Budget and Salary Planner

Navigation and How-To

Prepared by: Office of Planning, Budget, and Analysis (OPBA)




Budget Planner General Information

= After reading through this presentation, you will be ready to take the proficiency exam in Learning
Central (BUDG 103-Budget Planner Exam)

= After achieving a passing score of 85%, you may request your Banner Authorization Role(s)
= Request the following roles through Banner Authorization Requests at my.unm.edu:
= Department Salary Planner
= Department Budget Developer
= Department General Inquiry (if you already are a Banner Finance user, you have this role.

= Request the correct level of organization code access required for your area
= College level = Level 3 Org (request this level of your org hierarchy if you oversee a level 3 Org)
= Department level = Level 5 Org (request this level if you oversee a level 5 or lower-level org)
= |f you are unsure of what level to request, contact your fiscal agent




Budget Planner General Information — Banner
Authorization Request

B
W myUNM

In your Loboweb,
under Banner Resources,
General Information LoboWeb is the place for employees to view/update personal information, benefits and deductions, pay information, tax forms Transaction and Real-time Query Systems

click on “Banner
-@ Website and more. e Banner 8 Forms (INB)

. H » | ‘
Authorization Requests R |
| * ePAN ENTER LOBOWEB e Chrome River |

« Employment Knowledge Base « Pending Graduation Form

& Employee Life _ + VA - )

@@® Human Resources & Loboweb (Employees) = == UNM Business Applications

« Salary Structure Table « Degree and Retro Degree Awarding
« Standard Time Sheet for Staff Quick links: « Employee Dashboard
Employee Dashboard Finance * Loboweb
Staff Resources i Benefits Bursar Account « LoboAchieve
« Counseling Assistance and Referral Services (CARS) Tlobobtart
« Ombuds Services/Dispute Resolution 1 SiilabaTine
« Lesbian, Gay, Bisexual, Transgender, and Questioning (LGBTQ) LoboWeb is unavailable Saturday 7:00 pm - 8:30 pm. See the "Banner Announcements" widget for other planned downtime. « UNMjobs

Resource Center « Performance Evaluations
© HR Consulting Services

« Office of Equal Opportunity (OEO)

« Workfl
« AppReview GradApp

« Training (Employee and Organizational Development - EOD) « Grad Studies App

yee

« Employee Wellness # Lnaming Cantral

Reporting
« E-Print

RS S e

| Employee and Organizational Development

« HR Reports
« MyReports

« MySpend Portal

‘ Employee and Organizational Development (EOD) provides a variety of organizational development services to UNM employees.
| | our Training Programs cover all aspects of work at the university: Administrative, Management/ Leadership, and

Personal/Professional.

Banner Resources
« Banner Authorization Requests

Duplicat
« Employee and Organizational Development (EOD) Home Page

 Search Class Schedule

« Leadership Development Courses

« Learning Central




! Wy NS | 550 Web

{ Student I Financial Aid I EmployeeI Payment lm Department Forms

Search | |(Go)

Finance Menu

Salary Planner

Operating Ledger Queries
Review revenue and expense information by account or organization.
Encumbrance Que|
Review encumbrance information by account.
Approve Documents
Approve or disapprove financial documents.
View Document
Review requisitions, purchase orders, invoices, journal vouchers, encumbrances, or direct cash receipts.

Budget Planner Menu
Update or review Budget Development phase information, Manage phase organization locks, View Budget Development report, or Update or review Sa

Catego tiorof
Categorize Current Unrestricted Reserves according to UAP 7000

Non-person (Company) Search
Search Banner for non-person (company) entities

Budget Planner Menu

Crefte Budget Development Query

eview Budget Development phase information by account or organization.

Create Budget Worksheet

Update Budget Development phase information via a budget worksheet.

Create Projected Actuals Worksheet

Create financial projections through current fiscal year end via a projected actuals woi

Maintain Organization Lock
Lock or unlock Budget Development phase organization locks.

