
 

Food Protection - Transfers 

User Manual 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

Food Protection 

Transfers 

User Manual 
 

 

 

 

 

 

 

 

 

 

The Baldwin Group, Inc. 

7550 Lucerne Drive 

Suite 306 

Cleveland, OH 44130 

(440) 891-9100 

FAX (440) 891-9458 



 

Food Protection - Transfers 

User Manual 
 

 

 

ii 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Copyright © 1996 - 2023 

The Baldwin Group, Inc. 

ALL RIGHTS RESERVED 

HDIS are trademarks of The Baldwin Group, Inc. 

 

No part of this publication may be stored in a retrieval system, 

transmitted, or reproduced in any way, including but not limited to 

photocopy, photograph, magnetic, or other record, without the prior 

agreement and written permission of The Baldwin Group, Inc. 

 

Windows® and MS-DOS® are registered trademarks of Microsoft 

Corporation. 

 

Other trademarks are owned by their respective companies. 

 

NOTICE 

Information subject to change without notice.  

THE BALDWIN GROUP INC. SHALL NOT BE LIABLE  

FOR TECHNICAL OR EDITORIAL ERRORS OR OMISSIONS CONTAINED 

HEREIN; NOR FOR INCIDENTAL OR  

CONSEQUENTIAL DAMAGES RESULTING FROM  

THE FURNISHING, PERFORMANCE, OR USE OF  

THIS MATERIAL. 
Disclaimer 

All data examples containing personal names, company names (or companies), vehicle 

information, or locations that appear in this guide are fictitious in nature and do not refer to, or 

portray, in name or substance, any actual names, organizations, entities, or institutions.  Any 

resemblance to any real person (living or dead), organization, entity, or institution is purely 
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How to Create Transfers 

Navigate to: Environmental Health > Food Protection > FSO/RFE 

Find the FSO or RFE that needs a duplicate license. 
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Example of selected FSO/RFE: 
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Once the FSO or RFE is selected navigate to the E-mail/GIS/GPS tab. 

Click the Modify button 

Right – click Save Current Audit Number * 

This creates a record that will keep the original audit # and date issued.  The record will have a backward slash in front 

of the name and will be marked as either: Out of Business, Duplicate, or Transfer. 

Enter Today’s date in the Transfer date field. 

(Buttons with *asterisks are activated with a right-click) 
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Example of what a Transfer license would look like in the Find list: 

The records with the backslash before the name are either Out of Business, Duplicate, or Transfer. 
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Navigate to the newly created Transfer record where the facility has a slash “\” in front of the name and go to the 

Licensing Information Tab. 

Click the Licensing Information tab. 

To make sure there are no fees that show up on a Transmittal report with the transfer record, change the Code and 

Descript areas to “Transfer.” 
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Next, Navigate back to the main record and go to the FSO/RFE Tab. 

Edit the record to add the information for the Transfer. 

If Licensing Information needs any changes, navigate to the Licensing Information tab and edit it as normal. 

 


