BUDGET PLANNER
PROJECTED ACTUALS
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PA-101 Create Projected Actuals Worksheet

Date Issued/Rev: 12/07/2011

General Description: This procedure explains how to enter projection information by index. The projection
process will determine if the index will have a surplus or will break even at the end of the fiscal year.

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

Related Reports: Projections Working
Budget to Projected Actuals
HSC Budget Year Financial Projections
Main Campus Current Unrestricted Financial Projections by Exhibit
Projected Net Balance by Index
Projection Indices Not Modified

IMPORTANT NOTES:
e A projection is not a change value you input.

¢ Budget every index that will have activity. If there is no budget or actual activity entered, the account
code will not show in the projection system.

Create a Projected Actuals Worksheet

1. Logon to my.unm.edu

2. Select the “Employee Life” tab

3. Under UNM Business Applications, click on “LoboWeb” or under LoboWeb For Employees, click on the
“LoboWeb icon” or the “Enter LoboWeb” link
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4. Select the “Finance” tab
5. Click on “Budget Planner Menu.”
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Back to
Employee Life Tab

Student Employee Paymecfm)
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Search EI

The University of New Mexico

‘a LoboWeb

Finance Menu

1]
E-mail Calendar Groups Logout  Help

RETURN TO MAIN MENU SITE MAP HELP

Operating Ledger Queries

Review revenue and expense informnation by account or organization,
Encumbrance Query

Review encurnbrance information by account.

Approve Documents
Approve or disapprove finandal docurnents.

View Document

Review requisitions, purchase orders, invoices, journal vouchers, encumnbrances, or direct cash receipts,

Journal Voucher Entry
v of budget andfor actual activity,

®Development phase information, Manage phase organization lacks, View Budget Development report, ar Update or review Salary Planner scenatio infarmation.

Categorization of Reserves
Categarize Current Unrastricted Reserves according to UBPP 7000

6. Click on “Create Projected Actuals Worksheet.”

Student Employee Payment
RETURN TO FINANCE MENU  SITE MAP HELP

search [ |

9 The University of New Mexico

‘0 LoboWeb

Budget Planner Menu

Create Budget Development Query

Review Budget Developrient phase information by account or organization,

Create Budget Worksheet

tion vis = budget worksheet,

Create PI’O_]ECted Actuals Worksheet
diebinancial projecions thiogh, Pzl year end viz 3 projacted actuals workshast,

Maintain ©Organization Lock

Lack or unlock Budget Development phase organization locks,
Budget Development Reports Menu

vizw Budget Develaprnent reports,
Projected Actuals Reports Menu

Wizw Projected Actuals reports.

Salary Planner Menu
Create, update, or review Salary Planner scenario inforrnation, Manage scenario organization locks, or Wiew Salary Planner reports,

7. Click on “Create Query”

Create Projected Actuals Worksheet

Create a New Query m
\/

Retrieve Existing Query
Saved Query | None [~
[ Retrieve Query ]
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8. Select: Adopted Budget, Year-to-Date Actuals, Adjusted Budget and Commitments.

Student Employee Payment
SITE MAP HELP

Search

Create Projected Actuals Worksheet

Adopted Budget
Year-to-Date Actuals
Adjusted Budget
Commitments

EEEE

hared

(L continue )
S —

9. Click “Continue”

10. Select the Fiscal year, Fiscal period, Budget ID, Budget Phase and Account Index that you would like to
update

a. Note: the Budget ID and Budget Phase should always be the current Fiscal Year (BUDXX &
PROJXX)

b. Mid-year projections are always based on fiscal period 06 (December)

Student Employee Payment

Search EI

RETURN TO BUDGET PLANNER MENU  SITE MAP HELP

Create Projected Actuals Worksheet

Fiscal year: ( s012 j)iscal period: @

Comparison Fiscal year: [none ~| Comparison Fiscal period: W

Budget ID [euo1iz  Budget Phase @ Budget
Commitment Type: all -
Chart of Accounts I Iu_ Accuuntlndex_l @4— Enter |ndeX number here
Fund [z00224 Activity ‘r 5
Organization 4756 Location [
Account [ Pprogram izt |

¥ Include Revenue Accounts

Save Query as: |
I~ Shared

Submit Query |

11. If an index number is unknown, click on Account index button and enter query information in the
Validation Code Lookup screen
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Student Employee Payment
Search I GDl SITE MAP HELP

Validation Code Lookup

Chart of Accounts IE

account Index Criteria l—
Title Criteria |%RESIDENCE%
Fund Criteria li

Organization Griteria I
Maximum rows to return I 100 =

Execute Query

Exit without ¥alue |

Note: The query is not isolated to org code security; however, if the index you selected is not within
your org code security, you will not be able to view the projection worksheet.