Budget Development Reports Menu

View Budget Development reports

Projected Actuals Reports Menu
Il

View Projicctad.des
= Salary Planner Menu
Update Position Budgets, Job Salary and Labor Distribution for the Upcoming Fiscal Vs
——

Salary Planner is accessed through LoboWeb — Finance tab
— Budget Planner Menu.

Once your BAR role is approved you will see these options
in your finance tab. If you do not see these options, check
the status of your BAR request.




Salary Planner Scenarios

EXTRACT ID SCENARIO DEFINITION
Salary Planner
12FACXX 12 MO FACULTY XX 12 Month Contract Faculty
Edit Scenario
Update salary planner scenario information.
OFACXX 9 MO FACULTY XX 9 Month Contract Faculty izati
CONTRACT STAFF Lock or unlock salary planner organization locks.
CSTAFFXX XX Staff who are contract employees Query Multiple Extracts

View multiple salary planner scenarios by organization.
Salary Planner Reports Menu

CWAXX CWA BARG UNIT XX Staff in the CWA bargaining unit Misw Salary Plasss saposts
Budget Planner Menu
Update or review Budget Development phase information, Manage pt

HSTAFFXX HOUSESTAFF XX Resident Physicians
POLICE BARG UNIT
POLICEXX XX Staff in the Police Bargaining Unit I{]VI .T NEW MEXICO
Non-Regular Staff such as On Call, Students, Temp services,
POOLXX POOLED & Part time faculty
RSTAFFXX REG STAFF XX Exempt & Non-Exempt Staff not in a bargaining unit
USUNM BARG UNIT
USUNMXX XX Staff in the USUNM Bargaining Unit

XX will reflect the current fiscal year that is open (example RSTAFF25, etc.)




Salary Planner Scenarios & Org Choices

enario Selection
Extract ID: | 12FAC24 v

enario: |12 MO FACULTY 24 v

Ipdate of Budget Develop
Chart of Account: U
Budget ID: BUD24
Budget Phase: ADOPTD

RSTAFF24, REG STAFF 24

Organizations: All
007A - HSC Clinical Contracting
013A - Continuing Medical Educ Department

~
v

Include Subordinate Organizations:
Employee Class: All
SE - Exempt Staff

SN - Non-Exempt Staff v
Bargaining Unit: All ~
None

Faculty Rank: All ~

Include Pooled Positions:
Include Vacant Positions: [/}
Number of Records per Page: (100 v/

| List By Employee| | Summary Totals| | List By Position |

=Choose the employee population(Extract ID) to be edited. Be sure to
choose the scenario for the upcoming fiscal year

=Only Organization codes that the user has access to will appear in the
list

=Click on the down arrow to select the organization code to be edited
during the current session OR select “All”

*Include subordinate organizations: Check the box to display
subordinate organizations or uncheck to display only the selected
organization

=Click the button “List by Employee” to display a screen listing of all
employees who are associated with the chosen org code and
employee class or classes displayed in the scenario

=|[ncreases to a job salary should be applied first on the job side (List
by Employee) then on position side (List by Position).




List By Employee

7 Enter a Mass Change or modify an employee, then select Save. Rounding applies to mass change as well as individual employee changes.

Mass Change
Hourly or Salary: |[Both v |

'Reason Percent Amount Include in Change Totals

Annual Salary Increase | I | Yes

Mass Apply |

Jump to Bottom

032C UNM Copy Center, Locked, Updateable

Salary Planner — List by
Employee

» Used to “Mass Apply” an increase (either percentage or

[Employee Totals [Department Totals
In R

e amount) to every employee record in the list OR apply

ID and Name Position, Suffix and Title ppoint t Percent|Salary |Base Appointi t Percent|Proposed App
100.00(42,109.50] 100.00 1(
100.00(34,064.16| 100.00 1(
100.00(52,099.42| 100.00

increases individually

i = To apply a 3% increase to every employee record in

|Total:

the list, input the number 3 under the heading “Mass

Jump to Bottom

RSTAFF24 - REG STAFF 24

Organization Include Employee Classes|Bargaining Units[Faculty Rank|Include (Include
Subordinate Pooled |Vacant
Organizations Positions|Positions|

