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A transfer is a movement of money from one funding source to another funding
source. There are three types of Transfers:
1. Transfer money from Checking to Savings account (or from Savings to Checking

Account).

2. Transfer all or portion of a balance from one Class to another Class.
3. Transfer Expense or Income from one Class to another Class.

Before you create Transfer Transactions

e Determine if there is sufficient money in the appropriate funding source from which you
are transferring money.

e Approval is required from the County Program Director and/or Extension Council in
accordance with Council’s guidelines. Request for Transfer form must be signed
and filed with Council's financial records.

Use the appropriate Registers to create your transfer transactions: Check Register or
Savings Register.

Important Notes:

A.

B.
C.

Transfer Funds

Do not use QuickBooks’ Bank Transfer option. This option does not allow for
class tracking.
All Transfers require two transactions!
If you want the transfer between Checking and Savings accounts to be
exclusive (separated) and included in separate Reports for Checking and
Savings, then do not use Class codes for the Savings part of the transfer
transactions.  QuickBooks tracks Classes across ALL bank accounts and
retains the transferred amount in the Class Reports or Fund Balance Reports
if Class codes are included in both transfer transactions!

The class code is always included for the Checking transfer

transaction.
If you want the transfer between Checking and Savings accounts to be
consolidated on Class Reports or Fund Balance Reports, then use Class
codes for both Savings and Checking transfer transactions.
Placing a checkmark in the checkmark column in the Register within the
Transaction records prevents the transactions from appearing in the Bank
Reconcile Screen.
Some CPDs use the account 1610-Funds-Reallocation instead of the 1600-
Balance Transfer account to show a reallocation (or transfer) of money from
one class to another class(es). Create a new account for 1610.
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If you are transferring from Checking to an Existing Savings
Account, then...

* If you are writing a check from Checking to be deposited to

Savings, then..
See section, "Move Money from Checking Account - Write a Check."
Then go to section ""Create the Second Transaction (where the money is going)

* If you are moving money as a Direct Deposit from Checking to

Savings..

e Under the Chart of Accounts, double-click on the 0050-Checking account to
open the checking register.

Enter the date of the transfer.

In the Payment field, enter the transfer amount.

Place a v in the checkmark column.

In the Account field, select the 1600 Balance Transfer account.

In the Memo field, describe what you are transferring.

Click the Splits button at lower left of Register screen to open the splits screen
Enter the class code from which you are transferring the money.

Click RECORD button at lower right of Register screen.

Go to section, "Create the Second Transaction (where the money is going)."

11./01./2000 ) Murmber :"—""31_:;:;:5: > 11200.00 \.({ O ;’.:i'_:;'.:\"i-’
CHE 1600 - Balance Transfers | Trangher from Class 3340 ta Savings

Account Amount bd emo Cuztomer.Job H Clazz
1600 - Balance Transfers L' EDD.DD|TranSfer from Clazz 3340 to‘ L' |334D -Sopbea =] =

Create the Second Transaction (where the money is going)

e Under the Chart of Accounts, double-click on the appropriate Savings account to
open the savings register.

Enter the date of the transfer.

In the Deposit field, enter the transfer amount.

Place a v in the checkmark column.

In the Account field, select the 1600 Balance Transfer account.

In the Memo field, describe what you are transferring.

e Click the Splits button at lower left of Register screen to open the splits screen.

If you decided on “C” under Notes, page 1, then skip the next step. Do not enter a
Class code.

e Enter the class code from which you are transferring the money.

e Click RECORD button at lower right of Register screen.

110122000 BN umber FPaves * | Pavment x.( 200.00
DEP 1600 - Balance Transfers | Transfer from Clags 3340 ta Savings
Account Amount b emo Cuztomer.Job = Class
1600 - Balance Transfers L‘EDD.DD |Tran$fer fram Clazz 3340 to Ll | hel e
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If you are transferring Money from Checking to a New Savings
Account, then...

Set Up new Savings Accounts

Open the Chart of Accounts (List, Chart of Accounts)

* Edit one of the existing bank savings accounts:
= Highlight 0051 or 0052 e [Bank -] Mumber |005T
= Click the Account button at

lower left corner of screen
= Click Edit Name koney Market
* Change the Name field to Fia -
describe the type of Savings
Account Descrption {toney Market Account
. Entgr bank account number . o
(optional)
= Click OK. TaxLine i<Unassigned> ﬂ
_Or_

* Create a new Bank Savings Account:

= Click the Account button at lower left corner of screen

= Click New

= Select Bank as the Type

= Enter the next bank account chart of accounts number, i.e. 0053, if 0051 and
0052 are already in use.

= Describe the type of Savings account in the Name field

= Enter bank account number (optional)

= Do NOT enter the Opening Balance in this screen!!! (No place to identify 1600-
balance account)

= Click OK.

