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Overview
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 Objectives

 How do you prepare for the annual Budget 
Planner process?

 Entering yourdata into Budget Planner

 Final steps



Objectives
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 Purpose: All departments must key their budgets 
for all unrestricted indices into the Budget Planner  
System.

 This training will:
 Explain the process
 Provide an overview of what you need to know before 

you get started
 Tell you how to get access to the system
 Show you how to navigate the system and reports
 Show you where to go to find additional resources and 

information



How do you prepare?
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I. Get Access
1. New users must take the Budget Planner Online

Course and pass the Budget Planner Proficiency
Exam on Learning Central

2. Submit a Banner Authorization Request (BAR) to
request the following roles:
 Department General Inquiry
 Department Budget Developer
 Request only highest level organization code – workf low

recognizes org hierarchies
 Department Salary Planner
 Request highest level Salary Planner organization(s) that you

need in Salary Planner



How do you prepare?
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II. Meet with your Fiscal Agent/Dean/Director

1. Review all unrestricted indices in your organization.

2. If there are additional staff in your department who 
will be involved in the Budget Planner process, 
discuss each person’s role and responsibilities.

3. Review the current year budget for each index as it 
compares to actual revenue and expenditure activity 
within the index.



How do you prepare?
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II. Meet with your Fiscal Agent/Dean/Director (cont’d)
3. Discuss changes for the upcoming year that needs to be 

entered into the system:
 Revenue sources and amounts foreach unrestricted index
 I&G allocations will be released per the Budget Development 

Calendar posted on the OPBA website.
 Check with your VP Unit for additional dates.

 Faculty, Staff and Student salary amounts, distributions, 
FTEs, SACs, etc.

Note: The system will automatically pull in original budgeted 
revenue and expenditure budgets from the current fiscal year.



How do you prepare?
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II. Meet with your Fiscal Agent/Dean/Director 
(cont’d)

4. Determine if you have a need to request new indices 
through the Chart of Accounts (COA) Request 
Application. (See calendar fordeadlines)

5. Review and become familiar with budget 
guidelines, standard operating procedures (SOPs) 
and FAQs - located on the OPBA website.



General Info
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 All unrestricted indices that will have fiscal year revenue 
and expenditure activity must be budgeted. Departments 
must key the budgets into the Budget Planner System.

 The system is generally open from March to April for 
Departments and Divisions/Colleges/Schools. Important 
dates and deadlines are posted on the OPBA website.

 The budget keyed during March and April is for the next 
fiscal year beginning July 1 and ending June 30.



Entering your data into Budget Planner
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Salary Planner + Budget Development = 
Budget Planner

Salary Planner – enter position budgets for all faculty, 
staff and pooled positions. Enter salary, distribution and 
FTE changes.

Budget Development – enter current unrestricted
budgets for revenues, allocations, transfers, fringe
benefits, and non-salary expenses by index.

Begin the budget entry process with Salary Planner



SALARY PLANNER

10



11



Click on the “SALARY 
PLANNER” link
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Click on 
“Edit 

Scenario”
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THERE ARE NINE (9) SCENARIOS FOR 
DEPARMENTS TO SELECT FROM
*Extract ID and Scenario must be selected in 
combination as listed below*
Extract ID: Scenario:
12FACxx 12 MO FACULTY xx
9FACxx 9 MO FACULTY xx 
HSTAFFxx HOUSESTAFF xx 
RSTAFFxx REG STAFF xx
POOLxx POOLED POSITIONS xx 
CSTAFFxx CONTRACT STAFF xx

UNION SCENARIOS
CWAxx CWA BARG UNIT xx 
POLICExx POLICE BARG UNIT xx 
USUNMxx USUNM BARG UNIT xx

THERE ARE TWO FILTER CRITERIA:
BY POSITION ATTRIBUTES (WILL SELECT 
ALL POSITIONS) – DEFAULT OPTION
BY EMPLOYEE NAME (WILL SELECT ONE 
EMPLOYEE AT A TIME)

CLICK ON SELECT BUTTON AT BOTTOM OF 
SCREEN

Extract ID & 
Scenario will 

always be the 
same. Select 
choice with 

current fiscal 
year (i.e., 
POOL16, 
9FAC16)
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Select which organization 
number you would like to see,  
or choose all. (You will only see  
orgs that you have access to.)