032A - University Services|Yes [all All Jall Yes [ves |

Organizations with No Employees

Recards 1 - 15 of 15
eset

| Download Job Data| | Download Job and Distribution | | Download Data for Upload File |

Return to Top

Change”, “Annual Salary Increase”, in the percent

box then click on the “Mass Apply” button

= SAVE all changes before navigating to another page
by clicking on the “SAVE” button at the bottom of the
page

= Navigate around the page by scrolling OR by clicking
on the “Jump to Bottom” or “Return to Top”.

= Click on the link under ID and Name to go the
employee detail page

Y1



Salary Planner — Labor

Links D u trl b t- n
1909.61 [Job Detail Distribution Comments Position IS I u IO
Detail
,909.61
From the “Employee Detail” page, there are links available to

Nome and 10: view “Job Detalil”, “Distribution”, “Comments”, or “Position Detail”

Home Organization: 032M - Chem & Resrch Lab Supplier (CRLS)
* - indicates a required field.

Job Detail for Position and Suffix S03175 - 00 N 2 N
Model: Proposed| Base Current] JOb Labor DIStrIbUtlon
Effective Date:
itle:
e | 7 Select the percent link to change the Proposed Job Labor Distribution. Select Add a new record to add distribution records.
Hourly Rate: ‘ 34.572593 32.615651| 34.572593
:o“c.hsa.g:, ;me..t: ‘ \ 71'902'23‘ T T . ) Make Necessary changes to the way a job salary is paid
T — ; o050 Posion-Smithe asd Tta: on this page. Update in the Proposed area the new index
- - EPAF. Transaction #: ;
Appointment Percent: = [ 100.00] [ 10000]  100.00 if needed and update any changes to account code as
EIE: ( 1 | L ! Current well as "add a new record", if a new record is applied you
— e e ety 1l need to speciy the percent spit between 2 or more
: 5 R . "
Saiary Group: 2034 The only change that can be indices. Make sure to click on save as vxell as "Copy Job
Table: | sE made on this page is Dlstrlbutlon to pOSItlon
Grade: [ 14 "Appointment Percent"
Step: [ o Proposed
Budget Factor: \ 100.00 ._(_:_Q_A_Index Organization|Account Program Activity Location |Project Type|Cost Type |Percent Amount Dej
Estimated Fiscal Year Bud [ 71,009.61 U [032053 |¥[2U0224 |032M 2020 |¥|P141 GNACTV | 100.00 71,909.61 | X
Total| 100.00 71,909.61
| Add New Record |
Base Job e
Begin Date: Jun 03, 2019
JE:: :;t;:s: Active Proposed Position Distribution
salary Type: Salary COAlIndex |Fund  |Organization|Account|Program|Activity |Location|Project Type|Cost Type|Percent|A t
Rank: U |032053(2U0224|032M 2020 |P141 |GNACTV 100.00|71,910.00
T Stat
enure Status . — Job Detail Page Total[100.00(71,910.00

[save| [Reset| [Previous | Copy Position Distribution to Jol @py Job Distribution to Position |

GV
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Salary Planner Comments

Make sure to save any comments
that are necessary for HR use and
for Admin tracking.

You have 2 areas for comments:
=Job Side (In List by Employee)

=Position side (In List by Position)

Job Comments

Name and ID:
Position-Suffix and Title:
Last Updated by:

Last Updated on:
Comments:

| Save| | Reset]|

Apr 06, 2023

Comments are important for HR if this job/position is getting an out of guideline increase
and/or useful to see in the salary planner working report as well.

=*If comments are added to the Job side, you should also add them to the Position side.




