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Target Audience: All FI$Cal roles with access to the Hyperion Planning Application. 

Purpose: This Supplemental Job Aid provides the instructions for entering a request for new positions in Hyperion.

For informational purposes only, if a user has numerous changes to fiscal information (impacting roughly 20 or more lines of data, or many programs or Items of appropriation) one may elect instead to update the data in a Smartview budget template and upload the information rather than posting it manually (see Web-based Training Course BU222-Processing the Budget Request Upload Template on how to upload Smartview templates to Hyperion).

Prerequisite: A budget request has already been created.

How to Enter a New Position Request in Hyperion: 
A:  Enter Position Counts and Salary and Wages by Job Classification (Position Change Request Tab)
B:  Enter Position Counts by Item of Appropriation (Position Summary Tab)
C:  Enter Personal Services Cost by Item of Appropriation (Expenditures Tab)

A: Enter Position Counts and Salary and Wages by Job Classification (Position Change Request Tab)
Step 1: Select the budget request to be edited (already created).
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Step 2: Right click on the budget request number and select Add/Edit Data-BCP icon in the drop down menu screen.
[image: ]Step 2

Step 3: Click the Position Change Request tab. [image: ]Step 3

Step 4: Navigate to the Job Class 1 row.
Step 5: Click on the cell in the Job Code column and select the job code-job class from the drop-down menu.
Step 6: Click on the cell in the Position Start Date column and enter the start date for the position. In our example, the position starts on the first day of the 2017-18 budget year, “7/1/17.”
Step 7: Click on the cell in the Position End Date column and enter the end date for the position if it is a Limited -Term position.
Step 8: Click on the cell in the Proposed Position BY column and enter the position count requested.
Step 9: Click on the cell in the Salary and Wages BY column and enter the total requested cost (salary only-no benefits or OE&E) for the position(s) requested. 
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Step 10: Click on the cell in the Proposed Position BY1-BY4 and Salary and Wages BY1-BY4 columns and enter the position count and total requested cost (salary only-no benefits or OE&E) for the position(s) requested.
Step 11: Click on the Floppy Disk icon to save your work.
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For each additional position request, navigate to the next available new Job Class row (in this example, Job Class 2) and repeat steps 5 through 11 to enter the position request information.
B: Enter Position Counts by Item of Appropriation (Position Summary Tab)
Step 1: In the BR Details section, click the corresponding Position Summary tab. For this example, we will use BY-BY4 Position Summary because the new positions are proposed to start in BY.
Step 2: Verify/Select the point of view for this example Item of appropriation, ENY, Program). Update as necessary. Click the Right Arrow icon to refresh.
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Step 3: Enter the Budget Year Item(s) of appropriation for the new position request, if applicable.
a. Click the BY-BY4 Position Summary tab.
b. Verify that the ENY and Program dimension members correspond to the Item of appropriation funding the Budget Year position request. For example, most Budget Year positions will be funded by appropriations with an Enactment Year equal to the Budget Year. For example, if the Budget Year is FY2017-18, then the Enactment Year is entered as “ENY 2017.” Update and click on the Right Arrow icon to refresh, if necessary.
c. Enter the number of total new positions that are being funded by this appropriation by account category (e.g. AC 5100000-Earnings-Permanent Civil Service Employees). If the positions are being funded entirely by a single Item of appropriation, then this position total must equal the Total New Positions in the Proposed Positions BY-BY4 column(s) on the Position Change Request tab.
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Step 4: Enter the position count information for BY1 through BY4 in the respective tabs. Ensure the ENY is the same as the Budget Year.  For example, if the Budget Year is FY2017-18, then the Enactment Year is entered as “ENY 2017.” 
Step 5: Click on the Floppy Disk icon to save your work.
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Step 6: Confirm the Position Summary totals with the Position Change Request totals.
a. Click the BY-BY4 Position Summary tab and total up all new position requests entered in Personal Services Account category rows (those that begin with AC510….) for all Items of appropriation. In this example, when you select the point of view (POV) to 4170 001 0001, ENY 2017 and 0140010-Judicial Council program, you will see 1.0 position.  When you change the POV to 4170 001 0289, ENY 2017 and 0140010-Judicial Council program you will see 5.0 positions.  Therefore, a total of 6.0 positions are requested. 
b. Click the Position Change Request tab, verify the total new position amounts for the Proposed Position BY-BY4 columns match the position amounts in the corresponding Position Summary tab.  In this example, the BY-BY4 columns have a total request of 6.0 positions.
 
 [image: ]Step 6a
Step 6a
Step 6a

 
 [image: ]Step 6a

Step 6a
Step 6a


[image: ]Step 6b

Step 6b

C: Enter Personal Services Costs by Item of Appropriation (Expenditures Tab)
Step 1: In the BR Details section, click the appropriate Expenditures tab.  For this example, we will use BY-BY4 Expenditures-because the new positions are proposed to start in BY.
Step 2: Verify that the POV dimension members reflect the Item of appropriation from which the new positions will be funded along with the appropriate ENY and Program. Update as required. Click the Right Arrow icon to refresh. Step 1
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Step 3: Enter the Budget Year expenditure amounts by Item of appropriation for the position request, if applicable.  For this example, Fund 0001 funds 1.0 permanent position at a salary of $150,000 and Fund 0289 funds 5.0 permanent positions at a salary of $500,000.
a. Click the BY-BY4 Expenditures tab. 
b. Verify that the ENY and Program dimension members correspond to the Item of appropriation funding the Budget Year position request. For example, most Budget Year positions will be funded by appropriations with an Enactment Year equal to the Budget Year. For example, if the Budget Year is FY2017-18, then the Enactment Year is entered as “ENY 2017.” Update and click on the Right Arrow icon to refresh, if necessary.
c. Navigate to the column under the header of:
· Request Amount BY
d. Navigate to the Personal Services Account category rows: (those that begin with AC 510….). The data entry cells will be white.
e. Enter the requested dollar amounts for each categorical item (e.g. AC5100000-Earnings-Permanent Civil Services Employees) in Request Amount BY column, as appropriate.
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f. To copy all BY amounts to out years (BY1-BY4),  right click in any BY cell with dollars and select “Copy BY Amount to Out Years” from the pop up menu. 
g. If the BY1-BY4 year amount is different than BY, users can use the copy BY1 Amount to Out Years from the popup menu to copy BY1 to out years.
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Step 4: Click the Floppy Disk icon to save your work.
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Step 5: Tie out the BR Summary-Expenditures tab to the Position Summary tab and Position Change Request tab totals.
a. Click the BR Summary-Expenditures tab
b. Validate that the total expenditure amounts and position counts for all Items of appropriation were entered correctly. Make note of the entered expenditure data in the Request Amount BY-BY4 columns and position counts in the Position BY-BY4 columns. 
c. Click the BY-BY4 Position Summary tab
d. Verify that the aggregate position count for all Items of appropriation in the Position BY-BY4 columns match the total position data in the BR Summary-Expenditures tab. 
e. Click the Position Change Request tab.
f. Verify that the total expenditure amounts and position count in the Salary and Wages BY-BY4 and Proposed Position BY-BY4 columns match the expenditure and position data in the BR Summary-Expenditures tab.
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You have successfully entered requests for new positions in Hyperion.
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