How to run Budget Request reports in Hyperion:

Hyperion Tasks and their Reports:
· Operational Planning Task 3 – Provide or verify Agency Information
· Report Name: Agency-Organizational Information
· Operational Planning Task 4 – Provide Agency Program Information
· Report Name: Program Information-Performance Measures
· Operational Planning Task 7 – Identify Legislation Needs
· Report Name: Legislation Needs
· Operational Planning Task 8 – Operational Decision Package*
· Report Name: Decision Package Detail Report
· Strategic Planning – Provide Executive Summary
· Report Name: Strategic Plan Report
· Strategic Planning – Goal Setting 
· Report Name: Strategic Plan Report KPMs
· Printing and Saving Reports with Internet Explorer**

*This report is located in a different place than the other reports. Details are below.
**This guide was done primarily using Mozilla Firefox. There are slight discrepancies when opening PDFs in Firefox and Internet Explorer, so we have tried to address some of them.

[bookmark: AgencyInformation]Operational Planning Task 3 – Provide or verify Agency Information
Report Name: Agency-Organizational Information
To run this report, you will first need to navigate to the Explore workspace at the top-left of the screen:
[image: ]
Once in the Explore workspace, go to the SOKPLAN folder, then the Line Item folder, and finally the Budget Request Reports folder:
[image: ]

Then double-click on the Agency-Organizational Information report to start it:
[image: ]
A new page will open with a prompt:
[image: ]

Make sure the ‘Edit Member Names’ checkbox is checked to allow for typing in the Selection field:
[image: ]
Then type in your agency number (use the full 5 digits):
[image: ]
Then hit the OK ([image: ])button to run the report. Once run, the report should come up within Hyperion:
[image: ]
To turn that report into a PDF file, click on the PDF icon ([image: ]) at the top-left of the screen:
[image: ]
The PDF file will open within Hyperion.
It is important to note that this guide was done primarily using Mozilla Firefox. To view how to Save and Print the PDFs in Internet Explorer, please proceed to that section of this guide.
You can then print it using the Print icon ([image: ]) at the top-right of the screen:
[image: ]
Or you can download it and save it using the Download button ([image: ]), also at the top-right of the screen.


[bookmark: AgencyProgramInformation]Operational Planning Task 4 – Provide Agency Program Information
Report Name: Program Information-Performance Measures

To run this report, you will first need to navigate to the Explore workspace:
[image: ]
Once in the Explore workspace, go to the SOKPLAN folder, then the Line Item folder, and finally the Budget Request Reports folder:
[image: ]
Then double-click on the Program Information-Performance Measures report to start it:
[image: ]
A new page will open with a prompt:
[image: ]

Make sure the ‘Edit Member Names’ checkbox is checked to allow for typing in the Selection field:
[image: ]
Then type in your agency number (use the full 5 digits):
[image: ]
Then hit the OK ([image: ]) button to run the report. Once run, the report should come up within Hyperion:
[image: ]
If information was entered at multiple levels (i.e. at the Department, Division, or Agency level), then that data can be viewed by selecting the appropriate entity from the dropdown box located in the middle of the report:
[image: ]
To turn that report into a PDF file, click on the PDF icon ([image: ]) at the top-left of the screen:
[image: ]
The PDF file will open within Hyperion.
It is important to note that this guide was done primarily using Mozilla Firefox. To view how to Save and Print the PDFs in Internet Explorer, please proceed to that section of this guide.
If information was entered at multiple levels, the PDF of the report should show all of them. The entity will be shown at the top left of the report. This example will be for the division level entity of 41500_10:
[image: ]
You can then print it using the Print icon ([image: ]) at the top-right of the screen:
[image: ]
Or you can download it and save it using the Download button ([image: ]), also at the top-right of the screen.


[bookmark: IdentifyLegislationNeeds]Operational Planning Task 7 – Identify Legislation Needs
Report Name: Legislation Needs
To run this report, you will first need to navigate to the Explore workspace at the top-left of the screen:
[image: ]
Once in the Explore workspace, go to the SOKPLAN folder, then the Line Item folder, and finally the Budget Request Reports folder:
[image: ]
Then double-click on the Legislation Needs report to start it:
[image: ]
A new page will open with a prompt:
[image: ]
Then type in your agency number (use the full 5 digits):
[image: ]
Then hit the OK ([image: ])button to run the report. Once run, the report should come up within Hyperion:
[image: ]
If information was entered at multiple entities (i.e. at the Department 9000001, 9000002, etc), then that data can be viewed by selecting the appropriate entity from the dropdown box located in the middle of the report:
[image: ]
To turn that report into a PDF file, click on the PDF icon ([image: ]) at the top-left of the screen:
[image: ]
The PDF file will open within Hyperion.
It is important to note that this guide was done primarily using Mozilla Firefox. To view how to Save and Print the PDFs in Internet Explorer, please proceed to that section of this guide.
You can then print it using the Print icon ([image: ]) at the top-right of the screen:
[image: ]
Or you can download it and save it using the Download button ([image: ]), also at the top-right of the screen.