Move the Money from Checking Account - Direct Bank Transfer

e Under the Chart of Accounts, double-click on the 0050-Checking account to open
the checking register.

e Enter the date of the transfer.
e Inthe Payment field, enter the transfer amount.
e Place a v in the checkmark column.
e Inthe Account field, select 8500-Purchase of Investments expense account.
¢ Inthe Memo field, describe your action, i.e "purchase money market".
e Click the Splits button at lower left of Register screen to open the splits screen
e Enter the class code(s) from which you are transferring the money.
e Click RECORD button at lower right of Register screen.
e (o to section, "Create the Second Transaction (Where the Money is going)"
02222001 B umbes Firstar Bank T |[5.000.00 o || Deposit
CHE 8500 - Purchasze of Investments | Open New Savings Account
Account Arnount kMemo CustormerJob ﬁ Clasg
8500 | Purchase of Investme =] 5.000.00] x|  |2000Educatior =]
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-Or-
Move Money from Checking Account - Write a Check

Select Banking from the menu bar.

Select Write Checks

Enter Date

Select appropriate Bank Name from the Vendor pull down list in the "Pay to the Order
of" field.

"To be Printed" should be checked. v

Fill in Memo field, as needed.

Select 8500-Purchase of Investments in the Account field

Enter the Amount of the Transfer.

Fill in second Memo field.

Enter a Class Code

Click Save and Close

Go to File, Print forms, Checks to print the Check.

Go to section, "Create the Second Transaction (where the money is going)"

Mo, TaPrint
Date 02/22/2001
Paytothe Order  Firstar Bark - $ 5000.00
Fivethousand and D000 # @ ¥ @ s s s sma wnn e e ik n X A NG R E K AN AR RN B AR R A HRREH K H Dallars

Firztar Bank.
PO Baox 308
Address | St Jozeph, MO B4502-0303

Memo  Open Mew Savings dccount

Expenses $5.000.00 ; Items

£0.00 ; ¥ Tobe printed

Account Amount Memo Cugtomer.Job = Clagz

28500 Purchaze of Investmerl‘ 5,DDD.DD|Dpen Mew Saving: Account || Ll |3DDD-Educatinn ELI_

Create the Second Transaction (where the money is going)

Under the Chart of Accounts, double-click on the appropriate Savings account to
open the savings register.

Enter the date of the transfer.

In the Deposit field, enter the transfer amount.

Place a v in the checkmark column.

In the Account field, select the 1600 Balance Transfer account.

In the Memo field, describe what you are transferring.

Click the Splits button at lower left of Register screen to open the splits screen.

If you decided on “C” under Notes, page 1, then skip the next step. Do not enter a
Class code.

Enter the class code from which you are transferring the money.
Click RECORD button at lower right of Register screen.

. e e e e e N
nzfzzjz001 B |Number  [Paves = |lPavment J [5.000.00
CEF -split- Transfer from 3340 ko Savings ||
Account Amounk Memo Customer: Job E Class
1600 * Balance Transfers L‘ 5,000,000 | Transfer from 3340 to Savings| h ‘ hd :I
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Transferring Class Balances

If you have Class balances for Short courses, grants, etc,
that will not continue into the new year, you may want to
close these Classes by creating a Reduction of Revenue
transaction (1600-Balance Transfer) in the Class to be
closed and a Revenue transaction (1600-Balance
Transfer) in the Class which will receive the positive
balance.

Example: Transfer balance of $500.00 from Class 3100 to Class 2000.

If you are transferring a Balance from one Funding source
(Class) to another Funding Source (Class) within Checking,
then...

Determine that you have sufficient money in the Class from which you will transfer.

Open the checking register. (Banking, Use Register)

Enter the date of the transfer.

In the Payment field, enter the transfer amount.

Place a v in the checkmark column.

In the Account field, select the 1600 Balance Transfer account.

In the Memo field, describe what you are transferring.

Click the Splits button at lower left corner of Register screen to open the splits screen
Enter the class code from which you are transferring the money.

Click RECORD button at lower right of Register screen.

11/15/2000 E|Humber  [|Payee T |(500.00 o |0 eposit
CHE. 1600 - Balance Transfers | Trangfer from Clags 3100 to 2000

Account Arnount W emo Cuztormer:Joh = Clazz
1600 - Balance Transfers ﬂ EEIEI.DEI|Transfer from Class 3100 tu:ul ﬂ |3|:I|:I|:I-Educ:atiu:ur il

Create the Second Transaction (where the money is going)

e Enter the date of the transfer.
e Inthe Deposit field, enter the transfer amount.
e Place a v in the checkmark column.
e Inthe Account field, select the 1600 Balance Transfer account.
¢ Inthe Memo field, describe what you are transferring.
o Click the Splits button at lower left of Register screen to open the splits screen
e Enter the class code to which you are transferring the money.
e Click RECORD button at lower right of Register screen.

