University of Houston /= Clear Lake

Planning and Budget

Hyperion Budget & Planning (CoogPlan) Instructions

Instructions for Requesting Employee requiring access to Hyperion:

1. Email Planning and Budget (PBO) at BudgetOffice@UHCL.edu to request Hyperion
access. Include the following information in the email:

e Requesting Employee’s:
= Name
=  Email Address
= Position Title
= User Name (Windows Login)
= Employee ID (PS Employee ID number)
=  Department Name and Code
= Adding access or Modifying existing access
= Division/Unit or Department node access that is needed
o Provide the “Division Tree” node if requesting for a whole
division.
o Provide the “Unit Tree” node if requesting an area/unit.
o Provide the “Department ID” if requesting various
department codes that are not all in a “Unit Tree” or
“Division Tree” node.
e Supervisor’'s Name & Email Address
e College/Division Business Administrator’s Name & Email Address
e Clarify if this is new or an update to existing access.

Verify all information is correct prior to sending the email, otherwise it will delay the
approval process.

2. Once Planning and Budget receives the request for access, they will initiate the form for
Hyperion access. An email from DocuSign will be sent to the Requesting Employee.


mailto:BudgetOffice@UHCL.edu

Fri 9/8/2023 8:47 AM
DN @ DocuSign NA3 System <dse_NA3@docusign.net>

Please DocuSign: Hyperion Planning (CoogPlan) Access Request for Krista Buckminster
[To @ Buckminster, Krista Lynn
@ i there are problems with how this message is displayed, click here to view it in 2 web browser.

UHCL

Krista Buckminster sent you a document to review and sign.

REVIEW DOCUMENT

Krista Buckminster

Buckminster@uhcl.edu

3. Click on the green “Review Document” box from the email.
4. DocuSign should automatically open up.
5. Click the green “Continue” box in DocuSign.

Please Review & Act on These Documents

Krista Buckminster
University of Houston-Cleariake

Please review and sign Access request form for Hyperion Budget/Planning (CoogPlan) System. TESTING for UHCL.

Please review the documents below. CONTINUE

6. If a “Changes to Shared Fields” box pops up, click the green “Continue” box.

X

Changes to Shared Fields

Another recipient has made changes to shared fields on this document.
These fields are highlighted for your notification and review.

CONTINUE

7. Click the green “Start” box.

Please review the documents below. ‘ FINISH ‘ OTHER ACTIONS -

DocuSign Envelope |0: F4ET3581-017D-4FCF-BIFT-EESADOF 42047
START
NIVERSITYof HOUSTON SYSTEM

Hyperion Budget & Planning (CoogPlan)
Management Report Access Request

InstructionsDefinitions

8. Verify that all the light red boxes are correctly filled in with your information before
proceeding. Refer to the instructions on page 1 for terminology of field names. If any
changes need to be made, the fields are still editable.
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Yot HOUSTON SYSTEM

Hyperion Budget & Planning (CoogPlan)
Management Report Access Request

UH___ UHCL_ X UHD___ UHV

Applicant Information:

Employee:
Name Title
Coer Nome: B oy 1, O] g BB GRS |
College/Dep: Name & ID: [Planning and Budget | Ui
NEXT Access Action: ADD (New Users Only) @ MODIFY O

List desired DEPT ID below in boxes provided and check desired secunty role or action.
Department ID Access Type
Example: HXOOC CXOOOC DIOOOE VIO
(C0000

Budget Officers Group ~

9. Click the green “Next” box after verifying information.
10. Click the green “Next” box to get to the sign function.

-

+
11. Click the little “Sign” Icon box and sign the document.

12. The signature will then populate on the form.
13. Click the green “Finish” box.

Done! Select Finish to send the completed document.

UHTHS Budget Office Review/Approvals

14. Click “No Thanks,” if the log in to DocuSign box pops up.

Please note: the request for Hyperion access will follow a workflow path that will proceed
to the supervisor and then the CBA/DBA. Please inform them to be on the lookout for an
email from DocuSign.

Instructions for Signers (Supervisor & CBA/DBA)

1. An automated email will be sent from DocuSign. Click on Review Document from the
email.
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Tue 8/15/2023 2:48 PM

DN  DocuSign NA3 System <dse_NA3@docusign.net>

Please DocuSign: Hyperion Planning (CoogPlan) Access Request for Robin Shannon
To @ Buckminster, Krista Lynn

@) 17 there are problems with how this message is displayed, dick here to view itin a web browser.

UHCL

Krista Buckminster sent you a document to review and sign.

REVIEW DOCUMENT

2. Click the green “Continue” Box to begin the signing process.
3. A pop-up box could pop up stating that Changes to shared Fields exist. Click Continue.

Changes to Shared Fields

Another recipient has made changes to shared fields on this document.
These fields are highlighted for vour notification and review.

CONTINUE

4. Click on the green Box “Start” to review document before signing.

5. Review the form, and populate your name and Title if required, and then click the sign
icon. Verify that all the information is correct on the form, including your Name, Title,
Initials, and signature. If any changes need to be made, the fields are still editable.
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User Name: Shamnan _ EMPLID: 8013886 Email shammon@uhcl.edu

College/Department Name & ID: Planning and Budger co129

Access Action: ADD (New Users Only) @ MODIFY -

List desired DEPT ID below in boxes provided and check desired security role or action.

Department ID Access Type
(Example: HDOOOE CXO00C; DROOEE VIO
fcoos4
[End User Special Access v |
[-- select - v
[-- select - v
[-- select - v
Deparment Approvals |Hequired - Signature Applied - Sign Here|
N o] S
e

College/Dnvision Business Admmistrator:

Budget Office Approvak (Each respective campus Budger office)

Budget Office Representative:

6. Click the green “Finish” button once the name and signature have been correctly
applied.

7. To save a copy of the form that you just signed, you can opt to print the form and save
as a PDF. Thisis not required, and once the form is completed PBO gets a copy of the
completed form.

