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Understanding Budget Overview

Budget 
Set‐up

Invoice has 
been paid

Purchase 
Order Issued

Requisition has 
been created

Available 
$ Amount

Percent of 
remaining 
of budget

Loc Fund Cost 
Center

Dept. 
Descr

Object 
Code Obj Descr Program Activity 

Suffix
Activity Suffix 

Descr Project Project Descr Acct Line
Budget 
Period Budget Expense Encumbrance Pre‐

Encumbrance
Available 
Budget

Percent 
Available

5 01 531
Business 
Office 4304 Supplies‐office 1 672000

Financial 
Department 0000

Zero Project 
No 00 2022 $  12,810.00  $      516.20  $       3,195.55  $                    ‐ $  9,098.25  $       71.02 

5 01 531
Business 
Office 4307

Computer 
Software/site lic ad 1 672000

Financial 
Department 0000

Zero Project 
No 00 2022 $        384.00  $               ‐ $          383.24  $                    ‐ $          0.76  $          0.20 

5 01 531
Business 
Office 5202 Travel Non‐Local 1 672000

Financial 
Department 0000

Zero Project 
No 00 2022 $    1,700.00  $               ‐ $                    ‐ $           309.00  $  1,391.00  $       81.82 
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Understanding the Account Number 
Structure & Chart of Accounts

Field Location Fund Cost Center Object  Program  Activity Suffix Project 
Number Line Number

Length (# digits) 1 2 3 4 1 6 4 2

Example (Business Office) 5 01 531 4304 1 672000 0000 00

Laney 
College

General 
Fund Business Office Supplies General Financial 

Department

Zero 
Project 
Number

Line 00

State Driven
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Budget Transfer Guidelines

Location Fund Cost Center Object 
Code

Program Activity Suffix Project Account 
Line

X XX XXX XXXX X XXXXXX XXXX XX

• Transfers across locations are not allowed
• Transfers across funds are not allowed
• Transfers across projects are not allowed
• Transfer debit and credit totals must balance
• Transfers cannot create a negative balance
• Transfers from negative balances are not allowed
• College/Department cannot over‐ride any errors
• Transfers out of object code 5895 are not allowed
• Transfers in/out of object codes 73xx are not allowed
• Transfers to/from object codes 8xxx are not allowed
• Object codes 9xxx cannot be used 4



Budget Transfers/Journals:Budget Transfers/Journals:

Best Practices for Efficiency

KQT: Fund XX Proj. XXXX – Brief Description
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Requisitions:Requisitions:

Best Practices for Efficiency

Justification: Quote number; Brief Description
Contact: Kevin Tran kqtran@peralta.edu 510‐464‐3309 T‐213
Alternate Contact: Janice Browne jbrowne@peralta.edu 510‐464‐3228
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Why does this help?  What does this mean?Why does this help?  What does this mean?

Best Practices for Efficiency
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Why does this help?  What does this mean?Why does this help?  What does this mean?

Best Practices for Efficiency
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Human Capital Management

Daily Health Screening
Time & Entry Submission (formerly LARS)
eFORMS (formerly ePAFS)

Finance Management
Supplier Contracts (formerly ICCs)
Expense Module (formerly Travel Part 1 & Part 2)
Asset Management (asset tag)

Training Session Q&As: https://www.peralta.edu/it/peoplesoft‐upgrade
Canvas Training: https://peralta.instructure.com/courses/56014

Human Capital Management

Daily Health Screening
Time & Entry Submission (formerly LARS)
eFORMS (formerly ePAFS)

Finance Management
Supplier Contracts (formerly ICCs)
Expense Module (formerly Travel Part 1 & Part 2)
Asset Management (asset tag)

Training Session Q&As: https://www.peralta.edu/it/peoplesoft‐upgrade
Canvas Training: https://peralta.instructure.com/courses/56014

9.2 Changes/Implementations
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Budget Code

Location – Fund – CostCenter – ObjectCode – Program – ActivitySuffix – Project – LineNumber

GL Combo Code

Location Fund CostCenter – ObjectCode Program ActivitySuffix – Project LineNumber

GL Combo Code is usually used in HCM and primarily for payroll expense purposes

Training Session Q&As: https://www.peralta.edu/it/peoplesoft‐upgrade
Canvas Training: https://peralta.instructure.com/courses/56014

Budget Code

Location – Fund – CostCenter – ObjectCode – Program – ActivitySuffix – Project – LineNumber

GL Combo Code

Location Fund CostCenter – ObjectCode Program ActivitySuffix – Project LineNumber

GL Combo Code is usually used in HCM and primarily for payroll expense purposes

Training Session Q&As: https://www.peralta.edu/it/peoplesoft‐upgrade
Canvas Training: https://peralta.instructure.com/courses/56014

Human Capital Management

5 11 551 1456 1 696200 2054 00

5 11 551 1456 1 696200 2054 00– –
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eFORM Combo Codes – If the combo code is not available in the search, please contact 
Business Office

Training Session Q&As: https://www.peralta.edu/it/peoplesoft‐upgrade
Canvas Training: https://peralta.instructure.com/courses/56014

eFORM Combo Codes – If the combo code is not available in the search, please contact 
Business Office

Training Session Q&As: https://www.peralta.edu/it/peoplesoft‐upgrade
Canvas Training: https://peralta.instructure.com/courses/56014

Human Capital Management
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Contacts

Dr. Dettie C. Del Rosario
Vice‐President of Administrative Services
Email: ddelrosario@peralta.edu
Telephone: (510) 464‐3232

Pak Ho, Staff Services Specialist/Fiscal
Email: pho@peralta.edu
Telephone: (510) 464‐3378
Campus Supplier Contracts Support,  Campus Expense 
Module Support, Budget Support all Funds

Amy Marshall
Director of College Operations and Facilities
Email: amarshall@peralta.edu
Telephone: (510) 986‐6984

Diana Davaasuren, Staff Services Specialist/Fiscal
Email: ddavaasuren@peralta.edu
Telephone: (510) 464‐3239
HCM Campus Support, Budget Support 
all Funds, General BO support

Kevin Q. Tran, Principal Financial Analyst
Email: kqtran@peralta.edu
Telephone: (510) 464‐3309

Janice Browne, Staff Assistant
Email: LBusinessOffice@peralta.edu
Telephone: (510) 464‐3228
General BO Support & Classified Timesheets
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Resources

Business Office General Website
https://laney.edu/business_office/business‐office/

Business Office Forms
https://laney.edu/business_office/business‐office‐forms/

Business Office Presentations and Trainings
https://laney.edu/business_office/business‐office‐budget‐training/

College Operating Procedures
https://laney.edu/business_office/adminsop/

PCCD ICC Guidelines Website
https://web.peralta.edu/business/independant‐contractor‐guidelines/

PCCD Payroll
https://web.peralta.edu/payroll/

Training Session Q&As
https://www.peralta.edu/it/peoplesoft‐upgrade

Canvas Training 
https://peralta.instructure.com/courses/56014
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