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REPORT OF ACTUALS - DETAIL

Date Issued/Rev: 7/20/2010

General Description: This procedure lists the instructions to run the Hyperion Branch Campus Fiscal Year-
End Report of Actuals - Detail and how to use the exported Excel file to prepare the Report of Actuals.

Responsible Manager: Office of Planning, Budget and Analysis (OPBA)

1. Logon to my.unm.edu

2. Select the “Employee Life” tab

3. Under Reporting, click on “Hyperion”
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4. Click "Yes” on the Security Information pop-up box that displays

5. Log into Hyperion using your NetID and password
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s LoboMart Training
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6. Click “Yes” on the Security Alert pop-up box that displays

7. Select the “Finance Reports” folder

8. Select the “Finance Production Reports” folder

9. Select “FBRHOO20 Branch Campus Fiscal Year End Report of Actuals-Detail”
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10. Select the “Branch” from the drop down arrow: Gallup, Los Alamos, Taos or Valencia
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11. Select the “Fiscal Year” from the drop down arrow

Note: the fiscal period is programmed to default to Period 14 for this report
12. Click on the “Process” tab

When the report has finished generating, the following message box will display.

Gallup o
2010 s

13. Click “OK”
14. Click on “Export Report”
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e Save the exported Excel report in a drive and location (folder) of your choice
e Create a file name

e The Save as type: select Excel (*.xIs)

o No changes are necessary to the Encoding: box

e Click on “Save”

Sawve in: | 2o [C:] Local Disk, j = = B~
)Z3endd24coseddfcc3cdbec?SSFdes
,_.-—JI )Deb
Recent 1 Documents and Settings
. drivers
F % JHP PCLE Universal Prink Driver
CIMDPS
Desktop CaMowvell
Joracle
) Program Files
CSITEMP
My Documents o WINDOWS
48
ADM-DHO00211
15
3
by Metwork, File name: | j Save
Flaces
Save az type: |Exc:e| [*.=ls) j Cancel
Encoding: |Westem European Mwindows] -

Using the Excel file to prepare the Report of Actuals

1. Open the Excel file

2. The file has a default data sort by Program Level 2 and then by Account Level 2

Index Code Index Desc Fund Fund Desc Fund Type Fund Tvpe Organizatic Organizatic Program Le Program D Account  Account De Account Le Account De Group of Ac Unrestrictec Restricted Balance
164001 190010-TU4U0006  GU | and G104 CU Gallup 1644 Gallup Busz FOS Instruction | 01%1 Uncollectib OA1 Tuition Rev Revenues | -1,92412
164004 190011-TU4U0006  GU | and G04 CU Gallup 1644 Gallup Busz FOS Instruction . 01KD MNaonrezider OA1 Tuition Rev Revenues 111,634,584
164004 190011-TU4U0006  GU | and G/04 CU Gallup 1644 Gallup Busz FOS Instruction | 0121 High Schoc OA1 Tuition Rev Revenues -1,5834
164024 190101-5T 400006 GU | and G04 CU Gallup 1644 Gallup Busz FOS Instruction (0720 State Apprc OP1 Appropriati Revenues | 8,745,157
164002 190303-TR4U0006  GU | and 604 CU Gallup 1644 Gallup Busz FOS Instruction . 12C0 Trsfr To Re 051 Transzfer | Transfers -502,683
164002 190303-TR 410006 GU | and G 04 ClJ Gallup 1644 Gallup Bus P09 Instruction 1240 Trefr To Pla 051 Transfer  Transfers -64,175
164011 190081-4P 400006 GU | and 604 CU Gallup 1644 Gallup Busz FOS Instruction J1640 Allocations 01 Allocations &llocations -10.000
164002 190303-TR4L10006 GU | and 04 ClJ Gallup 1644 Gallup Bus P09 Instruction 1640 Allocations O%1 Allocations allocations 631,034
164024 190101-5T 400006  GU | and G/04 CU Gallup 1644 Gallup Busz FOS Instruction [1903 Change in 021 Balance FoBalance Fo 200,000
164008 190086-TE 40006 GU | and G104 ClJ Gallup 1644 Gallup Bus P09 Instruction (1800 Balance Fa 021 Balance FoBalance Fo 20,630
723000 191020-CC 400006 GU | and 604 CU Gallup | 7234 Gallup Corn P10 Instruction |01 F0 Community OA1 Tuition Rev Revenues 2,210
717006 191014 k=410006 GU | and G104 Cl Gallup 7174 Giallup hdat P10 Instruction 12000 Faculty Sal. OF1 Salaries  Expenzes | 1815308
717006 191014 M4U0006  GU | and G104 CU Gallup 7174 Gallup kat F10 Instruction 12040 Technician OF1 Salaries |Expenszes | 28,105.38
717006 191014 Me4U0006 GU | and 604 Cl Gallup 7174 Gallup kat P10 Instruction 12060 Suppoart Stz OF1 Salariezs Ewxpenszes | 21.335.94
72300z 191020-GA4U0006  GU | and 604 CU Gallup | 7234 Gallup Corn P10 Instruction 12140 Retirernent OG1 Payroll Ben Expenszes 4,245.45
156021 frts and Le 400006 | GU | and G104 CU Gallup | 1564 Gallup Artz P10 Instruction | 3720 Other Supp 01 Supplies  Expenses BY7 .67
157015 191030-GA4U0006 | GU | and G/04 CU Gallup 1574 Gallup Edu F10 Instruction 13100 Office Supp 01 Supplies  Expenses 32382

