
Unit Transfer

Overview
The Warehouse Management Module Unit Transfer process provides the ability to transfer 
accountability of issued materiel from one unit to another unit, unit / account, or individual. The 
process also allows viewing and creating Unit Transfer records. 

Navigation
MATERIEL MGMT > Unit Issue > Unit Transfer page

Procedures

Search for a Unit Transfer

One or more of the Search Criteria fields can be entered to isolate the results. By default, all 

results are displayed. Selecting  at any point of this procedure returns all fields to 
the default "All" setting.

 1. In the Search Criteria box, narrow the results by entering one of the following optional 
fields.

 

 2. Select . The Unit Issue Transfer Search Results appears.       
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View the Unit Issue Transfer Details

 1. Click  to select the entry. The Transfer item is highlighted, and  and 

 become available.

 2. Select . The Details Grid appears.

Print a Form for a Unit Transfer

 1. Click  to select the entry. The Transfer item is highlighted, and  and 

 become available.

 2. Select . The Print drop down  appears.

 3. Click the form for printing. The Print or Email Receipt pop-window appears.

 4. Select the delivery option. The  appears in the appropriate option.

 5.  Click  . The Print or Email Receipt pop-window closes, and the signed 
receipt is sent.
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Add a Unit Transfer

Navigation

MATERIEL MGMT > Unit Issue > Unit Transfer >  > Add Unit Transfer pop-up win-
dow   

Procedures

Add a Unit Transfer

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select . The Add Unit Transfer pop-up window appears.

 

 A. Use  to select the From UIC.         
 

 B. Use  to select the Reportable Commodity Type.         
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FromUIC.htm
ReportableCommodityType.htm


Note 
If the From UIC chosen does not have a Primary Custodian for the chosen 
Reportable Commodity Type, the No Primary Custodian pop-up window 
appears.

 

 

Click . The window closes and returns to the Add Unit Transfer window. 
Choose a different combination that has a Primary Custodian assigned.

 2. Click  to select the asset. The Stock Number record is highlighted and  
becomes available.

 

 3. Click .  appears while the asset is removed 
from the Outstanding Items grid and appears in the Selected Items grid.

 4. Repeat steps 4 and 5 until the Selected Items grid contains all the desired assets for trans-
ferring.
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 5. Select . The Unit Transfer Signature Options pop-up window 
appears.

 

 

 6. Select . The Signature Pad Form pop-up window appears.

 A. Select . The Print or Email Receipt pop-window appears.

 B.  Click  . The Print or Email Receipt pop-window closes, and the signed 
receipt is sent.

 7. Select . The Print pop-up window appears.

 A. Select . The document is sent for printing.          

 8. Select . The new Unit Transfer record is saved.

Unclassified - 5/21/2026

5



Add an Attachment to a Unit Transfer

Navigation

MATERIEL MGMT > Unit Issue > Unit Transfer >  >  (desired record) > 

 > Attach Files pop-up window

Procedures

Add an Attachment to a Unit Issue Transfer record

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Click  to select the entry. The Transfer item is highlighted, and  and 

 become available.

 2. Select . The Attach Files pop-up window appears.

 3. Select . The Attach Files pop-up window appears.  
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 4. Select . The Windows Choose File to Upload pop-up window appears.

 5. Select . The file name appears in the bottom file list.       
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 6. Repeat Steps 4 - 8 to attach multiple documents.

Remove an Attachment

 A. Select the  part of  next to the desired document. The Delete Attachment 
pop-up window appears.
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 l
Select  to confirm the deletion. The Attachment Deleted pop-up win-
dow appears.

  

 7. Select . The Attach Files pop-up window closes.  
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