Create And Manage Transfers In
RunOnweb
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1. Introduction

In this tutorial, you will learn how to create and manage a transfer.

2. Transfer Menu

Select the Transfer menu to open the Transfer List screen.

Select Transfer
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3. New Transfer Button

Click the "New Transfer" button to begin creating a new transfer.

Click New Transfer

4. New Transfer

If you’re in top level management, you can choose both the From Location and To
Location. If you’re in a specific branch, the From Location refers to your current
branch (which cannot be Changed), and the To Location is the branch you’re
transferring to.
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Bakery & Sweats Products Dry Fruits & Nuts Fruits & Vegetables Hotel Food

5. Select To Location

Search and select the To Location.

Select to Location

[ To Location

Dharapuram East
+919655173768

Dharapuram south
+919655173768

Mani store
+919655193768

l Dharapuram branch

6. Select a product

Select a product from the dropdown. You can search by product name or code.



Products:

[- Select a product

Apples-12 (50) -93.5
Crisp, sweet apples grown in the hills of Himachal Pradesh.

Apsara Erasers -12 (15) - 339
. Smooth erasing and sharp tips, perfect for everyday school use.

Banana Chips (Salted) - 250g - 21 (65) - 88
Crispy banana slices deep-fried and lightly salted, a Kerala favorite.

#73 Basmati Rice (Classic) - 24 (85) - 100
b Premium long-grain basmati rice known for its aroma and flufty texture.

Select a product

7. Product Selection Dropdown

Or click the arrow to find a product by its category.

Click here

8. Select the product category

select the product by its category



Bakery & Sweets Products Dry Fruits & Nuts Fruits & Vegetables Hotel Food

Select the product category

9. Select Product

Select Product

Select Product

10. Product

You can view the unit and also update quantity of each product.



Product Quantity

@ Aachi Murukku
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11. Fields

Enter the vehicle number, driver's name, and driver's phone number.

Vehicle Number Driver Name

12. Add

Click Add to create a Transfer



Click Add

13. Transfer List Screen

You will be redirected to the Transfer List screen after the transfer is successfully
created.The created transfer will be listed under the Pending Inward Transfers list
and will be waiting for approval in the To Location dashboard.
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14. Pending Inward Transfers



You can approve or decline a transfer that comes to your branch. If you approve the
transfer, the products will be added to your stock. If you decline it, the transfer will be
returned to the branch it was sent from.

Pending Inward Transfers

Transfer

’ From Location To Location Product (Quantity) Comments Created At

Dharapuram 3 25 Apr 2025 2:51:52
Main Branch Groundnut Oil-1L (10)-1.000
branch PM

Dharapuram Aachi Sambar Powder (21) - Some products are 28 Apr 2025 7:56:42
Dharapuram East
branch 10.000 damaged PM & Cancel

h A :22:11
Main Branch Dhavepurem Hair Oil (10)-8.000 A 25 Apr 2025 3:22
branch PM

15. Return Transfer

If the transfer is declined by the receiving branch, it will be returned to the branch it
was sent from. From there, you can resend the transfer or cancel it. If you cancel the
transfer, the products will be added back to your stock.

Pending Inward Transfers

Transfer From
. To Location Product (Quantity) Comments Created At
# Location

Dharapuram Aachi Sambar Powder (21) - Damaged products 27 Apr 2025 3:08:25
Main Branch

branch 1.000 return. AM © Cancel

Aachi Murukku (25)-1.000 03 May 2025 5:08:14

Main Branch Dharapuram East
View Al PM © Cancel




16. Print

Click Print to generate and view, the bill.

Click Print

17. Download and print the bill.

You can print and download the bill.

Inward & Outward Receipt

ABC Private Limited

Dharapuram, Dharapuram, Tamil Nadu, 624617
+919035624187

Transfer #: 6

From Location To Location
Main Branch Dharapuram East
Dharapuram, Dharapuram, Tamil +919655173768
Nadu, 624617

+919035624187

Vehicle Number: TnO7AD0285
Driver Name: Poo
Driver Phone: +916666666664

Product Quantity

Aachi Murukku 1.000 (KG)

-




Thank You




