
Budget  and 
Galaxy Training

NC Business Services/
Budget and Financial Services



Agenda
Budget
O Dissecting the Budget Code
O General Ledger Account Structure
O Fund/school/Project Year/Goal/Function/object code. 
O 50% Law- Instructional vs Non-Instructional
O Chart of Accounts

Galaxy Reports
• View Financial Summary
• View Detail Account
• Why is necessary to monitor program expenditures and how to do it?

Purchasing
O How to expedite Purchase Requisitions, Existing and New Vendors. 
O Type B and Type A Requisitions
O A/C Transmittal Form – OnBase
O Purchase Requisition -Hands on Exercise

Concur Q&A session



Dissecting the Budget Code 
GL Structure

Comes from the Budget and Accounting Manual and 
the Taxonomy of Programs (TOPS)

• Instructional Tops range from 00000-59990
• Non-Instructional Tops range from 60000-79000



Dissecting the Budget Code
Goal / Function

GOAL 
(PROGRAM)

FUNCTION 
(SPECIAL 

PROGRAM 
NUMBER)

15010 735

Goal: More detailed Department and Discipline information
Function: Identifies Grants or Special Revenue Programs



Why do we care about coding expenses as 
Instructional or  

Non-instructional Activities?

• To Comply with the 50% Law 
• (Fund 11)

• To accurately calculate budget allocation to the colleges. 
• Budget Allocation Model.
• Cost per FTES

• To comply with Lottery Expense Requirements
• Fund 12

 



Brief Summary of the 50% Law

O Origin: The 50% Law was enacted as part of Assembly Bill 602 in 1961 and codified in 
California Ed. code section 84362.

O Purpose: It was designed to ensure that a minimum portion of a college’s budget is dedicated to 
direct classroom instruction, prioritizing instructional activities over administrative or non-
instructional spending.

O Implementation: law calculates the percentage based on Current Expense of Education (CEE), 
within the unrestricted general fund.

O At least 50% CEE must go to the salaries and benefits of employees in the classroom.

O Oversight: The CCC Chancellor’s Office monitors compliance.
O Districts report annually within the 311
O Failure to comply results in reduction in apportionment the third year after non-compliance

O Criticism: The law is outdated and doesn’t reflect modern instructional delivery methods, such 
as online learning or student support services that are critical to student success.



50% Law 
Instructional vs. 

Non-instructional Goals 
Apply expenditures to Instructional Activity Codes (AC) 0100-5900 & Instructional 
Support Services AC 6110. 

Focus on expenditures classified under Education Code section 84362(A) as 
Instructional Salary Cost across the following six data expenditures categories:

• 1100 – Academic Salaries, Contract or Regular (Instructional)
• 1300 – Academic Salaries, Other (Instructional)
• 2200 – Classified Salaries, Regular Status (Instructional Aides)
• 2400 – Classified Salaries, Other (Instructional Aides)
• 3000 – Employee Benefits (For Direct Instruction Only)
• 5000 – Other Operating Expenses (Include contract expense for Instructional 

Costs associated with Instructional Services Agreements only.)



50% Law 
Instructional vs. 

Non-instructional Goals 

• Non-Instructional –Activities Outside of the Classroom. 

• Administrative Functions
• Come from the Budget and Accounting Manual
• 6000 through 7999 Goal Code



Chart of Accounts



Galaxy Reports

Access Galaxy - https://apps.rcoe.us
Or go.rccd.edu – find the Galaxy Icon.

https://apps.rcoe.us/


Galaxy – Logging In

• If you have any errors logging into 
Galaxy please open a helpdesk ticket 
at helpdesk@rccd.edu.

• If you do get locked out, call the 
RCOE helpdesk 

    (951) 826-6524.

mailto:helpdesk@rccd.edu


Galaxy – Logging In

Click on the Galaxy ICON



Live View Screens

• View Financial Summary
• Overall view of your accounts

• View Detail Account
• Detailed Look at your accounts



Wildcards

O*
O Asterisk will act as a “wild” in all available 

spaces in the field
O Example – School Code E*

O/
O Slash will take the place of one spot in a field

O Example – School Code E//



Searching in View 
Financial Summary

Less is More

Start your search broad and then narrow it 
down – like a microscope.



View Financial Summary 
Column description

O Adopted Budget  -September/October each fiscal year after the Board 
approves it

O Revised Budget - Reflects Budget Transfers
O Rev/Exp Net of Abatements - Expenditures = What You Spent
O Abatements - Reduce Expenditures
O Encumbrances - Requisitions, Purchase Orders and Perm. Salaries
O Uncommitted/Unrealized -What You Have Left

• Handy object code description check box
• Handy sorting capability.
• SACS description
• Excel report export



View Financial Summary 
Report



View Detail Account

O See Every Little Thing!
O Budget Transfers
O Requisitions (Req numbers)
O Purchase Orders (PO numbers once 

converted)
O Payments 
O Transfer of Expenditures



View Detail Account

The Reference column is used to describe the transaction.



Why is expense monitoring necessary? 

1. To ensure proper expenses are posted to your grant, program or 
department budget. 

2. To monitor expenses and ensure expense will not exceed budget. 
3. To estimate carryover amount and plan accordingly for next fiscal 

year.
4. To provide accurate expense reports at any given time during the FY.



