transfer was sent. 
4) Click the Search button.  
5) Double click on the correct transfer record you would like to receive.  
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6) The Receiving and Stock Transfers screen appears.  
a. Using the Received By drop-down box, select the name of the person receiving the 

Stock Transfer.  
b. In the Date Received drop-down calendar, select the date that the transfer was sent. 
c. Click the Default to Sent Quantities if you received all the items exactly as you 

expected, with no changes needed to the quantities. 
d. If there is a discrepancy with what was supposed to be sent and what you received, 

manually enter the number of cases received in the Case Received Column.  
e. Click Save.  

 

 
 

7) Click Yes to the message box that pops up. 
8) Another message box appears to Print the Delivery Ticket. Click Yes. 
9) The Stock Transfer Delivery Receipt pops up.   
10) Click the Print button. 
*an example of the Receiving Ticket is on the next page 
11) Close out of the Delivery Receipt screen by clicking the red X. 
12) Close out of the Receiving and Stock Transfers screen. 
13) Click the Home button to return to the Homepage. 

 
Example of a Stock Transfer Delivery Receipt 
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