1141542000 B||rumber  |[Paves = Pavrment o [|500.00

DEF 1600 - Balance Transfers | Tranzter from Clags 3100 to 2000
Account Arnaunt tema Cuzstomer.ob H Clazs
1600 - Balance Tranzfers LlEEIEI.EIEI |Transfer from Clags 3100 t|:|| Ll |2EIDEI-Eenter E'FLI.

Indicate in Memo fields of both records the Classes that you transferred to/from.
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Adjusting Negative Class Balances

If you need to close out a Class with a Negative balance, then
create a Reduction of Income transaction (use appropriate
revenue account, i.e. 0100, etc) in the Class from which you
will transfer the money to offset the deficit and create an
Income transaction in the Class with the negative balance.

Indicate in the Description of each transaction record that this is
a Transfer to offset deficit balance in Class #### where
#### is the Class, or type a similar statement.

You have Two Options:
Transfer earned Income
Transfer Class Balance.

Option 1 - Transfer Income_earned in one Class to a Class with

negative balance.
Example: Transfer $200 from Class 3350 to Class 2000 to offset
operating costs not covered by County appropriations. Class 2000 has a negative
cash balance of $200. You must have at least $200 in cash in Class 3350! This
example shows what type of income (0100 - student fees) was used to offset the
negative balance.

If you are transferring INCOME from one Class (fund) to another

Class (fund) within Checking, then...
Determine that you have sufficient year-to-date money recorded in the income
account and in the Class balance from which you will transfer. This means earlier
deposits were made in the income account.
* Open the Checking register. (Banking, Use Register)
e Enter the date of the transfer.
In the Payment field, enter the transfer amount.
Place a v' in the checkmark column.
In the Account field, select the appropriate Income account.
In the Memo field, describe what you are transferring.
Click the Splits button at lower left of Register screen to open the splits
screen.
e Enter the class code from which you are transferring the money.
e Click RECORD button at lower right of Register screen.

11/20/2000 BH|Mumber  [[Fayes T J100.00 o || Deposit
CHE 0100 - Student Fees: | Trangfer 3350 fees to 20
Account Amnount b emno Cuztomer.Job % Clazz
0100 - Student Fees:017 | 100.00| Transfer 3350 fees to x| [as0-wat =]
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Create the Second Transaction (where the money is going)
e Enter the date of the transfer.

e Inthe Deposit field, enter the transfer amount.

e Place a v in the checkmark column.

¢ Inthe Account field, select the same Income account as you did for the first
transaction.

e In the Memo field, describe what you are transferring.

e Click the Splits button at lower left of Register screen to open the splits screen

e Enter the class code to which you are transferring the money.

e Click RECORD button at lower right of Register screen.

172072000 B urmber FPaves XN Favment S [[100.00

DEF 0100 - Student Fees: 01 :| Trangfer 3350 fees to 20

Aocount Amount bl emno Customer:Job @ Clazs

0100 - Student Fees:0 ;‘ 1I]D.I]D|Transfer 3350 fees ta ;‘ |2EIEIEI-Eente x|

Indicate in Memo fields of both records the Classes that you transferred to/from.

Option 2 - Transfer part of the positive cash balance in one Class to a
Class with negative balance.

See above section "Transferring Class Balances"

Transfer Expense

If you are transferring Expense from one Class (fund) to another

Class (fund) within Checking, then...

Determine that you have sufficient year-to-date money recorded in the expense account
and Class from which you will transfer. This means earlier payments were made in the
expense account.

Open the checking register. (Banking, Use Register)

Enter the date of the transfer.

In the Deposit field, enter the transfer amount.

Place a v in the checkmark column.

In the Account field, select the appropriate expense account.

In the Memo field, describe what you are transferring.

Click the Splits button at lower left of Register screen to open the splits screen.
Enter the class code from which you are transferring the money.

Click RECORD button at lower right of Register screen.

T1/22/2000 B][Nurmber |Pavee T Pavment < (300,00
CHE 5100 - Suppliez/Services | Transfer supplies to 3360
Account Arnount Memo CuzgtormerJob H Clags
E100 - Supplies/Services Ll 3[IEI.DEI|Transfer supplies to 3360 Ll |'I 000 - County .l‘fll
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Create the Second Transaction (where the money is going)

Enter the date of the transfer.

In the Payment field, enter the transfer amount.

Place a v in the checkmark column.

In the Account field, select the same expense account as you did for the first
transaction.

In the Memo field, describe what you are transferring.

Click the Splits button at lower left of Register screen to open the splits screen
Enter the class code to which you are transferring the money.

Click RECORD button at lower right of Register screen.

114222000 B\ Mumber - |Paves > 11300.00 o [|Deposit
CHE 5100 - Sunnliesfﬁewicd Trarz.zupple 1000 ta 33"
Account Armount kemo Customer.ob @ Clazz
5100 - Supplies/Servic L‘ 3EIEI.EIEI|Trans.suppl_I,I'IEIEIEI ta | L‘ |33I3I]-5um v |4
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