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


THIS IS FOR A JOB TRANSFER  BETWEEN TWO STORES IN THE SAME COMPANY
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
· GO INTO SALES PROCESSING – SALES PROCESSING REPORTS 1 –  SALES PROCESSING REPORTS #2 TO GET TO THE SCREEN BELOW –  THEN CLICK INVENTORY REQ FROM / FOR OTHER BRANCHES 
· 
[image: ]
· THE “BRANCH” SENDING PRODUCT WILL CLICK “FOR OTHER BRANCHES” 
· CHECK INCLUDE IN-JOB TRANSFERS AND REQUEST DATE THRU…… 
· THEN CLICK CONTINUE
[image: ]
· THE SCREEN BELOW WILL POPULATE
[image: ]
· THIS IS THE “JOBS WITH INVENTORY FOR OTHER BRANCHES” HIGHLIGHT THE INVENTORY YOU WANT TO TRANSFER AND “RIGHT CLICK” AND THEN CLICK THE “TRANSFER” BUTTON (IF THE LINE TRANSFER DOES NOT APPEAR THE WAREHOUSE HAS NOT MADE THE CUT AND CANNOT BE PROCESSED UNTIL THAT CUT IS COMPLETE – CARPET ONLY – SEE INSTRUCTIONS BELOW) 
· [image: ] 
· WHEN THE TRANSFER IS CLICKED ABOVE THE PAGE BELOW WILL POPULATE “INVENTORY TRANSFER PAGE” CONFIRM THE INFORMATION AND HIT “TRANSFER”
· THIS WILL NOT ALLOW UNLES THE “Y” IS SELECTED BY ITEM
· [image: ]
· 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]
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