


11. Type in the description of the transfer in the box labeled "Description". For example: 
Budget transfer to 74510. 

 
12. The Budget Period defaults as 01. Please do not change. 
 
13. Choose "Complete" and the transaction will be posted into the Banner System. If the 

transfer has incomplete or incorrect information, you will receive an error message at 
the top of the Budget Transfer screen and the transfer will not be made. 

 
** Multiple Line Budget Transfer:  

 
Instructions for the Multiple Line Budget Transfer process are the same as above, with the 
following exception:  
 
The "From" and "To" lines have been replaced with line numbers (1, 2, 3, etc.). At the end of 
each line there is an option to decrease (-) or increase (+) that line item. In this case, the 
Budget Transfer "From" account will be decreased by selecting (-); the Budget Transfer "To" 
account will be increased by selecting (+). 
 
 

Available Accounts for On-Line Budget Transfers 
 
70505 
71350 
71506 through 72030 
74510 through 74514 
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