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BOOK TRANSFER 
 

 

(User – WHM) 
 

 

1. Create Book Transfer  

A. Warehouse personnel can create a request to transfer the ownership of a 

stock from one depositor to another depositor in WMS.  

B. To create a back-dated transaction request, the user will follow the below-

mentioned steps: 

Book Transfer >> Create Book Transfer 

 

C. The system will redirect the user to the above screen where the WHM can 

view the list of any book transfer requests created over time or create a 

new request by clicking on the ‘Create Book Transfer’ button. 

 

D. The system will redirect the user to the above screen where the user will 

enter the required details like: 
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a. Transfer from  

i. Depositor name 

ii. Approval Document 

b. Transfer to 

i. Depositor Name 

ii. Approval Document 

Note: The system will display the list of all the ACKs of the depositor whose 

stock is being transferred. This list is for information only. 

E. Clicking on the ‘Save’ button will create the book transfer request in 

WMS.  

 

2. Generate DO 

A. Once the request is created in WMS, the warehouse manager will first 

create a delivery order for the stock being transferred. To reach the DO 

screen, the user will follow the below-mentioned steps: 

Book Transfer >> Generate DO 

 

B. The system will redirect the user to the above screen where the user can 
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search for the stock being transferred by entering details like: 

a. Book Transfer number 

b. Commodity 

c. Variety 

d. Reservation type 

C. The user can click on the ‘search’ button to open the appropriate selection 

screen and select the following information: 

a. Compartment number 

b. Stack number 

c. WHR/ACK Number 

d. Delivery package/Units/Bags or LOT 

e. The user will have the provision to add a new row by clicking on 

the Plus button provided. 

Note: The user can select multiple ACKs for book transfer. In such 

cases against each ACK being transferred, the WHM will create a 

new ACK. 

f. Transfer book type 

i. Reservation: If the user selects Reservation, then he will have 

to select the reservation request number against which they 

want to keep the stock. 

 

ii. General 

g. Is shifting Required? 

i. If the user selected “Yes,” he will select if the stock will 

move via truck or without a truck. 

ii. If the user selects “No,” then the stock will not be transferred 

to another stack, the system will auto-update the stack 

formation under the new depositor’s name. 

Note: The shifting is not required only if the complete stock of the 

stack is being transferred. Shifting is always required in case of 

partial transfer. 

D. The system will display the outstanding amount to be paid by the user for 

the stock being transferred. The user must pay the outstanding amount 

before continuing with the process. 

Note: 1. The system will provide a credit facility to the government depositors as per 

the laid down process. 
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2. In the case of Reservation/General Monthly bill ACKs, the payment for the delivery 

order is not mandatory. 

E. Clicking on the “Save” button, the system will redirect the user to the 

payment screen where the user will make a payment before proceeding 

ahead. 

 

F. Clicking on the “Pay now” button will redirect the user to the below 

screen to record the payment details. 

 

G. The user will select the following information on the screen: 

a. Payment type 

b. Payment Mode 

c. Is challan generated? 

i. Yes 

ii. No 

d. Remarks 

H. Clicking on the “Receive Now” button will complete the payment receipt 

process and redirect the user to the below-provided screen. 
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The user will select the payment status and click on the Save button. This 

will redirect the user to the below screen and will mark the DO as 

approved. 

 

I. Once done, the user will continue ahead based on the shifting type 

selected while creating the Delivery Order. 

 

Re-Stacking Required Without Truck 
 

3. Book Stacking 

A. Once the DO is completed, the user will access the book stacking screen 

to enter the stacking details of the stock being shifted. To reach the Book 

stacking screen, the user will follow the below-mentioned steps: 

Book Transfer >> Generate DO 
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B. The system will redirect the user to the above-provided screen where the 

user will search for the appropriate entry by selecting the Book transfer 

number and Delivery order number. 

C. Clicking on the search button will display the stacking screen where the 

user will enter/select the following information to complete the stacking 

process. 

a. Godown number 

b. Compartment number 

c. Stack type 

d. Main stack number 

e. Bags/units 

f. Users will also have the provision to add a new row by clicking on 

the ‘Add more’ button and entering another stack details where 

they want to stack the rest of the bags. 

D. Clicking on the submit button will save the details entered in WMS. 
 

4. Create ACK 

A. Once the stacking is done, the user will generate ACK for the transferred 

stock under the new owner’s name from the ACK/WHR Screen. The 

ACK serves as a proof of stock submission and is provided to the 

respective depositor. 

B. Note: In case the user transferred stock from multiple ACKs, then multiple new 

ACKs will be generated under the transferee’s name. 
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C. To reach this screen, the user will perform the below-mentioned steps: 

Receipt of Stock >> Reservation Basis >> ACK/WHR 

D. This will redirect the user to the WHR/ACK list screen where the user can 

search for the ACKs pending generation. The user will select the Start 

Date and End date to narrow down the search. 

 

E. On this screen, the user can perform the following functions: 

a. Generate ACK/Negotiable WHR/ Non-negotiable WHR 

i. To generate the respective acknowledgement document, the 

user can click on one of the provided buttons, i.e., ACK, 

Negotiable, and Non-Negotiable. 
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F. The user will enter the required details and click on the Save button to 

generate the acknowledgement.  

a. View the ACKs generated in the system:  
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i. The user can click on the ‘WHR Done/Cancel’ button to 

view the list of ACKs generated through the system. 

 

ii. The user can perform the search by selecting the following 

fields: 

1. Start date. 

2. End date 

3. Status (Done, Cancelled ACK/WHR, Expired) 

iii. After clicking on the search button, the system will display 

the list of ACKs generated through the system thus far. 

iv. The user can perform the following functions on this screen. 

