
 
 

RECEIVING SPAREPARTS ARRIVAL FROM OTHER BRANCH 

1. For the receiving branch, take note of the transfer order number: 

 

2. After searching for the transfer order, we will now proceed in receiving the arrivals from branch 

 

 

 

 

 

 

 

Type the transfer order 

number in the search box  

After checking everything, you will now click the receive button 

and the item transferred will be added to your inventory 

 



 
 

3. After clicking “receive”, it will then proceed to this: 

 

 

 

 

 

 

NOTE: Please keep in mind that if there is an issue with the branch's arrival, such as "lacking" or "damage,"  

FOR LACKING: Inform the transferring branch so that the in-charged will be aware and will send additional 

item. Once you received the additional item, you will repeat the process of receiving again with the lacking 

item. 

FOR DAMAGE: You will still receive the item transferred and will subsequently transfer back to them the 

items that are damaged. 

 

 

 

 

 

 

Fill up this 

fields 

Check if the 

receiving branch is 

correct 

2. Input the qty you 

actually received 

3. Select bin where 

the items will be 

placed and input qty 

you received 

4. Put remarks for 

any discrepancy 

1. Verify if the items 
transferred match the 

actual received items. 

 
Damage 

5. CLICK SAVE 

 



 
 

4. After clicking save, you will be redirected to this page and finally click the icon “print” 

 

5. How to check your inventory status after receiving transferred items from other branch 

 

 

 

 

PRINT 

Right click then open link new tab, it 

will show your branch inventory item 

details just like checking your arrivals 

from supplier 

4 4 4 4 

As you can see, you already 

have a qty onhand as well as 

qty available 

If you noticed, the transferring branch 

still has item in transit, while the 

receiving branch has item on order 

because we only received 4pcs due to 

lacking upon arrival. 



 
 

 

6. Once the receiving branch has received the transferred items, the transferring branch will then 

close the TRANSFER ORDER. 

 

- The Transfer order will appear as follows if there are no issues with the received items: 

 

- The Transfer order will appear like this if there are issues with the received items: 

 

 

Transfer order will automatically marked received 

For this TO, the transfer quantity is 5 pieces, but the 

receiving branch only received 4 pieces, so there is 1 piece 

lacking. That is why the status of this TO is pending. 

 

The status will be changed to “received” once the lacking 

item has been delivered to the branch and has already 

received it. 


