[bookmark: _GoBack]How to copy Budget Year (BY) data to Out Years (BY1 – BY4)
By Department of Finance

Target Audience: All Department Budget Analysts with access to the Hyperion Planning Application.

Purpose: Provide instructions on how to copy BY data entered at all point-of-views (POVs) (e.g. BU-Reference-Fund-ENY-Program-Project) in a data collection form, such as Request by Category form or Baseline Adjustments form, to all out years (BY1 through BY4).

Please note: For the 2016-17 budget process, the users must follow the BR naming convention applicable for 2016-17 processes and select FY16.  Screenshots in this illustration were taken before the 2016-17 application was available.

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



Step 2: Navigate to the Decision Package Types in the left pane and select the desired DP type.



Step 3: Select the POV—Scenario, Version, and Year the DP and BR is under (or should be created under) and then select GO.
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Step 4: Create and/or select and open the DP and BR desired.




Step 5: Select the Data Collection Forms tab.




Step 6: Select the Request by Category tab. 
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Step 7: Select the Request by Category BY – BY4 tab.



Step 8: Enter data under the Request by Category BY column for all POVs and save the data (use the Save button [image: ] or select Ctrl + S on your keyboard).
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Step 9: Right click on the form and select Copy BY Amount to Out Years.  
Note: The business rule will be executed and will copy all data entered at all POVs from BY to all out years. 
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Step 10: Validate the copy by either (1) selecting the various POVs data was entered at in the Request by Category tab or (2) navigate to the BR Summary tab. 
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Step 11: If the BR contains other data (positions, reimbursements, revenues, etc.), then the same process can be followed to copy BY data to out years by going to the respective forms. The rule can be run from the following forms:
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Budget (BCP, ECP, BBA, BRTL) 
· Request by Category BY – BY4
· Non Add by Category BY – BY4
· Baseline Adjustments BY – BY4
· Reimbursements BY – BY4
· Revenue BY – BY4*
· Position Summary BY – BY4
Capital 
· Funding Request BY – BY4 – Capital
· Non Add Funding Request BY – BY4 – Capital
· Reimbursements BY – BY4 – Capital


*Note: The Revenue forms contain parent revenue category codes. To view the aggregated data (at the parent level) after running the business rule in the Revenue BY - BY4 tab, users will have to select the Save button.  This action is not required to view data in the BR Summary – Revenue tab.

Revenue form
[image: ]

Revenue form after running the Copy BY Amount to Out Years business rule
[image: ]

Revenue form after running the business rule and selecting the save button
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