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This document provides detailed instruction with regard to using the TTS Transfer Function.  The Transfer 
function will change the Facility/Storage location (the home of the item) of an item, from its original to the 
new home Facility/Storage location chosen upon completion of the “Transfer IN”. 
 
 
 
First, set up the Transfer Location(s): 
 
From the Support Text Tab | Select Location Administration: 
 

                          
 
 
                       

 From the Facility Drop Down Menu, Select the Facility Location that will have materials transferred IN 
or  OUT. 
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 Select Add: 

                    

 

 

 Assign a Transfer Location ID to the Facility, Assign a Transfer Location Barcode, Select the 
“Transfer Location” radio button and Save: 
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 The Transfer location will appear in the location listing for the Facility: 

                    

 

 

 Next, make sure at least one Storage (home) Location is assigned to the Facility (this is required for 
the Transfer IN): 
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 Now, one Transfer and one Storage Location is available at the Aviation Campus Facility 

(More Storage locations or Checkout/Usage locations can also be assigned to this Facility): 
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Next, to Transfer materials “out” to the new Facility/Location (and also confirm receipt of, or  

‘Transfer In’ materials at this new Facility/Location), proceed to the Transfer Function: 

                    

 

 Select the Location Barcode for the facility that will have materials transferred out TO it: 
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 Select the tools that are to be “Transferred” to Aviation Campus: 

         

                                                                       SAVE or Save/Print 

 

 

 Save/Print provides a Transfer Out Report: 
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Finally, to complete the Transfer:  

 

 You will need to Receive or  “Transfer IN” the materials: 

    Select Transfer IN (F3): 

               

 

 

 Select the Facility/Location for the Transfer IN (this will be the SAME location as the Transfer Out): 
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 Once The Transfer IN location is selected (in this example, AC – Transfer), you will see the same 
items that were selected for the Transfer OUT screen: 

               

 

 

 Now, Either,  Select Check All to Transfer IN (Receive) all materials to the Transfer Location and 
assign them to their new Home/Storage location within the transfer site: 

 

               

 

 

-  
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- OR,  Select the Items that are being “received” or Transferred IN individually, by checking the 
boxes next to each item.  Their new ‘storage’ or “home” locations can be selected from the drop 
down under the Location Column header: 

                   

 

 

 

 Be sure to SAVE or Save/Print when the Transfer is completed. 

 

 

Last Option:  Cancel a Transfer:  

 

 If items are not needed, or perhaps are missing from the “Transfer In” (Receive) process, those items 
can be canceled from the Cancel Transfer (F2) screen: 

                 

 

 Be sure to SAVE or Save/Print when the Cancel Transfer is completed. 
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Report:  

A Transfer History Report is available from the Report Function:  

 

 

 

                          


