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How to Load a Document into Hyperion 1.0

Supplemental Job Aid

Date: 07/15/14

Target Audience: All FI$Cal roles with access to the Hyperion Planning application.

Purpose: This Supplemental Job Aid provides instructions for loading a document into the Hyperion Planning application.

How to Load a Document into Hyperion:
Step 1: Log in to the Hyperion Planning application and click the Explore button.
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Step 2: Go to the Department Documents folder, and then select your department’s Documents folder. For example, the folder “4300-Documents” for Business Unit 4300.
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Step 3: Double-click your department’s Documents folder to get the list of all the documents stored in your department’s folder.
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Step 4: Right-click the blank area in the list and select Import > File from the menu. The Import dialog box will open.
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Step 5: In the Import dialog box, click the Browse button.
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Step 6: Select the file that you want to upload. Click the Open button.
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Step 7: Verify that the document to be imported is correct. Click the Finish button. 
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[bookmark: _GoBack]Step 8: Verify that the file has been loaded and is listed in the department’s Documents folder.
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You have successfully loaded a document into Hyperion.
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