Employee Classes for org selected
will show. Select All to see all the
Employee Classes listed.You may select 25, 

50 or 100 records 
to view all at once.
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12FACxx, 12 MO FACULTY xx



A percent or amount may be entered to mass 
apply a change of salary to all those who have 
been selected. Enter change percent or 
amount and click “Mass Apply”.

NOTE: IF CHANGES HAVE BEEN 
SAVED, YOU MUST APPLY A 
ZERO VALUE TO RESET AND 
THEN SAVE.

Proposed Salary is the 
rate the employeewill be  
paid come July 1st or 
August 1st (Faculty) as 
their Base Salary in 
NBAJOBS.

To change the salary on an 
individual Job, choose to enter 
manually either a percentage or 
amount and TAB OUT! DO NOT 
USE THE MOUSE AND CLICK 
OUT

This will reflect if 
something has 
been added or 
changed from the 
refresh process

Click on ID to  
go to 

Employee 
Detail

12FAC15, 12 MO FACULTY 15
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LINKS (BOTTOM OF SCREEN)
Return to Top – CLICK ON THIS LINK TO GO TO TOP OF LIST BY 
EMPLOYEE SCREEN
List by Position – CLICK ON THIS LINK TO GO TO LIST BY 
POSITION SCREEN
Summary Totals – CLICK ON THIS LINK TO GO TO SUMMARY 
TOTALS SCREEN
Employee Filter – CLICK ON THIS LINK TO GO TO EMPLOYEE 
FILTER SCREEN
Position Filter – CLICK ON THIS LINK TO GO TO POSITION 
FILTER SCREEN
Edit Scenario -- CLICK ON THIS LINK TO GO BACK TO EDIT

Don’t forget to hit 
SAVE!

You can double check all 
employee salaries by down-
loading the spreadsheet with 
or without labor.

List By Employee 
Cont.

12FACxx – 12 MO FACULTY xx
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IF INCREASES ARE TO BE APPLIED INDIVIDUALLY, CLICK ON
EITHER CHANGE PERCENT or CHANGE AMOUNT BASED ON
PREFERENCE
CHANGE PERCENT BOX – ENTER CHANGE PERCENT IF APPLYING
A SPECIFIC PERCENTAGE INCREASE
CHANGE AMOUNT BOX – ENTER CHANGE AMOUNT IF APPLYING
A SPECIFIC DOLLAR INCREASE

AFTER ENTERING INTO EITHER THE CHANGE PERCENT OR 
CHANGE AMOUNT BOX, PRESS TAB BUTTON TO SEE RESULT OF 
INCREASE

LINKS (BOTTOM OF SCREEN)
List by Employee – CLICK ON THIS LINK TO GO TO LIST BY EMPLOYEE SCREEN 
List by Position – CLICK ON THIS LINK TO GO TO LIST BY POSITION SCREEN 
Position Filter – CLICK ON THIS LINK TO GO TO POSITION FILTER SCREEN 
Employee Filter – CLICK ON THIS LINK TO GO TO EMPLOYEE FILTER SCREEN 
Summary Totals – CLICK ON THIS LINK TO GO TO SUMMARY TOTALS SCREEN

Don’t forget to hit 
SAVE!

LINKS (RIGHT SIDE OF SCREEN)
Job Detail – CLICK ON THIS LINK TO GO TO JOB DETAIL SCREEN
Distribution – CLICK ON THIS LINK TO GO TO JOB LABOR DISTRIBUTION SCREEN 
Comments – CLICK ON THIS LINK TO GO TO JOB COMMENTS SCREEN
Position Detail – CLICK ON THIS LINK TO GO TO POSITION DETAIL SCREEN
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THIS SCREEN HAS TWO UPDATEABLE FIELDS, THE APPOINTMENT
PERCENT AND EXCLUDE FROM TOTALS
THE APPOINTMENT PERCENT BOX IS FOR VALUES FROM 1-100%
THE EXCLUDE FROM TOTALS CHECK BOX WILL EXCLUDE SALARY
FROM ORG TOTALS WHEN CHECKED

NOTE: IF CHANGES ARE CORRECT , SAVE THE CHANGES. CHANGES 
ARE SAVED BY CLICKING SAVE BUTTON AT BOTTOM OF SCREEN.

