
How to Create an Internal Transfer 
  

 
 Go to Data Entry, Transfers and Requisitions, Internal Transfer Form. 

 
  
Select either a template, previously submitted Internal Requisition, or Blank Transfer. 
  



 
  
Select who is receiving the items as well as who is issuing the items. 
  

 
  
Click on Details. 
  



 
  
Click on the White Line to start entering items. 



 

 
 
Enter the name or use the pull down to change search option.  Click on the magnifying glass to search. 

 
Click on the item to add to transfer. 



 
Enter the quantity and if needed use the pull down to change the unit.  Click Update to add to the 
transfer. 
  

 
  
If all items have been added, click on Complete (1 of 2) to process. 
  



 
  
Check for Critical issues and Warnings for errors.  If everything is complete, Toggle Print when 
completed and click on Complete (2 of 2). 