cooooooooooooooooo

Default data sort by Program Level 2 and Account Level 2




Branch Campus Fiscal Year-End Report of Actuals-Detail

3. The Excel file can be sorted in several different ways in order to group items when preparing the Report of

Actuals

Examples:

e To complete the Exhibit 10A schedules, the data can be sorted by Index Code

e To complete Exhibit 3, the Tuition Revenue can be sorted by Account Code

4. The Excel file displays the balances according to which Group of Account category is assigned

The Group of Account categories of Revenues, Balance Forwards, Allocations, Transfers and
Reimbursed Expenses shown as positive numbers have a credit balance

The Group of Account categories of Revenues, Balance Forwards, Allocations, Transfers and
Reimbursed Expenses shown as negative humbers have a debit balance

The Group of Account category of Expenses shown as positive numbers have a debit balance

The Group of Account category of Expenses shown as negative numbers have a credit balance

5. The Group of Account column will determine the section in the Exhibits where the balances will be placed:
Revenues, Balance Forwards, Allocations, Transfers, Expenses and Reimbursed Expenses

Revenues - Account Level 2 of OA1 through OA6 and OP1 through OP5
Balance Forwards - Account Level 2 of OZ1
o The Beginning Balances on Exhibit 1 will equal the balances in the Balance Forward
accounts (19xx account codes) in the Excel file
Allocations - Account Level 2 of OV1
0 Allocations (16xx) are not included in the Report of Actuals. The balances zero out within
each Exhibit (&G, Student Social & Cultural, etc.)
Transfers - Account Level 2 of OS1, all account with the 11xx and 12xx account codes
Expenses - Account Level 2 of OF1, OG1, OJ1 through 0J9, OJA, OJB and OM1 through OM3

Reimbursed Expenses - Account Level 2 of OA5, the Reimbursed Expenses are all accounts
with the 06xx account codes

6. The file has a column for Unrestricted actual balances and a column for Restricted actual balances
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Important Reminders - Report of Actuals

1. For the items listed as Reimbursed Expenses in the Group of Account column, these balances are
actually in revenue account codes. These accounts need to be reclassified into the Expenditures section
of the Report of Actuals.

e The sign (positive or negative) must be reversed in the Excel file (If the balance is listed as a
positive, the sign needs to be changed to a negative and if the balance is listed as a negative, the
sign needs to be changed to a positive)

e When determining which expense category these balances should be placed into on the Report of
Actuals, please refer to the Banner FGIBDST screen for each index. Drill into the 06xx account
code and determine what most of activity in the account relates to.

Example: If the expense is for copy charges, it should be grouped with the copy expenses
(account code 63C0) in the Report of Actuals

2. For the Restricted column, the Beginning Balances and Ending Balances amounts must be zero on the
HED Report of Actuals document.

3. The Excel file exported from Hyperion will tie out to Banner as of the end of the fiscal year (June 30,
20xXx)

***END***
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