Don’t forget to hit 
SAVE!

LINKS (BOTTOM OF SCREEN)
Distribution – CLICK ON THIS LINK TO GO TO JOB LABOR DISTRIBUTION 
SCREEN
Position Detail – CLICK ON THIS LINK TO GO TO POSITION DETAIL SCREEN 
Comments – CLICK ON THIS LINK TO GO TO JOB COMMENTS SCREEN
List by Employee – CLICK ON THIS LINK TO GO TO LIST BY EMPLOYEE SCREEN 
List by Position – CLICK ON THIS LINK TO GO TO LIST BY POSITION SCREEN 
Employee Detail—CLICK ON THIS LINK TO GO TO EMPLOYEE DETAIL SCREEN 
Position Filter – CLICK ON THIS LINK TO GO TO POSITION FILTER SCREEN 
EmployeeFilter – CLICK ON THIS LINK TO GO TO EMPLOYEEFILTER SCREEN  
SummaryTotals – CLICK ON THIS LINK TO GO TO SUMMARYTOTALS SCREEN

Proposed  
Jul 01, 2014

Base Jul 01,
2013

Current 
Jul 01, 2014
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THIS SCREEN IS USED TO UPDATE BOTH JOB AND POSITION 
LABOR DISTRIBUTIONS
CURRENT SECTION DETAILS THE EXISTING JOB RECORD LABOR 
DISTRIBUTION

PROPOSED SECTION DETAILS THE PROPOSED JOB RECORD 
LABOR DISTRIBUTION
THE INDEX FIELD CAN BE UPDATED WITH NEW OR DIFFERENT 
VALUE
THE ACCOUNT FIELD CAN BE UPDATED WITH NEW OR 
DIFFERENT VALUE BUT SHOULD FOLLOW ACCOUNT CODE 
RULES (NOTE: TRANSACTION WILL ERROR IF ACCOUNT CODE 
2005 IS USED, THIS IS NOT A VALID ACCOUNT VALUE IN SALARY 
PLANNER)
THE PERCENT FIELD IS THE PERCENT OF ALLOCATION TO THIS 
INDEX; MULTIPLE LABOR DISTRIBUTION INDICES MUST TOTAL 
100%
THE X BUTTON WILL DELETETHIS LINE OF LABOR 
DISTRIBUTION

PROPOSED POSITION DISTRIBUTION SECTION DETAILS THE 
PROPOSED POSITON BUDGET RECORD LABOR DISTRIBUTION

BUTTONS
ADD NEW RECORD BUTTON -- WILL ADD ADDITIONAL LABOR 
DISTRIBUTION LINES
SAVE BUTTON -- THIS BUTTON WILL SAVE ANY CHANGES TO LABOR 
DISTRIBUTIONS ADDITONS, CHANGES, OR MODIFICATIONS
COPY POSITION DISTRIBUTION TO JOB -- WILL COPY POSITION RECORD 
LABOR DISTRIBUTION STRATEGY TO JOB RECORD LABOR DISTRIBUTION 
(NOTE: COPY TRANSACTION WILL ERROR IF ACCOUNT CODE 2005 IS 
USED IN THE POSITION LABOR DISTRIBUTION)
COPY JOB DISTRIBUTION TO POSITION -- WILL COPY JOB RECORD 
LABOR DISTRIBUTION STRATEGY TO POSITION RECORD LABOR 
DISTRIBUTION.20



THIS SCREEN IS TO BE USED TO ENTER SPECIFIC DETAILS AND 
JUSTIFICATIONS RELATED TO SALARY CHANGES OUT OF RANGE, 
APPOINTMENT PERCENT CHANGES, CARRER LADDERS, AND ANY OTHER 
RELEVANT INFORMATION.

