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Transfer 
Transfer stock is the record of when stock move from one place to another. 

Stock can be shared across Restaurants in the event of an unexpected shortage.   

Accurate inventory management and sales forecasts will assist in reducing the amount stock transfers in 

restaurants.  

 

Transfer Out  
 

• To perform a Transfer Out, select Transfer followed by Transfer Out.  

 

 

 

 

                                             

• A pop up screen will appear with a list of Transfer Zone Stores to select from. 

• Search for a store name or use the KSA number. 

• Select the store receiving the transfer. 
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• Select the + Add new items(s) button to add a stock item(s) to transfer. 

 

• Enter in the product name. 

• Select Search. 

• Tick to select the item(s) to be transferred out. 

• Select the Add item(s) button at the bottom right.  
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• The Quantity On Hand shows how much stock is available. 

• Edit the Base Unit field. 

• Select the Submit button at the top right. 

 

• A confirmation message will appear which indicates the transfer out was processed successfully. 
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Request Transfer  
 

• To request a transfer from another store, select Transfer followed by Request Transfer.  

 

 

 

 

 

                                          

 

• Search for a store name or use the KSA number. 

• Select the store. 

 

• Select the + Add new items(s) button to continue with requesting. 
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• Enter in the product name. 

• Select Search.  

• Tick to select the requested item(s). 

• Select the Add item(s) button at the bottom right.  
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• A list of the selected items will appear. 

 

• If the incorrect item was selected, the item can be deleted by selecting the rubbish bin 

icon. 

• Edit the Base Unit according to the requested amount of the stock. 

• Select the Submit button to finalize the Request Transfer. 

 

 

• A confirmation message will appear which indicates the Request Transfer has been sent. 
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• The page will remain blank when the request is successful. 

 

Open Transfer  
 

Open transfers is used to see if there are any requests from other stores to be approved. 

One store sends a transfer request to another store. The supplying store selects the Open Transfers tab 

and accepts the transfer. Stock will be updated on both sides. 

 

• Select the Menu tab followed by Transfer. 

• Select Open Transfers to view the report. 

 

 

 

 

 

This indicate that there are no transfers to approve or request. 
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In this example Training store 1 requested a transfer from Training store 2. 

• Select the View button. 

 

• This will display the number of items requested and the quantities. 

  

The total cost for stock will be displayed on the top left. 

  

 

 

 

• Select Actions followed by Approve or Deny. 
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• Cancel or Confirm transfer approval. 

 

• The user can deny the Request Transfer by selecting Cancel. 

• Enter the Reason for Denial. 

• Select Confirm. 

 

• The user can approve the Request Transfer by selecting Confirm. 

• A confirmation message will appear which indicates the Transfer has been approved. 
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• The page will remain blank when the request is successful. 
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Transfer History 
 

To view the transfer history report, select Transfer History.  

                                                       

 

 

 

 

• All the transfers in / out and the status will be displayed. 

• Search for a store by using the KSA Number or Store Name. 

• Select Last 14 Days to select a date range.  

 

•  Select Custom Range for a date range other than the last 14 days.  
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• Select the start date and end date followed by the Apply button to continue. 

 

• The Transfer History for the selected date range will be displayed.  

• Select the View button to view the transfer history report. 

 

 

• Select the Back button at the top left to return to the history page.  

 

 


