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How to Delete DOF Budget Requests and Decision Packages in Hyperion 1.1
Supplemental Job Aid

Date: 10/31/2014 

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

Purpose: This Supplemental Job Aid provides instructions to Delete Budget Request data. 

How to Delete Budget Request Data in Hyperion:
The objective of this job aid is to ensure that users follow the proper sequence when deleting a Decision Package or Budget Request. Improper deletion will leave data in the backend database. All data must be deleted from the Budget Request as a first step before the Budget Request and Decision Package containers are deleted using the Delete button on the menu bar.
In general there are three steps that must be followed to fully delete a Decision Package and related Budget Request from the system.
1. Delete all values in the Data Collection Forms [Budget and Human Capital Planning (HCP) data cubes, if positions are included] (For COBCPs, they reference Capital Request data).
2. Delete the Budget Request.
3. Delete the Decision Package (DP).


Example: Deleting Budget Request Data for a BCP Decision Package Type
[bookmark: _GoBack]This example demonstrates how to delete data from an existing Budget Request for a BCP DP. Using 4300-001-BCP-DP-2015-GB an existing Decision Package created for Governor’s Budget, Finance Working, FY15, and the BR to be deleted is 4300-001-BCP-BR-2015-GB (highlighted in blue below). In order to delete the BR, first delete the data from the existing BR, 4300-001-BCP-BR-2015-GB.
[image: ]
Data in 4300-001-BCP-BR-2015-GB exist in three forms as shown in the following screenshots:
Request by Category BY 
[image: ]
Position Change Request (total does not roll up to DP)
[image: ]
Position Summary BY (total does not rollup to DP)
[image: ]
Step 1: Navigate to the Data Collection Forms tab:
Navigate as follows: 
· Click on the Budget Change Proposal Decision Package type
· Navigate to the 4300-001-BCP-DP-2015-GB Decision Package
· Navigate to the 4300-001-BCP-BR-2015-GB Budget Request to be deleted
· Click on Edit Budget Requests Data icon [image: ]
· Click on the Data Collection Forms tab
· Go to the Finance Issue Codes form
· Verify that the entity matches the selected Budget Request. Right-click in any cell on the form and the “Cell Level Menu” opens
[image: ]  


Step 2: Clear Data (dollars) from Budget Cube:	
· Select the first menu “Delete Budget Request Data”
[image: ] 
· Click OK on the prompt that appears to go ahead with the data deletion
[image: ]
· As the data are being deleted, the following message is displayed:
[image: ]
· The following message is displayed when all the data have been deleted. Click the OK prompt.
[image: ]

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

Because this Budget Request includes data for Positions in the Position Change Request and Position Summary form, similar steps to delete the data from HCP cube must be followed.

· While on the same form “Finance Issue Codes”, right-click in any cell on the form and select the second menu “Delete HCP Request Data”
[image: ]
· Click OK on the prompt that appears to go ahead with the data deletion:
[image: ]


· As the data are being deleted, the following message is displayed:
[image: ]
· The following message is displayed when all the data have been deleted. Click the OK prompt.
[image: ]

By viewing the related forms, a user can see that the data were deleted from the forms for this combination of BU-Ref-Fund-ENY-Program (POV), as shown in the following screen shots:
Request by Category BY 
[image: ]
Position Change Request
[image: ]


Position Summary BY
[image: ]
Although a BR may have data at many intersections or combinations of BU-Ref-Fund-ENY-Program, the user is not required to change the POV to delete all the BR data. To ensure that all the data associated with the Budget Request are deleted 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 Decision Package listing:

The final step would be to delete the data for all of the Budget Request intersections. To complete this process, the user must follow the steps below to “Push Data”.

· Select the 4300-001-BCP-DP-2015-GB Decision Package and then select the Budget Request 4300-001-BCP-BR-2015-GB
· Click the Add/Edit Budget Requests icon in the DP listing: [image: ]
· Select the Budget Request 4300-001-BCP-BR-2015-GB (highlighted in blue below):
[image: ]
· Click on Push Data icon: [image: ]

After data have been successfully pushed, the following information is displayed. Click the OK prompt.
[image: ]
· Click on the Refresh Icon besides the Push data icon: [image: ] 

You get the following information pop up window. Click the OK prompt. 
[image: ]

After Data Push, the BR Amount must be $0.00:

[image: ]

The data are now completely deleted and the user can delete the Budget Request from the system.

