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

Purpose: This paper provides instructions on how to copy Budget Requests (BRs) by Business Unit (BU) and an individual BR between different versions in the Hyperion Planning Application.    

General Information: BRs in Hyperion may be copied from one version to another version.

A common reason to copy a BR is for a department to submit a BR to the Department of Finance (DOF) for review.  After completion of a BR in Hyperion, department staff can copy from a Department Working version into an Exchange version for DOF to review.

Two Copy Tools: There are two different methods for copying a BR, both tools can be used at the discretion of the Department budget analysts.    
· Copy by BR (Section A) an individual BR
· Copy by BU (Section B) all BRs within a BU and version
The detailed steps for each of these copy tools are described on the pages that follow. 

Three Action Levels: There are three high-level actions that must be completed in order to copy a BR and validate the copied BR into a selected version.
· Navigating to Copy Location
· Selecting Version to Copy  
· Validating the Copied BR(s)
The detailed steps for each of these actions are described on the pages that follow.




Section A: How to Copy an Individual BR

 I. Navigating to Copy Version 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. 
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II. Selecting the Associated BR Number and Version
Step 4: Select one BR to copy by right clickling on the associated BR number and selecting Copy BR. 

[image: ]

Step 5: The Source Version the BR is to be copied from should already be prepopulated with the version selected in Step 3.   

[image: ]

Step 6: Select a Target Version the BR is to be copied to, using the button to the right.   

[image: ]

Step 7: Proceed to select the Version using the blue arrows and click OK. 

[image: ]

Step 8: The Budget Request will be prepopulated with the associated BR number of the BR selected in Step 4. 

[image: ]

Step 9: When all parameters have been selected, click Launch. A prompt will pop up confirming your copy job has successfully copied.
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III. Validating the Copied BR
Step 8: Navigate back to the My Task List in the left pane and select the BR type of the BR copied.

Step 9: Select the POV—Version and BU, then select the “GO” arrow to proceed.

[image: ]

Step 10: Validate the BR has been copied.  



Congratulations.  You have successfully copied a BR.



Section B: How to Copy all BRs for a BU by Version
I. Navigating to Copy Version Location
Step 1: Click on the CalPLAN button.  A new tab will open.
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Step 2: Navigate to Tools → Copy Version

[image: ]

The Copy Version screen will appear in the right pane. 

[image: ]
II. Selecting BU, Scenario, and Version
Step 3: When selecting a Senario you are only given the option of “No Scenario.”  Selecting this scenario is required.   

[image: ]

Step 4: Select a Version the BU is to be copied From and To.  This includes all BRs for the BU within the version selected.   

Note: Department staff can only copy From and To specific Versions available in the drop down boxes as detailed below.

[image: ]
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Step 5: Click the “GO” arrow on the right and select a BU to copy under the “Available Entities” section.  After selecting your BU use the blue arrows to move the BU under the “Selected Entities” section. 

[image: ]
Note: In the bottom left corner, there are four checkbox options.  Please leave them unselected as these features are not currently utilized in Hyperion.
[image: ]
Step 6: When all parameters have been selected, click the “Copy Data” button.  A prompt will pop up asking you to confirm your copy job, followed by a successfully copied message.
[image: ]
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III. Validating the Copied BR(s)
Step 7: Navigate to the My Task List in the left pane and select a BR type copied.

Step 8: Select the POV—Version and BU, then select the “GO” arrow to proceed.

[image: ]

Step 9: Validate the BRs have been copied.  


Congratulations.  You have successfully copied your BRs.


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

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