BUTTONS
SAVE -- THIS BUTTON WILL SAVE ANY COMMENTS 
RESET – THIS BUTTON WILL RESET VALUES TO 
ORIGINAL

Mar 19, 2015
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MASS CHANGE SECTION -- THIS SECTION IS TO MASS APPLY POSITION BUDGET INCREASES (DO NOT 
USE THIS SECTION IF NOT MASS APPLYING INCREASES)
PERCENT BOX – ENTER A PERCENT TO MASS APPLY
AMOUNT BOX – ENTER A DOLLAR AMOUNT TO MASS APPLY

CLICK ON MASS APPLY BUTTON FOR MASS APPLY OPTIONS TO BE APPLIED

IF SATISFIED WITH MASS APPLY CLICK ON SAVE BUTTON AT BOTTOM OF SCREEN

BUTTONS
COPY ESTIMATED BUDGET TO BUDGET TO UPDATE ALL POSITIONS TO 
MATCH JOB AMOUNTS
CLICK ON DOWNLOAD POSITION DATA BUTTON TO OPEN OR SAVE 
JOB DATA TO AN EXCEL SPREADSHEET
CLICK ON DOWNLOAD POSITION AND DISTRIBUTION BUTTON TO 
OPEN OR SAVE JOB AND LABOR DISTRIBUTION DATA TO AN EXCEL 
SPREADSHEET
.

12FACxx, 12 MO FACULTY xx
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THIS SECTION IS TO MASS APPLY SALARY INCREASE/(DECREASE) TO 
THIS EMPLOYEE
PERCENT BOX – ENTER A PERCENT TO MASS APPLY
AMOUNT BOX – ENTER DOLLAR AMOUNT TO MASS APPLY

CLICK ON APPLY BUTTON FOR MASS APPLY OPTIONS TO BE 
APPLIED

THE FTE BOX WILL CHANGE THE FTE VALUE ON THE POSITION 
RECORD
THE EXCLUDE FROM TOTALS CHECK BOX WILL EXCLUDE SALARY 
FROM ORG TOTALS WHEN CHECKED

Jul 01, 2015
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CURRENT SECTIONDETAILSTHE EXISTING POSITION RECORD  
LABOR DISTRIBUTION

PROPOSED SECTION DETAILSTHE PROPOSEDPOSITION  
RECORD LABOR DISTRIBUTION
THE INDEX FIELD CAN BE UPDATEDWITH NEW OR DIFFERENT  
VALUE
THE ACCOUNT FIELD CAN BE UPDATED WITH NEW OR 
DIFFERENTVALUE BUT SHOULD FOLLOW ACCOUNT CODE 
DEFINITIONRULES
THE PERCENT FIELD IS THE PERCENT OF ALLOCATION TO THIS
INDEX; MULTIPLE LABOR DISTRIBUTION INDICES MUST TOTAL
100%
THE AMOUNT FIELD CAN BE UPDATEDWITH POSITION  
BUDGET AMOUNT (NOTE: SYSTEM WILL AUTOMATICALLY 
ROUND TO THE NEAREST DOLLAR)
THE X BUTTON WILL DELETETHIS LINE OF LABOR  
DISTRIBUTION

CURRENT INCUMBENT SECTIONDETAILS THE PROPOSEDJOB  
RECORD LABOR DISTRIBUTION

BUTTONS
ADD NEW RECORD BUTTON -- WILL ADD ADDITIONAL LABOR 
DISTRIBUTION LINES
SAVE BUTTON -- THIS BUTTON WILL SAVE ANY CHANGES TO LABOR 
DISTRIBUTIONS ADDITONS, CHANGES, OR MODIFICATIONS
COPY POSITION DISTRIBUTION TO JOB -- WILL COPY POSITION RECORD 
LABOR DISTRIBUTION STRATEGY TO JOB RECORD LABOR DISTRIBUTION 
(NOTE: COPY TRANSACTION WILL ERROR IF ACCOUNT CODE 2005 IS 
USED IN THE POSITION LABOR DISTRIBUTION)
UPDATE BUDGET -- WILL UPDATE THE POSITION BUDGET ON THE LIST BY 
POSITION SCREEN TO MATCH THE MODIFIED TOTAL BUDGET IN THE 
PROPOSED SECTION
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THIS SCREEN IS TO BE USED TO ENTER SPECIFIC DETAILS AND 
JUSTIFICATIONS RELATED TO POSITION CHANGES, FTE CHANGES, CARRER 
LADDERS, AND ANY OTHER RELEVANT INFORMATION RELATED TO THE 
DEVELOPMENT OF THE POSITION BUDGET

