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Budget Transfers | CLASS-Web Instructions 
Step 1: Log into CLASS-Web 

 Log into CLASS-Web from the LPC homepage: http://laspositascollege.edu/ 

 Click on CLASS-Web in the banner at the top of the page, followed by the “Sign On to CLASS-Web” link. 

 Enter your W Number and PIN. 

 

 

 

 

http://laspositascollege.edu/
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Step 2: Navigate to the Budget Transfer link within CLASS-Web 

 Click on the Financial Information tab  near the top of the screen. This tab is NOT 

enabled by default for all employees. If you do not see this tab, you will need to request access through your 

Dean. 

 Click on either the Budget Transfer or Multiple Line Budget Transfer link to begin entering your budget 

transfer. 

o Budget Transfer: This link is for a budget transfer journal with TWO lines. It will let you move budget 

from one Account and into another Account. 

o Multiple Line Budget Transfer: This link is for a budget transfer journal with FIVE lines. It will let you 

move budget between up to five Accounts. This means you can transfer budget from two Accounts 

to move into one Account, or pull from one Account to move into four Accounts, etc. 

 

Step 3: Enter your budget transfer 
Follow the instructions below depending on if you are doing a 1-to-1 transfer or multiple line transfer. 

Budget Transfer (1-to-1 transfer) 
 Transaction Date: This field will default to today’s date. (DO NOT change the date). 

 Transfer Amount: Enter the dollar amount you wish to transfer. This amount will be pulled from the first FOAP 

and reallocated to the second FOAP you enter. Amounts should be in whole dollars. Do not include cents. 

 Document Amount: This field is auto-calculated. It is the absolute sum of both amounts in the transfer. 

 Chart: Always enter “1” in this field. 

 From: Enter “1” in the Chart field, along with the full FOAP of the budget you want to decrease. 

 To: Enter the full FOAP of the budget you want to increase. 

 Description: Always start with “BT:” followed by a brief explanation of the budget transfer. 

o Example descriptions: 

 BT: TO COVER NEGATIVES 

 BT: TO COVER CONFERENCE EXPENSE 

 BT: TO COVER SUPPLIES 

 Budget Period: Select the value that corresponds to the month you intend to post the budget transfer into.  

This value should ALWAYS relate to the Transaction Date. Below is a legend for the budget period month. 

01 – Jul | 02 – Aug | 03 – Sep | 04 – Oct | 05 – Nov | 06 – Dec | 07 – Jan | 08 – Feb | 09 – Mar | 10 – Apr | 11 – May | 12 – Jun 

 Save as Template: Enter a name in this field to save the values you entered. The next time you need to enter a 

budget transfer, you can retrieve this template. This is an important tool to help reduce errors and typos on 

future budget transfers. You only need to do this once, unless you wish to save new values as another template. 

 Once everything is entered, click the  button to submit the transfer. 



Administrative Services 3 | P a g e  TR 10/28/21 

 

The highlighted values below relate to the fields you need to fill out or select when entering budget transfers. Please note 

that the values in these instructions are only entered as a sample. 

 

 After successful submission, you will see one or both of these confirmation messages appear on the screen. The 

document number (begins with a J) is important as it is the assigned number for this specific transfer. This is the 

number that may be used to look up the details of the budget transfer you entered. 
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Error Message 

In the event that you receive the following error message after you click on the “Complete” button, please create a new 

budget transfer. There are insufficient funds in the FOAP entered. Please double-check the amount available under your 

FOAP before initiating a new budget transfer. 

 

Tip: Open a new window in Banner 9 and look up your budget via FGIBDST or a new window in Class-Web via Budget 

Queries.  

For detailed instructions on viewing budgts in Banner or Class-Web, please visit 

http://laspositascollege.edu/adminservices/budgetmanagement.php.  

 

Multiple Line Budget Transfer 
 Transaction Date: This field will default to today’s date. (DO NOT change the date). 

