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Overview 
 

Hyperion Planning is the centralized, Excel and web-based application Dartmouth College uses for budgeting and 

planning.  

 

There are two stages to the budget process; the first stage is the creation of a high-level central budget (CentBudg) 

and the second stage is the creation of detailed department budgets (DeptBudg).  

 
 

CentBudg 
 
The central budget provides the Board of Trustees with an early view of budget data. The board looks at high-

level targets (by organizational area) that reflect divisional and institutional priorities. This higher-level view asks 

you to budget at specific parent levels, rather than at child levels.  

 

For example, rather than specifying individual components of travel expenses by specific funding sources and for 

specific activities, you budget a value for an Orgôs domestic travel expenses (NatClass D814) that is categorized 

only by Level 2 Funding sources (such as Undesignated Operating or Endowment Distribution).  

 

The table below shows the levels at which you budget as part of the central budget stage: 

 

Segment Level Example 

Entity Child 20: College Only 

Org Level 3 L41: Outdoor Programs 

Funding Level 2 U2UDPR: Undesignated Operating 

Natural Class Level 4 D846: Licenses and Fees  

Activity/ 
Subactivity 

All Activities & 
Subactivities 

Not Applicable 

 

 

DeptBudg 
 
The department budget is the detailed child level budgeting that goes on each year for specific fundings, activities, 

subactivities, and natural classes. The subactivity values have been appended to the Activity values. For example, 

to select Activity 701350 (Regular Season) and Subactivity 1238 (Princeton University), select A:701350:1238 

Regular Season:Princeton University. 

 

 

General Guidelines 
 

In order to work on your budget forms, you need to become familiar with the application and the ways you can 

use it. The first few sections of the manual describe how to access the application, how the data is structured 

within forms, what functions are available, and how to work with forms in the Planning application.  

 

It is also possible to work with budget data in Excel using Smart View, an add-on program that allows you to 

connect to the data source and open forms online. Instructions on how to set up Smart View, use data forms 

within Excel, and save data to the Planning server are described in the later sections of the manual.  
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NOTE:  It is important to understand that when you use Excel you are viewing and editing Hyperion 

Planning forms, not Excel files. Although you can download or save forms as Excel files, you cannot 

upload those files back to the Planning server. In order to use data in an Excel file, you need to copy 

and paste the data from the Excel file back into your Hyperion Planning forms. 

 

 

Working in Hyperion Planning assumes you are familiar with the structure of the chart of accounts and where the 

segment values you budget against exist. You can examine a hierarchical view of the Entity, Org, Funding, 

Activity, and Natural Class segment values using the Segment Hierarchy Listing report within Financial Reports. 

 

 

Keep Your Data in Sync 
 

When working in Hyperion Planning it is important to understand that saving data and running calculations 

are two separate operations. When you save data it is stored on the server, but you will not see how that data 

affects your totals because calculations are not run automatically.  

To ensure that reports run on higher level Orgs are accurate, the data for the entire cube must be aggregated 

(or rolled up).  

In each of the budget cycles (CentBudg and DeptBudg) you can perform the calculations by running the 

business rule for the Entity/Org you are working in. Once the rule runs and your form is refreshed you can 

then see the updated totals. This only affects the current Entity/Org combination ï it does not run an 

aggregation of the entire cube. That occurs every night at 9 p.m. to ensure that saved data and calculations 

stay in sync and that higher level reports are accurate. You must be logged out of the system when this 

occurs. 
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Set-up instructions 
 

You must be running VPN in order to work in Planning. To launch VPN, go to http://gateway.dartmouth.edu and 

follow any instructions that appear for logging in. (Your system may log you in automatically.) Once you have a 

VPN connection, you can work in Planning. 

 

A link to Hyperion Planning is available on the Budget Planning Tools page at: 

http://www.dartmouth.edu/~budget/tools/index.html. Internet Explorer is the only officially supported browser for 

Hyperion Planning. 

 

Because of the constraint on screen space, it is recommended that you increase monitor resolution to as high as 

comfortable. To do this, on the desktop click Start, point to Settings, click Control Panel, and then double-click 

Display. Click the Settings tab and drag the Screen Resolution slider to the right. Click OK . 

 

Your browser should be set up to allow pop-ups. In Internet Explorer, select Tools from the menu bar, choose 

Internet Options, select the Privacy tab, and clear the Block pop-ups checkbox. Make sure the Google and 

Yahoo toolbar pop-ups are off as well. 

 

If you are using Internet Explorer 7 (IE7) to access Hyperion Planning, you must make a change to one of the 

Internet Options settings in order to run the application.  

 

1. In Internet Explorer 7, navigate to the Hyperion log in page. (Presently, this is 

https://bi.dartmouth.edu:19000/workspace/index.jsp). 

2. From the Tools menu click Internet Options. 

3. Click the Security tab, select Local intranet and then click Sites. 

4. Click Advanced. 

5. The website should be shown in the Add this website to the zone field. (Make sure the Require server 

verification (https:) for all sites in this zone checkbox is selected.) Click Add. 

