University
of Vermont

\

SINGLE-YEAR

Axiom User Guide: SY Line-ltem

LINE-ITEM BUDGETING

Revised 8.2024

TABLE OF CONTENTS

OPENING A PLAN FILE .ttt e e e e e 2
GENERAL NAVIGATION ...eeiiitiiiiiiiiieitetititeietttaeeeeteeteeesteesesessseseseesseeenenees 4
ENTERING NEW YEAR LINE-ITEM BUDGETS .....ccceeviiriiiiinieeieeeenieens 5
VIEWING CY BUDGET-BASE DATA......iiiiiiieeeeeeeeeeniee et 6
VIEWING HISTORICAL DATA . ..ttt 7
ADDING, DELETING & MODIFYING CHARTSTRINGS .....ccccevvvvirrrrenennnn. 8
Adding @ Chartstring......ccoveeeeciiiiiiciee e 8
Deleting @ ChartString.......ccvueeecciieeeeiiee e 9
Modifying @ ChartString.......cccoccveeeeciiee e e 10
Adding @ NeW E-LeVel ....cccooiiieeeee et 10
BENEFIT CALCULATIONS ... 10
FILTERING CHARTSTRINGS BY CHARTFIELD VALUES........ccccvvveennee. 11
SUMMARY VIEW OF BUDGETED LINES.....ccooiiiiiiiiiiiieeeeeeeeeeeee, 13
ADDING COMMENTS ..ottt e e e e e 14
DIAGNOSTIC TOOLS & REPORTS ....eviiiiiiiieiiiiiiteee et 15
PROCESS MANAGEMENT / WORKFLOW ......ccceevvieieeieeieenieectee e 17
PrEPAIEIS (oo 17
REVIEWETS ...eiiiiiiii ittt 21

Need help? Please submit a Footprint



https://footprints.uvm.edu/auth/axiomgroup.php

w University
of Vermont Axiom User Guide: SY Line-ltem

OPENING A PLAN FILE
A Plan File is the form used to enter your single-year line-item budget.
e Each department has a Plan File containing the line-item budget detail for both Fund 100 and Fund 150.
e No other funds are budgeted in Axiom.
e Plan Files contain all F100 and F150 active PeopleSoft chartstrings from the current fiscal year, including
those with a $0 budget.

1. To open a Plan File, click “SY Line Item Budget 20XX” icon in the top-left of the Axiom ribbon, or, in the left-
hand Axiom Explorer Pane, go to File Group—>SY Line Item Budget 20XX and double-click on “SY Line Item
Budget 20XX.”
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2. A pop-up will open. You will see a list of the departments to which you have budgeting access. Select the Plan
File you’d like to work on, or search from the list by entering the Department number or name of the Plan File
in the filter box. Double-click on the Plan File, or select it and click “OK.”

& Open Plan Files

" —
?.:‘3 Open Flan Files for SY Line [tem Budget 2018

DERT (=) Mame [=] Locked By (=] LastModified By [=] Last Modified [=]
00000 All Departments - BUDGET OMLY jmartin 17372007 921:52 PM
00001 General University jmartin 1732007 6:21:52 PM
00003 Treasury Operations jmartin 17372007 821:52 PM
00004 Debt Service jmartin 17372017 921:52 PM
0005 Pres Prov Strategie Investment Jmiartif 1/3/ 2017 9:21:52 PM

Revised 8.2024



University

of Vermont

Axiom User Guide: SY Line-ltem

3. The Refresh Variables pop-up will open. Click “OK” to open the entire Plan File and see all chartstrings, or
choose one or more of the filters available to see only a subset of chartstrings and then click “OK.”

Q Refresh Variables

Choose Acct Type (optional)

Choose Acct (optional)

Fhoose a value for Level_E_Code

Choose Fund (optional)

[Choose a value for Fund,
Choose Source (optional)
[Fhoose a value for Source,
Choose Function (optional)
[Fhoose a value for Function.
Choose Program (optional)
[Fhoose a value for Program.
Choose Purpose (optional)
[hoose a value for Purpose.

Choose Property (opticnal)

[Fhoose a value for Property.

a3

OK

| | Cancel

The budgeting worksheet will open. To maximize the input screen, click on the arrow next to Axiom Assistant

to hide the left-hand navigation pane.

