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Transfer Entries are used to record changes to Fund Balance accounts such as moving 
money from one ASB club to another.  The Transfer Entry must be balanced (debits-
credits) before it can be updated.  It can be completed at a later date by using the Save 
and Finish Later option leaving the Transfer Entry in WIP status. 
 
Transfer Entries 

 
 
1. Set the View to WIP 
2. From WIP status, click Add 

 
3. In the Batch Number Entry section: 

 
• Select the Fiscal Year 
• Enter a Description 
• Click Save 

 

 
 
 



 
4. On the Edit Details screen, click Add 
 

 
5. Select or begin typing the Account number or click the Account link to scroll, page or 

search the list of available account codes,(40 Q 819 1100 00 0000 2010 0000 0000). 
6. Enter the Description 
7. Enter the Date (current date is default) 
8. Enter Transfer Out or Transfer In amount 
9. Click Save & Again 
10. Enter Transfer Out or Transfer In amount as appropriate 
11. Repeat as needed 
 

 
 
12. When entry is complete, click Save and then Back to complete the transaction 



 
 
A Report of the entry may be run by clicking the Report button from either the Edit 
Details screen or the Transfer Entries screen. 
 

 
 

 
 

 