Note: The search criteria is case sensitive

Validation Code Lookup

Cade laokup results

Title Account Index Fund ©Organization Account Program Activity Location
115075-RESIDEMCE HALL-HS - Residenc215000 200001 215F1 F151 215F07
1300S5-RESIDEMCE HALLS 215016 2U0070 215E1 Fz01 GMNACTY
115077-RESIDEMCE HALL-General Actlv 215026 20001 215E1 F151 GMACTW
115075-RESIDEMCE HALL-HS - ResidencZ15040 200001 215E1 F151 215F07
115077-RESIDEMCE HALL-HS - Residenc 215048 20001 215F1 F151 215F09
1150B0-RESIDEMNCE HALL-HS - Residenc 215049 2U0001 215F1 F151 215F10
11507 7-RESIDEMCE HALL-HS - Residenc 215050 2U0001 215E1 F151 215F09

Exit without Yalue |

Another Query |

12. Click the account index that you would like to project. This will automatically populate the account index
field on the Projected Actuals Worksheet parameter page.
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13. Select “Include Revenue Accounts” and click on “Submit Query”.

Student Employee Payment
Search EI

RETURN TO BUDGET PLAMNMER MENU SITE MAP HELP

Create Projected Actuals Worksheet

Fiscal year: |2012 vI Fiscal period: 06 -
Comparison Fiscal year: INQne ~| Comparison Fiscal period: |one vl
Budget ID |BUD12 Budget Phase PROILZ Eudget |

All -
IU Account Index | 215000

Commitment Type:

Chart of Accounts |

Fund [z00001 | Activity 215F07
Organization 215F1  Location
Account [ Program P151

v Include Revenue Accounts

Save Query ast |
[~ Shared

14. The Index and FOPA elements will display in the worksheet.

Create Projected Actual Worksheet

Report Parameters

Projected Actuals Worksheet

\
\ By Account Index
\

Period Ending Dec 31, 2011

As of Dec 07, 2011

[Chart of Accounts|U University of New Mexico

[Commitment Type All

[Fund [2U0001 MU Other Student Social Cultural [Program [P151 Student Social and Cultural
|Organization [215F1 Residence Hall Student Government [Activity [215F07 Hs - Residence Hall Assn
|Account Al [Location [all

[Account Index:

[215000 115075-RESIDENCE HALL-HS - Residenc

Jump To Bottom

Return to Index Page

&R Year-to-Date Actuals + Projected Amount = Year End Projected Actuals

Post All Zeroes | * Post zero

values for all New Projected Amounts.

Worksheet
Account Account Title F¥12/PD06 FY¥12/PD0O6G FY¥12/PDO6 Year- |FY12/PD06 Mew Projected FY¥12/PD0OG FY12/PD06 Year End FY¥12/PD0O6G
Adopted Budget | Adjusted Budget to-Date Actuals Amount Projected Amount Projected Actuals Commitments (FY¥1)
0270 |Other Student Fees 35,000.00 35,000.00 0.o0 | 0.oo oo o0.o00
Gen
0520 |Food Sales Revenue 1,700.00 1,700.00 0.00 | 0.00 0.00 0.o0
Gen
0540 |Housing Dorm Rental 0.00 0.00 156,455.00 | 16,455.00 32,910.00 0.o0
Gen
O5LO [Fundraising activities 1,500.00 1,500.00 2,996,186 | 2,996.00 5,992.00 0.o0
Gen
0720 |0ther Sales and 1,500.00 1,500.00 7,806.00 | 7.,806.00 15,612.00 0.oo0
Service Revenue
| 1%00|Reserves | 0.00| 0.00] 1,834.33| | 0.00| 1,834.00 0.00
1803 |Change in Reserves 0.00 a.0a Cav.esy a.0a { 88.00) g.00
3100 |Office Supplies 0.o0 0.00 51.19 | 51.00 102.00 o0.o00
General

Note: DATA CANNOT BE ENTERED IN GRAYED-OUT FIELDS
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15. The “FY12/PD06 New Projected Amount” is what you are expecting to spend/receive in the next 6
months if your projections are based on December (period 06) data. You can project “new” revenue
without projecting “new” expenditures. This is a projection of actuals; therefore, a projection for
corresponding expense does not have to be made.