Step 5: Delete the Budget Request entry:

This step deletes the Budget Request entry/container from the Decision Package. 

· Remaining on that screen, select the Budget Request 4300-001-BCP-BR-2015-GB
· Click on the Delete Budget Request icon, a red colored ‘X’ mark on the menu[image: ]
· Click Yes on the prompt window:
[image: ]


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

Step 6: Delete the Decision Package (if needed):

This step deletes the Decision Package entry/container from the database. 

· Return to the Decision Package list
· Select the 4300-001-BCP-DP-2015-GB Decision Package
· Click on the Delete Decision Package icon, a red colored ‘X’ mark on the menu. [image: ]
· Click OK on the prompt window:
[image: ] 
The Decision Package is deleted.

You have completed reviewing instructions on “How to Delete Budget Request Data” in Hyperion.

FI$Cal.221 – How to Delete DOF Budget Requests and Decision Packages in Hyperion 1.1
Updated 10/31/2014		Page 2 of 8	       
image1.png
<] vear [Prs[v
|Decision Pacage O Entity Version udget inpact Amount A%
ncuse ]

4300-101-bcp-p-2014-gb-gordon 4300 Department o {Gov Budget [Fnance vorkng__|No incude .00
4300-0g test 209 14300 Department of | Gov Budget [Finance Working _|No. [Indlude $0.00
4300 2014 bep dp b 099 gg 14300 Department of | Gov Budget [Finance Working _|No. lIndude. $0.00
4300 Upload Test 14300 DP Upload Test | 4300-Department of (Gov Budget [Finance Working _|No. [Indlude $0.00
[4300-101-8CP-DP-2014-GB. [Test Position Reques{ 4300-Department of |Gov Budget. [Finance Working _|No. [Indlude $0.00
4300-001-8CP-DP-2014-GB |DOF practicing-Richa 4300-Department of | Gov Budget [Finance Working _|No_ [indude $0.00
[Total





image2.png
Decision Packages > 4300-001-BCP-DP-2015-GB_Sudget Reguest

RN N

« [ Workoad Measures [ Agenda_Groups | Department Issue Codes [ Finance Issue Codes | Request by Category | Non Add by Category | Budgetary Expenditre | Non Add Budgetary Expenditre | Rembursement
4300 Deparment of Developmenta | [ RF_o01

o_Project B
B

4300-001-6CP-8R-2015-G8 _Scenario : Gov Budget Version : Finance Working  Owner Entity : 4300-Department of Developmental Services Year : FY15

~ ]| 0001-General Fund ~[Ew 2015

~][No_Program -

Request by Category PY [ Requestby Cat

1) Request by Category BY1 | Request by Category BY2 { Request by Category BY3 [ Request by Category BY4 | Request by Category
‘Curent Senvice Level

e
e wang erane wang
st At Y[Rt At O et A | Rt munt Y.
VeorToul | eaToul | tearoa Verto
| ostrmmtsenwes | 200000

'53-Operating Expense and Egupment
‘54 Special Items of Expense:
55-Undissified Expendiures
57-Internal Cost Recovery
58-Prior Year Adjustments

] 50-Appropriated Expenses

2,400,000





image3.png
Decision Packages > 4300-001-BCP-DP-2015-GB_Sudget Request -

Notes and Atachments | Jstfcaton | Data Collection Forms

4300-001-6CP-8R-2015-G8 _Scenario : Gov Budget Version : Finance Working  Owner Entity : 4300-Department of Developmental Services Year : FY15

N Addby Category [ Budgetary Expendiure | Non Add udgetary Expendiure | Rembursenents | Revene | Revenue Transfrs [ Loens [ Loan Repaynents | Hearngs [ Positon Sunnary | Position Change Reauest ),

), Request:4300-00 1 6CP-8R-2015-G8

80_4300 : 5300 Department of ey 7] 3

Job. Position Start Date | Positon End Date | Proposed Positn CY | Salary and Vages CY | Proposed Position BY | Salary and Wages BY | Proposed Positon 8Y 1 Salary and Wages 8Y1.
) Total New Positons 10 600,000

NewPosition 1| 6063 - hief Financial Offcer 7115 10 600,000

‘New Position 2.





image4.png
n Packages > 4300-001-BCP-DP-2015-GB_Sudget Request : 4300-001-8CP-BR-2015-G8_Scenario : Gov Budget Version : Finance Working_Owner Entity : 4300-Department of Developmental Services

