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[bookmark: _GoBack]Deleting Budget Request and Decision Package Data in Hyperion 1.0
Supplemental Job Aid

Date: 09/26/2014 

Target Audience: All FI$Cal Department of Finance (DOF) roles with access to the Hyperion Planning Application. 

Purpose: This Supplemental Job Aid provides instructions for deleting Decision Package (DP) and Budget Request (BR) data in Hyperion. Improper deletion will leave data in the backend database. End users must delete all data from the BR as a first step before you delete the BR and DP containers by using the Delete button on the menu bar.

Deleting Budget Request and Decision Package Data in Hyperion:

In general there are three steps that must be followed to fully delete a DP and related BR from the System.
1. Delete all values in the Data Collection Forms [Budget and Human Capital Planning (HCP) data cubes, if positions are included]. 
NOTE: For COBCPs, it references Capital Request data.
2. Delete the BR.
3. Delete the DP.
Deleting BR Data for a Budget Change Proposal (BCP) Decision Package Type: 
This example demonstrates how to delete data from an existing BR for a BCP DP. Use 2660-001-BCP-DP-2015-GF, an existing DP created for the Governor’s Budget, Finance Working and FY15, to delete BR 2660-001-BCP-BR-2015-GF (highlighted in blue below). 
In order to delete the BR, first delete the data from the existing BR, 2660-001-BCP-BR-2015-GF.
[image: ]
Data in 2660-001-BCP-BR-2015-GF exists in three forms as shown in the following screen shots.
Request by Category BY 
[image: ]
Position Change Request (total does not roll up to DP)
[image: ]
And Position Summary (total does not roll up to DP)
[image: ]
Step 1: Navigate to the Data Collection Forms tab.
Click the Budget Change Proposal Decision Package type.
· Navigate to the 2660-001-BCP-DP-2015-GF Decision Package.
· Navigate to the 2660-001-BCP-BR-2015-GF Budget Request to be deleted.
· Click the Edit Budget Requests Data icon [image: ].
· Click the Data Collection Forms tab.
· Go to the Finance Issue Codes form.
· Verify that the entity matches the selected BR. Right click in any cell on the form to view the Cell Level menu.

[image: ]  



Step 2: Clear Data (dollars) from the Budget Cube.

· Select the 1st menu “Delete Budget Request Data.”
[image: ]

· Click OK on the prompt that displays to continue with the data deletion.
[image: ]

· As the data is being deleted, the following message displays:
[image: ]

· When all the data has been deleted, the following message displays:
[image: ]



Step 3: Clear Data (position details) from HCP Cube, if applicable.

NOTE: Since BR includes data for Positions in the Position Change Request and Position Summary form, you must perform similar steps to delete the data from HCP cube.

· While on the same form “Finance Issue Codes”, right click in any cell on the form and select the 2nd menu “Delete HCP Request Data.”
[image: ]

· Click OK on the prompt that displays to continue with the data deletion.
[image: ]

· As the data is being deleted, the following message displays:
[image: ]

· When all the data has been deleted, click OK when the following message displays:
[image: ]

Verify the data was deleted from the forms for this combination of BU-Ref-Fund-ENY-Program (POV) and view the related forms as shown in the following screen shots.



Request by Category BY 
[image: ]

Position Change Request
[image: ]

Position Summary
[image: ]

Although a BR may have data at many intersections or combinations of BU-Ref-Fund-ENY-Program, you are not required to change the POV to delete all the BR data. To delete all the data associated with the Budget Request in each intersection, follow the steps below. These screenshots are provided for reference purposes.

Step 4: Push data to refresh the DP Amount on the DP listing.
The final step is to delete the data for all of the BR intersections. To complete this process, follow the steps below to “Push Data.”

· Select the 2660-001-BCP- DP-2015-GF DP and then select the Budget Request 2660-001-BCP- BR-2015-GF.
· Click the Add/Edit Budget Requests icon in the DP listing. [image: ]

· Select the Budget Request 2660-001-BCP- BR-2015-GF (highlighted in blue below).
[image: ]

· Click the Push Data icon. [image: ]

After data is successfully pushed, click OK when the following information displays:
[image: ]

· Click the Refresh icon that is next to the Push Data icon. [image: ] 

The following prompt displays:
[image: ]

After the Data Push, the BR Amount must be $0.00.
[image: ]

The data is now completely deleted and you can delete the BR from the System.

Step 5: Delete the BR entry.
This step deletes the BR entry/container from the DP. 

· Remaining on the previous screen, select the Budget Request 2660-001-BCP- BR-2015-GF.
· Click the Delete Budget Request icon. [image: ]

· Click Yes on the prompt window.
[image: ]

The Budget Request is deleted.
[image: ]
[image: ]

Step 6: Delete the DP (if necessary).
This step deletes the DP entry/container from the database. 

· Return to the Decision Package list.

· Select the 2660-001-BCP- DP-2015-GF Decision Package.

· Click the Delete Decision Package icon. [image: ]

· Click OK on the prompt window.
[image: ] 
· The DP is successfully deleted.

You successfully deleted budget request and decision package data in Hyperion.
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