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SALARY PLANNER/BUDGET DEVELOPMENT

& Budget Development Roles
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SP-108 Request Access for Salary Planner

Date Issued/Rev: 3/11/2010

General Description: This procedure explains how to request security access for Salary Planner and Budget

Development.

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

IMPORTANT NOTE: Know the highest level organization(s) that you need to access in order to apply salary
increase information and enter department budgets. The authorization request requires entering the

organization codes needed.

1. Logon to my.unm.edu

2. Select the “Employee Life” tab

3. Click on “Banner Authorization Requests”
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Due to planned upgrades, LoboWeb will be unavailable from 2/12 at Spm
through 3/18 at 8am. For more information, please view [Talerts,
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What is LoboWeb?
LoboWweb is the place for employees to view/update personal information,
benefits and deductions, pay information, tax forms and more.
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Banner Services Unavailable 3/12 5pm - 3/18 8am
Due to planned upgrades, Banner services will be
unavailable from 312 at Spm through 212 at 2am,
For more information, please view ITalerts,
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4. A Security Alert popup box appears. Click “Yes”
5. Enter your UNM NetID and Password

THE UNIVERSITY eof

NEW MEXICO

Enter yvour NetlD and Password e Create a UMM MetlD

HetlD: | |

Password: | |

Warn me before logging me into other sites.

LOGIN CLEAR

= Reset Password
= Change Password

For security reasons, quit your weh browser when
wou are done accessing services that regquire
authentication!

Be weary of any program of wek pags that asks you for your

Mt and password., Securs UMM web pages that ask you
for your MetlD and password swvill generally have URELs that
begin with "https: Mogin.anm.edu”.

In addition, your brovwser should visually indicate that you are
ACCESSINGg & SEcCUrs page.

Start an authorizations request
1. Verify all information regarding your current position status is correct.

2. If you do not have an existing request, scroll down and click on the "Add/Remove Access Roles" button

R

‘ Home |

Banner Authorization Request System

Create Request ‘ Roles By Function | Roles By Name ‘ Roles By Org | Search Roles ‘ My Training | My Requests Help Logout

Welcome to the Banner Authorization Request System
e —

L
Your Current Status
Name:
Net ID:
UMM ID:
Job Title:
Organization:

You don't have any Banner access in production right now.

e

Add or Change Access Roles

Step 1: Know what roles you need

Check Status of Request

Checking the status of your request
In order to fill out the authorization request you need to know what roles you'll be requesting. If wou aren't sure, ask your You can check on the status of your request at any
supervisor, look it up on FastInfo, or view the access roles of other people in your organization. time

Step 2: Get the training you need what happens after I submit a request?

Many authorization roles require training before they can be granted. Your request cannot be submitted until you pass all the
training requirements for the roles you are requesting. To see whether wou have all the requiredtyaining for the roles wou

After you submit your request, it will be routed to
want to request, find the roles you want and check the Training Status column,

different people for approval, First, the request is sent
to your supervisor., Once it is approved, it is sent to
the approvers for each of the roles you have
requested, When each of the individual roles has been
approved the results are recorded in the system and
the changes are made to your access roles. You will
receive an email once the changes have been made in
I the system.

Step 3: Fill out the authorization request

Once you know the roles you need and have completed all your training, you're ready to fill out the authorization request:

Add / Remove Access Roles

Home Create Request Roles By Function Roles By Name ‘ Roles By Org Search Roles My Training My Requests Help Logout
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3. If you currently have an incomplete request, click on the "Open Saved Access Request" button.

Add or Change Access Roles Check Status of Request

Step 1: Know what roles you need Checking the status of your request

In order to fill out the authorization request you need to know what roles vou'll be requesting. If you aren't sure, ask your

supervisar, look it up on Fastinfo, or view the access roles of other people in vour arganization. You can check on the status of your request at any

time,

Step 2: Get the training you need

What happens after I submit a request?

Many autharization roles require training before they can be granted. Your request cannot be submitted until you pass all the  upor you submit your request, it will be routed ta

training requirements for the roles you are requesting. To see whether vou have all the required training for the roles you different peaple for approval, First, the request is sent
want to request, find the roles you want and check the Training Status caolurn, to your supervisar, Once it is appraved, it is sent to
. '

the approvers for each of the roles you have

Step 3: Fill out the authorization request requested. When each of the individual roles has been
approved the results are recorded in the system and

Once you know the roles you need and have completed all your training, you're ready to fill out the authorization request; the _:hanges &l made to your access roles. You W'”_
receive an email once the changes have been made in

the system.
Open Saved Access Request |

Home Edit Request Roles By Function Roles By Name | Roles By Org Search Roles My Training My Requests Help Logout ‘

NOTE: If you have existing Banner access, your current authorization is automatically copied into your new
request.
4. Enter your supervisor's NetID. If you do not know your supervisor's NetID, please use the link provided to
look it up in the UNM Directory.
Enter a detailed explanation of the business reason for this role.
Click on the "ADD Roles" or “Select Roles” button.

| Home ‘ Edit Request Roles By Function | Roles By Name | Roles By Org | Search Roles | My Training My Requests Help Logout

Edit Authorization Request

Request ID: 25339 Created: Mar-10-2010 Status: Open

Supervisor and reason for request
Supervisor's netID: Don't know the person's netiD? Look it up in the LIKNM directary

Reason you need this change in Banner access:
Flease be specific, For example: "My job has changed and I will be entering time for my org”

These two new roles are needed because I am responsible for entering salary increases in Salery Planner and entering budget =)
information into Budget FPlanner. .
—
Access roles requested
Add New Roles Remove Current Roles
Remove Role Name
O Hyperion Operational Data Store Developer
| Copy Coworker's Roles | [0 Department Approval Queue Setup Query
O Department Direct Pay Processor
O Department General Ingquiry
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7. Select FINANCE Roles from the list of links at the top. *You may have to click on SHOW ALL ROLES

first.

