BRANCH CAMPUS
FISCAL YEAR-END

REPORT OF ACTUALS - SUMMARY

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 - Summary which contains the information from the Banner System by Exhibit and by
Category. This report can be used to tie out Banner to the Report of Actuals at a summary level.

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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s Learning Central
s Leadership Development Programs

4. Click “Yes” on the Security Information pop-up box that displays

5. Log into Hyperion using your NetlD and password

Training Databases

= Banner (TRMNG2)
= LoboMart Training

Job Aids and Standard Operating Procedures

Learning Central {Register for courses and manage
your lgarning plan)
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Hyperion Performance Suite 803
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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 “FBRHOO21 Branch Campus Fiscal Year End Report of Actuals-Summary”
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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.

l=ports are generated. Pleas:
3?;% t{:iea'rtevv." Q’B\lﬁﬁﬂ,ﬂpo"&tﬁw t%‘??g

13. Click “OK”
14. Click on “View Report”
15. To print the report, click on “File”, “Print”
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Branch Campus Fiscal Year End Report of Actuals-Summary Runon:  06/08/10 07:35 AN
Branch: Gallup
Fiscal Year: 2010

CU Gallup
1 & G

PO09-Instruction and General Revenue

Group of Account Fund Type Desc 2 Unrestricted Balance |Restricted Balance
Revenues CU Gallup 15.417.209.91 0.00
Balance Forwards CU Gallup -289,655.87 0.00
Allocations CU Gallup -14.073,901.00 0.00
Transfers CU Gallup -695,023.00 0.00
P09 Total: 358.630.04 0.00

P10-Instruction Unrestricted Ex 10

Group of Account Fund Type Desc 2 Unrestricted Balance |Restricted Balance
Revenues CU Gallup 39.,505.43 0.00
Balance Forwards CU Gallup 1.973.262.51 0.00
Allocations CU Gallup 7.540,581.00 0.00
Transfers CU Gallup -12,747.00 0.00
Expenses CU Gallup 6.920,676.60 0.00
P10 Total: 2.619,925.34 0.00

| & G Summary

Revenues CU Gallup 15,457,641.51 0.00
Balance Forwards CU Gallup 3,612,487.70 0.00
Allocations CU Gallup 0.00 0.00
Transfers CU Gallup -657,513.00 0.00
Expenses CU Gallup 12,592,610.10 0.00
Reimbursed Expenses* CU Gallup 74,733.84 0.00

| & G Total: 5.894,739.95 0.00

1. The report is sorted in order by Program with the Unrestricted Balances appearing first, followed by the
Restricted Balances

2. For each program, the report is categorized by Group of Account which corresponds to the various
sections in the Exhibits on the Report of Actuals
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3. There is an Instruction and General (I&G) Summary section located at the bottom of the 1&G Programs
(P09-P14)

4. Reimbursed Expenses - should be excluded from the Revenue section and included in the Expenditures
section of the Report of Actuals

5. The Report 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 numbers 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

6. The balances on this report must tie out by Group of Account, by Exhibit to the Report of Actuals Exhibit 1

The Beginning Balances (account codes 19xx) on the Report of Actuals will equal the Balance
Forwards Group of Account category on the report

Allocations (account codes 16xx) are not included in the Report of Actuals. The balances zero out
within each Exhibit (I&G, Student Social & Cultural, etc.)

The Expenses on the Report of Actuals will equal the Expenses less the Reimbursed Expenses
(account codes 06xx) Group of Account category on the report

The Ending Balance for each Exhibit on the Report of Actuals will equal the total for each Program
on the report

7. For the Restricted Balances on the report, the total balance per program code on the HED Report of
Actuals should be zero

8. The Hyperion Summary Report will tie out to Banner as of the end of the fiscal year (June 30, 20xx)

***END***
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