Deci
Notesand ttachments | Jstcaton_ | Data Collcton Forms
«[[on Acdby Category | Budgetary Expendire | Non Add Budgetary Expendiure | Renbusements | Reverwe | Revenue Trnsfers [ Loans [ LoanRepayments | Hearngs | Posiion Summary ).
 Positon Summary
4300 Depertment of Developmenta] [+ [RF_0o1 ~ o001 GeneralFund ~Jew 20t ~ [o_Program <3
Posion Summery 71 Posion sunmery CY_{ Pastion Summary BY ) Poston umnery 811 | Posion summery 82 [ Pesiton Sunmery BY3 | Poston summry 8Y4 | Sunmery
CurentServeelevel | 4300:001L6CP SR 20156
Finance iorkng Frnance iorkng
Positon PY | Poston C | ositen BY. Positon Y
YearTotal | YearTotal | YearTatal YearTotal
'5100000-Earnings - Permanent Civil Service Employees 600,000.0
'5100150-Earnings - Temporary Civil Service Employees
5105000 Earings - Exempt Statutory Enployees
5105100-Board Members.





image5.png




image6.png
[Z) Delete Budget Request Data
(2] Delte HCP Request Data

Decision Packages > 4300-00:

scvn = vewe &9 3

t Version : Finance Working_Owner Entity : 4300-Department of Developmental Services Year : FY15

)

[Budget Request Desaiption [Owner Entity bud
|4300-001.8CP BR-2015GB. /4300 Department of | R
[Total

Notessnd Atadmerns | 3]
(s [ e

4300 Department of Developmen

MWMQMY Non Add by Category [ Budgetary Expen

1ssue Status

Policy vs Workioad
Technical
Budget bil Language
Trailer BillLanguage





image7.png
Delete Budget Request Data




image8.png
| Launch Confirmation Message

l





image9.png
Clear_Budget_Request in Progress.





image10.png
(i) Information

Clear_Budget_Request was successful.





image11.png
| [2) Delete HCP Request Data




image12.png
| Launch Confirmation Message





image13.png
Clear_Budget_Request_HCP in Progress...





image14.png
@ Information

Clear_Budget_Request_HCP was successful.

I





image15.png
Notes and Atachments | Jsticaton | Data Collection Forms

«[_Program Budget Measures | Workoad Measures | Agenda_Groups | Finance Issue Codes. | Request by Category \{ Non Add by Category [ Budgetary Expenditure | Non Add Budgetary Expenditre [ Reinbursements | Reverue

4300 Department of Developmenta[v] [ RF_oo1 ~ ]| 0001-General Fund ~[Ew 2015 ~][No_Program -

No_Project B
E
Request by Cotegory P Request by Category CY_ Request by Category BY ) Requestby Category BY1 | Request by Category BY2 | Request by Category BY3 | Request by Category BY4 | Request by Category Summary.
‘Curent Senvice Level 00-0015CP BR2015:G5
Fnance viorkng Finance Workng

Request Amount PY | Request Amount CY | Request Amount BY | [l Request Amount 8Y.
YearTotal YearTotal YearTotal YearTotal





image16.png
Notes and Attachments | Justfication

« [ Non Add by Categary | Budgetary Expendiure | Non Add Budgetary Expendiure | Reinbursenents | Revenve [ Revenue Transfers | Loans [ Loan Repayments | Hearings [ Postion sunmry { Position Change Request )

Request;4300-001-8CP-BR-2015-GB.

_4300 : 400 Department of0e1| 7 (3]
Job | Position Start Date | Position End Date | Proposed Position CY | Salary and Wages CY | Proposed Position BY | Salary and Wages BY | Proposed Position BY 1  Salary and Wages BY1

) Total New Positons
New Positon 1
New Position 2.
New Position 3
New Positon 4.
New Positon 5
New Position 6.
New Position 7.
New Position 8.
New Position 9
New Positon 10
New Positon 11
New Position 12





image17.png
Notes and Attachments | Mustification

« [ Non Add by Category [ Budgetory Expendiure | Non Add Budgetery Expendiure | Rembursements [ Revenue | Revenue Trensfers [ Loans [ Loan Repayments [ Hearings{ Position summary \( Positon Chenge Request

 Positon Summary
4300 Department of Develapmenta] 7| RF_o01 ~ o001 GeneralFund ~Jew 20t ~ [o_Program <3
Posion Summery 71 Posion sunmery CY_{ Pastion Summary BY ) Poston umnery 811 | Posion summery 82 [ Pesiton Sunmery BY3 | Poston summry 8Y4 | Sunmery
CurentServeelevel | 4300:001L6CP SR 20156
Finance iorkng Frnance iorkng
Positon PY | Poston C | ositen BY. Positon Y
YearTotal | YearTotal | YearTatal  YeaTotal