Axiom Assistant |

<
My Files
E ¢ Favorites
2| » Ll Recent
=1
frr | My Documents
File Groups
= |~ FZISY Line ltem Budget 2018

Revised 8.2024



w University
of Vermont Axiom User Guide: SY Line-ltem

GENERAL NAVIGATION

The Axiom toolbar contains several buttons for access to key functionality:

AXIOM Home

)’j )’j ’7 ESa\'e x RﬂReﬁesh x Lo @Print x ﬁsrnw Home 0 DX

16| Change View = Add Rowis) = [ snapshot Formula Bar
SY Salary S¥ Line ltem Reparts J ¢ Egm ’ E P Help Close Axiom
Planning 2018 Budget 2018 - = GoTo ~ bl), Dorill - () File Attachments | D% E-mail ¥ | Headings - Software

Save: Click “Save” (or CTRL-S) to save your data and reload the Plan File.

e C(licking “Save” will open a pop-up that asks you whether you are ready to advance your file to the next
process step (see the Process Management / Workflow section below for more information).

e  While working on entering data choose “Save Data Only” from the Save dropdown to save your data
without being prompted to advance the file to the next process step.

e Choose “Save As (Local File)” to save a local copy of the Plan File to a shared folder, My Documents, or
your desktop. (You may also choose to use snapshot to save a copy of the file for manipulation outside of
Axiom).

. “Save File Only” and “Save As Repository” are not available options. “Save File Only” would save the Plan
File, but not your data.

m AN Haome
;'j a'j D ESEWE' [2Refresh ~

Save Data Only B[S
5Y Salary SY Line ltem Reports
Planning 2018 Budget 20158

£ | Save As (Local File)

]

<  Axiom Assistant

Change View: The “Change View” dropdown lets you toggle among different views of your Plan File data, such as
“Show Comments” and “Summary E-levels.”

GoTo: Use the “GoTo” dropdown to go immediately to a specific e-level account.
Refresh: The “Refresh” button lets you filter your Plan File by Account, Fund, Source, Function, Program, Purpose,

or Property to view and budget only a subset of chartstrings at a time. See the Filtering Chartstrings by Chartfield
Values section below.

File Attachments: Click “File Attachments” to upload additional documentation or notes to your Plan File, or to
view previously saved attachments in the future.

Print: Print a hard-copy of the Plan File by selecting one of the layouts from the “Print” dropdown.

Snapshot: Use the “Snapshot” button to create an electronic copy of your Plan File that you can save locally and
edit or annotate in Excel (outside of Axiom).

Email: Use the “Email” button to email a snapshot of the Plan File to yourself or a colleague.
Revised 8.2024
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Close Axiom Software: Click the “Close Axiom Software” icon to close the application after you have saved your
work.

NOTE: The “Quick Filter” button is grayed out because this functionality is not applicable
to line-item budgeting. Use “Refresh” to filter your Plan File by specific chartfield values.

ENTERING NEW YEAR LINE-ITEM BUDGETS

In the line-item budget input form, E-levels and their associated chartstrings are presented in a “P&L” format:
revenue chartstrings will appear at the top of the sheet, followed by expense chartstrings below, with salary and
wage expense lines followed by operating expense lines. (This is the same order in which E-levels appear in the
Axiom “Detail by Fund” report.)

Below is a screenshot of some basic navigation related to entering line-item budgets:

1. Enter New Year budget amounts in the blue highlighted cells (Column CT).
e Revenue is entered as a positive (“+”) number
e Expense is entered as a positive (“+”) number
2. When a budget is entered, the percent increase (Column CU) and dollar change (Column CV) are calculated as
compared to the Current Year Budget (Column CP). This data is informational only.
3. As budgets are entered, they flow to the summary total located in the top right corner of the Plan File
(Columns CT-CV). The values in this box will be used to reconcile to targets as applicable. A red warning will
display if Fund 150 revenue and expense budgets do not net to zero.

T cu v
Must Balance F150 Fund 100
Balance {432,300)
Revenues -
Expenses 432,300

4. In addition to entering the budget amount directly, you can also enter a cell formula (calculation). The formula
will be visible until you save; after saving the formula is replaced with the resulting saved value.