6. Click Close and then click OK . 

7. With the Local intranet  zone selected, click Custom level. 

8. Under Miscellaneous, enable Allow script-initiated windows without size or position constraints.  

9. Click OK  and then click OK  to close the Internet Options dialog. 

 

In addition, if LibXBar is enabled in IE7, you will want to disable it when working on web forms in Hyperion 

Planning. There is a conflict in the JavaScripts when both applications are running and you will receive warning 

messages every time you access a form. (The error messages are benign, but they are extremely annoying.)  

 

1. In IE7, from the Tools menu, click Manage Add-ons, and choose Enable or Disable Add-onsé 

2. Select the LibXBar  add-on and under Settings change its status from Enable to Disable. 

3. Click OK.  

 

 

http://gateway.dartmouth.edu/
http://www.dartmouth.edu/~budget/tools/index.html
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Signing in 
 

Use your full  DND (Blitz) username and password. 

 

 
 

Use the ñNavigateò button to access Hyperion Planning. There are two Planning applications: Central Budget 

(which is the top-down budget for the first round of the Board of Trustees meetings) and Department Budget (the 

detailed budget that is created each year for final Board approval). 

 

Navigate Ą Applicati ons Ą Planning Ą CentBudg 

Navigate Ą Applications Ą Planning Ą DeptBudg 
 

 
 

This opens the workspace as shown below. The left side of the screen is the View Pane and the right side of the 

screen is the Content area. 
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You can execute the Navigate Ą Appl ications Ą Planning Ą Budgetname command multiple times to open 

multiple tabs so that you can work on different web forms within the same Workspace session.   

 

 

NOTE:  Do not open multiple Hyperion Workspace sessions in separate browser windows. Instead, 

use separate tabs in the same Hyperion Workspace session to access multiple Planning web forms. 
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Forms 
 

In each cube, the View Pane contains a folder with the forms for your budget work. The forms are available either 

on the web or through Smart View in Excel. One form, the one to add rows (for chart strings that do not exist in 

your current budget forms), can only be used on the web.  

 

The forms provide different ways to view and enter budget information for chosen Entity/Org combinations. Only 

those Entity/Org combinations that you have access to are visible on your forms. 

 

When you select the forms folder, a list of the forms within that folder appears in both the Content area and in the 

lower half of the View pane, as shown below.  

 

 
 

Select the form from either location. It opens in the Content area. 

 

NOTE:  Not every form necessarily contains data. If the message ñThere are no valid rows of data for 

this data formò appears at the top of the content area, there is no data in that form. Make sure the 

Entity and Org values are set properly. If the wrong Entity is set for an Org youôll see this message.  

 

 

Using the same form, but choosing a different Entity/Org combination in the ñPageò pull-down menus results in a 

different set of Funding/NC data. (Note: You must click the Go button after changing one of the choices in the 

pull-down menus in order to see the new form.)  

 

CentBudg Forms 
 

There are three forms here: Add a Row to Central Budgeting, Plan by Funding and NatClass, and Plan by 

NatClass and Funding. The two planning forms access the same data: one is organized by Funding values and the 

other is organized by Natural Class values. The Add a row to Central Budgeting form allows you to add a 
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Funding or Natural Class value to your Orgôs CentBudg planning forms, if it is missing from them. This form will 

be explained later in this document.  

 

Below is what the Plan by Funding and NatClass form looks like: 

 

 

 

The above form (for P70:Development Office) shows Level 2 Funding sources (such as U2DESG and 

U2UDPR:Undesignated Operating) and the corresponding Level 4 Natural Classes used (such as D753:Books and 

Publications and D844:Other Operating Expenses).  

 

The forms include all Activities and Subactivities; they are not broken out at any level in the CentBudg cube. 

 

At the bottom of the page is a subtotal for all Undesignated Operating budget dollars followed by a grand total for 

all budget dollars for the current Org. 

 

The totals and subtotals that appear at the bottom of the forms do not update automatically when you enter data. 

The totals are only calculated when the business rule is run or when the entire cube is aggregated. The aggregation 

happens overnight. After the aggregation, the totals you see on the pages and in reports will then be correct. 
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DeptBudg Forms 
 

There are three different ways to approach the DeptBudg forms. Which way you choose depends on 

how you prefer to work and the complexity of your budget. The three options are  

 

 use one form that contains all your data  

 plan by funding 

 plan by activity 

 

1) One Form with Everything  

 

If your organizationôs budget is simple and straightforward (very few funding sources or activities) and 

you would like to see everything on one form, select Single comprehensive form. This form contains 

everything in your budget on one form and organizes it by Natural Class, Funding, and Activity.  

 

 
 

You cannot reorder the columns either on the web or in Smart View if you use this form.  

 

2) Plan by Funding 

 

If you want to work on your organizationôs budget by Funding source, select the List of Fundings for the 

org form. This brings up a read-only form that lists all the funding sources for your organization.  

 