'5100000-Earrings - Permanent Civi Service Employees.
5100150-Earrings - Temporary Civi Service Employees
‘5105000 Earmings - Exempt Statutory Employees
5105100-B0ard Members





image18.png




image19.png
Decision Packages > 4300-001-BCP-DP-2015-GB__ Scenario : Gov Budget Version : Fnance Working Owner Entity : 4300-Department of Developmental Services Year : FY15|

Atony Vewy PPREGBIEW | Hiveon

Description [Owner Entity





image20.png




image21.png
(@ Information [E]]





image22.png




image23.png
(i) Information

Data refreshed

=





image24.png
[iDecsonpedaes)
e e

Scenario | Gov Budget Version |Finance Working <] vear Frss[e] | Go |

Acton v View +$x GBEZ Bl Hoea

E
ecsonpadese . oeasten (OunerEntty__scnari erson [roved udpetimpact | Rank
4300-003-BCP-DP-2014-GB-RB0625. |CARRYOVERS AND S/4300-Department of | Gov Budget |Finance Working _|No. [Indude 1
4300-002-8CP-DP-2014-GB-RB0625. |REQUEST FUNDING T/4300-Department of | Gov Budget [Finance Working _|No. [Indlude 1]
4300-002-8CP-DP-2014-GBRBO7 |REQUEST FUNDING T/4300-Department of |Gov Budget [Finance Working _|No. [Indlude 1]
4300-001-8CP-DP-2014-GB_7.9.14. Request funding_|4300-Department of |Gov Budget. [Finance Working _|No. [Indlude 1]
4300-2014-8CP-DP-GB-003 JES. [Early Start 14300 Department of | Gov Budget [Finance Working _|No. [Indlude 1]
| 4300-2015-BCP-DP-GB-001 TV |4300-Department of |Gov Budget [Finance Working  |No. [Indude 1

cuce [+] -
5000

[ Budget Requests | poprovltaus | usticaton | Notes and Atarments

acton~ vews @ P X J &y | Hivenh
[BudoetReauest esaipton [Ouner Entty ToudgetType oudgetinpoct [rank Aot





image25.png




image26.png
 Delete Budget Request £
‘ Do you want to delete this Budget Request: 4300-001-8CP-8R-2015-GB

| =




image27.png
Decision Packages > 4300-001-BCP-DP-2015-GB _ Scenario : Gov Budget Version : Finance Working Owner Entity : 4300-Department of Developmental Services Year : FY15

Atony Vewy PPREGBIEW | Hiveon
[BudoetReauest esapton [OunerEntty__oudgetType __Jbudgetimpact | Rank Aot
[No data to display_
[Total s0.00

\( Justiication [ Data Collecton Forms.
- attachments

acton~ vew~ @/ Xy | Hibetch
Note Contents oteType [hadedsy. [aadedon [Updatedey_[updated on
r‘nda!z\n&’ﬂ‘{





image28.png
Year

ool

pecsonpadece . oeasten OunerEntty _ Scenaro verson Pomroves Budgetinpact. | Rank
|CARRYOVERS AND 514300 Department of(Gov gt rance kg o Incde fi
[REQUEST FUNDING /1200 Department of (Gov Bucget.|Fmance Wiarkng [N e 3

4900002007 0P 2014-GoRB07 IREQUEST FUNDING T 1200 Department of (Gov Bucget.|Fmance Wiarkng [N e 3

00001007 0P 20146079, [Request funding {1200 Department of (Gov Bucget|Fmance Wiarkng [N e 3

3002014507 0P Go-003 5 ar Sart 300 Deparment o (Gov Bucget | Finance Vioring [N e 3

300-2015 5P 0P-Go-001 TV 4300 Deparment of (Gov Budoet___Fiance Working o nce fi

nduge  [+]
[rotat
| BudsetRequests  soprovltaue | usticatin | otes and Atments
actonv Vews P R/ & | Hiveen

|Budget Request. Description |Owner Entity [Budget Type Budget Impact RRank Amount

o data to display

Frotal





image29.png
| Delete Decision Package (£1)
e it eyt e, e e 52

\ o[ e





image30.png
I1$Cal

cial Information System for California




