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Uploading Budget Templates in Hyperion

Version: 10.0Updated: 02/13/2025

Purpose

This Supplemental Job Aid provides instructions to upload a Budget Request (BR).
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Target Audience

All FI$Cal roles with write access to the Hyperion Planning Application.
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Key Points

Note that using upload templates is likely most effective or efficient when a user has
more than 20 lines of budget data to enter for a budget request (such as multiple
appropriations, programs, fund sources, or categories of spending data). The four BR
types for which upload templates can be used are: Baseline Budget Adjustment (BBA),

Budget Change Proposal (BCP), Enrollment, Caseload, and Population (ECP), and
Revenues, Transfers, and Loans (RTL). There are separate and distinct upload
templates available from your respective Department of Finance (Finance) Budget
Analyst or by subscribing to Finance’s Budget Operations mailing list for each of these
BR types (exception: ECP BRs use the BCP upload template).

To subscribe to the Budget Operations mailing list, register here:
https://dof.ca.gov/department-mailing-lists/.

The following general steps need to be performed to upload budget data into an
individual BR in Hyperion using an upload template.

Create a BR in Hyperion (CalPLNXX) where the data will be
uploaded

CalPLN21 is used when building the 2021-22 Budget, CalPLN22 is used when building
the 2022-23 Budget, and CalPLN23 is used when building the 2023-24 Budget, etc. In
this example, we will be using CalPLN21 as this BCP is proposed to be included in the
2021-22 Budget.

Steps | Description

1 Log into Hyperion and click on CalPLNXX under the Applications section of
the Hyperion Homepage. The selected CalPLNXX application will open in a
new tab.

=

Planning
JPcalPLN17
JPcalPLN18
P CalPLN1O
JPCalPLN20

f.EaIPL.HEL

Applications
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Steps | Description

2 Under My Task List, click on the Budget BR Types arrow to expand the list
of options. Then click on the BCP option. (In this example, we use the BCP
BR type. However, users must select the appropriate BR type, such as BBA,
ECP, or RTL, etc., as applicable.)

3 Select the appropriate Version and Entity from the drop-down menus and

verify that the default fiscal year (located just above and to the right of the
Entity drop-down box) reflects the Budget being built. In this example, we
selected MR Dept Working for Version, 0820-Department of Justice for
Entity, and verified the fiscal year to be 2021-22 for Year (default). Click the
“Go” arrow button (the arrow sign directly to the right of the Entity name
drop-down box).

Fomys Task List Stalus
My Task List Tack - BCP  Task Instrsctions

L Types
 ncp .
5 oos MEL Dt Warkin -
& eop BR Title

T Hame

Copy BR

Levald B
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Steps | Description

4 Right click on the white area under the BR Name column. A drop-down box
containing several clickable options will appear. Click on the Create BR -

BCP option from the drop-down menu.

‘ask List Status

Toask - BCP  Task Instructions
A Vear:2021-22
MEL Dhapt Working || oszo-Department of Justice - || =]
BR Hame BR Titla Copy BR
Invalid BR. [ . )
LY Create BR - BCP
LB R Typa

[ Copy Selected Bits by BR Type
[ Copy All BRs by DRType BudPrep2MY Line_Units

Edit L]
Adjust *
B Comments

& Supporting Detail

T Change Histary

A artachments

(i veock/uniock Calis

i Analyze

WP tiew Ad Hoc Grid
Select All

e

A Launch Confirmation Message window will appear. Click “OK.”

Launch Confirmation Message
Create a new BOP Budget Request?

A second confirmation message window will appear stating the, “Create BR-
BCP was successful.” Click “OK.” In this example, the new BCP BR created
is identified as BR 0113.