PBO Instructions Only to start the approval process for access

1. Loginto DocuSign Production. DocuSign Login - Production
a. Input email address and click Next.

Log in to DocuSign
Enter your email to log in

Email *

| Buckminster@uhcl.edy| |

Sign Up for Free

b. Click on “Use company login” that is in a blue box.
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https://account.docusign.com/organizations/ad30a455-af2c-4c32-90a0-9c9a86d48d43/saml2/logout/5e03b195-a309-4e62-9a0b-baface02edc4

Loglin

& buckminster@uhcledu

Use company login

‘ Use Other Login Options ‘

c. Signinto UHCL account, by clicking on the same email address entered for
DocusSign.

UHCL

Pick an account

[EI buckminster@uhcl.edu

—|— Use another account

d. Enter Username (without @uhcl.edu) and password.

UHCL

buckminster

e. Click Sign in.

f. Follow the necessary steps for the duo process in order to sign in to DocuSign.
2. Once signed in to DocusSign, it will open on the home page.
3. Click on Templates at the top.

DocuSign eSignature _fere e (e fenes

Last 6 Months

‘ ‘LJA&:A Bucsdeminsten 0 1
\__ gASB1EGS3401427... Action Required Weiting for Others
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4. Go to the folder where the “Hyperion CoogPlan Access” form is located in the account.
In this case, it is saved under a folder that was created called Budget Office for my

Home Manage E Templates 2 Reports
Templates
TEMPLATES
Budget Office Q. Search Shared Folder | %+ FILTERS
= My Templates -
&% Shared with Me
Name § Owmer % PowerForms Created Date % Last Change v
B Al Templates
# Favorites w7 [New) UHS Hyperion Budget Planning (CoogPlan) Access Request ... Shesba Thomas 8/2/2023 8/9/2023 G
o 11:55:11 am 11:55:38 am
B Deleted
e et asninniasaiandl PR s P saicaca =
» FOLDERS + Bxcluded from matching 11:38:04 am 10:08:04 am
v SH, ]
B8 Budget Office

5. Click on the blue box called “Use” to the right of the Hyperion (CoogPlan) Access
Request form.
6. Populate the “Add Recipients” fields that was provided from the email for Hyperion
Access. Do not start this unless all information is provided from requesting employee.
a. The Initiator is always someone from PBO.
b. The UHS/UH Budget Office Representative will be UH Budget Office at email
address uhbudget@uh.edu.
7. Click Send after all recipient fields are populated. Please note that fields 5,6,8 and 10
are auto-populated and cannot be changed.
8. Click to sign it Now. A DocuSign email will generate to the initiator (PBO).
9. A screen will pop up asking to “Review & Act on these Documents.” Click the

CONTINUE

“Continue” button.
10. Click on the “Start” button

Please review the documents below.

@ a & 8 @

DucuS gn Envelope |D: SA2BBRID-B4AB 4FCA-BD7D-BCAI858F 8130
VE HOUSTON

Hyperion Budget & Planning (CoogPlan)
Management Report Access Request

11.Input all required data on the form (supplied from email):

UHCL O

e C(Click onthe radio button.
e Input Employee Name (First & Last Name), Title and Request Date (Current Date)
of the employee requesting access.
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mailto:uhbudget@uh.edu

e |nput User Name (Windows Sign-in ID), Empl ID (PS Employee ID number), and
Email for the requesting employee.

e College/Department Name & ID is the requesting employee’s Department name
and 5-digit department code that begins with the letter “C”.

e Access Action: Select “Add” if you are requesting new access, select “Modify” if
an update to existing access is needed.

e Department ID field
= Provide the “Division Tree” node if requesting for a whole division.
= Provide the “Unit Tree” node if requesting an area/unit.
= Provide the “Department ID” if requesting various department codes that
are not all in a “Unit Tree” or “Division Tree” node.

The first row is required, the other 3 rows are optional if additional departments
are needed for the request of access.

e Access Type (refer to snapshot below on next page)
= CBA/DBAs — select “End User Special Access”
= Unit/Division Leaders — select “Budget View Only”
= Cost Center/Department Managers — select “Budget View Only”
= PBO —select “Budget Officer Group”
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NIVERSITYof HOUSTOMN SYSTEM

Hyperion Budget & Planning (CoogPlan)
Management Report Access Request

InstructionsDefinitions

Budget View Only —

+  View access for requested department data.
+  Noupdate capability,
o Management report access for requested depanment daa is gramed.

End User —

s View and update requested department dai.
* MNanagement report access for requested department data is gramted.

End User Special Access -

« Same access as End User.
e Access granted dunng Merit Phase.

Budget Officer Group —

#  Limited to Budget office Staff at the respective campuses
o Thus access provides full st of reports, meluding MANAgEment reports.

Management 0115 —

+  Provides access to full series of management reports for the requested depanments.
Remove Access -

« Removes fisll access to specified departments.

Note
»  Once all parties have reviewed and signed the form, Initiator will get notification stating “Your document has
been completed,” the user will have to view the completed document to see 1f access has been approved or
demed. If the access 15 demed the form has to be filled out again.

12. After all information has been entered, click the Finish button. If all required fields are
not filled out, it will not allow you to click the finish button.
13. Click “No Thanks” if the box below pops up.

[€
af

Log in to DocuSign

A copy of this document has besn saved to your DocuSign account. Please
log in to view it.

Email

buckminster@uhcl.edu

LOGIN

14. The form will now go through the workflow process for all required signatures.
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