Revised 8.2024
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||cm | esmoroe o

~ 3331 BV 3V BY CA CcD CF CH Cl CL CN CP CQ CR CS CT CU CV C;
44 i Must Balance F150 Fund 100

45 ﬂ The University of Vermont e Balance (7,901,030)

46 . Revenues 6,080,011 240,000
47 | Budget Input Form - Dept 30500 - Athletics Expenses 13,981,041 117,463
a8 Level Acct Fund Source rog Purp Prop CY Budget-Base  E-level $Inc Investments Proposed Tgt.  New Year Budget % Inc/Dec $ Inc/Dec
5T

51 0| DEXSL  External sales .

52 E4501 Product Sales and Svcs Income 175,000 175,000 198,500 13.43% 23,500
53 | pelete Line

54 E4501 01 100 100001 109 0000 0000 NA 0 20,000 N/A 20,000
56 E4501 01 100 100001 103 0000 0496 NA

58 E4501 01 100 100001 103 0000 0535 NA

60 E4501 01 100 100001 109 0000 0539 NA

62 E4501 01 100 100001 103 0000 0540 NA

64 E4501 01 100 100001 109 0000 0541 NA

66 E4501 01 100 100001 109 0000 0550 NA

68 E4501 01 100 100001 103 0703 0000 NA - -

70 E4501 01 100 100001 103 0703 0639 NA 175,000 - - 175,000 =C570°1.02| 2.00% 9 3,500
72 E4501 01 100 100001 109 0703 0644 NA

74 E4501 01 100 100001 103 0728 0000 NA

76 <<Add Chart String>>

i

VIEWING CY BUDGET-BASE DATA

Current year budget data is shown in Plan Files. It will look different depending if you are viewing a department
associated with a Responsibility, Hybrid, or Support Center.

Responsibility & Hybrid Center
CY Budget-Base column represents IBB 1.0 budget figures.

Fund 100 Fund 150

ﬂ The L 'niwr.kit)' Qf' Vermont Balance B B
Revenues

Budget Input Form - Dept Responsibility Center Expenses - -

Level Acct ["ou  Fund Source Funct Prog Purp Prop | CY Budget-Base INewYear Budget % Inc/Dec $ Inc/Dec

Support Center
CY Budget-Base column represents original budget figures not revised.

Support Center departments contain three additional columns
e E-level $ Inc display dollars associated with the percent increase applied to Fund 100 on that E-level
university-wide.
e Investments are unit-specific increases or decreases to the budget.
e Proposed Tgt is the sum of the three preceding columns: CY Budget-Base + E-Level $ Inc + Investments.

Fund 100 Fund 150

ﬁ The L Iniversity Qf' Vermont Balance - -

Revenues - -
Budget Input Form - Dept Support Center Expenses

Level Acct 0OU Fund Source Funct Prog Purp Prop CY Budget-Base E-level $Inc Investments Proposed Tgt. | New Year Budget % Inc/Dec $Inc/Dec

Revised 8.2024
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VIEWING HISTORICAL DATA

Historical data is located in the far right columns of the Plan File.

1. Current Year YTD in column CY displays this year’s actuals as of the date shown.
2. Historical actuals for the two prior full fiscal years are displayed in columns CZ and DA.
3. Actuals figures tie to the exact chartstring in each line, and only chartstrings valid in the current year are

shown.
cT cu CV CX CcY oy DA
Fund 100 Fund 150 MOTE: Actuals only reflect exact line items.
Balance (281,579) - There may be several lines of actuals not seen

Revenues - - here. Oncly CY budget chartstrings are shown.
Expenses 281,579 - Current YTD as of
New Year Budget % IncfDec $ Inc/Dec 3f1a/2017 2016 Actuals 2015 Actuals

187,230 3.00% 3,453 o 9

187,230 3.00% 5,4% 120,342 155,171 234,150

Revised 8.2024
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ADDING, DELETING & MODIFYING CHARTSTRINGS

Adding a Chartstring
1. Click on the <<Add Chart String>> link at the bottom of the appropriate E-Level account.
2. Enter the number of new chartstring lines you wish to add and click OK.

Budget Input Form -

Level Acct OU  Fund Source Funct Prog Purp Prop CYH
E4101 Fee Rev - Program & Event Fees
Delete Line
E4101 01 100 100001 1909 0707 0000 MNA
E4101 a1 100 100001 105 0705 0000 MA
E4101 a1 150 130146 107 0000 0000 MNA
1 =<Add Chart String>>
o o et -
E4110 Fee Rev - Athletics
Delete Line Enter the number of items to insert.
E4110 e |
E4110
E4110

3. Anew chartstring line will appear. The chartstring will be identical to the line above and have a “Matches
existing” label.

