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Finance Manager: 
Payroll 

Transfer Earnings Between Accounts 
The Transfer Earnings Between Accounts routine provides for the transfer of earnings from one account and/or earning 

code to another.  A transfer is the process of changing the classification and/or account distribution for amounts of 

money that have already been paid.  For example, for an employee that was paid earnings under the incorrect Earning 
Code or Account code, a transfer is needed to move the earnings to the correct code. 

Note:  The Appointment window in Employee Payroll Information also provides the ability to transfer earnings via the 

Transfer Earnings  button. 

 

Access to Transfer Earnings Between Accounts 

1. Open the Utilities menu tree. 

 
2. Click the Transfer Earnings Between Accounts option. 

 

 
 

The Transfer Earnings Between Accounts window displays. 
 

 
 

 
NOTE:  If Contract earnings have been paid out of the incorrect account code, the correct Contract budget code 

must be added to the employee’s Appointment – Budget Distribution window first, with zero as the Limit Percent, zero 
as the Limit Amt, and zero as the Per Pay Amount.  
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Adding an Earnings Transfer Record 

1. Click . 

 

2. Enter the number that uniquely identifies the employee.  If necessary, use the lookup  to select the 
appropriate employee.  nVision defaults the employee name upon entry of the employee ID number. 

 

NOTE:  If you selected the Transfer Earnings routine via the Employee Payroll Information - Appointment 
window, the employee ID number and name default based on the employee record selected and the employee 

number cannot be modified. 
 

3. Use the drop-down to choose the effective payroll cycle. 

 
Use the drop-down to choose the effective payroll date of the transfer.  The date entered here is one of the 

check dates within the payroll cycle that will be used for Accounting purposes.  NOTE:  The date of the transfer 
should be the next payroll date within the effective payroll cycle.  This will make the transfer display on payroll 

reports and be accounted for in the Payroll to GL routine for the next payroll, with no journal entries necessary to 

record the transfer. 
 

4. Use the drop-down to select from the employee’s existing earnings codes from which money is to be 
transferred.  Be sure to select the appropriate earning code and account code combination.   

 

 
 

5. Use the drop-down to select the appropriate earning and account code TO which money is to be transferred.   

 

 
 
If the Transfer TO is NOT a Contractual Earning, select <Add New Earning> to select from a listing of all valid 

earnings codes to transfer money to.  

 
6. Enter the dollar amount of the earnings to be transferred.  Change the default transfer amount as needed.   
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7. Enter as many transfer records as needed. 
NOTE:  If this routine was accessed via the Employee Payroll Information – Appointment window, nVision Payroll 

only allows entry of earnings transfer records for one employee at a time. 
 

8. Click  to transfer the pending entries.   
 

   
 

 

Choose Yes to confirm the completion of transfer all entries.  Choose No to make additional changes.  nVision 
Payroll will not permit the exit of the Transfer routine if records exist that have not been transferred. 

 
NOTE:  Once the transfer process is complete, it may be necessary to return to the Budget Distribution window in 

Employee Payroll Information and modify the Limit Pct(s) for the account distribution. 

 
 

 

Updating an Earnings Transfer Record Prior to Transfer 

1. Highlight the appropriate record in the listing. 

 
2. Make change(s) by typing over the existing information. 

 

3. Click  to transfer the pending entries.  Choose Yes to confirm the completion of transfer all entries.  

Choose No to make additional changes.  nVision Payroll will not permit the exit of the Transfer routine if records 
exist that have not been transferred. 

 

NOTE:  Once the transfer process is complete, it may be necessary to return to the Budget Distribution window in 
Employee Payroll Information and modify the Limit Pct(s) for the account distribution. 

 
 

 

Deleting an Earnings Transfer Record Prior to Transfer 

1. Highlight the appropriate record in the listing. 

 

2. Click . 
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How to Use the Transfer Routine 

Let’s say that a Contractual employee has already received one paycheck but the salary is being distributed to the 
incorrect budget code.  The Earnings Analysis window in Employee Payroll Information shows the following information: 

 

 
 

 
To properly correct the salary expense distribution from this point forward, the correct budget code should be added to 

the employee’s Budget Distribution window with zero as the Limit Percent, zero as the Limit Amt, and zero as the Per Pay 
Amt as shown in the illustration below: 
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Now that the correct budget code exists on the employee’s appointment Budget Distribution window, the transfer process 

can be performed.  Using the Transfer Earnings Between Accounts routine, transfer the money from the incorrect account 
code to the correct account code. 

 

After the Transfer is completed, go back to the employee’s appointment Budget Distribution window, enter Update mode, 
and zero out the Limit Percent, Limit Amt, Per Pay Pct, and Per Pay Amt for the incorrect account code.  Then make any 

necessary adjustment to the Percent in the correct budget code record and Save the record. 
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