
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 

  Transfer to      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. 

 

 

 



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. 

 

 

 

 

 

 

 

 



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. 

 

 

 

 

 

 

 

 



 

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.   

 

 

 

 

 

 

 

 



 

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.   

 

 

 


