[image: ]           ROLLMASTER“HOW TO” REQUEST A JOB TRANSFER


THIS IS FOR AN INVENTORY OR STOCK TRANSFER  BETWEEN TWO STORES IN THE SAME COMPANY
SOLD “JOB” REQUEST
AUTHORIZED ASSOCIATES CAN “ASSIGN” THE REQUEST FROM ONE LOCATION TO ANOTHER, 
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
· FROM THE ORDER ENTRY SCREEN RIGHT CLICK ON THE PRODUCT YOU NEED AND SELECT THE “ASSIGN MATERIAL LINE” 
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· WHEN THE ASSIGN INVENTORY TO ORDER XXX POPULATES MAKE SURE TO SELECT THE BRANCH YOU ARE REQUESTING MATERIAL “FROM”. THEN HIGHLIGHT THE ROLL OR PRODUCT YOU ARE REQUESTING THEN CLICK ASSIGN (YOU CAN SEE THE 50.00 AUTOMATICALLY POPULATED – HARD SURFACE WILL JUST ASSIGN THE QTY NEEDED.      
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· ONCE YOU CLICK ASSIGN THE FOLLOWING SCREEN WILL POPULATE AND YOU WILL CLICK “REQUEST”
NOTE THE TRANSFER TYPE GOES RIGHT TO “JOB” AND TRANSFER MODE GOES TO “REQUEST”
· [image: ]
· WHEN REQUEST GOES THROUGH YOUR ORDER WILL HAVE AN “R” SHOWING IT WAS REQUESTED

· [image: ]
· THE NEXT STEPS WILL BE HANDLED BY THE STORE YOU HAVE REQUESTED A TRANSFER.
· WHEN THE PRODUCT ARRIVES WHOEVER RECEIVES THE INVENTORY WILL COMPLETE THE TRANSFER.
· SEE ADDITIONAL TRAINING OR VIDEOS FOR MORE INFORMATION.
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