In this area you will be able to update the FETE for the position and the Proposed Budget line for any
vacancies you have. The “Proposed Salary” Column should* match the “Proposed Budget” only
rounded. No cents on proposed budget nor change amounts.

Ea !tary I;Ia nper _Tq?ginksha¥ailabl_e intthli_s l?rea_are IikeBthg “LtisFt”By Employ{(e?]” Iirt1ks, however this area “List by Position”
IS by OSI IOn will be what is going to link up in your Budget Planner worksheet.

*Examples of when Position Budget should be different from Proposed Salary

+ Budgeting Vacancies

Budgeting for incentive payments not part of contract salary

Budgeting for career ladder or reclassification that will not be effective until later in the fiscal year
When employee is leaving your department or UNM later in the fiscal year and it is determined that
the position will not be replaced immediately

Dollars that will not be used for the position can be budgeted elsewhere

Any Changes on this page should be saved immediately to avoid any technical issues. Save is at the
bottom of the page

032B - Records Management, Locked, Updateable /\
Position and Title Base Proposed Change Percent  [Change A t £ posed Bud, rgaining UniijProposed Salary|Links E
/Appointment|{Appointment|
Percent Percent
100.00 100.00 11 [ 33,933.00] .00 \.00] 33,933.00 / \ .00 Dis%ibution
mments
d‘ S / . __~Employee
100.00 100.00 olo .0l .00 [ — 00 .00|Distribution
‘ BUdgeted — Comments
Vacancy Employee
Total: [ [ [ 100 1.00] 33,933.00] .00] .00] 33,933.00 [ .00] [

Jump to Bottom
032C - UNM Copy Center, Locked, Updateable

P d Budget |Bargaining Unit|Proposed Salary|Links ]

Position and Title |Base Prop(_)sed Base FTE Change Percent  [Change A t
Percent P;.;cent

100.00 100.00! 11 | 33,100.00 2.01 964.00| 34,064.00 34,064.16|Distribution ¢
Comments
Employee

100.00 100.00 1lo | 28,558.00( -100.00 -28,558.00| .00 .00(Distribution |
Comments
Employee

100.00 100.00] 1f1 64,160.00 -14.28 -9,160.00)| 55,000.00 .00|Distribution [¢
Comments®
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Salary Planner — Org Locking

In Salary planner, each scenario must be locked separately.

Go to Salary Planner menu and click on “Organization Lock” Select correct Extract ID and input your highest-
level organization code. Click on Submit.

Change Organization Lock — Check Mark the Change box option to either Lock or Unlock the Org Code
e

specified. Then click on Update.
Salary Planner Organization Lock Selection Change Organization Lock
: : Mark the Ch heckb d select Update to ch
Edit rmenn i B S "7 Select an Extract ID and Scenario. Select the A e SNange ecox and select Ypdate fo change ar
Extract ID: [12FAc24 v Parameters
o1y inle Extraci . Extract ID:  RSTAFF24
View multiple salary planner scenarios by organization. Scenario: I 12 MO FACULTY 24 v Scenario: REG STAFF 24
Salary Planner Reports Menu L Lock Status: All
i ock Status: | All v
Wiess Sisfiaky Plassar smports Organization: ADD - Controller
Budget Planner Menu | Organization | | |
Update or review Budget Development phase information, Manage phase organizatio Organization Lock Status

e Organization|Title [Lock status|Chang
| Submit | ADD |controller|Locked O

m THE UNIVERSITY OF —
N\ NEW MEXICO. [Review | [Update |




UNM Budget Planner

=|n this area you will have the ability to create/update your index
budget for the upcoming fiscal year.

=The information from your budget worksheet will be what is uploaded
into Banner as the Original budget for the new fiscal year.