» Forms
My Task List

¥m
» P captal e Types
5 B Budget administrabon B8 Types

Task List Status

Task - BCP Task Instructions

MR Dept Working

BRO113

Invalid B8

| 0820-Degartment of Justice v 4

BR Name BR Tite
(i) Information
CreateBR-BCP was successful.

gmnm 122
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Steps

Description

Click in the BR Name cell next to the BR 0113, then type in the BR Name (the

7
BR Name must use a unique naming convention to post accurate detail in Hyperion.)
and BR Title. Refer to the latest version of the “Budget Request Naming
Convention in Hyperion” guide on Finance’s “FI$Cal Resources for Budget”
website. In this example, we use “0820-113-BCP-2021-MR” as the BR Name
and “Implementation of the ABC Project” as the BR Title. Click the save
icon (computer disk on the menu bar) and click “OK” on the pop-up message
to confirm the data has been saved.
Forms Task List Status
My Task List Task-BCP | Task Instructions
P Budget BR Types T
9 i Ya3r:2021-22
¥ paa ¥ | 0820-Department of Justice bl .4
:" ECP — BR. Name || BR Tile jCapy R
W an 0820-113-BCP-2021-MR Imphementation of the ABC Project
P copta or Types nun
F Budget Administration B8 Types Invald BR (D) Information X
Thie data has been saved.
8 Write down the unique BR identifier number. (It is a four-digit number, such

as BR 0113 in the example shown below). This unique identifier number is
needed to connect the upload template to the specific BR in Hyperion.

Forms Task List Status
My Task List Task - BCP  Task Instructions
F Budget BR Types
¥ acp
& g, v t
L BR Name
B DB20-113-80P-2021-MR.
Sty BR 0113
¥ Capital BR. Types
B Budget Administration BR Types Invalkd BR

3

ER Title

Implementation of the ABC Project

A Year:2021-2

le_
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Obtain and populate the latest available Excel upload
template (master file) from the Department of Finance

Finance distributes upload templates for a BCP, BBA, RTL, and ECP BR
(Note: the BCP upload template is also used for an ECP BR) twice a year
(after Governor’s Budget [late January/early February] for the spring
budget process and after Budget Enactment [late July/early August] for the
fall budget development process) to the Budget Operations mailing list. To
receive the latest upload templates, please sign up to receive emails from
Finance’s Budget Operations mailing list here:
https://dof.ca.gov/department-mailing-lists/ or contact your respective
Finance Budget Analyst.

In this example, we are creating a BCP BR therefore we will use the BCP
Excel Upload Template workbook.

Steps | Description

1 In Excel, open the BCP upload template file, navigate to the Budget
Request Details tab and, populate the following requested information next
to each field.

e Enter Budget Request Name: Enter the BR Name that
corresponds to the BR created in Hyperion. In this example, we use
“0820-113-BCP-2021-MR” as the BR Name.

e Budget Request Title: Enter the BR Title that corresponds to the
BR created in Hyperion. In this example, we use “Implementation
of the ABC Project” as the BR Title.

o Enter Request ID: Click in the blue cell next to the field and select
the unique BR Identifier number that was noted when creating the
BR in Hyperion. In this example, we use “BR 0113” as the Request
ID.

e Enter Version: Prepopulated field. Verify and change the version
as appropriate if the prepopulated version does not correspond with
the version the BR was created in. In this example, we use “MR
Dept Working” as the Version.

e Enter Year: Prepopulated field. Verify the year corresponds with the
fiscal year of the Budget being built. In this example, we use “2021-
22’ as the Year.
Enter Entity: Click in the blue cell next to the field and select the appropriate
entity. In this example, we use “0820-Department of Justice” as the Entity.

FISCal.341-Uploading Budget Template in Hyperion, Version 10.0
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Steps | Description
Enter Budget Request Name ]0820-113-BCP-2021-MR
Budget Request Title Implementation of the ABC Project
Enter Request ID BR 0113
Enter Version MR DeE WOrkinE
Enter Year -22
Enter Entity MDEEHMEM: of Justice I
Cell Color Key:
Blue Cells: Must select value from the drop-
down menu.
Salmon Cells: Manual input. User must type
the information, there is no drop-
down menu.
Purple Cells: Do not modify pre-populated
values in these cells.
White Cells: Update as necessary.
‘Updated Date:
<> Checis ves (AR [Eudoe Roquet ot
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2

Enter position and expenditure data on the appropriate tab(s). In this
example, we use the BCP upload template and only enter position and
expenditure data on the Position Change Request, BY-BY4 Position
Summary, and BY-BY4 Expenditures tabs.