BUTTONS
SAVE -- THIS BUTTON WILL SAVE ANY COMMENTS 
RESET – THIS BUTTON WILL RESET VALUES TO 
ORIGINAL

Apr 01, 2015
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Click on the “SALARY PLANNER 
Reports Menu” link
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Click on the “Salary Planner 
Working Report” link
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“Budget ID” should be BUD“FY” 
“FY” = Proposed fiscal year

NOTE: “Chart of Accounts” 
should always be “U”

Click “Continue” to set-up report 
parameters.

BUDxx
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This report can be queried by 
“Org” “Index” and “Fund”

Click “Submit” to get the report.

BUDxx
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EXAMPLE
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Click on the “Salary Planner 
Exception Report” link
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BUDxx
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BUDxx

01-APR-2015



EXAMPLE
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Click on the “Vacant Position 
Report” link
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BUDxx

EXAMPLE
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Click on the “Salary Planner 
Position Working Report” link
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BUDxx
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BUDxx



EXAMPLE
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BUDGET DEVELOPMENT
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Budget Development
Business Rules

 All indices with Current Unrestricted funds must be budgeted. 
No budget equals no spending!

 NSF (Non-sufficient Funds) checking is functional at Org Level 5 
and Fund Level 3 for the following Unrestricted Funds:
 Instruction & General (I&G)
 Research
 Public Service, including Non-Endowed Spending
 Athletics

 Bannerwill apply NSF to the following document types:
 Direct Pay Invoices (DP-EZs)
 Journal Vouchers
 LoboMart Requisitions
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Budget Development
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Business Rules cont…

 Budget reserves using 1901 account code

 1900 or 1903 accountcodes are limited to actuals only

 Not every VP unit allows budgeting of reservesduring the 
budget build process; contact your VP unit before 
budgeting reserves

 If revenues will be received and not spent during the fiscal 
year being budgeted, a negative 1901 budget entry may be 
made (regardless of whether there is an actual 1900 
reserves) in the amount that will not be spent



Budget Development
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Business Rules cont…
 Allocations and Transfers must zero-out

 Budget both sides (TO and FROM)

 If monies are going toanotherdepartment, make sure the receiving 
department budgets theirside for the exact amount

 Allocations (16xx) must zero by accountcode

 Enter accountcode comments to explain where the  
allocation/transfer is going toorcoming from

 Index budgets must net to zero: Budgeted Revenues minus Budgeted 
Expenses must equal zero

 Budget all sources of revenue and corresponding expenditures



Budget Development
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Business Rules cont…

 Avoid negative expense budgets!
 Exception: 20SA for salary clearing indices

 20SA Salary Adjustments
 Used to budget for laborcosts not applied to specific positions in Salary Planner
 Also used to offset salarieson salary clearing indices
 Must add account code comments in budget worksheet
 Prior to spending, this budget should be moved to the appropriate expenditure 

account code; no actual entries allowed on account code

 80E0 Contingency – Undesignated expense budget
 Prior to spending, this budget should be moved to the appropriate expenditure 

account code; no actual entries allowed on account code



Budget Development
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Business Rules cont…

 Account code restrictions:

 0220 – Course lab fees
 02Z0 – Other student fees
 02Z1 – Used only for MANDATORY student fees
 02Z2 – ASUNM Student Fees
 02Z3 – GPSA Student Fees
 0610 – Internal service revenue - Used only with indices tied to P18X program codes
 0720 – Stateappropriations
 1601 – F&A Revenue Allocation - Used only by OVPRD to budget and move actuals 

for F&A allocations
 1602 – F&A Distribution - Used only by OVPRD to budget and move actuals for F&A 

quarterly returns to units
 1640 –Pooled revenue allocations – Used only for I&G pooled revenue allocation
 1661 – F&A Revenue reallocation - Used only in program code P161
 1662 – Extended University allocations
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BUDxx
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BUDxx



