FY11 Budget Process
Hyperion Budget Entry and Reporting Documentation
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RECOMMENDED BROWSER
· To ensure proper functionality within Hyperion Workspace, it is recommended that you use Firefox version 3.5.8 or Internet Explorer 7. 

LOGGING IN
· The following URL will direct you to the Hyperion Workspace homepage, where you can enter your log in information: 

https://dahoon.pepperdine.edu/workspace/index.jsp
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EXPLORE
· Once logged in, you will be directed to a blank page. Click on “Explore” at the top of the page.
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· You are now in the “Explore” tab, which acts as your homepage within Workspace. From here, you can access your data entry forms or reports. 

DATA ENTRY FORMS
· To access your data entry forms, select the orange “Navigate” dropdown at the top of the page, then select “Applications/Planning/Pepper. 
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· Under the “Forms” folder, you have three options:
· “General” folder

· In this folder, you have the ability to seed accounts and review your budget entry by fund
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· “Salary Planning” folder
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· “General Expenses” folder
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· Additional notes to expense forms:

· Upon hitting save, the salary or general expense data that you have entered will immediately aggregate up to your top summary level. In the past, this aggregation was completed on an hourly basis, but now you will see your results in a matter of seconds. 

· With regards to your salary data, the data that has been initially populated (below) represents the amounts that each respective position is being paid this current year (FY10). This is only to serve as reference for your FY11 budget entry.  
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REPORTS
· If you are currently in forms and wish to run reports, you may select the “Explore” tab at the bottom of the page. This will enable you to work in both forms and reports without having to close any windows. 
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· From “Explore” you can navigate to your budget process reports under the “4. Targets” folder
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· Here, you can access input forms (Report TR4.00) that may be distributed to your departmental budget managers. These forms may be exported to Excel, however, only on an individual department basis. 
QUESTIONS
· If you have any questions, please do not hesitate to contact your OFP liaison.   