Budget Planner

WHERE TO ACCESS? oONCE ou HAVE THE BANNER ROLE, YOU WILL BE ABLE
TO SEE T B

HE BUDGET PLANNER MENU OPTION IN YOUR FINANCE TAB IN LOBOWEB

[Student I Financial Aid I Employee I Payment BliEL{:-8 Department Forms}

Search | | (Go]

Finance Menu

Operating Ledger Queries
Review revenue and expense information by account or organization.
Encumbrance Query
Review encumbrance information by account.
Approve Documents
Approve or disapprove financial documents.
View Document
Review requisitions, purchase orders, invoices, journal vouchers, encumbrances, or direct cash receipts.

Journal Voucher Entry
Initiate 3 journal FradgerEmd T ICtUST Sctivity.

udget Planner Menu
or review Budget Development phase information, Manage phase organization locks, View Budget Development report, or Update or review Salary Planner sc T n.

Categorization of Reserves
Categorize Current Unrestricted Reserves according to UAP 7000

Non-person (Company) Search
Search Banner for non-person (company) entities




Budget Planner — Budget worksheet

1. Click on Create Budget Worksheet Budget Planner Menu Create Budget Worksheet
Create Bu n. 1 + Ouors 7 To create a new worksheet, select Create Query. To open a worksheet using an exist
. udget Developme [ phase information by accoun jzation. .
2 . CI ICk on Create Q ue ry Create Budget Worksheet Create a New Worksheet Querv Create Query |
Update Bu, dg et Development phase information via a budget worksh

Create Retrieve Existing Worksheet Query

3.  Select columns to display, best to select all ~ waintinorganization oa " "I savedney e — :
however you can select just “Adopted ““dget Development Reports Menu
Budget” as well. O et hctuse rpor o Create Budget Worksheet

Salary Planner Menu
Update Position Budgets, Job Salary and Labor Distribution for the Upcoming Fiscal Year

¥ Chart, Budget ID, Phase, Fund, and Organization are required. Program and

4. Budget ID will be: “BUDXX” XX the 2 digit types to include in the workshest.

fiscal year which you are preparing for. e T
Create Budget Worksheet [Account tndex] “‘VWI Program T-F'r
111 11] Fund 20022 | Activitv GNACTV ‘
5. BUdget Phase ShOUld be ADOPTD Organization 185 | Location \ |

“J select columns to display amounts captured at

Display Fin Mgr from: | Organization v

6. Enter your specified Account Index you Adopted Budget
need to Work on Permanent Budget Adjustments e;:\;on:;cffgunts
[@|[Temporary Adopted Labor Accounts
7. Check to include all the category types of [&][Temporary Adjustments e
account codes continee]

Save Query as: |
|| _Shared

8. Click Submit




BUdget Plan ner o *Input Change Values to geach of the accour)t codes as
BUdget WO rkSheet necessary to budge the index for the new fiscal year.

*Click on Calculate to view the impact of changes. If you are
not satisfied with the results and have not yet clicked on
Post(Save), you may return values last posted by using the
“Requery” button located below the worksheet

