How to Transfer Inventory Between Warehouses

Last Modified on 09/13/2024 6:52 pm EDT

The Transfer Request contains a feature that allows you to create and receive immediately all or part of that
warehouse’s inventory. These steps are done in SedonaOffice version 6.2.0.16.

Overview

Prior to using this quick guide, it is recommended to read the Transfer Requests Overview by clicking here. This
document also assumes the user will have the proper permissions to perform the steps needed.

Steps:

1. Open the warehouse that will be transferring the inventory out - Click on Parts to get the list of parts to use for the
transfer

& Warehouse: OH-MP
N On-ne Warehouse OH-MP
g "
3 Negative Parts Description OH-Mystery Parts
71 Purchase Orders Account Code 120000
1{ Purchase Price variances Branch Code OH
] Repair Orders
S8 Tronsfers - Open
38 Transfers - Closed
L1 Journal Part | Desarpion | Detad | Productine || oty] Value | On Ordder | Repawr | Stand Cost |
3 1240 LLTRATECH 12V 4AH BATTERY LLTRATECH 12V 4AH BATTERY Eattenes 10 0.00 o Q 585
211109K5 REPLACEABLE OPTICAL CHAMEERS ... REPLACEABLE OPTICAL CHAMBERS ... Fre EQup/S... i 0.00 o 0 10.40
0240 302-4W HEAT DETECTOR 302-4W HEAT DETECTOR Fre EQups. 5 0.00 0 0 14,83
34026 LSLITHILM BATTERY LSLITHILM BATTERY Batteries 15 0.00 0 0 1%

2. Click on the Journal to see the statuses prior to transferring the parts

Date Part I Reference I Description I Quantity I Price | Extended Price |
12/29/2... | 34026 Adjustment 15 $3.50 $52.50
12/20/2... | 302-Aw Adjustment 5 | s14.88 $74.40
11/6/2023) 1240 Adjustment 10 $5.85 $58.50
10/26/2... | 21110PKG Adjustment 10 $10.40 §104.00
Totals: 40 $289.40

3. In SedonaOffice Tree - Click on Transfers under the Inventory - Click on New
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4.When the Transfer Request opens - Fill in the Warehouse Selection and the Part Selection



https://sedonaoffice.knowledgeowl.com/help/transfer-requests-overview-and-topics

© Tronster Request
B Warehouse Sekection Part Code [ sowceqy| pestqy| meqquy| Lothumber | o,
EomWaehose  [oR =]
To Warehouse Man-OH -
temo [ruckoutofseriee
Request Date Fema @l
InProcessDate  Fimoas |
swpedote [ &l
Forbdet R =]
¢ Bring Quanty Up to Minimum
" Bring Quansty Up to Magimum
@ Manual Transfer
Part Selection
Part Code. [7E
Transfer Quansty [T
e E——
arbs 1 < >
e | e | | | _ome |
Inchude Closed Beceve
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5. The Part Selection can be used in 2 ways:
By clicking on the Lookup Button

1) Click on Lookup Button

Part Code

[P N
s

[

Transfer Quantity

Serial Number I

2) Change the Product Line to <ALL> so all of the parts for that warehouse only will show in the list

O Part Search x
¥ Searchparts
Froductne Marufactrer Warehouse
[<as | [eas = [Gms =
Match: (~ Exact  Beginnng[ & Contang ] | | I Search Part Detal W PreLosd Parts
Productine | Part Detal Marufachrer | vendor Part Oty Cost | Sales Price | Costng it R |
1240 ATECH 12 1240 15350 331 Starcrd
Fre Equp/Snoke... 211G ® REPL CA.. GRSy  GEC-ILLIENG 1 10.000 =60 sundad
Fre EqupfSnoke. . 02AW 02AWHEATDETEC .. 302-AW HEAT DETECT .. Adomeo 24 1 1asm00 0.92 Starcioed
Batteries LSUTMUMBATTERY  3.SLITHIMBATTERY  Adeses 302 1 2080 7.90 Surdsd
[ Inchude Inactve \&drc‘ oz

3) Highlight one at a time each part to be transferred - Click on Select when done

4) Add the Transfer Quantity - Then click on Add button to add to the Part list to the right
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By Manually typing in the Part Code
1) Click on the New button under Part Selection

2) Then manually fill in the Part Code - Click on the Lookup button to verify correct - Fill in the Quantity to transfer -
Click Add

O Transfer Request x |
5 Warehouse Selection Part Code [sowceqty| Destoty| ReqQty[seaimumber |Lothumber | o
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6.Once all parts are added from Step 5 - Click on Save/Receive... button
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7. Click Yes once asked if ready to save



Transfer Request

le Are you ready to save the transfer request?