[bookmark: OperationalDecisionPackagesSummary]Operational Planning Task 8 – Operational Decision Packages
Report Name: Decision Package Detail Report
To run this report, you will first need to go to the SOKPLAN application. You can do this by going to the Navigate menu at the top-left of the screen:
[image: ]
Once in the SOKPLAN application, you will need to go to the Tools menu at the top-left of the screen, then select the Reports option:
[image: ]
Once the Reports option is selected, a new screen should appear in Hyperion with a Decision Package tab:
[image: ]
In order to run the reports, you will first need to select the appropriate point-of-view (POV):
[image: ]
For the FY16 Budget Requests, here are the selections you will need to make:
[image: ]
Then load the POV by selecting the Go button ([image: ]). Once loaded, the Available Decision Packages portion of the screen should populate with the decision packages your agency has created:
[image: ]
Select the package you wish to run the report for by checking the checkbox next to it:
[image: ]
Then move it over to the Selected Decision Packages portion by hitting the Move button ([image: ]):
[image: ]
Once it is selected, choose the Detail report option from the dropdown list on the Decision Package Listing:
[image: ]
Then proceed to click the Create Report ([image: ]) button listed at the bottom-right hand of the screen. Doing so will prompt you with a window asking if you would like to save the report, or open it as a PDF:
[image: ]
If you have Adobe Reader, it should then open a window with your Decision Package Detailed report:
[image: ]

[bookmark: StrategicPlanExecutiveSummary]Strategic Planning – Provide Executive Summary 
Report Name: Strategic Plan Report
To run this report, you will first need to navigate to the Explore workspace at the top-left of the screen:
[image: ]
Once in the Explore workspace, go to the SOKPLAN folder, then the Line Item folder, and finally the Budget Request Reports folder:
[image: ]
Then double-click on the Strategic Plan report to start it:
[image: ]
A new page will open with a prompt:
[image: ]
Then type in your agency number (use the full 5 digits):
[image: ]
Then hit the OK ([image: ]) button to run the report. Once run, the report should come up within Hyperion:
[image: ]
This report will pull data entered in other portions of Hyperion, including the Provide or verify Agency Information task. To turn that report into a PDF file, click on the PDF icon ([image: ]) at the top-left of the screen:
[image: ]
The PDF file will open within Hyperion.
It is important to note that this guide was done primarily using Mozilla Firefox. To view how to Save and Print the PDFs in Internet Explorer, please proceed to that section of this guide.
You can then print it using the Print icon ([image: ]) at the top-right of the screen:
[image: ]
Or you can download it and save it using the Download button ([image: ]), also at the top-right of the screen.


[bookmark: StrategicPlanGoalSetting]Strategic Planning – Goal Setting 
Report Name: Strategic Plan Report KPMs
To run this report, you will first need to navigate to the Explore workspace at the top-left of the screen:
[image: ]
Once in the Explore workspace, go to the SOKPLAN folder, then the Line Item folder, and finally the Budget Request Reports folder:
[image: ]
Then double-click on the Strategic Plan Report KPMs to start it:
[image: ]
A new page will open with a prompt:
[image: ]
Then type in your agency number (use the full 5 digits):
[image: ]
Then hit the OK ([image: ]) button to run the report. Once run, the report should come up within Hyperion:
[image: ]
To turn that report into a PDF file, click on the PDF icon ([image: ]) at the top-left of the screen:
[image: ]
The PDF file will open within Hyperion.
It is important to note that this guide was done primarily using Mozilla Firefox. To view how to Save and Print the PDFs in Internet Explorer, please proceed to that section of this guide.
You can then print it using the Print icon ([image: ]) at the top-right of the screen:
[image: ]
Or you can download it and save it using the Download button ([image: ]), also at the top-right of the screen.

[bookmark: InternetExplorer]Printing and Saving Reports with Internet Explorer
There are some slight discrepancies when using Mozilla Firefox and Internet Explorer. When trying to save a PDF in Internet Explorer, you can simply go to the Internet Explorer File menu and select Save as…:
[bookmark: _GoBack][image: ]
However, in order to directly print a PDF straight from Hyperion, you will need to hover your mouse cursor over the PDF so that the following menu appears on the PDF:
[image: ]
The Save button ([image: ]) will also allow for the saving of the reports, and the Print button ([image: ]) will let you print the report directly from Hyperion.
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