
How to print completed transfers 

 

1. Go to reports, “Transfers and Requisitions” and double click “Transfer List” 

 
 

2. Select “Print Internal Transfers” and check “Include Prices on Report” 

 



 

3. Select the data range of when the transfers were done. 

 
 

4. Select “Select individual transfers within date range” 

 
 



5.  Select the transfer after confirming the transfer number that was completed. 

 

 
 

6. Select “No” for entering test and click on submit. 

 
 

 

7. Reports will be printed out in the same format as transfer sheets. 


