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	Date
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	2
	Various
	Removed references to Hyperion 1.0 and updated text and screenshots for Budget 2.0.



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

Purpose: This Supplemental Job Aid provides instructions for accessing and opening a document stored in the Hyperion Planning application.

How to Open a Document in Hyperion:
Step 1: Log in to the Hyperion Planning application and click the Explore button. [image: ] 

Step 2: Expand the Department Documents folder.
 [image: ]
Step 3: Click on your department’s Documents folder, for example the folder “BU_9995-Documents” for fictitious Business Unit 9995, to get the list of all the documents stored in your department’s folder.
 [image: ]

Step 4: Double-click on a document to open the file. 
 [image: ]

Step 5: Select the Open option to open the file. You may use the default program or select a different program to open the file.
Select the Save option to download the file and save it to your computer.
 [image: ]
 You have successfully opened a document stored in Hyperion.
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