
How To Create an External Transfer 
  

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

 
Click on either an exisiting Template or Blank Transfer 



  
Use the pull down to select the correct location receiving the external transfer.  

 



Click on Details. 

 
Click on the White Line to start entering items.  

                  
Enter item name and click on the Magnifying glass or use the pull down for other search methods.  Click 
on the item being transferred. 



 
  
Enter the quantity and select the issuing location.  MAKE SURE TO SELECT A LOCATION THAT HAS THE 
ITEM BEING TRANSFERRED.   Then Click Update to add to transfer. 
     

 
Click on Complete (1 of 2) when all items have been added. 
  
  



 
Check for Critical Issues and Warnings. If everything is good, toggle Print when Completed and click on 
Complete (2 of 2). 

 
Click on Complete without sending and click OK. 


