
BUDGET MANAGEMENT And the wide world of Galaxy



#1 RULE FOR GALAXY

If you have tried, unsuccessfully, to log in to Galaxy twice – QUIT!

Close out Galaxy completely and start all over

 If you try and miss a third time, Galaxy will lock you out

No one at RCCD can reactivate your account

You will need to call RCOE to reactivate it



HOW MUCH MONEY DO I HAVE LEFT?

Use the View Summary screen
School Code:

District use A//
MVC use F//
Norco use E//
RCC use D//

Presenter
Presentation Notes
Run the report as open as possible to capture all expenses. If you have multiple budget strings (School or Goal codes) and are looking at very particular information, go ahead and fill in the correct School and Goal fields



Presenter
Presentation Notes
To export the whole report to an Excel document for further work, click the Excel button



Notes:

Adopted Budget will show $0 from July 1 until budget is adopted by BOT, generally September or 
October. Revised Budget will be “tentative” during that period.

After the budget is adopted and uploaded in to Galaxy by RCOE the Adopted Budget will never 
change. The Revised Budget lines may change if budget transfers are processed.

Presenter
Presentation Notes
Rev/Exp Net of Abatements = Paid; Encumbrances means it has been set up to pay (either future payroll, or a PO). Uncommitted/Unrealized is the balance left at that moment. Warning, not everything gets encumbered. Keep in mind any hourly payroll (student workers) or Special Project Requests. 



HOW HAS THE MONEY BEEN SPENT?

Use the View Detail Screen  – input the entire budget string you wish to view

Presenter
Presentation Notes
In this example, I want to know how much was spent on travel/conferences. Make sure the Include PO# box is checked



Using the example from previous screen and then exporting to Excel, I can see three payments made and what 
they are for. The Document # tells me the Concur Request # in this example. The 6 digit # tells me a Claim # 
that A/P used to pay these charges. Warrant # is check # to vendor. Reference is the vendor paid.

Presenter
Presentation Notes
Here’s what else this screen tells me. The highlighted amounts show me that a charge is BOTH paid, and still encumbered. It should only be one or the other, never both. It also tells me that the $275 for Taylor’s upcoming conference is not yet paid. I’ll want to contact A/P about that payment because they paid mine 2 months ago.



WHAT I’M WATCHING FOR IN VIEW DETAIL

Did timesheets and invoices pay as I expected them?

Does an item still show as encumbered a while after I sent the invoice to A/P?

Is there an old encumbrance?
 Did we ever get the material from the vendor?
 If so, did we ever get an invoice from the vendor?
 If so, was invoice ever approved and sent to A/P?
 OR, is it just a small balance leftover that A/P needs to clear?

Presenter
Presentation Notes
Hourly timesheets, I will cost them out ahead and confirm they paid the same way. 



BUDGET TRANSFERS
If you see negative balances in Uncommitted/Unrealized, you need a budget 
transfer:



PROCESSING A BUDGET TRANSFER

1. You may use the district Budget Transfer Form
2. Or I like to use an Excel sheet I make from exporting View Financial Summary to an Excel sheet



THINGS TO KNOW WHEN GRANTS CROSS FISCAL 
YEARS
At the end of the first fiscal year, the ending balance in View Summary will become 
the beginning balance of the second fiscal year
 BUT, it won’t necessarily be an accurate reflection until after budget is adopted in September/October

To view a summary of all expenses paid 

across fiscal years change the Begin Date 

and End Date to cover all desired dates

This example covers all of FY19-20, plus July – April 15th

of FY20-21

Presenter
Presentation Notes
When doing this you’ll get a warning that “the date range you have selected extends beyond one year and will take a long time to run. Would you like to continue? Click OK, it doesn’t take very long.



LOOKING AT CARRY-OVER
This is Yr 1. Total grant is $118,000

This is just Yr 2; note the beginning 
Revised Budget = Last year’s ending 
balance



RUNNING SAME SUMMARY AS ONE SEARCH
Disregard Budget Total 
and Remaining Balance 
Total. They are not true 
amounts when running 
multiple years together.

The Rev/Exp total IS a 
true reflection of ALL 
expenditures to date. If 
working on a grant 
report for all spending 
to date, this $78,706 
would be the amount to 
report (rounded to 
whole dollar).



FISCAL REPORTING

Cumulative Spending

Run a View Financial Summary for the 
entire reporting period. If granting 
agency requires details, run a View 
Financial Detail report.

Typically only Expenditures are 
reported, not encumbrances.

Know if spending is to be reported as a 
total, or by object category, or other.

Budget office should be signing off on 
any official reports.

