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To Enter a Budget Transfer Request:  

Go to Skyward > Financial Management> Account Management > Submit Transfers 

 

 

 

The following page will appear 

 Press the “Add” button 
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Enter basic transfer details in the “Budget Transfers” box: 

 Choose your Budget Transfer Group from the dropdown 

 Choose the Fiscal Year 

 Choose “Expense” as the Transfer Type 

 Input a basic description (you will provide more details later) 

 Input a Batch Number of your choosing  

 You will not be able to input anything in the amount field in this area... it will auto 

populate as you add detail lines 
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Enter Budget Transfer Detail Lines: 

 Choose your account 

 Add a detailed description of the reason for the Budget Transfer 

o Be sure to include as many details as possible. There will be a place for you to attach 

documentation on the next screen. 

 Choose “Transfer From” or “Transfer To”  

 Add the Amount  (Skyward will automatically determine if it is a debit or credit) 

 Continue to add all accounts affected by the transfer 

o Multiple accounts can be selected for different amounts as long as the net amount is 

zero.  The net amount will appear in the “Amount” field at the top.  

 

 

Once all the details have been entered, press the “Submit for approval” button.  
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You will now see the entry in your History.  

You can upload files for backup documentation by choosing the “Attach” button 

 Updated ePlan budgets for grants, etc. 

 

You can expand the areas to see the details and monitor the approvals.  
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To Approve a Budget Transfer: 

Go to Skyward > Financial Management> Account Management > Approvals 

 

 

Alternately, Click on the Budget Transfers widget on the Skyward Homepage 
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On the following page, you will see any items for review 

 Check the box to Approve or Deny 

 

 Press the “Submit Approvals and Denials” button 

 If the “Deny” box had been checked, an additional screen will appear 

o Enter a reason and press the “Save” button. 

 