Report Parametors

Projected Actuals Worksheet

Period Ending Dec 31, 2011
[ 45 of Nov 16, 2011

|
| By Account Index
|

|Chart of Accounts |U University of New Mexico |Commitment Type |AH
|Fund |2UDDDl MU Other Student Social Cultural |Program |F‘151 Student Social and Cultural
|Organizati0n |215F1 Residence Hall Student Gavernment |Actiwty |215FD? Hs - Residence Hall Assn
|Accnunt |AII |L|:|catiDn |AH

|Account Index: |21SDDD 115075-RESIDENCE HALL-HS - Residenc

Jump To Bottom Return to Index Page

q Year-to-Date Actuals + Projected Amount = Year End Projected Actuals

Past All Zaroas I* Post zero values for all New Projected amounts.

Worksheet
Account Account Title Fy12/PD0G F¥12/PD06 FY¥12/PDOG Year- |F¥12/PD06 Mew Projected |  Fy12/PDO6 FY12/PD06 Year End Fy¥12/PD0G
Adopted Budget Adjusted Budget | to-Date Actuals Amount Projected Amount Projected Actuals Commitments (FYI}
0220 [Other Student Fees 35,000.0 35,000.00 o.00]| 0.00 0.00 0.00
Gen
0520 [Food Sales Revenue 1,700.00 1,700.00 o.00]| 0.00 0.00 0.00
Gen
0540 [Housing Dorm Rental 0.00 0.00 16,455.00 | 16,455.00 32,910.00 0.00
Gen
05L0 [Fundraising Activities 1,500,000 1,500.00 2,996.16 2,996.00 5,992.00 0.00
Gen
0720 [Dther Sales and 1,500.0 1,500.00 7,806.00| 7,806.00 15,612.00 0.00
Service Revenue
| 1900reserves | 0.00] 0.00| 1,834.23 ‘ 0.00| 1,834.00 | 0.00
| 1903|Change in Reserves | 0.0 D| D.DD| (87.99) ‘ D.DD| (aa.uu)| 0.00
3100 [Office Supplies 0.00 0.00 5119 £1.00 102.00 0.00
General
16. Enter the projected numbers
17. Click on “Post”
. Click on “Post
3820 [Out Of State Travel 0.00 0.00 7a7.54 | 1500 0.00 768.00 0.00
Gen
3840 [Mator Pool Rental 473,00 479,00 o.od| 200 0.00 0.00 0.00
Gen
‘ 4DBD|Etudent Travel Gen | 1,400. DD| 1 400‘00‘ o.of | 2000 | D.DD| u.uu| 0.00
4040 [Student Participant 1,000.00 1,000.00 o.od| 1500 0.00 0.00 0.00
Costs Gen
4570 [Student Costs Other 0.00 0.00 o.od| 0.00 0.00 110.00
Gen
350 [Promational Exp FeA 1,000.00 1,000.00 o.od| 1200 0.00 0.00 0.00
Excludable Gen
‘ 53A0|chference Fees Gen | 4,DDD.DD| «DDDDD‘ o.of | | D.DD| n.nn| 0.00
‘ 6341 |Event Fees | 3,DDD.DD| SJDDD‘DD‘ o154 | D.DD| 932.00| 0.00

Another Query |
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18. The “Year End Projected Actuals” is then updated to reflect the new projected amounts.

a. Note: If a new projected amount was not originally entered, then the year end projection
amount is annualized based on the fiscal period selected and YTD actuals for that period.

