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	The process and navigation for deleting data in a Budget Request and deleting a Budget Request has recently been changed as a part of overall system enhancement efforts.  



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

Purpose: This Supplemental Job Aid provides instructions to: (1) delete data in a Budget Request (BR) and (2) delete a Budget Request. 

(1) Delete Data in a Budget Request 
This example demonstrates how to delete data from an existing Budget Request for a BCP BR. Budget Request 4170-001-BCP-2017-GB, is created for 2017-18 Governor’s Budget in the GB Dept. Working version and FY17 year.  Further, data elements are populated in the BY-BY4 Expenditures, BY-BY4 Position Summary, and Position Change Request tabs.  
Data in 4170-001-BCP-2017-GB exists in three tabs as shown in the following screenshots:
(i) BY-BY4 Expenditures
[image: ]
(ii) BY-BY4 Position Summary  
[image: ]
(iii) Position Change Request 
 [image: ]
Steps to delete data in a Budget Request (These steps will get you into the 4170-001-BCP-2017-GB Budget Request depicted above.)
Step 1: Navigate to the BR Detail form.
· Navigate to My Task List form.
· Expand the Budget BR Types folder under My Task List. 
· Click on the BCP option.
· For purpose of this example, select GB Dept. Working for version and 
4170-Department of Aging for BU as Point of View, and Click [image: ]icon. 
· Right click on 4170-001-BCP-2017-GB for the budget data to be deleted.
[image: ]
· Click on the Add/Edit Data – BCP option [image: ]
· Go to the Dept. Issue Codes tab.
[image: ]

· Verify that the Entity, Version, Year, BR number, BR name, and BR Title match the selected Budget Request in which the data will be deleted.
Step 2: Clear Data from the Budget Cube (i.e., clear data in Expenditures, Non Add Expenditures, and Position Summary tabs in this example).	
· On the “Dept Issue Codes” tab, right-click in any cell on the tab and select the “Delete Budget Request Data” option.
[image: ] 
· Click OK option on the prompt that appears to go ahead with the data deletion.
 [image: ]
· As the data elements are being deleted, the following message is displayed.
[image: ]
· The following message is displayed when all data has been deleted. Click the OK option.
 [image: ] 

Step 3: Clear Position Data (in the Position Change Request tab) from the Human Capital Planning (HCP) Cube, if applicable.

This BR includes position data in the Position Change Request tab, similar steps to delete the data from the HCP cube must be followed.  (Note: data in the Position Summary tab has already been deleted by selecting “Delete Budget Request Data” in Step 2.)
· While on the same tab “Dept. Issue Codes”, right-click in any cell on the tab and select the “Delete HCP Request Data” option.
 [image: ]
· Click the OK option on the prompt that appears to go ahead with the data deletion.
[image: ]
· As the data elements are being deleted, the following message is displayed.
[image: ]
· The following message is displayed when all data has been deleted. Click the OK option.
[image: ]

By viewing the BR Summary-Expenditures and Position Change Request tabs, a user can confirm that the data has been deleted from the BR as shown in the following screen shots.
(i) BR Summary - Expenditures
 [image: ]
(ii) Position Change Request
[image: ]
The data in the Budget Request has been completely deleted, and the user can reuse the BR for another budget change proposal.
(2) Delete a Budget Request
It is not required to delete data in a Budget Request before deleting the entire Budget Request.  After the Budget Request is deleted, the BR number will not be available for reuse.

Steps to delete a Budget Request (These steps will get you into the 4170-001-BCP-2017-GB Budget Request)

Step 1: Delete Budget Request from the system.
· Navigate to the My Task List form.
· Expand the Budget BR Types folder under My Task List. 
· Click on the BCP option.
· For purpose of this example, select GB Dept Working for version and 
4170-Department of Aging for BU as Point of View, and Click [image: ]icon.
· Right click on the 4170-001-BCP-2017-GB Budget Request to be deleted.
· Select the Delete BR option.
[image: ]

Click the OK option on the prompt to delete the Budget Request.
[image: ] 

Verify the BR number and version on the prompt are correct.  Click the Launch option to delete.    
[image: ]
The following message is displayed upon completion of the deletion.  Click the OK option.
[image: ]
Step 2: Verify the Budget Request has been deleted from the system.
The deleted Budget Request no longer appears on the Task – BCP form under the version: GB Dept Working and BU: 4170-Department of Aging.
[image: ]

After the Budget Request is deleted, the BR number will not be available for reuse.

You have completed reviewing instructions on: (1) How to Delete Data in a Budget Request and (2) How to Delete a Budget Request in Hyperion.
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