Budget Transfers

Transfers need to be done in Skyward Web. A transfer is when you move money from one
account to another within the same function.

Example: Transfer from 199 E 11 6399 00 001 11 801 $100.00
Transferto 199 E 11 6411 00 001 11 801 $100.00

Function 11 is instructional, since the transfer is to and from the same function , a transfer can
be entered in the system.

To enter a transfer go to:
Account Management, Budget Management, Transfers, Submit Transfers

Click Add to enter a new requisition, you will see this screen.
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The following screens are from a Skyward Tutorial.

Choose the Budget Transfer Group from the dropdown box. You will only see your groups. The
Fiscal Year will pre-populate. Transfer type will be expense. Enter a general description for the
transfer.

/2 Submit Transfers - Windows Internet Explorer _’I;IEIEI

———
| S A |g, http:/f 'ebsite.‘Tutc-lials_."Sc-ﬂ‘f'.-are_:\-.F_.-'«M_BT-E 1% I Bing B~

ww.skyward. comdeptdocs/Corporate [DocumentationPublic®

J {j Favorites J {:‘B & Houston TranStar Real-Time... &  \eb Slice Gallery = € | Free Hotmail @ | Customize Links & | Windows Media & | Windows

@SuhmltTransfers | | J & < - [ @ ~ Page - Safety ~ Tools ~ @' >
-
| 2 WRAMBMYTRIST - 3 T T A
| Choose a Budget Transfer Group e
| if wour district uses these. nsfers - General | Budget Transfers &)
r Budget T F,
| * Budget Transfer Group: (001 High School . L -
* Fiscal Year: Choose the Fiscal Year and
* Transfer Type: Rules Transfer Type - Expense or Reveniue. |por go-nooos
* Description: |Funds moved from 1200 to 1270 |
Amount: - N
r Budget Transfer Detail L Gijve this budget transfer a gereral description. i
r Detail Budget Transfer J ]
General Ledger Account Transfer Amount|
Accountz[10E000 1110 1200 00 000000 GENERAL ED/DISTRICT WIDE/ELEMENTARY/ TEMP SALF|v Transfer From % 500.00
Description:[wrong account ‘ Debit Amount  Credit Amount|
0.00 500.00 | |
r Detail Budget Transfer
General Ledger Account Transfer Amount
ACCDunt:ll[]E[][][] 1110 1270 00 000000 GEMERAL ED/DISTRICT WIDE}ELEMENTARY{SUB{NDN—dv Tranafer To hd 500.00
Description: [Correct account ‘ Debit Amount  Credit Amount]
500.00 0.00
r Detail Budget Transfer
General Ledger Account Transfer Amount]
Account:| |v |Irans:'er From v” 0.00
Description: Debit Amount Credit Amount]
| | 0.00 0.00
r Detail Budget Transfer
General Ledger Account Transfer Amount
Account:| |v Transfer From 0.00
Description: Debit Amount Credit Amount]
‘ 0.00 0.00
[ Detail Bud Trapsfjar | 2
Asterisk (*) denotes a required field
i
4 |

— [ [ [ [ [ [ [ mtemet |Protected Mode: Off [% - [Rwow - 4




Enter or choose your account from the dropdown box. Choose transfer from or transfer to that
particular account. Enter the amount in the Transfer amount field (please note, it may look a
little confusing when the system auto enters a debit or credit amount, just make sure you are
entering the correct account and transfer from field, and account and transfer too field). Enter a
description for that line.
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Once again enter your account, transfer from or to and the amount. The system will enter the
total amount of the transfer, the transfer to and transfer from amounts must equal. If finished
click submit for approval, if you wish to finish the transfer later, click save and finish later.
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Once you submit the transfer will be waiting for approval.

The budget manager will receive an email that there is a transfer waiting to be approved.
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