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This Job Aid covers the process of posting and unposting Budget 
Journals and Transfers in the upgraded ONEPeralta system.
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Log on to ONEPeralta

Sign in

All ONEPeralta Users

1. Enter into your browser > one.peralta.edu
2. Enter > Peralta email User ID and Password
3. Click > Sign In
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Due to periodic system improvements and your evolving role within 
the system, the screenshots in this training may be different from 
what you will see when you log in to ONEPeralta. Note



Log on to ONEPeralta (cont’d)

Turn on VPN

All ONEPeralta Users

If you are having trouble logging into to ONEPeralta, you may need to 
connect to Peralta’s Virtual Private Network (VPN) before you are able to 
log in to ONEPeralta. Follow the steps below to connect to VPN, then try 
logging in again.

Turn on VPN using one of two methods:

1. Desktop (recommended method)
a. Open > FortiClient
b. Select > Remote Access
c. Enter > Peralta email Username and Password

1b
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Log on to ONEPeralta (cont’d)

Turn on VPN

4

2. Web / Browser
a. Enter into your browser > https://access.peralta.edu/
b. Enter > Peralta email Username and Password

2b

All ONEPeralta Users

https://access.peralta.edu/


Post a Budget Journal or Transfer
Post and Unpost Budgets

1. Click > NavBar icon > Navigator
2. Click > Commitment Control > Post Budget Control Journals > 

Request Posting

In the ONEPeralta system, the posting feature will apply the effect 
of the journal (adjustment) or transfer to the budget

1
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Post a Budget Journal or Transfer
Post and Unpost Budgets
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3. Select > Process Frequency: Always
4. Enter Required Fields:

a) Description
b) Business Unit
c) Ledger Group
d) Business Unit

5. Enter Optional Fields:
a) Budget Entry Type
b) System Source
c) Journal ID From and To
d) Journal Date From and To

6. Click > Save

3
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Post a Budget Journal or Transfer
Post and Unpost Budgets
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7. Click > Run
8. Click > OK
9. Note > Process Instance
10. Click > Process Monitor
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Post a Budget Journal or Transfer
Post and Unpost Budgets
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11. Click > Details
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Note

Run status will be “Success” for a successful posting. If the run status is “Error”, 
there are errors in posting requiring correction. See Lesson 3 to learn more 
about Errors in Posting.



Post a Budget Journal or Transfer
Post and Unpost Budgets

9

12. Click > Message Log
13. Click > Return
14. Click > OK
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Unpost a Budget Journal or Transfer
Post and Unpost Budgets

1. Click > NavBar icon > Navigator
2. Click > Commitment Control > Post Budget Control Journals > 

Mark for Unposting

In the ONEPeralta system, the unposting feature will reverse the 
impact of a budget journal or transfer that was posted to a ledger.

1
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Unpost a Budget Journal or Transfer
Post and Unpost Budgets
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3. Enter Required Fields:
a) Business Unit
b) Ledger Group

4. Enter Optional Fields:
a) Budget Entry Type
b) System Source
c) Journal ID
d) Journal Date From Journal Date To

5. Click > Search

4
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Note

Based on the Parameters entered on this page, the system will either pick up a 
Budget Journal and/or Budget Transfer to unpost. The process of unposting 
is the same for Budget Journals and Transfers.



Unpost a Budget Journal or Transfer
Post and Unpost Budgets
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6. Click > Show Jrnl hyperlink to review the Budget Journal or Transfer
7. Select > Process checkbox for each journal to unpost
8. Select > Save
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Unpost a Budget Journal or Transfer
Post and Unpost Budgets
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9. Click > Unpost Selected Journals
10. Select > OK

9
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Error in Posting a Budget Journal or Transfer
Post and Unpost Budgets

1. Click > NavBar icon > Navigator
2. Click > Commitment Control > Budget Journals > Enter Budget 

Journals

If there is an error in posting a budget transfer or journal, use the 
following steps to correct the error and re-submit for approval.

1
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Error in Posting a Budget Journal or Transfer
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3. Click > Find an Existing Value
4. Enter:

a) Business Unit
b) Journal ID
c) Journal Date

5. Click > Search
6. Click > Journal hyperlink

Note
When posting, if Run Status is “Warning”, there are errors in posting requiring 
correction

4
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Error in Posting a Budget Journal or Transfer
Post and Unpost Budgets
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7. Click > Budget Errors
8. Review > Message Text for errors
9. Click > Error hyperlink

9
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Cancelled

Correct Error in Posting and Re-Submit
Post and Unpost Budgets
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1. Click > Budget Lines
2. Verify > Approval Header Status is Cancelled
3. Modify > ChartFields as needed
4. Click > Save
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Pending

Correct Error in Posting and Re-Submit
Post and Unpost Budgets
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5. Click > Process dropdown > Submit Journal
6. Click > Process to re-submit for approval
7. Note > Approval Header Status will change from Cancelled to 

Pending

7
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