4. You can double-click in any of the chartfield values and select from a list of existing values to modify the
chartstring. You can enter either the number or text description of the value you wish to select. Click OK.

== TO[Change View = &= Add Rowis) = TESnapsass Farmiils Bar
SY Line Item Reports 4
15 Budget 2013 " SGoTo~ B File Attachments | 07 E.m €) Choose Value %

— [H] Choose a value for Program.
Home [SY 2018] 11220 [R/O) :

W BY v BX | By |cal co | cF S [Fope pere o fiervaiues> |B[ndwses ] fm cs cT
L . 0000 (
ﬂ The University of Vermont 0058 Balance
0101 Revenues
Budget Input Form - Dept 0102 Expenses
Level Acct OU  Fund Source Funct Pre 0103 ( ments Proposed Tgt.  New Year Budget
0104 (Administ D;
DGWOT Grad Wages Other 0105 "
E5521 Sal&Wg - Students 0108 | - - -
Delete Line 0107 [\
E5521 01 100 | 100001 521 0o 0108 (¢ ) - -
<<Add Chart String=> 0109 _(Diversity | eadershin Series
Showing 921 values
DOPIR _ Operaling
EGOOO Other Operating & Services - 500 500
Delete Line
EG000 01 100 | 100001 521 0 0000 0000 500 - - 500 500
EG000 e 01 100 | 100001 521 0000 ! 0000 | 0000 Matches existing «_ - - N

Revised 8.2024
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NOTE: When adding more than one line, be mindful of Axiom’s auto-populate feature. When
multiple new lines are added, each new line will populate with the originating row’s chartstring
values.

The following tips are recommended:

(1) Make any edits needed to existing chartstrings and save plan file before adding/copying new
ones.
(2) When modifying newly added chartstrings, work from top to bottom.

Deleting a Chartstring
1. Select the “X” from the dropdown box under “Delete Line” next to the chartstring you want to delete.

Level Acct OU  Fund Source Funct Prog Purp Prop CY Budget-Base  E-level $ Inc Investments Proposed Tgl. New Year Budget
DEXSL External Sales
E4501 Product Sales and Svcs Income 175,000 - - 175,000 175,000
Delete Line

E4501 01 100 100001 109 0000 0000 NA
4501 01 100 100001 109 0000 0496 NA
4501 01 100 100001 109 0000 0535 NA

E4501 01 100 100001 109 0000 0539 NA

2. Click “Save” located at the top of the Axiom ribbon. You will receive a pop-up message indicating the number
of records saved, deleted, updated. Click OK.

Mantra “SAVE AND SAVE OFTEN” when working in SYSP and SYLI to prevent loss of work from save
data error messages.

If you add new chartstring(s) and try to delete from the newly added rows, you may encounter a save
data error. To prevent this situation, save the Plan File again after adding new chartstring(s) BEFORE
deleting any rows in the newly added section. The rational for this is the original save to populate
new chartstring(s) for viewing in the Plan File did not yet save them to supporting data tables. The
system cannot delete data that does not yet exist in the data tables hence the data save error
message.

Revised 8.2024
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Modifying a Chartstring
Change any existing chartstring by double-clicking in any chartfield value and selecting the new replacement
value.

Adding a New E-Level
If you need to add a chartstring to an E-level not currently in the Plan File, go to the bottom of the Expense E-
Levels (just above the Benefits section) and select <<Add New E-Level>>.

A new, blank chartstring line will appear. Double-click in each of the chartfield values, including E-level account,
and select from the list of existing values to modify the chartstring. You can enter either the number or text
description of the value you wish to select. Click OK.

<<Add Chart String>>

Exxxx New E Level
Delete Line

Exxxex

‘ <<Add Chart String>>

<<Add New]E-Level>>

| DBENF Benefits No Benefit input Allowed - Not Fully Calculated Until "SAVE"

BENEFIT CALCULATIONS

At the bottom of each Plan File there is a Benefits section. When the user enters an E5xxx salary budget, the
associated Benefits chartstring will automatically calculate the appropriate benefit amount associated with that E-
Level and chartstring. No user input is allowed in the Benefits section.

