
How to Delete Budget Request(s) in Hyperion 
By Department of Finance 

Date: September 16, 2016

Target Audience: All Department budget analysts with access to the Hyperion Planning Application.

Purpose:  This Supplemental Job Aid provides instructions to: (1) delete data in a Budget Request (BR) and (2) delete a Budget Request. 
 
General Information:  The objective of this job aid is to ensure that users follow the proper sequence when deleting a 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 containers are deleted.

Three Action Levels: There are three high-level actions that must be completed in order to delete the BR. 

· Navigating to BR Location
· Deleting All Values in the BR Details 
· Deleting the BR Container 
The detailed steps for each of these actions are described on the pages that follow.




How to Delete an Individual BR

I. Navigating to BR Location

Step 1: Click on the CalPLAN button.  A new tab will open.

[image: ]

Step 2: Navigate to My Task List → Select the Budget BR Type or Capital BR Type.  
[image: ]

Step 3: Select the point of view (POV)—Version and BU, then select the “GO” arrow to proceed. 
[image: ]

[image: ]
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II. Deleting All Values in the Data Collection Forms
Step 4: Select the BR you wish to delete by right clicking on the associated BR number and selecting Add/Edit Data. 

[image: ]




Step 5: Go to the Finance Issue Codes tab.  Verify that the entity matches the selected Budget Request.  Right click in cell and the “Cell Level Menu” opens

[image: ]


Step 6:  Clear Data (dollars) from Budget Cube: 
· Select the first menu “Delete Budget Request Data”
[image: ]
· Click OK on the prompt that appears to continue 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 7: 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 continue 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 BR Summary-Expenditures and Position Change Request tabs, a user can confirm that the data has been deleted from the BR if there are no values in the cells. 


III: Delete the BR Container

Step 8: Delete the Budget Request Entry: 

· Click “BR Listing – BBA”.  It will take you back the BR home screen. 
[image: ]
· [bookmark: _GoBack]Right click on the associated BR you wish to delete.  Select Delete BR.  
[image: ]
· Click OK on the prompt that appears to continue with the BR deletion:
[image: ]


· Verify the BR # and the Version is correct before clicking Launch
[image: ]
· The following message is displayed when all the data have been deleted. Click the OK prompt.
[image: ]
· The BR has now been deleted
[image: ]



Congratulations.  You have successfully deleted a BR.



Who to Contact for Questions/Problems:

Technical/System questions:
Contact the FI$Cal Service Center (FSC)
· Phone: 1-855-FISCAL0 (1-855-347-2250) (Toll Free)
· E-mail: fiscalservicecenter@fiscal.ca.gov   
· Cc:  Your Finance Budget Analyst

Business/Process questions:
Contact your Department of Finance Budget Analyst
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