Using the Lookup 
Feature
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bBUDxx
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Chart of Accounts: U 
Budget ID: BUDxx 
Budget Phase: ADOPTD
Account Index: Index or use the lookup feature



Here is the top of the worksheet 
Verify that the FOPA are correct

BUDxx 2016 Budget ID
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Budget Phase ADOPTD 2016 Adopted Phase
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Change values are entered in whole dollars
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This is the updated worksheet after calculating
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“Post” to save changes

Mar 16, 2012

BUDxx 2016 Budget ID Budget Phase ADOPTD 2016 Adopted Phase
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(16XX), 80E0 and 20SA
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After all changes have been entered and posted,
check Summary Totals at the bottom of the worksheet to 
make sure the index is in balance.
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Verify Data
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 Run Reports
 Indices Not Modified
 Budgeted Account Code Report for account code 1640 

and Fund 2U0224. Account total should match your 
I&G allocation.

 Salary Planner Working Report
 Salary Planner Position Working Report
 Budget Development Working Report
 Index Out of Balance Report – indices must be in 

balance.



Approval
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Locked = Approved 
Unlocked = Unapproved

 Who should lock Organizations?
 Level 1 & 2 Organizations – OPBA (Office of Planning, Budget & Analysis) 

locks Budget Development; Human Resources locks Salary Planner
 Level 3 Organizations – VP unit representative
 Level 4 & 5 below – College/School/Branch representative
 Level 6 and below – the Department Head/Chair/Director or authorized 

representative

 For Salary Planner, Organization Lock is a link on the Salary Planner 
menu – Must lock/unlock each scenario separately

 For Budget Development, Maintain Organization Lock is a link on the 
Budget Planner Menu



Document Routing
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 Justification letters for out-of-range salary 
increases to:
 Faculty Contracts & Services Office
 Human Resources

 Faculty Contract Memo form to Faculty Contracts 
& Services Office for:
 NEW faculty
 Visiting faculty
 Research faculty
 Changes to faculty appointment



Print Final Reports
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 Salary Planner Working Report

 Budget Development Working Report

Printed Reports are foryour use and do not need to 
be routed to the core offices.



Resources
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Websites:
Main Campus Budget Office (OPBA) 

www.unm.edu/~budget

Learning Central
https://learningcentral.health.unm.edu/plateau/user/login.jsp

Fiscal Agent Networking Group
http://www.unm.edu/~fiscal/agent_list.html 

Human Resources Division

http://hr.unm.edu/

http://www.unm.edu/%7Ebudget/
https://learningcentral.health.unm.edu/plateau/user/login.jsp
http://www.unm.edu/%7Efiscal/agent_list.html
http://hr.unm.edu/


Contacts
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Nicole Dopson
Francisco Certain
Mark Maddaleni

277-8126
277-2196
925-5556

nicole14@unm.edu
fcertain@unm.edu
markunm1@unm.edu

Administration
Rosenda Marrufo 277-6466 rflores4@unm.edu

Main Campus Budget Office
Jeremy Hamlin 277-7630 jhamlin@unm.edu
Rosenda Marrufo 277-6466 rflores4@unm.edu
Natalia Koup 277-2052 nkoup@unm.edu
Regina Dominguez 277-7632 rmunoz@unm.edu

President/Academic and Student Affairs

VP Unit Representatives 

mailto:nicole14@unm.edu
mailto:fcertain@unm.edu
mailto:rflores4@unm.edu
mailto:nallen@unm.edu
mailto:djohnsto@unm.edu
mailto:nkoup@unm.edu
mailto:thdoan@unm.edu


Contacts
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Office of Academic Personnel - MAIN
Emily Luhman 277-9703 eluhman@unm.edu

Human Resources Division

Yvonne Otts (Salary Planner) 277-5811 yotts@unm.edu

Mike Brown (HR Client Services) 277-2854 mikebrown@unm.edu

HRPR Support Center Phone: 277-4777 HRPR@unm.edu

mailto:eluhman@unm.edu
mailto:yoots@unm.edu
mailto:mikebrown@unm.edu
mailto:HRPR@unm.edu


END
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