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A 1A transfer worksheet is required for the following budget cycle processes: Budget Build, Mid-year 
projections, and Report of Actuals.  This worksheet is needed to report and verify transfers to and from 
the Branch Campuses.    

Mid-Year Projection and HED BAR Adjustment (Revised column) 

In April, we begin the final revisions to our HED Budget as well as submitting a New Budget for the 
upcoming fiscal year.  During this time, final Mid-year projections are used to determine revisions, while 
the upcoming budget is defined by elements from prior years and any new Legislative funding provided 
to UNM and its Branch campuses. 
 

A four-way match between Banner, the UNM NMHED Report, the HED BAR Document, and the 1A 
Transfer Schedule is required. 

1. How to Pull Banner to Review Transfers 
a. In MyReports, pull FOROLDS – Operating Ledger Detail and Summary 
b. In the drop-down, select “Fund Type Level 2”, click the “search” box, and select your 

Branch from the “search results” box/field. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
c. Return to the drop-down menu, select “Fund” and “Level 1,” and click the “search” 

box. 
d. From the ‘search results’ box, select each exhibit used by your branch, e.g., “4U1 -

I&G, 4U2- Research.”  
e. Report Range: Fiscal Year to Date 
f. Report Type: Summary 
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g. Group By: Level 1 
h. Thru Ending Period: Current Month/Current Months Calendar Year 
i. Report Output Type: Excel 
j. Run the Report 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. In MyReports, Switch to the NMHED Reports Portal 
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a. Once in the NMHED Portal, select the “HED Report of Actuals Report Structure” 
b. Select your Campus 
c. Select the applicable Exhibits for your Campus 
d. Ensure the Fiscal Year, Fiscal Period, and Budget Phase have the correct selections.  
e. Report output should be Excel 
f. Run the Report 

 
3. Next, open the BAR Excel File completed by the branch to verify the transfers area in the 

revised budget column 
4. Also, open the 1A Schedule Excel file for your branch sent by the Budget Office 
 
5. First, compare the BAR Unrestricted and Restricted Excel File with the NMHED Report of 

Actuals Report (ROA).  The ROA Report should pull from Banner, so if there is an issue, then 
the ROA report could be pulling something in error or missing something in error.  

 
6. Verify that Preliminary BAR total revenues, expenses, and transfers match with ROA Report 

Exhibit 1 totals. The exact process needs to be done for the Restricted and Unrestricted side.  
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7. Once confirmed or corrected. Compare the NMHED ROA Report with the 1A Transfer 
Document. Ensure all three column totals in Exhibit 1 of the 1A transfer match the total for 
each restricted and unrestricted exhibit. If a transfer is missing or does not tie, work with 
Natalia Koup to make the correction. 
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8. Finally, compare the May 1 State Format Report with the Final BAR Excel file.  Repeat the exact 
process in step b.i. Does each transfer and budget tie?  If not, work with Araceli to make 
corrections or updates as needed.   

Budget Build (New Original column) 

In April, a New Budget for the upcoming fiscal year is to be entered into the Budget Planning system, to 
include elements from prior years and any new Legislative funding provided to UNM and its Branch 
campuses. 

The Budget Planner, the HED May 1 State Format Report, and the 1A Transfer Schedule must match 
three ways. 

1. How to Pull Budget Planner Reports: 
a. Under the Budget Reports Menu, select “Budget Transfers/Allocation Reports 
b. Input the current Budget Period 
c. Input the “ADOPTD” Budget Phase 
d. Input and select the level 3 org for your Campus 
e. Select the Fund Type Level 1 and input and select I&G (ie: 4U1 - I&G) 
f. Run via Excel 

 
g. Run Each Exhibit, Fund Type Level 2 (exhibit) for each fund type for your Campus 

2. Compare Transfers by Fund Type Level 2 with the 1A Transfer Report provided by OPBA. 
a. If totals do not match, please work with Natalia Koup on adjustments needed 
 

3. After the Budget Planner has been finalized and closed, Run the ‘HED May 1 State Format 
Report’ for your Campus: 

a. Once in the NMHED Portal, select your Branch 
b. Select all the applicable Exhibits 
c. Report output should be Excel 
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4. Compare the NMHED Report with the 1A Transfer Document.  If a transfer is missing or not tied, 
work with the Main Campus budget office on the correction.  