Worksheet Parameters

Budget Worksheet
Chart of Accounts[u University of New Mexico Duration Al
OPAL |N B80KO[Banner Tax Budget 1d BUD24 |2024 Budget ID Budget Phase|ADOPTD[2024 Adopted Phase|
OPAL |N 80K2|Foundation Surcharge |Account Index 712000[113080-DIRECTOR OF BU-General Activ|Fund Type |02 CU Main | |
— Fund 200224MU T & G Program P131 |[Institutional Support]
Organization 712A  |Budget Office Activity IGNACTV/|General Activity
P New rows may be added within the parameters used to create the worksheet. /Account Al Location
Select Calculate to update the worksheet with additions, subtractions, percentage adjt
Select Post to recalculate and save changes. Financial Manager | ] [Financial Manager
Select Requery to return to values last posted.
Jump To Bottom Return to Index Page
New Row Account  Proposed Budget e 9
1 [Account1 || J| | ) ) )
— ¥ Enter Amount +/- 9999999999.99 to add/subtract. Select percent to increase/decrease by New Budget times Amount/100. Select rounding factor for mass and line changes by percent.
2 | Account?2 | ‘ ‘ \ ‘ Change value/Percent in Worksheet will override mass change during Calculate. Select Delete Record to set New Budget to .00 and delete budget line. Select the link on account code to view or maintain text.
3 | Account3 | ‘ ‘ | ‘ Mass Change Parameters
3 ] t alculate
4 ccoun ChangeValue:[ | [ Percent| |Calculate
5 [Accounts ||| J| |
Worksheet
T ——— IR St: tlindex iy [Title |Adopted I im orary y Baie Bﬁm Duration Plr:'posed Change Value |Pecent|cuh;nulative [I—Ie'w Budget |Dek=.tre;i
N~ 2 aladeta Code [Type/Code Budget pte Budget |Code Budget |Change Recol
» SEEIET _ Caledlate || BOSE ‘ 712000131 Institutional Support
~—— ~——
ST Intra University Activities
Download All Worksheet Columns | | Download Selected Worksheet Columns | OPAL [N 1640]Allocations Pooled Allocation 995,134.00) 0.00] 0.00] 0.00[ 995,134.00[P 1.171,278.4d 176,144.00[1,171,278.00[ |
Gen
oPAL [N 1660]Allocations Other Gen 0.00 0.00] 0.00) 0.00] 0.00[P 14,013.40) 14,013.00]  14,013.00]C
61 (Operating Expense Labor
SALP [N 2020[Administrative Professional 0.00 0.00] 0.00] 0.00| 0.00[P 847,615.4 847,615.00] 847,615.00)
Gen
SALP [N 2060[Support Staff Salary Detail 0.00 0.00| 0.00) 0.00| 0.00[P 0.dd] 0.00| 0.00
Gen
62 Operating Expense Fringe
oPAL [N 2110fFica Gen 54,103.00] 0.00] 0.00] 0.00] 54,103.00[P [ 64,843.40] I [ 10,740.00]  64,843.00[C

Once you are satisfied with the change value numbers click on “Post” to save your changes

@
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Budget Planner — Budget worksheet

: : S Total.
y Contlnue maklng necessary Changes to a” Al::’:;::?i;yTy::AsccountType Title Base Budget|Proposed BudgeﬂNew Budget|Cumulative Change|
account codes (except labor) until Proposed 51 Operating Revenues _ 0.00 0.00 0.00 0.00
. . . 5T Intra University Activities 171,427.00 138,251.00{ 138,251.00 ( 33,176.00)
Budget for the index is accurate and in 50|Revenues and Intra Univ Activities| 171,427.00 138,251.00| 138,251.00 ( 33,176.00)
balance: Revenues minus expenses equal 5 Cparating Expanss L3bor
Zero 62 Operating Expense Fringe 40,507.00 31,647.00] 31,647.00 ( 8,860.00)
60|Operating Expenses-Labor 40,507.00 103,427.00[ 103,427.00 62,920.00
71 Operating E Oth 35,000.00 34,824.000 34,824.00 ( 176.00)
.-SI-OtlaIS flg:. |ab0r Ia%COUS_t fot()j ets COme(jrom t 70 02:2 E";?:e:f: e 35,000.00 34,824.000 34,824.00 ( 176.00)
aliar anner [abor aistriputions and canno
Y . Net| 95,920.00 0.00] 0.00 (95,920.00)
be edited in the Budget worksheet

SALP |N i] — 2020 ;gr;i;i‘s"t'r:’a;;’;upl"r'o'fe-s-s'i;r'wal Gen 0.00 0.00 0.00 0.00 0.00|P 71,780.00

sae N || 2010|Student Salaries Gen 0.00 0.00 0.00 0.00 0.00[P 0.00)

sae (N || 20NO|State Workstudy Gen 0.00 0.00 0.00 0.00 0.00[P 0.00)




7 New rows may be added within the parameters used to create the worksheet i i
Select Calculate to update the worksheet with additions, subtractions, percen Valldatlon COde LOOku p
— Select Post to recalculate and save changes.
Select Requery to return to values last posted.