Spending for just current period

Better practice to run View Financial 
Summary (or Detail if required) for entire 
reporting period, and subtracting any 
previous amounts reported

vs

Running a summary/detail report for just the 
current reporting period

Why? Because sometimes there are journal 
entries that affect the overall picture, 
particularly around year-end accruals and 
the clearing of prior year accruals



SPEAKING OF ACCRUALS……WHAT ARE THEY?

At year-end (June 30th) everything that was encumbered gets accrued.

It basically means the same thing, that these funds are encumbered until an invoice is 
received to pay it, or it gets cancelled/cleared.

The difference, all these Accrued items will now appear in the Expenditure column, 
and not the Encumbered column. 

This matters because if you report the total expenditures you see in this “paid” 
column, you will be reporting MORE than what was actually spent. 

There is no guarantee that these accrued items will EVER pay; or that they will pay at 
the same accrued amount.



WHAT WILL IT LOOK LIKE IN GALAXY?

1. After June 30th, you will see a number in the Accrual Number column. In this example, it is also the PO#
2. If the Document # is also the PO#, then it has NOT YET PAID (see highlighted items)
3. If the Document # is something different, that is the invoice # used to pay it, and it IS a true expense

Presenter
Presentation Notes
This process only happens at year-end, on June 30th. After July 1st, when searching in Galaxy you will need to change the dates back to the prior fiscal year to see this information.



HOW TO PREPARE FOR YEAR-END

You want as few items to accrue as possible because they overstate actual 
expenditures, and will need to be manually subtracted in any fiscal reporting.

To minimize number of accruals, stay on top of open encumbrances throughout the 
year.

If a (non-payroll) item has been encumbered for a while,
 Did we ever get the material from the vendor?
 If so, did we ever get an invoice from the vendor?
 If so, was invoice ever approved and sent to A/P?
 OR, is it just a small balance leftover that A/P needs to clear?

Be in communication with your vendor and A/P as needed!



HOW DO I CHECK MY OPEN ENCUMBRANCES?
Option 1 – Run View Detail Report, leave the Obj Code field blank

Print it to Excel

Delete any rows that do not show an encumbrance

It is also helpful to delete all rows for object codes 1000 – 3999, to eliminate payroll. 



OPTION #2 TO CHECK FOR OPEN 
ENCUMBRANCES
Go to View Purchase Orders And look for PO’s with a Remaining 

Balance



OPTION #3 – VIEW A/P ENCUMBRANCES

Include budget string, List by Vendor; 
and check Reference All box Click Find, then Print 

Presenter
Presentation Notes
I’m not sure how many people have access to this screen, if grant managers do not, perhaps someone in their business office can print it for them



HOW TO AVOID REPORTING ACCRUALS AT YEAR-
END

If reporting for a period ending June 30th, you can run a View Summary report through June 
29th instead.

It will not show what WAS 
encumbered as of 6/29, 
but those encumbered 
items will NOT appear in 
the Expended column



ODDS & ENDS
Payroll encumbers for the whole year in Galaxy

So even if you know on July 1st that Staff #1 will be paid from Grant A from July 
through December, it will show in Galaxy as encumbered for entire fiscal year

The budget office will ensure that only six months of Budget are in Revised Budget 
column, but it will look like you have a large negative balance in all payroll line items

As long as a Request to Change Salary form is completed for Staff, or TA updated 
for Faculty, then January payroll will run with their new funding and those big 
negatives will disappear. This is a summary of 7/01/20 – 11/30/20 for payroll 
that will change after December. Only 1 more month of $3,743 will actually pay



REQUEST TO CHANGE SALARY FORM

These should be submitted at least 6 weeks before staff member(s) salary needs to 
move to other funding

Look in View Detail to see who all is paid with the grant

Click the triangle

to open up the field

to see all names



• Employee # and TTS # (Position #) can be found in View 
Detail – see above

• List all budget codes and % of current payroll split
• Then list all budget codes and % of new payroll split
• Include a justification for the change 
• Transfer of Expenditure Information –

• if this form is submitted, approved and received by 
Payroll prior to their deadline for the month the change 
is needed, then no transfers are needed and leave this 
field blank.

• If submitted after the payroll deadline, include all the 
payroll months that need to be moved. For example if 
submitted in March, but need January-March payroll 
moved, put 7M-9M in that field.

• THEN WATCH IN GALAXY TO CONFIRM the change is 
reflected on the correct budget; and if not work with business 
office to move all payroll related charges.



THE END

Any questions?

Any topics or challenges you’d like to see presented in the future?

Feel free to reach out with questions:

sheryl.plumley@rccd.edu

mailto:sheryl.plumley@rccd.edu
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