
New Procedure for transfer for the following facilities 

9750 SDC 

9808 MWR Library 

9829 Community Events 

9828 Community Events Food 

9828 Special Events Acct 81 

9835 Auto Hobby 

9865 Open Base Events 

9871 Youth Activities 

9879 Youth Sports Program 

9880 Teen Center 

9900 Tours Office 

 

Step 1 Double click the External Transfer Form 

 



 

Step 2 Choose Blank Transfer 

 
 

 

 

 

 

 

 



Step 3 Choose the Cost Center or Facility from the “Send To” field. 

 



Step 4 Once you select the cost center or facility continue transfer as normal. In the “Reference” Field please enter the manual Mess Req # or email 

date of the request from the facility. You can paste the email into the comments field. 

 



Step 5 Select the items from the name field (type in the name) or use the binoculars to open the database view and click and drag. 

 

 
 

 

 

 

 

 

 

 



Step 5 Continued or use the binoculars to open the database view and click and drag. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 6 Once all the items are entered on the transfer screen complete the transfer by click the “check mark”. 

 
 



Step 7 You will see a dialog box “Sending” you can either save to disk or complete without sending. Once it is completed you will need to provide 

copy to the facility receiving the product and a signed copy to accounting. 

 
 

 


