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
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Step 2 Choose Blank Transfer

[= External Transfers - MWR Atsugi Food (AAC)
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Edit Existing Transfers

<Blank. Tranzfer:
<Usze Inventary Template:

Miare... |

= T017033 7/14/2003 3:56:00 Ak
¥=T017044 7172003 8:41:00 AM
¥= T016935 6/25/2003 8:18:00 Ak
= T016334 6/25/2003 5:08:00 Ak
¥=T016333 6/25/2009 7:24:00 Ak
= T016937 6/17/2003 3:.42:00 Ak
= T016833 5/28/2009 5:31:00 Ak
= T016830 5/27/2003 3:27:00 Ak
= T016732 5/22/2003 3:01:00 P
¥=T016734 5/21/2009 7:15:00 Ak
¥=T016718 5/6/2003 8:16:00 AM
= T016628 4/28/2003 7:52:00 Ak
¥=T016601 4/23/2003 1:31:00 P
= T016545 4/14/2003 7:51:00 Ak
¥=T016521 4/9/2003 11:37:00 AM
= TO16351 37/2003 10:36:00 &M

¥= TO16321 3/3/2003 8:22:00 AM
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MR Yokozuka

MW Mew Sanno Hotel

9835 Auto Hobby 707000 1117
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9835 Auto Hobby 707000 [1111)
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MR Yokozuka
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kWH Mew 5anno Hobel
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Step 3 Choose the Cost Center or Facility from the “Send To” field.

F External Transfers - MWRE Atsugi Food (AAC) — |E |£|[
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Tranzfer D Tranzfer Date: Time:
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Send to: Reference: Personnel:
[ | | [teve miter
Camment:

Created: 7i20/2009 4.37.44 PM (steve miller) Modified: 7202009 4.37.44 PM (steve.miller)

MHumber of [tems: 0 Total Uitz 0.00 Ezt. Total: |$D.DD




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.
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Send to: Reference: Personnel:
IEIBES Open Base Events (11112 LI I Isteve.miller
Comment:

Fer cotrversation keep 9807, rest change to external wvendors.

Created: 72002009 4:37:44 PM (steve.miller) Mlodified: 72002009 4:37:44 PM (steve miller)

Mumber of [tems: 0 Total Units: 0.00 Eszt. Tatal: |$I:I.EID




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.
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select from the list |
10th Gatorade il
10th Soda

AGC BF Steak & Eggs

AGC Egg Benedict

AGC Bagel Choice

AGC Bev Coffes

AGC BF Bagel Sandwich

AGC BF Bagels w/ Cream Cheese
AGC BF BizcuitkCountry Grawy
AGC BF Build ¥aur Dwn Omelet
AGCEBF French Toast

AGC BF Omelet 5 andwich

AGC BF Pan Cake

AGC BF Southern Breakfast
AGC BF Sub Hollandaize




Step 5 Continued or use the binoculars to open the database view and click and drag.
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Step 6 Once all the items are entered on the transfer screen complete the transfer by click the “check mark”.
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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.

3 Sending il

The store specified cannot be located on thiz spstem. 'ou
can email this file ko the other stare ar zave it ta a diskette.

[~ Print thiz Form
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Complete wio
Save Sending




