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TR01 - Add a New Driver 

Learn how to add a new driver and save the required driver information in 
the system. 

 

Transfers 
1. Click the Transfers tab 
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Add Driver 
 
2. Click the Drivers tab 

 
3. Click Add New Driver 
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4. Fill out the Add New Driver fields 

 
5. Click Save 
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6. Click OK to confirm adding new driver 
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TR02 - Add a New Vehicle 

Learn how to add a new vehicle and save the required vehicle information 
for use in transfers. 

 

Transfers 
1. Click Transfers tab 
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Add Vehicle 
 

2. Click Vehicles tab 

 
 

3. Click Add New Vehicle 
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4. Fill out Add New Vehicle fields 

 
 

5. Click Save 
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6. Click OK to confirm adding vehicle 
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TR03 - Create Manifest 

Learn how to create a new transfer manifest to transport inventory 
between licensed locations. 

 
Transfers 
1. Navigate to Transfers 
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Manifest Creation 
2. Click Create Manifest 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Enter Contact Phone For This Manifest 
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4. Select Transport Type 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Select Driver's Name 
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6. Select Vehicle Identifier or Nickname 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
7. Select Destination Organization (search by typing location name) 
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8. Enter Destination Contact Phone For This Manifest 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
9. Select Actual Departure 
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10. Enter Travel Route 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
11. Manifest Line Items will be added AFTER the Manifest is created 

(follow the "TR04 - Add Item to Manifest / Finalize Manifest" training guide for step-
by-step instructions) 
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12. Click Create Manifest 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
13. Click OK to confirm manifest creation 
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14. Click OK to close new ID window 
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TR04 - Add Item to Manifest / Finalize Manifest 

Learn how to add an inventory item to an existing manifest and finalize 
the manifest for transfer. 

 
Enter Inventory Rooms 
1. Navigate to Inventory Rooms 
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2.  Click the Inventory Room containing the item that will be added to the manifest 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Add Inventory to Manifest 
3. Click Item that will be added to manifest 



21 | P a g e  
 

4. Select Add to Manifest action 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Select the relevant manifest 
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6. Click Add to Manifest 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
7. Click OK to confirm adding the inventory item to the manifest 
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Finalize Manifest 
8. Click Transfers 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
9. Click relevant Manifest ID 
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10. Click Finalize Manifest 

 
 

11. Click OK to confirm finalizing the manifest 
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12.  Manifest status updates to Sent for the sending organization. Once the Actual 
Departure Date/Time has elapsed, the manifest displays Ready to Receive for 
the receiving organization. 
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TR05 - Create Testing Sample / Send Inventory Item to 
Testing Lab 

Learn how to create a testing sample and send it to a licensed Testing 
Lab using a transfer manifest. 

 
Transfers 
1. Navigate to Transfers 
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Manifest Creation 
2. Click Create Manifest 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Enter Contact Phone For This Manifest 
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4. Select Transport Type 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Select Driver's Name 
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6. Select Vehicle Identifier or Nickname 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
7. Select Destination Organization (search by typing location name) 
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8. Enter Destination Contact Phone For This Manifest 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
9. Select Actual Departure 
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10. Enter Travel Route 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
11. Click Create Manifest 
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12. Click OK to confirm manifest creation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
13. Click OK to close new ID window 
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Create Testing Sample 
14. Open an Inventory Room 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
15. Select an item to create a testing sample 
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16. Select the Create Testing Sample action 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
17. Enter Sample Quantity 
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18. Select Test Category 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
19. Click Create Testing Sample 
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20. Click OK to confirm sample creation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
21. Click OK to close new ID window 
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22. Click the new testing sample item 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Manifest Finalization 
23. Select the Add to Manifest action 
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24. Select the relevant manifest 
 

 
25. Click Add to Manifest 
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26.  Click OK to confirm adding the item to the manifest 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
27. Click Transfers button 
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28. Open the manifest containing the product that will be transferred 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
29. Click Finalize Manifest 
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30. Click OK to confirm finalizing manifest 
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TR06 – Fully Receive a Transfer Manifest 

Learn how to receive an incoming transfer manifest, confirm the received 
inventory, and complete the receiving process. 

 
Prerequisite: 

• The manifest must display Ready to Receive for the receiving 
organization.  

• The Actual Departure Date/Time must have elapsed before that status 
is available. 
 

Receiving Location Opens Transfers 
1. Click Transfers tab
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Fully Receive Manifest 
2. Click Manifest ID that has a Ready to Receive Transfer Status 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Select the Fully Received option in the Decision dropdown 
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4. Enter Arrival Date / Time 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Enter Name of Manifest Receiver 
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6. Click Submit 

        

 
7. Click OK to confirm fully receiving the manifest 
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TR07 - Partially Receive a Transfer Manifest 

Learn how to partially receive an incoming transfer manifest when the 
full expected inventory is not received. 

 
Prerequisite: 

• The manifest must display Ready to Receive for the receiving 
organization.  

• The Actual Departure Date/Time must have elapsed before that status 
is available. 
 

Receiving Location Opens Transfers 
1. Click Transfers 

 
Partially Receive Manifest 
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2. Click Manifest ID that has a Ready to Receive Transfer Status 

 
 

3. Select the Partially Received option in the Decision dropdown 
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4. Enter Amount Received. Notes may be entered if needed 

 
 

5. Fill out Arrival Information 
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6. Click Submit 

 
 

7. Click OK to confirm partially receiving the manifest 
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8. Click OK to close new ID window 
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