
 
 

1. Open “Internal Transfer” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2. Select “Blank Transfer” 

 

 
 

 

3. Change the “Send to:” to Starbucks YOK 10128 or other facility location (the one without the asterisks) 

 

4. Change from “Central Warehouse 9945 or other profit center 

 

5. Select “Items” 



 
 

6. Either type in the name Or click here to change to the abbreviation    Or click here  to pull up the database to 

search for the item and drag and drop. 

 

 



 
 

7. If you would like to change the unit, double click here to change the desired unit. 

 



 
 

8. Once all items are in, make sure the “From” is from the correct location.  If it is incorrect, double click here and 

change the location. 

 

9. Once everything is okay, press here to save as a template. 

 

10. The following popup will appear. 

  
 

11. Select “New…” and the following will pop up. 



 
 

12. Type in a name that you can remember. 

 

The units and locations are do not change once you save it on the template.  This will not effect the database or other 

users. 