8. The Receive Transfer Request Form will open - Fill in the Received On date and verify data - Click on Save button

when ready
© Receive Transfer Request X
&4 Transfer Request Info
Requested From Warehouse To Warehouse
4/8(2024 by RSHAWLEY OH-MP *Main-OH
In Process Shipped Status
4/8/2024 by RSHAWLEY NA In Process
Received On Received By
ly/11/2024 B
Mema

Truck Out Of Service

3 Received Quantity

[ Jrart [ serial rumber Lot Number Source Qty| _ DestQty| | Received gty
NED 10 11 0 10
21110PKG | 10 -:—m| 10|
302-AW 5 2 5 5
34026 | 15 1'—15| 15|

N o

9. Click on Yes when asked if ready to receive transfer

Receive Parts Transfer

9 Are you ready to receive the requested part transfer?

10. Once the complete will go back to the warehouse page - Click on Parts to see if any quantities remain

D Warchouse: OH-MP
Lid Warehouse OH-MP

:'; Negative Parts Description OH-Mystery Parts
] Purchase Orders Account Code 120000

L Purchase Price variances Branch Code OH

T Reg Orders

Tt Toesammen Toemt Trromuctine S| vae [ onorger |_repar | st con |
) ULTRATECH 127 Mo BATTERY ULTRATEDS 29 4 BATTERY Baeres o 000 v o 505
Zitions REPLACEAGLE OPTICAL GHAVEERS .. REPLACEAGLE CPTICA CAAMEERS .. Fet ESp.. o 000 v o 0.0
H02-AW 302-AW HEAT DETECTOR. 2-AW HEAT DETECTOR. Fire EqupiS... [ 0.00 o o 4.5
3025 3.5 UITHILM BATTERY 3 5LITHIUM BATTERY Batteries o 0.00 o o 150

11. Can also click on Journal to see the transfers of all the parts that were completed



& Warehouse: OH-MP

=4 OH-MP Warehouse OH-MP
H :'; ::::ME —— Description OH-Mystery Parts
.13 Purchase Orders Account Code 120000

\1f Purchase Price Variances Branch Code OH
{7] Repair Orders
&8 Transfers - Open

- Closed
Date Part Reference iption | Quantity | Price [ Extended Price |
4{11/2024 34026 Transfer -15 £3.50 (§52.50)
4/11/2024 302-AW Transfer 5 §14.88 ($74.40)
4/11/2024 21110PKG Transfer -0 $10.40 (5104.00)
4/11/2024 1240 Transfer -10 $5.85 ($58.50)
12/29/2... 34026 Adjustment 15 $3.50 §52.50
12/20f2... 302-AW Adjustment 5 $14.88 §74.40
11/6/2023 1240 Adjustment 10 4585 $58.50
10/26/2... 21110PKG Adjustment 10 $10.90 $104.00

Totals: L] $0.00
3 -

12. The receiving warehouse can also be verified by opening that journal

& Warehouse: "Main-OH
¥ ~Main-OH Warehouse *Main-OH
:ﬁ Sl Description Main-Ohio
I Purchase Orders Account Code 120000
1] Purchase Price Variances Branch Code OH
[ Repair Orders
38 Transfers - Open
losed
LT Journal Date Part Reference | Description it Price | Extended Price
4/11/2024 34026 Transfer 15 $3.50 §52.50
4/11/2024 302-AW Transfer 5 $14.88 §74.40
4/11/2024 21110PKG Transfer 10 $10.40 §104.00
411/2024 1240 Transfer 10 $5.65 $56.50
o iii iimiiii u1 2ob ; “"l" M‘




