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THIS IS FOR AN INVENTORY OR STOCK TRANSFER  BETWEEN TWO STORES IN THE SAME COMPANY
STOCK REQUEST
AUTHORIZED ASSOCIATES CAN REQUEST STOCK 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
· Select – INVENTORY CONTROL – Select – INVENTORY MAINTENANCE – SEARCH FOR STOCK PRODUCT.
· SELECT THAT STYLE AND COLOR AND THE FOLLOWING SCREEN WILL “POPULATE” 
· HIGHLIGHT THE STORE YOU ARE REQUESTING INVENTORY “FROM” AND DOUBLE CLICK THAT LINE
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· INVENTORY MAINTENANCE SCREEN BELOW WILL “POPULATE” AT WHICH TIME YOU WILL CLICK THE “TRANSFER” TAB 
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· AFTER CLICKING THAT TAB, THE FOLLOWING SCREEN WILL “POPULATE” 
· STEP #1 MAKE SURE THE “FROM” BRANCH AND “TO” BRANCH ARE CORRECT.  
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· THEN ENTER EITHER SQ. FT.       QTY  OR      SELECT BOX  QTY AND ENTER      QUANTITY.

· YOU SHOULD ENTER THE DATE YOU WANT MATERIAL SHIPPED.  IE SHUTTLE DATE – YOU CAN ALSO MAKE NOTES AS WELL.  (IE. NEXT AVAILABLE SHUTTLE.  ETC.)  

· MAKE SURE THE TRANSFER TYPE IS STOCK TRANSFER MODE IS IS SET TO REQUEST AND THEN CLICK “REQUEST” AT THIS POINT THE “FROM” STORE WILL TAKE OVER AND CONFIRM OR DENY THE REQUEST.    

· OPTIONAL (SEE BELOW) BUT RECOMMENDED STORE REQUESTING TRANSFER PRINT THE TRANSFER SLIP SO THE WAREHOUSE KNOWS WHAT TO LOOK FOR ON THE SHUTTLE. (YOU SHOULD HAVE A FOLDER OR FILE FOR THESE REQUESTS.)  YOU SHOULD NOT NEED THE BARCODE CUT TAG.

A VIDEO IS ALSO POSTED ON CUSA TRAINING UNDER THE ROLLMASTER HELP CENTER TAB

OPTIONAL TRANSFER SLIP TO TRACK INCOMING ITEMS OR INVENTORY
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