
 
 

Job Aide: Running the BAT Commissioner Report 
 
This job aide will guide you through the steps in running the Commissioner Report, exporting to 
Excel and emailing to departments. 
 
In the steps below, you will: 
 

• Navigate the Hyperion Reports Structure 
• Open the BAT Commissioner Report 
• Respond to Prompts 
• Export the Report from HTML to Excel 
• Format BAT Committee Report in Excel 
• Save final report in Budget Folder 

 
 
Step Action Notes 
1. From the Hyperion Planning Workspace page, click the Explore button on 

the toolbar. 

 

 

2. A list of folders display. The Commissioner Report is contained in the 
BAT Reports folder. 
 
Note: Only Budget Analysts have access to the Commissioner Report. 

 
 
 
 
 
 
 

 

  



 
 

Step Action Notes 
3. In the left pane, click the + next to the BAT Reports folder. 

 

 

 

4. Click the Operating Plan folder.  The reports display in the content 
window. 
 

 
 
 
 

 

5. From the Operating Plan folder, double click the Commissioner 
Report. 
 

 
 

 

 
  



 
 

 
Step Action Notes 
6. The Responds to Prompts screen appears. 

 
 

 

7. On the Respond to Prompts screen you will see that there are 3 
fields related to the Entity Dimension and 1 field for the Version 
Dimension. 
 
This report is designed to run at the Department Level. Complete the 
fields as follows: 
 

 
 

Note: You may use 
the Search Icon 

 to locate your 
department code in the 
Entity hierarchy. 
 

 
 
 
 
 
  



 
 

Step Action Notes 
8. Click OK. 

 

 

9.  The BAT Commissioner Report displays with the data for the 
Entities you selected.  
 

 

 

10. To open the report in MS Excel, click File > Export > Excel. 

 
 

 



 
 

Step Action Notes 
11. On the message screen, click the Open option. 

 

 

 

12. The BAT Commissioner Report is now opened in Microsoft Excel. 

 

 

  



 
 

 
Step Action Notes 
13. Left click and drag mouse over cells with Green Tabs to convert cells to 

numbers. Select Convert to Number in drop down cell format menu. 

 

 

14. Highlight the cells in the Variance Columns. Right-click and Format 
Cell. 
 

 

 

  



 
 

 
Step Action Notes 
15. From the Format Cells screen, choose the Number tab and select 

Percentage. 

 

Leave the Decimal 
Places set to 2. 

16. Click OK. 
 

 
 

 

17. Under Explanation of Major Variance, type all required 
explanations for each line. 

 

 

  



 
 

Step Action Notes 
18. Once all information has been completed select File > Save As. 

 

 

 

19. From the Save As click Budget(\\s0020154\omb\data) (o:) > 14-
15 Books > Finance Committee Budget Presentation, find 
your department’s strategic file folder save file in folder. 
 

 

 

     --END-- 
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