Note: Revenue data is entered in a separate RTL upload template.

e[ e e e

1] 1] 1] FT] 1]

[ -————qﬁl
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Steps | Description

S LT

3 Navigate to the Checklist tab to verify all crossties and critical issues checklist cells
have no error messages. If there are error messages, they will display red and
require corrections before proceeding. In this example, “Fix Duplicate Rows” is the
error identified. To address errors, review the data in the problem areas identified
and make the necessary corrections.

Crossties and Cri

upoat

Do FTE8 i betwman Povilson Change Request snd Pavilscn Summary lab1F
Dot Begusstes SEWS fit hetessn Position Changs Reguett and Espanditures tahs?

[Dupdicate Bows of Date
ircompleie Eririen
irevaied Acount Category

e e —————————— e

FISCal.341-Uploading Budget Template in Hyperion, Version 10.0



FISCal'\

One state. One system.

Steps | Description

4 Navigate to the Checklist Detail tab to identify where the errors exist in the
upload template. In this example, there are duplicate entries on rows 31
and 32 of the BY-BY4 Expenditures tab. Correct any errors identified.

G G0 G0 Row B
[ TR T Rows 83
A0 01 6T Pow B
T80 001 G001 Rover 34
P OLT M0 Row 3
0 01 GV T R BN
0 03 G061 Feow 8T
O30 L 0001 R 40
450 001 G367 Row B
0830000 0003 Row 30
830 0L 0001 P 21
0 001 (6T Pover 33
s Gy iy Row 20
CASC O 003 Rovw 240
O B0 ESET P 35
O30 001 000 Row 26
[ TR T [ ]
D 501 8T Faey I8
LT R 3%

S e 000)
B 201 0567 Fis BUPLICATE ENTRY
D2 001 36T I DUPLICATE ENTRY
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Steps

Description

5

Once errors are corrected, navigate back to the Checklist tab to verify and
ensure all the crossties and critical issues checklist cells have been
addressed and are all green and read, “No Issues.”

Crossties and Critical Issues Checklist
L T b b 5. I

e oot Rocuest Dot | Witiowd Mwmsures | Pvogram buiget binssures | Pursion hange Reawest ] Cv Posaon semnery | IV - 5va Posasen Sumenery |

Use the “BEFORE Upload Template Checklist—Departments” to ensure
the BR is properly created in Hyperion and the upload template is populated
correctly. Refer to the latest version of the “Before and After Upload Template
Checklists” on Finance’s “Fl$Cal Resources for Budget” website.

Save an extra copy of the populated Excel upload template
(Smart View file) to use to connect and upload the data to
Hyperion

This extra copy labeled the “Smart View” version of the upload template will
be used to connect to Hyperion and upload the data to the BR created in the
previous steps above.

Steps

Description

1

Save an extra copy of the upload template on your computer. Recommend
renaming the file to include the term, “Smart View” to the end of the file
name.

For example, if the original Excel file is named,
“‘BCP_Template_BU0820_ABC Project”, this extra copy could be named,
‘BCP_Template_BU0820_ABC Project_Smart View.”

FISCal.341-Uploading Budget Template in Hyperion, Version 10.0
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Steps | Description

Note: This step is critical because if the original Excel template file is
connected to Hyperion, all the populated data will be lost and not be
retrievable. The original/master version will have the source data, and
the Smart View version will be the file connected to Hyperion.

B0 save As
T @ peterlee » Documents » Jobaids » FLC » toFLC v & Search to FL
Organize « New folder
B Microsoft Excel ®  Name Date modified Type Size
: ~SBCP_Template_BUQS20_ABC Projectxl... 4/29/2021 237 PM Mi [ (]
38 This PC : e A e :
85 BCP_Template_Blankxlsm 4/29/2021 11:08 AM Microsoft Excel M
S | 95 8CP_Templote BU0G20_ABC Projectdsm]  4/29/2021 228 PM Microsoft Excel M
I Desktop
:| Documents
& Downloads
D Music
| Pictures
B videos
' Windows (C:)
ARy IBCP_Template BUOS20_ABC Project_Smart View.xls
T e e S S T e T T e R
Save as type: Excel Macro-Enabled Workbook (*.xlsm)
Authors:  Srivatsan Purushotha Tags: Add atag Title: BCP Upload Templa
[_—] Save Thumbnail
~ Hide Folders Tools = Save
2 Open the Smart View version of the upload template and navigate to the

FISCal.341-Uploading Budget Template in Hyperion, Version 10.0
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Steps | Description
BY- BY4 Expenditures tab.
3,006 06 Eé
i 1 =
: =
3 From the Excel toolbar, click the Smart View ribbon tab and then select
Panel. A Smart View panel will appear on the right-hand side of the
document.
='—-T_—_ﬁ@ﬁﬁ'ﬁ————' S
4 Under the Smart View panel, click on Shared Connections.

