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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” 

 

 

How to request access for Salary Planner and Budget Development 
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4. A Security Alert popup box appears. Click “Yes” 

5. Enter your UNM NetID and Password  

 
    

 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 
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3. If you currently have an incomplete request, click on the "Open Saved Access Request" button.   

 
 

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. 

5. Enter a detailed explanation of the business reason for this role. 

6. Click on the "ADD Roles" or “Select Roles” button. 
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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.  

 
 
 

8. 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.  

 

9. 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 

 

 
 

 

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. 

 
 

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

 
 
 
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). 
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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. 
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