
UNM Budget Office, “New User Presentation” PowerPoint presentation, 
University of New Mexico



SALARY PLANNER
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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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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

18



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

39



45



46



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

52



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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END
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