
How to Electronically Submit Report of Actuals via  

the Higher Education Department Institutional Budget Application 

 

1.) Open the HED Institutional Budget Application via the following link: https://budget.nmhed.us. 

You can also find this link along with user instructions and the required templates at the HED 

website.  

 

2.) Log into your account using your email and password. Click Next.  

 

                 

 

3.) To begin the submittal process, click ADD Submittal and then click VIEW to upload files.  

Note: The submittal will not be visible until all files are added. 

 
 

4.) Select the institution, budget type and fiscal year of the submittal. When finished, click ADD.  

Note: If it is a resubmittal, please state that in the comments section and provide a reason as to why     

the institution is resubmitting. Otherwise, simply enter “Initial Submittal.” The comments section 

cannot be left blank.    

https://budget.nmhed.us/


  

5.) Click Upload to select your file. Please make sure and use the appropriate Report of Actuals 

Excel template located on the HED website. Click here to visit webpage.      

 

 

 

 

 

 

 

https://hed.state.nm.us/resources-for-schools/institutional-finance/operating-budgets-and-bars


6.) Choose Excel file and click Upload.  

 

7.) Once the file upload is complete, click Submit.  

 

8.) Enter your first name, last name and date of submission. Click Submit and Finish.  

 

Note: You will be sent an email confirming that HED has successfully received your submittal.  

 

 



9.) Clicking Submit and Finish is the last step of the online submission, then the pop up below will 

appear. 

 

The Institutional Finance Division at HED greatly appreciates your cooperation in taking this 

big step toward modernizing New Mexico’s higher education budgeting system. 

Contact NMHED support if you need any technical assistance.  

 

mailto:isaac@isaacbush.com