Chart of Accounts (U v|

New Row Account  Proposed Budget

1 (Account1 [[7060 I 500 Account Criteria | \
u g e WO r S e e 2 [Account | I | Title Criteria |%Supplies%

3 |Account3 | I ‘ Maximum rows to return (100  v|

4 (Accountd ||| I | . e

5 [Accounts || I |

* Account codes may be added to the budget N (Exeaute Query)
worksheet (if new index all account codes ‘ — (Exit without Value
(except labor) need to be added)

*Enter the account code(s) in the account column — s
. [Textbook & Related Supplies-Exempt|0562 New Row Account Proposed Budget
and enter the total budgeted amount in the Offce Spples Geers 100 L [rsoei]zse 0]
Proposed Budget column, then click Post. Computer Supptes S5001 g N - | S T c—
Custodial Supplies Gen 3170 4 (Accounta || I |
G.raphic Suppl?es g:: ﬁ 5 [Accounts || I |
If you“ are unsure of the accou”nt code you can Giing Surples Gen BT e .“
do a Valldatlon COde L00kup by CIICkIng on ::2:;%?:;2'::5:3’;’:“65 Gen gl_j | Download All Worksheet Columns | | Download Selected Worksheet Columns |
“Account1,2,3, etc.” buttons, Type in a Criteria S, —_—_
with % signs to pull in account codes associated et upples s
with the criteria specified b ot seopies o F
Pharmacy Supplies Gen [S0F0
Hospital Supplies Gen 5010
*Click on the account code you need to add. Gending Supptes 1vantory —Jasat
Golf Supplies Inventory IA819

| Exit without Value |

 This will take you back to the worksheet where
you can then enter the proposed budget
amount, then click Post.

| Another Query|




Budget Planner — Budget Worksheet

Frequent toggles needed between Salary Planner and Budget planner, and there are navigation links at the
bottom of the pages in loboweb.

6U|Operating Labor | 40,50/.0U| 103,42/.0U 1U3,42/.0U| 62,920.00

71 [operating Expense Other [ 35,000.00] 34,824.00]  34,824.00] ( 176.00),
70[Other Expense | 35,000.00] 34,824.00] 34,824.00| ( 176.00)| Budget Worksheet
Net| [ 95,920.00] 0.00] 0.00] (95,920.00)

Return To Top Return to Index Page

[ Operating_Ledger Queries | Encumbrance Query | Approve Documents | View Document | Journal Voucher ry | Budget Planner Menu | Cat: rization of Reserves | Non-person (Company) Search ]

List By Employee in
Salary Planner

ude (Include
led |vacant
itions|Positions|

Edit Scenario Screen

List By Position | Summary Totals
Employee Filter | Position Filter

[ Organization Lock | Query Multiple Extra alary Planner Reports Menu | Budget Planne@
[ Edit Scenario ]




Budget Planner

Users can make adjustments to line items as many times as
necessary

Any necessary changes to labor account codes must be done by
adjusting labor distributions in Salary Planner

The same process must be followed for every unrestricted index

A department’s overall budget can be viewed by running Budget
Development reports

SOP’s can be found at our Budget Office website: Budget
Planner / Development resources

Standard Operating
Procedures (SOPs)

Adijust Index Budgets

Maintain Organizational Locks

Budget Development Working
Report

Operating Budget Summary
Report

Index Out of Balance Exception
Report

Organization Summary Report

Budgeted Account Code Report

Budgeted Transfers/Allocations
Report

Budgeted Account Code Totals
Report

Budgeted Index/Account
Comments Report

Budgeted Indices Not Modified
Report



Budget%20Planner%20/%20Development%20resources

Budget Planner
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