FISCal.341-Uploading Budget Template in Hyperion, Version 10.0
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Steps | Description

= T
12 Pl Y - 5 Lpaniimas |

Smarnt View

&
E

W e e a -

& Shared Connertons.
s b g

B Prwate Cormectons.

wme ot FTEET T P

G A b Grd

o b g | CHROC B

A hoc Ord

e il g (TREE|  ©
aps

i A b Grd

Al g |DMEE| -
e

555 a5 5 8 E e 2

A b Grd

ot
stcterit oo gl v con §

5 When prompted, read and review FI$Cal’s system use and privacy policy and

Login.

click Agree. Then enter your FI$Cal username and password and click

B! Login

FISCal\

One state, One system,

1 agree to the Financial
‘ Information System for California’s

This is a State of California, Department of
FI$Cal computer system, which may be
accessed and used only for official
Government business by authorized
personnel. Unauthorized access or use of the
computer system may subject violators to
criminal, civil, and/or administrative action.
All information on this computer system may
be intercepted, recorded, read, copied, and
disciosed by and to authorized personnel for
official purposes, including criminal
investigations. Access or use of this
computer system by any person whether
authorized or unauthorized constitutes
consent to these terms.

You are advised to read the Privacy Notice
regarding the personally identifiable
information that we collect, maintain and
use,

CA Penal Code §502 Unauthorized Computer
Access and Fraud.

Click to wiew full Privacy Policy

Welcome

Enter your Single Sign-0n credentials below

Username: 1

Password: 1

FISCal.341-Uploading Budget Template in Hyperion, Version 10.0
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Steps

Description

If unable to log in, please confirm your FI$Cal username and password and
verify your Excel Smart View settings are configured properly by referring to
the latest version of the “FISCal.079 - Configuring Microsoft Excel Smart
View Settings for Hyperion and Single Sign-on” job aid.

Access the job aid by navigating to the FI$Cal ServiceNow login page, enter
your FI$Cal username and click “Submit.” You will be redirected to the FI$Cal
login page, enter your FI$Cal username, password, click “Login”, enter the one-
time pin (OTP) received, and click “Login.” Then select the “Knowledge” icon
and using the Search field enter “Smart View settings” and select the
“FISCal.079 - Configure Microsoft Excel Smart View Settings for Hyperion”
job aid from the search results. Follow the steps outlined in the job aid to
ensure Smart View is properly configured.

Note: In the Smart View Options Advanced General settings, please ensure
the Shared Connections URL address is:
https://epm.fiscal.ca.gov/workspace/SmartViewProviders

Upon successful login, a Second Factor Authentication prompt opens and
requests a one-time pin (OTP) verification code be entered.

ORACLE
Access Manager

Second Factor Authentication

Enter your Single Sign-On oredentials below

= Time Pin: I

Fietum o opians  Login

FISCal.341-Uploading Budget Template in Hyperion, Version 10.0
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Steps | Description
7 The OTP verification code will be sent to the email address associated with
your FI$Cal account. Check your email and note the OTP verification code.
One Time Pin
<
Administrator <no-reply@fiscal.ca.gov> © |5 , v ‘ & ‘ ‘
To @ 11:05 AM
Please us¢ 804880 Irss a One Time Pin to access the requested resource.
8 Enter the OTP verification code noted in the previous step. Click Login.
. ORACLE
Access Manager
9 After logging in, navigate to the Smart View panel on the right side of the

document and click the “Select Server to proceed” drop-down arrow.