 Document Amount: Enter the absolute sum of all amounts being moved (e.g. moving $500 out of 2 accounts 

and into 3 different accounts would have an absolute sum of 1000). Amounts should be in whole dollars. Do not 

include cents. 

 Chart: Always enter “1” in this field. 

 Fund: Enter your Fund code. 

 Organization: Enter your Org code. 

 Account: Enter the appropriate Account code (Please see Appendix for the most frequently used Account 

codes). Only discretionary Account codes (4000s – 7000s) are allowed.  

 Program: Enter your Program code. 

 Amount: Enter the dollar amount you want to move into or out of the FOAP. Please round up to the nearest 

dollar. DO NOT include cents. 

 D/C: Selecting a “-“ symbol will decrease that amount from the FOAP you entered. Selecting a “+” symbol will 

increase that amount for the FOAP you entered. The sum of your increases and decreases should always match. 

 Description: Always start with “BT:” followed by a brief explanation of the budget transfer. 

o Example descriptions: 

 BT: TO COVER NEGATIVES 

 BT: TO COVER CONFERENCE EXPENSE 

 BT: TO COVER SUPPLIES 

 Budget Period: select the value that corresponds to the month you intend to post the budget transfer into.  

This value should ALWAYS relate to the Transaction Date. 

01 – Jul | 02 – Aug | 03 – Sep | 04 – Oct | 05 – Nov | 06 – Dec | 07 – Jan | 08 – Feb | 09 – Mar | 10 – Apr | 11 – May | 12 – Jun 

 Save as Template: Enter a name in this field to save the values you entered. The next time you need to enter a 

budget transfer, you can retrieve this template. This is an important tool to help reduce errors and typos on 

future budget transfers. You only need to do this once, unless you wish to save new values as another template. 

 Once everything is entered, click the  button to submit the transfer. 

http://laspositascollege.edu/adminservices/budgetmanagement.php
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1: Example of a budget transfer ready for submission. 

 

2: Popup notice of submitted budget transfer. 

 

Examples of correct budget transfers 
3: Pulling from 3 accounts to load into 1 account. 
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4: Pulling from 2 accounts to load into 3 accounts. 

 

Example of incorrect budget transfer 
5: Error message due to missing value "1" 
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How to View Submitted Budget Transfers 
You may view currently pending budget transfers in CLASS-Web by following the instructions below. 

 On the  tab, click on the Approve Documents link. 

 

  

 Click on  to pull up your currently submitted budget transfers. 

 The table displayed contains all budget transfers you have submitted that have not yet been approved. Fully 

approved budget transfers that have posted to Banner will not be displayed. 

 Document: Clicking on the blue document number will pull up the details of the budget transfer. Always veiw 

the document before approval or disapproval. 

 History: Clicking on the blue History link will pull up the approval detail history of the record. 

 Disapprove: clicking on the blue Disapprove link will remove the budget transfer from the Approver’s queue. 

This should only be used if you wish to cancel the budget transfer you submitted. 
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How to Approve Budget Transfers 
You may view currently pending budget transfers in CLASS-Web by following the instructions below. 

 On the  tab, click on the Approve Documents link. 

 

 

 Click on  to pull up your currently submitted budget transfers. 

 The table displayed contains all budget transfers that are in your queue for approval.  

 Document: Clicking on the blue document number will pull up the details of the budget transfer. Always veiw 

the document before approval or disapproval. 

 History: Clicking on the blue History link will pull up the approval detail history of the record. 

 Approve: Clicking on the blue Approve link will allow you to confirm that you want to approve the journal by 

clicking on the button. You may choose to cancel the approval by clicking on the 

button. If approved, you will need to click on the  button afterwards. 

 Disapprove: clicking on the blue Disapprove link will remove the budget transfer from the Approver’s queue. 

This should only be used if you wish to cancel the budget transfer (cannot be undo). 
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