[image: ]            ROLLMASTER“HOW TO” CHECK FOR STOCK TRANSFERS – PROCESS / RECEIVE TRANSFER


THIS SHOULD BE DONE DAILY TO DOUBLE CHECK ANY STORE TO STORE STOCK REQUESTS
BUT IT MUST BE WITHIN THE SAME COMPANY.
(DAVENPORT / MOLINE) (CEDAR RAPIDS / CLINTON / DUBUQUE / STERLING / WATERLOO) (BURLINGTON – GALESBURG)
· Log into your company and branch as normal
· Select – INVENTORY CONTROL – Select – INVENTORY REPORTS 
· INVENTORY “STOCK” REQUESTS WILL POP UP.
·   [image: ]             [image: ]
· CHECK FROM AND TO BRANCH AND THEN ACCEPT 
· 
· [image: Graphical user interface, application, Word

Description automatically generated]

· THE REPORT ABOVE WILL AUTO FILL THE ROW WITH STYLE COLOR ETC. WHEN THERE ARE REQUESTS.
· PRINT THE REPORT FIRST (EXAMPLE “A” AND “B”) NEXT PAGE SHOW THE PRINTING SET UP AND FINAL REPORT
· ONCE THE REQUEST IS PRINTED YOU NEED TO CLICK “STATUS” AS “P” FOR PROCESSED THIS WILL BE 
BLANK UNTIL YOU CLICK THE BOX THIS WILL ALSO CLEAR THAT REQUEST.  THIS SHOULD BE DONE DAILY.

· EXAMPLE “A” PRINT SET UP
· [image: ]

· EXAMPLE “B” IS THE TRANSFER REPORT PRINTED ON A SHEET OF PAPER (THIS IS SENT WITH THE SHUTTLE)
[image: ]

· PROCESS THE TRANSFER FROM MAIN SCREEN CLICK INVENTORY CONTROL – THEN INVENTORY MAINTENANCE – THEN FIND STYLE AND COLOR – THIS SCREEN WILL APPEAR AND YOU WILL DOUBLE CLICK THE INVENTORY FOR THE BRANCH MATERIALALS ARE COMING FROM. [image: Graphical user interface, application

Description automatically generated]


· [image: ]
· FROM THE SCREEN ABOVE CLICK THE TRANSFER TAB.
· FILL INVENTORY (TO) BRANCH    FILL IN LN FT (ROLLS) SQ. FT. OR BOX H.S.
[image: Graphical user interface, application

Description automatically generated]

· PRINT OPTIONS – YOU WILL PRINT A TRANSFER SLIP AS WELL AS BARCODE CUT TAG
NOTE IF BOTH BOXES ON PRINT ARE CHECKED SELECT PAPER OR COPIER PRINTER FOR 1ST SELECTION (TRANSFER SLIP*) THEN SELECT ZEBRA BARCODE FOR (BARCODE CUT TAG**) ON 2ND PROMPT. (THIS IS THE ORDER THE PRINTER WILL ASK YOU WHEN PRINTING.)

· *TRANSFER SLIP                                                     
[image: Graphical user interface, website

Description automatically generated]
· **CUT TAG BARCODE

[image: A screenshot of a computer

Description automatically generated with medium confidence]

“HOW TO” RECEIVE STOCK TRANSFERS AT REQUESTED LOCATION 
[image: ]
· ABOVE YOU NEED TO SEARCH FOR THE STYLE COLOR AND THE FOLLOWING SCREEN WILL “POPULATE” YOU NEED TO HIGHLIGHT AND DOUBLE CLICK ON THE RECEIVING STORE. 
· BELOW YOU WILL CLICK THE RECEIVE IN TRANSIT BUTTON WHICH WILL BE IN “RED” THEN RECEIVE LIKE OTHER PRODUCTS AND ROLLS.
[image: ]
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