Smart View v X

Shared Connections »

@ -
Select Server to proceed A I 2> -

FISCal.341-Uploading Budget Template in Hyperion, Version 10.0
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Steps | Description

10 Choose the “Oracle® Hyperion Planning, Fusion Edition” option, expand
the “epm.fiscal.ca.gov” option (use the (+) button), and expand the
“CalPLN21” option (use the (+) button).

Smart View it

Shared Connections o = »

| Orade® Hyperion Planning, Fusion Ed... | || 3 ~

-} 18] epm.fiscal.ca.gov
- CalPLN19
- CalPLN16
A i@ CalPLN15
+1- i CalPLN20
+ CalPLN18
@ CalPLN21
#-|J) Forms
#-[[J Task Lists
4 Budget
# Capital
/ Future
# Report
4 HCP

) ] -

11 Double left click on the “Budget” option and then click on the “Ad hoc
analysis” option at the bottom of the panel. Each tab in the upload template
containing data needs to be connected individually to Smart View by clicking
the Ad hoc analysis option.

Smart View i
Shared Connections = - »

f Oracle® Hyperion PLerming, Fu-:ngnF_d...] -—] -+ -

Bl epm.fiscal.ca.gov
+ CalPiM1g
CalFLMN 18
CalPLMN1S
CalPLMN20
CalPLM18
CalPiM21
i Forms
i | Task Lists

f

. o oo L
@ Future
w Report

£l g HCP

o CalFLMN17

Chions

[Hi Set Active Connection for this Workshest
More= =
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Steps | Description

12 Close the pop-up refresh window by clicking the “X” in the top right-hand
corner.

Note: “#Missing” appears in the data cells, which means that the Smart View
template is connected to Hyperion and no data is in the BR, yet.
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Copy and paste budget data from the master template file (the
original file with populated source data) into the Smart View
template file and upload to Hyperion

Each tab of the upload template containing data needs to be uploaded
individually to Hyperion as shown in steps 1-4 below.

FISCal.341-Uploading Budget Template in Hyperion, Version 10.0
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Steps | Description

1 Open the master template file (the original template file populated and
saved with the source data), navigate to the BY-BY4 Expenditures tab, and
copy all the dollar values (in this case, from cells E8 to K31).

2 Paste the dollar values onto the BY-BY4 Expenditures tab of the Smart
View template (the extra copy upload template file saved) in the same cell
location as the source (in this case, from cells E8 to K31).

R -
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3 Navigate to the Smart View ribbon tab and click the Submit Data icon to
upload the data to Hyperion.

e
Jomrssi-crss o FoT) e e i | =)
tatin hear gy Fo. T For T S %
| BRIIIO-T it L NS Dernn Iy 0 BT 12,000 25,090
pemom etz Bgres 3135133-Drre! insrwnce ¥ o] 1850 3250 |
I Pt B gt FIMM-Derrnl et 16060 13 AL O
EIISC i AW s 5,500 3,306 T3
AN P RgrER 3130330 FwaTh EEsEncE 00a 200 25800 Y 2.200
BAISAIE Biic B ghes VIS mwah ivtarwen ) ] 0,300 ]
AAIBED-Di L IV A e el =3 i 1880 ) 1550
SR Popeis Rgren IS AR e TRaBC ) Ehsm Y] Zie Tiem
SAFRLS-Rutn g VINIAS Mt e T pamnon (=3 T 13200 Tiee e
B it et iowind NIMIOE TR 10,000 Y] ] Vh e 10
[iii-beney Rgpag ool 10698 Jnae iyl ahEs iy
sainiin b mgres. 4185008 -Cudtn ihoee i 1z T FIr
BIBHLE-L i L e ] Y] 800 2000 308 3000 |
BAESIIE P B SIBITIE Vo Coew nm ] 2,000 2500 T AP
I Fste o Egten IMITI o 3,000 3,390 3,900 1006 3800
BASL i L SAIE Trmw - 12 Seate - Cotutr =) 34,500 30,000 30,30 5000
BSER Pas g B grey AT Trper - b Srare - Junae 3 50 %500 B 3% 250
AN busec B AIA Trp - o Seare - S =) =2 50 " 20 a5 2500
 BAISEL  r Lamr IR O T ] 13500 Tisee 3 500
BT Bt g LI LB O s gmare = 11,500 13600 51,006 13800
= 7T =) soce e

FISCal.341-Uploading Budget Template in Hyperion, Version 10.0
20



Cal

One state. One system.