How to monitor program and 
department budgets 

Review Payroll Activity:

After Payroll is posted (Month-End):
1. Review the new Time & Effort report. (Created for Grant managers)
2. Run a Financial Summary report.
3. Run a View Detail Account report.
4. Identify incorrect expenses posted to your budget.
5. Send an e-mail to Business Services outlining and approving the changes 

for Transfer of Expenses (TOEs)
6. Submit a budget transfer if necessary.
7. Verify the change took place by re-running reports.



View Detail Account

Position:
Type: 1 Certificated   2-Classified 3-Students
Title: Every Title has a number assigned (three digits)
Sequence: Makes every position unique. (total positions created 
overtime)
Funding Line: Every budget string assigned to an employee gets a 
unique funding line #



Review Travel Requests

1. Follow up with travelers to submit expense report that have 
been  completed. 

2.    Help travelers to add credit card expenses to an expense 
report  even when the travel has not taken place yet. This 
will expedite expense reconciliation in Galaxy, and allow you 
to see travel expenses posted in a timely manner. 



Purchasing
O Please refer to Galaxy materials posted 

on  Business Services Website.
O Mustang Forms and Procedures Sharepoint 

site. 
O New Vendor forms
O CTF- Contract Transmittal form- OnBase
O Year-End Closing 

https://www.norcocollege.edu/businessservices/galaxy.html
https://www.norcocollege.edu/businessservices/galaxy.html
https://www.norcocollege.edu/businessservices/galaxy.html
https://www.norcocollege.edu/businessservices/galaxy.html


Purchasing

What to do to expedite purchase requisitions? 
Existing Vendor. 

1. Ensure budget availability.
2. Confirm GL account is correct. (non-Inst. goal with non-inst 

object code).
3. Verify quote matches requisition amount and description.
4. Upload quote to requisition. 
5. Follow up on Galaxy approvals
6. Find out if insurance is needed:

• Check with purchasing if current certificate of insurance is on file.
• Or Request COI from vendor. 



Purchasing

What to do to expedite purchase requisitions? 
New Vendor

1. Ensure budget availability.
2. Confirm GL account is correct.
3. Verify quote matches requisition amount and description.
4. Upload quote to requisition using new attachment feature in galaxy. 
5. Request Vendor for the following forms:

a) Vendor Maintenance Information form
b) W-9 Form Request for Taxpayer Identification number and Certification.
c) RCCD Insurance Requirement.
d) Vendor Purchase Order Requirement Policy and Acknowledgement Form.



Screen Requisition 
Type

Purchase 
Order

Modify Purchase 
Requisition R P – Regular

Modify Purchase 
Requisition A C – Contract

Modify Open 
Purchase 

Requisition
R B – Open 

(Blanket)
Modify Internal 

Transfer Purchase 
Requisition

R – Catering or 
Warehouse

-

Purchasing



Requisition Process
When entering a Type R Requisition for Regulars or Blankets:

1. Obtain a quote for items or services
2. Verify budget availability.
3. Review GL account for accuracy

1. What are you buying? (Make sure object code and SPP is correct. )
4. Enter clear notes on the requisition.
5. Upload quote to requisition in Galaxy using attachment feature. 
6. Monitor your requisition for approval, read notes. 
7. When Purchase Requisition is fully approved, follow up with 

Purchasing.
8. When a PO is issued, contact the vendor to place order and get 

confirmation of your order.
9. When items are delivered and services rendered, submit invoice for 

payment with proper signature and PO information.



Contract Process
When entering a Type A Requisitions for 
Contracts, keep in mind.

a. Quotes with terms and condition will 
required a CTF unless the vendor will accept 
a Purchase order. 

b. Send your contract/agreement to Contracts 
Review at contractsreview@rccd.edu

c. Start the Contract Transmittal Form (CTF) in            
OnBase 

mailto:contractsreview@rccd.edu


Agreement/Contract (A/C) 
Transmittal Form

INSTRUCTIONS TAB



Agreement/Contract (A/C) 
Transmittal Form

DETAILS TAB



Agreement/Contract (A/C) 
Transmittal Form

APPROVERS



Agreement/Contract (A/C) 
Transmittal Form

ATTACHMENTS



Agreement/Contract (A/C) 
Transmittal Form

SAVE OR SUBMIT



Agreement/Contract (A/C) 
Transmittal Form
Type A Requisition- Hands on Exercise
Lisa Myers. 



Approval Process for all NC financial and 
HRER forms can be found in the 
Mustangs Forms and Procedures 

SharePoint site. 

Norco College documents approval workflow 081624.xlsx

https://studentrcc.sharepoint.com/:x:/r/sites/MustangFormsProcedures/NC%20Forms%20and%20Procedures%20Document%20Library/Norco%20College%20documents%20approval%20workflow%20081624.xlsx?d=w84f26dcd3c604f438764a230c20257e7&csf=1&web=1&e=Ms4JS6


1. Budget, Galaxy and Purchasing Questions.

2. Concur Q & A Session



For questions please contact:

Financial & Technical Analyst 
Lisa Myers x 7072

Accounting Services Clerk
Lorena Rositas x 7787

Director, Business Services
Esmeralda Abejar x 7140
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