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BD-104 Index Out-of-Balance Exception Report

Date Issued/Rev: 02/21/2012

General Description: This report provides a way to verify all indices are in balance. Based on the user
security, the report generates a list of indices that do not net to zero. The report identifies the organization,
organization level, the index, index description and the net out-of-balance amount. This report is generated
from both the Budget Development Tables and the Salary Planner Tables.

Purpose: Verify indices for an organization net to zero.

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

Related Procedures: BD-101 Adjust Index Budgets

Logon to my.unm.edu

Select the “Employee Life” tab

Click on “LoboWeb”

Select the “Finance” tab

Click on the “Budget Planner Menu”

Click on “Budget Development Reports Menu”
Click on “Index Out-of-Balance Exception Report”
Chart of Accounts: enter “U”

Budget ID: enter “BUD13” (The budget year)

10. Budget Phase: enter “ADOPTD”
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Run the report by FOP Element:

Organization: Enter organization code (Level 1-7)

Fund: Enter fund code (Level 2 or 3) or leave null

Program: Enter program code (Level 2 or 3) or leave null
Source of Labor Information: Always select “Budget Planner”.
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To run report: Click “Submit”

Index out-of-balance exception report displayed by Organization Level 3:
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LUMMERSITY OF MEW MEXICO
IMDEX OUT-0OF-BALANCE REPORT for FY 2012-2013
O rganization: ABE VP Division of Enralliment Mgt Fund:
Lakor Source: BF

P rograrm:

O rganization Lewvel Index Net
0358 Admissions Office ] 025000 112410-ADMISSIOMES-AdmissionsGen (26,254)
17680: Registrar's Office v 176000: 1124058-REGISTRAR'S OFFICE 27,4180
290B0: vPDEM Office 7 290000: WPDEM Gen Admin Office 63,437
290002 EMLACE Los Carmpanero (19,761}
290003 College Prep M entoring K]
2800: Business Applications/T Computer ] 2900145 Business Applications - IT Computer (24,9600
Z90E: Enroliment Reporting G 29001 6: Enralliment Reparting (100,116)
290F: Weteran's Qutreach ] 290017 veteran's Qutreach (10,605)
4548 SFAQ Administration B 454000: 112350-5TU FIMARMCIAL -G eneral Activ (2624
454357: Pell Admin. Prograrm (29,1820
454603 UMM Regents Financial Aid 1
Total: {304,353)
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