4 Data has now been successfully uploaded into the BR 0113 previously

created in Hyperion and specified on the Budget Request Details tab of the
upload template.

Note: The upload template values changed to a light-yellow background

color after uploading signifying the upload into the Hyperion BR was
successful.
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5

For position data, navigate to the BY-BY4 Position Summary tab on the
Smart View version of the template, click the Ad hoc analysis option from
the Smart View panel to reconnect to Smart View and repeat steps 1
through 4 from this section to upload data into the BY-BY4 Position
Summary tab in Hyperion.

Users need to make sure that all the position data is copied and pasted to
the same cell locations as in the master template. Otherwise, the source
data will not be correctly uploaded to Hyperion.
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6 For Position Change Request tab data, navigate to the Position Change
Request tab in the Smart View version of the template. Navigate to the
Smart View panel to change the shared connections from “Budget” to “HCP”
by double left clicking on “HCP.” Click on “Ad hoc analysis” and close the
pop-up refresh window.
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7 Repeat steps 1 through 4 from this section to upload Position Change

Request data. Users need to make sure that all the position data is copied
and pasted to the same cell locations as in the master template. Otherwise,
the source data will not be correctly uploaded to Hyperion.
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8 When you have completed uploading all data to Hyperion, navigate to the
Smart View panel within the Smart View template file, click the drop-down
arrow next to the home icon (picture of a house), and select the
Disconnect All option to disconnect the connection between Smart View and
Hyperion. (Optional: Click save under the File drop-down menu to save a
copy of the template containing the uploaded data and close both the
master/original and Smart View template files.)
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Validate loaded data in Hyperion to ensure all the data
was correctly uploaded

Log in to Hyperion and navigate back to the appropriate BR parameters.

Steps | Description
1 In this example, navigate to the BCP Budget BR Type, MR Dept Working
Version, 0820-Department of Justice Entity, and click the “Go” arrow button.
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2 Right-click the unique BR identifier number (in this case, BR 0113). Select

the “Add/Edit Data - BCP” option from the drop-down menu.
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3 Navigate to the BR Summary - Expenditures tab to verify the data uploaded
through the template and validate the total expenditure and position amounts
by Item and by year. To validate other information uploaded to the BR but not
displayed on the BR Summary — Expenditures tab, run a Hyperion report.
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4 Use the “AFTER Upload Template Checklist—Departments” to ensure the
data was uploaded correctly. Refer to the latest version of the “Before and
After Upload Template Checklists” on Finance’s “FI$Cal Resources for Budget”
website.

END.

Appendix

Key Words

N/A

Definitions

N/A
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Reference Materials

FI$Cal ServiceNow website

FISCal.079 - Configuring Microsoft Excel Smart View Settings for Hyperion
and Single Sign-on

Revision Table

Date Version | Update Description

02/13/2025 10.0 Updated narrative to be consistent with the current
process.

Updated to include Multi-Factor Authentication one-time

08/15/2024 9.0 pin verification code required to log into FI$Cal systems.

Updated Department of Finance hyperlinks and narrative to

09/25/2023 8.0 be consistent with the current process.

Updated Department of Finance hyperlinks. Added steps

04/13/2023 7.0 for FI$Cal Privacy Policy and sign in Welcome page, how
to obtain latest upload templates from Finance.

02/10/2023 6.0 Updated title to Uploading Budget Templates in Hyperion.
Updated Departments to obtain upload templates directly

02/08/2022 5.0 from Department of Finance Business Operations

notification or Finance Budget Analyst.

Updated narrative and screen shots to be consistent with
07/09/2021 4.0 the current process. Updated to conform to FI$Cal
Learning Center deployment.

Updated narrative and screen shots to be consistent with

08/15/2019 3.0
the current process.

Updated narrative and screen shots to be consistent with

08/08/2018 2.0
the current process.

Contacts

For questions about this job aid, please contact the FI$Cal Client Training Section at
FiscalLearningCenter@fiscal.ca.gov.
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