Home | Edit Request

Roles By Function |

Roles By Name ‘ Roles By Org | Search Roles My Training My Requests Help

Logout ‘

Accounts Payable Roles
Accounts Receivahle Roles

Adrmissions Roles
BAA Administrator Roles
Banking Tax and Investments Roles

Catalog and Schedule Roles
Contracts and Grants Roles

Controller Roles

EPAF Roles

External Audit Roles

Faculty Administration Roles
® Faculty Load Roles

View All Roles

* Finance Systems Management Roles
* Financial Aid Roles

LINK Service Center Roles
Main Campus Budget Roles
Payroll Roles

Property Accounting Roles
Brovisioning Raoles
Burchasing Roles
Recruitment Roles
Registration Roles

Student Roles

Supervisor Roles
UNMIohs Roles

* Foundation Roles

* General Accounting Roles
* General Person Roles

* HSC Budget Roles

* HSC Controller Roles

* Human Resources Roles

* ITS Programrming Roles
* Institutional Research Roles

* Internal Audit Roles

Required training must be complete prior to selecting the role(s) and submitting it for approval. If you

need training the message “Need Training” is displayed in red to the left of the role. “Training Complete”

is displayed in green when you have completed the necessary training.

If training is needed, click on “Need Training” and a role description box displays. Additional course

description information, course offerings and registration information can be found on Learning Central

https://learningcentral.health.unm.edu/elms/learner/login.jsp

A

dr Training ||Department Budget N . ’
: F complete (| Developer Develop and lock Organizational Budgets in Self Service Budget Development .
. RESTRICTED ROLE: This gives users the access to request new chart elements in Banner Finance. Users must he familiar with UNM
Training ||Department Chart of - . . y .
O complete || Account Requastar Policies and Procedures, have a working knowledge of UNM and Banner Finance Chart of Accounts, and be responsible for the reporting
a in their department. Fiscal Agent approval is required faor this role. Please see FastInfo #216 for more information.
. This gives the access to process payments using the Banner Finance Direct Pay EZ Form in order to process reimbursements payments
You Training ||Department Direct Pay . . .
i and travel advances to UNM Employees and Students. This is also used to process one-time payments such as honoraria and
haveit | complete ||processor e I
participant fees to non-UNM individuals.
REQUIRED ROLE TO ACCESS BANMER FINAMCE, Basic Finance security role given to all departmental users who require access to the
You Training ||Department General Internet Mative Banner System - includes general inguiry to various Banner Finance Forms and access to approval forms, (Note: User
haveit || complete || 1nquiry must be in an approval queue for approvals to be turned on.) This also includes general query access to published ePrint and Hyperion
Finance Reports, AND ACCESS TO FIMANCE SELF SERVICE.
You || Jraimina t Journal This gi th to input journal vouch | b dt budget entri
have it Wr is gives users the access to input journal vouchers, general encumbrances, and temporary budget entries.
q Need ||Department Labor RESTRICTED ROLE: This gives users the access to redistribute payroll transactions posted in Banner Finance from the ariginal labar
training ||\Redistributions distribution. Please note that Organization code security is enabled on this role.
¥ ard This gives access to reallocate & guery P-Card transactions using the Banner Finance Purchase Card Maintenance Form, Please note
complete ||Rgallocator that the user must also be identified as the Account Manager or Business Manager on the P-Card Modification Form,

10. Click the check box next to the selected role(s) as appropriate.

Select access roles: Department Budget Developer and Department General Inquiry if you are

responsible to develop and lock organizational New Year budgets for indices.
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Select access role: Department Salary Planner if you are responsible to apply and lock organizational

New Year salary increases for employees/positions.

0 jning (|Department Budget

coghlete |Daveloper Develop and lock Organizational Budgets in Self Service Budget Development |

14. Click on the “Add Selected Roles to My Request" button on the bottom of the page.

Add Selected Roles to My Request

Role-Specific Settings Section

15. Enter the highest level Budget Development Organization(s) that you need in Budget Development
and click the “Add Budget Development” button. If the org code is recognized, it will display in that
section.

NOTE: You are requesting access to indices under a specific organization(s).

16. Enter the highest level Salary Planner Organization(s) that you need in Salary Planner and click the
“Add Salary Planner” button. If the org code is recognized, it will display in that section.

NOTE: You are requesting access to positions/employees under a specific hiring organization(s).

A BAR - Edit Reguest - Microsoft Internet Explorer

Ele Edit ew Favorites Tools Help n

QeBack ~ © - K @ @ P search Favorites 42 v i B - [sQirale:
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Google [G]+ v Goog Bf v % Bookmarksw Bh101blocked P Check v 8 - [ Send to- () Settings~
O Department Purchase Requisitioner W
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Role-Specific Settings

Select Budget Development Orgs Role Proxies
Remove Budget Development Organization MNone of your selected roles require you to select
O h:\‘,’:it 712A Budget Office proxies (time approver proxies are created
You . X automatically).
O haveit AB Provost Academic Affairs

Enter org code: [ Addbudget developmeD
Sear

Select Salary Planner Orgs

Remove Salary Planner Organization
O haou ABK School of Engineering
O faou . ABH College of Arts Sciences A S
@code: Add salary planner search
—
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17. Confirm that all the information is correct.

18. Click the “Next” button at the bottom of the page.

19. Again, confirm that all the information is correct.

20. Submit the Request.

21. Once submitted, your supervisor receives a notice to approve or disapprove this request. You will be

notified via email when the access request has been approved/disapproved.

***END***
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