1. View: Clicking on this button will display the ACK 

details. 
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2. PDF: Clicking on this button, the user can view the 

PDF of the ACK generated. 
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Re-Stacking Not Required and Without Truck 
 

5. Create ACK 

A. Once the DO is submitted successfully, the user will generate ACK for 

the transferred stock under the new owner’s name from the ACK/WHR 

Screen. The ACK serves as a proof of stock submission and is provided to 

the respective depositor. 

Note: In case the user transferred stock from multiple ACKs, then multiple new 

ACKs will be generated under the transferee’s name. 

B. To reach this screen, the user will perform the below-mentioned steps: 

Receipt of Stock >> Reservation Basis >> ACK/WHR 

C. This will redirect the user to the WHR/ACK list screen where the user can 

search for the ACKs pending generation. The user will select the Start 

Date and End date to narrow down the search. 

 

D. On this screen, the user can perform the following functions: 

a. Generate ACK/Negotiable WHR/ Non-negotiable WHR 

i. To generate the respective acknowledgement document, the 

user can click on one of the provided buttons, i.e., ACK, 

Negotiable, and Non-Negotiable. 
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E. The user will enter the required details and click on the Save button to 

generate the acknowledgement.  

b. View the ACKs generated in the system:  
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i. The user can click on the ‘WHR Done/Cancel’ button to 

view the list of ACKs generated through the system. 

 

v. The user can perform the search by selecting the following 

fields: 

1. Start date. 

2. End date 

3. Status (Done, Cancelled ACK/WHR, Expired) 

vi. After clicking on the search button, the system will display 

the list of ACKs generated through the system thus far. 

vii. The user can perform the following functions on this screen. 

1. View: Clicking on this button will display the ACK 

details. 
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2. PDF: Clicking on this button, the user can view the 

PDF of the ACK generated. 
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Re-Stacking Required with Truck 
 

6. Gate-In 

A. After DO is submitted successfully, the token will show up at the gate-in 

screen. To reach here users can follow the below-mentioned steps. 

Book Transfer >> Truck Process >> Gate-In 

 

B. The user can click on the next button to proceed ahead with the gate-in 

process. 

 

C. The user will enter the requested details in the fields provided. 

Note: All the fields with an ‘*’ sign are mandatory. 

D. Once filled, the user can click on the save button and proceed to the next 

step. 

E. The user can also click on the ‘Gate History’ button to view the list of 

gate-ins for that day. 



20  

 

F. The user can also perform a search by selecting the date range for which 

they want to view the gate history.  

G. Clicking on the ‘Issue gate-in’ button will redirect the user to the Gate-in 

Screen. 

 

7. Stack Out 

A. After gate-in, the token will show up on the Stack out screen. 

 

B. The user will select the respective token from the dropdown and click on 

the search button. (The token number sequence is: DDMMYY/Truck 

number/0001) 

C. Once done, the stack out fields will pop for the selected token. The user 

will enter the required details, i.e., 

a. Requested Packages/Units/bags or Lots 

D. Once the appropriate information is fed into the form, the user will click 

on the submit button and proceed to the next step. 
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8. Stacking 

A. After stack-out, the token will show up on the Stacking screen. 

 

B. The user will select the respective token from the dropdown and click on 

the search button. (The token number sequence is: DDMMYY/Truck 

number/0001) 

C. Once done, the stacking fields will pop for the selected token.  

D. The user will then enter/select the required information in the form 

provided to perform the stacking.  

Note: The stack detail form will only come if there is a stack-allocated for the 

respective commodity and depositor. If not, the system will ask the user to allocate 

space. 

E. The user can stack the commodity into multiple stacks, if required, by 

clicking on the ‘Add more’ button. 

F. Once done, the user will submit the details entered and proceed with the 

next step. 

 

9. Gate-Out 

A. After Stacking, the token will show up on the Gate-out screen. 
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B. The user will select the respective token from the dropdown and click on 

the search button. (The token number sequence is: DDMMYY/Truck 

number/0001) 

C. Once done, the gate-out fields will pop for the selected token.  

D. The user will enter the required details and complete the receipt process. 

 

10. Create ACK 

A. Once the stacking is done, the user will generate ACK for the transferred 

stock under the new owner’s name from the ACK/WHR Screen. The 

ACK serves as a proof of stock submission and is provided to the 

respective depositor. 

B. Note: In case the user transferred stock from multiple ACKs, then multiple new 

ACKs will be generated under the transferee’s name. 

C. To reach this screen, the user will perform the below-mentioned steps: 

Receipt of Stock >> Reservation Basis >> ACK/WHR 

D. This will redirect the user to the WHR/ACK list screen where the user can 

search for the ACKs pending generation. The user will select the Start 

Date and End date to narrow down the search. 
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E. On this screen, the user can perform the following functions: 

a. Generate ACK/Negotiable WHR/ Non-negotiable WHR 

i. To generate the respective acknowledgement document, the 

user can click on one of the provided buttons, i.e., ACK, 

Negotiable, and Non-Negotiable. 
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F. The user will enter the required details and click on the Save button to 

generate the acknowledgement.  

c. View the ACKs generated in the system:  
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i. The user can click on the ‘WHR Done/Cancel’ button to 

view the list of ACKs generated through the system. 

 

viii. The user can perform the search by selecting the following 

fields: 

1. Start date. 

2. End date 

3. Status (Done, Cancelled ACK/WHR, Expired) 

ix. After clicking on the search button, the system will display 

the list of ACKs generated through the system thus far. 

x. The user can perform the following functions on this screen. 

1. View: Clicking on this button will display the ACK 

details. 
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2. PDF: Clicking on this button, the user can view the 

PDF of the ACK generated. 
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