Worksheet
account Account Title Fv12/PD0G Fy12/PD06 Fv¥12/PDOG Year- |F¥12/PD06 Mew Projected F¥12/PD06 FY12/PD06 Year End Fv12/PD0G
Adopted Budget | Adjusted Budget to-Date Actuals Amount Projected Amoun Projected Actuals Commitments (FYI)
am20 [out Of State Travel 0.00 0.00 767.56 | 1,500.0 2,268.00 0.00
Gen
3840 |Motor Pool Rental 479,00 479,00 0.00 | 400.0 400.00 0.00
Gen
| 4080|Student Travel Gen | 1,400, 00| 1,400, DD| 0.00 | | 2,000.0 | 2,000, uu| 0.00
4040 |Student Participant 1,000,000 1,000.00 0.00 | 1,500.0 1,500.00 0.00
Costs Gen
4520 Student Costs Other 0.00 0.00 0.00 | 0.0 0.00 110,00
Gen
6350 [Promational Exp Faa 1,000.00 1,000.00 0.00 1,200.0 1,200.00 0.00
Excludable Gen
| 63AD|C0nference Fees Gen | 4JEIDEI.EIEI| 4,DEIEI.DEI| 0.00| | 0.0 | u.uu| 0.00
| B34l |Event Fees | 3JDDD.DD| a,uuu.uu| 981.50 | 0.0 | 982.DD| 0.00

Note: FY12/PDO06 Year-to-Date Actuals + FY12/PD06 New Projected Amount = FY12/PDO06 Year

End Projected Actuals

19. The “Post All Zeroes” will post zero values for all new FY12/PD06 Projected Amounts.

Note: Once this action is taken, it cannot be reversed.

< Post All Feroes * Post zero values for all New Projected Amounts. >

Worksheet
Account Account Title FY12/PD06 FY12/PD06 | FY12/PD06 Year-to- | FY12/PD06 New Projected |
Adopted Budget Adjusted Budget Date Actuals Amount
0270 | Other Student Fees Gen 35,000.00 35,000.00 0.00
0520 Food Sales Revenue 1,700.00 1,700.00 0.00
Gen
0540 [Housing Dorm Rental 0.00 0.00| 45500
0500 Fundraising Activities 1,500.00 1,500.00 2,996.16.
Gen
0720 |0Other Sales and Service 1,500.00] 1,500,000 reoeoo—
Revenue
1900 |Reserves 0.00 0.00 1,834.33 [
1903 |Change in Reserves 0.00 0.00 ( 87.95)
3100 |Office Supplies General 0.00/ 0.00 51.19
3180 |[Food FaA Excludable 12,150.00] 12,150.00| 23sa37

Gen

Post All Zeroes = Post zero values for all New Projected Amounts.

worksheet

|Account Account Title

0270 Other Student Fees Gen

0520 Food Sales Revenue
Gen

0540 Housing Dorm Rental
Gen

05L0 Fundraising Activities
Gen

0720 Other Sales and Service
Revenue

1900 Reserves
1903 Change in Reserves
3100 Office Supplies General

31B0 Food F&A Excludable
Gen

FY12/PD06
Adopted Budget
35,000.00

1,700.00

0.00|
1,500.00

1,500.00 |

0.00
0.00
0.00
12,150.00

FY12/PD0G
Adjusted Budget
35,000.00

1,700.00

0.00
1,500.00
1,500.00

0.00
0.00
0.00
12,150.00

FY12/PD06 Year-to-

Date Actuals Amount

000
000
16,455.00 |
299616
ssos00—
1,834.33
(s79m
st
235437

FY12/PD06 New Projected I\

Field prior to selecting “Post All Zeroes”

v
FY12/PD06 FY12/PD06 Year End FY12/PD06
Projected Amount Projected Actuals Commitments (FYI)
0.00 0.00 0.00
0.00 0.00 0.00
F,000.00 23,455.00 0.00
0.00 2,996.00 0.00
3,000.00 10,806.00 0.00
0.00 1,834.00 0.00
0.00 ( 88.00) 0.00
500.00 551.00 0.00
0.00 2,351.00 0.00

Field after selecting “Post All Zeroes”

4 FY12/PD06
Projected Amount
0.00

0.00

0.00

0.00
0.00
0.00
0.00

FY12/PD06 Year End
Projected Actuals
0.00

0.00
16,455.00
2,996.00 |
7,806.00 |

1,834.00
( 88.00)

51.00
2,354.00

FY12/PD06
Commitments (FY1)
0.00

0.00

0.00

0.00
0.00
0.00
0.00

19. Once all changes have been entered and posted, select “Another Query” to enter projections on
additional indices. If there are no additional projections to enter, you can exit LoboWeb.

***END***
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