
 
How to make an Account Transfer 

 
 
An account transfer is any transaction where money is being moved from one company account to 
another.  
 
Examples of account transfers would be:  

1. When a Direct Debit payment comes out of the company bank account to pay off the 
balance of the company credit card. 

2. Loan Repayments out of the company bank account to a Loan account to pay back a Term 
Loan. 

3. For Sole Traders only – when you take money out of the company bank account for 
yourself eg. Drawings. 

 
To do an account transfer on the system you need to do the following: 

1. Click on the “Accounts” tab at the top. 
2. Click on “Bank” in the sub menu. 
3. Click on the bank account that the money is coming out of and click on the “Transfer” tab. 
4. Enter the details of the account transfer. In the “Account” box select the account that the 

money is being transferred into. 
5. Click “OK”. This will take you back to the bank account screen and you will see that the 

system highlights the two accounts in question and moves the money between them. 
 
 

 