Revised 8.2024
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FILTERING CHARTSTRINGS BY CHARTFIELD VALUES

If you wish to isolate a certain group of chartstrings (e.g., Fund 150 or Fund 100, Program value, F150 Source
value), click on the Refresh tab on the Axiom ribbon. If you’ve used Refresh Variables to isolate a subset of
chartstrings, then entered a value, you must save before deselecting that Refresh Variable, or your input will not
save.

1. Click on Refresh on Axiom toolbar.

AXIOM Home

I@ Change View -~
SY Salary SY Line ltem Reports
Planning 2013 Budget 2013 - - GoTo -

2. The Refresh Variables pop-up will appear. Select the value(s) you wish to filter by and click OK.

Refresh Variables H
Budget Input Form Q
Level Acct OU  Fund Source Funct Prog Purp Prop Chaose Acct Type (optional)
g
DEXSL External Sales
E4501 Product Sales and Svcs Income Choose Acct (optional)
Delete Line Choose a value for Level_E_Code Choose Value...
E4501 01 100 100001 109 0000 0000 NA
Choose Fund (optional)
E4501 01 100 100001 109 0000 0496 NA o o Fund T o
noose a value for rund
E4501 01 100 100001 109 0000 0535 NA e
E4501 01 100 100001 109 0000 0539 NA Choose Source (optional)
E4501 01 100 100001 109 0000 0540 NA Choose a value for Source Choose Value..
E4501 01 100 100001 109 0000 0541 NA oo e tionlopbosel)
E4501 01 100 100001 109 0000 0550 NA [Choose a value for Function, Choose Value...
E4501 01 100 100001 109 0703 0000 NA .
Choose Program (optional)
E4501 01 100 100001 109 0703 0639 NA = —
Choose a value for Program. Choose Value...
E4501 01 100 100001 109 0703 0644 NA
E4501 01 100 100001 109 0728 0000 NA ST R e (GEiwn)
<<Add Chart String>> 0639 Chogse Value;
Choose Propei (optional)
DFEES Fees Ch ; '17 “P rt Ch Val
noose a value for Froperty. I005E Value..|
E4051 Fee Rev - Student Fees
Delete Line
__OK __Cance\
E4051 01 100 100001 101 0000 0000 NA

Revised 8.2024
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3. The new output will contain only the chartstrings you’ve requested:

ﬂ The University of Vermont

Budget Input Form

Current Filter = Purpose.Purpose IN ('0639') I

Level Acct OU  Fund Source Funct Prog| Purp | Prop
DFEES Fees
E4051 Fee Rev - Student Fees

Delete Line
E4051 01 100 100001 109 O0703] 0639 | MNA

<<Add Chart String>>

DEXSL External Sales

E4501 Product Sales and Svcs Income

Delete Line
E4501 01 100 100001 109 0703) 0639 MA

<<Add Chart String>>

DFASL Faculty and Admin Salary
E5020 Sal&Wg - Instr Fac NonTnr Trk 44.1%
Delete Line

E5020 01 100 100001 701 0703) 0639 |0000

<<Add Chart String>>

NOTE: Always SAVE before selecting or deselecting Refresh Variables, or else
any data input since the last save will be lost!

Revised 8.2024
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SUMMARY VIEW OF BUDGETED LINES
To see your budget aggregated at the E-Level, go to Axiom ribbon—=>Change View—>Summary View.

Example of output:

Fund 100 Fund 150

ﬂ The Univ ersity of Vermont Balance (1,906,500) -

) Revenues - 260,257

Budget Input Form - Dept 51020 - Animal and Yeterinary Sciences Expenses 1,906,500 260,257

Level Acct OU  Fund Source Funct Prog Purp Prop CY Budget-Base  NMew Year Budget % Inc/Dec $ Inc/Dec

DOINC Other Income

E4531 Other Auxiliary Income - 1,500 N/ A 1,300

DFEES Fees

E4051 Fee Rev - Student Fees 7,850 7,900 0.64% 50

E4058 Fee Rev - Board Fees - 28,600 N/A 28,600

E4101 Fee Rev - Program & Event Fees - 3,000 N/A 3,000

E4603 Fees - Other 1,520 - -100.00% (1,520)

DEXSL External Sales

E4501 Product Sales and Svcs Income 218,486 197,831 -9.45% (20,655)

DINSL Internal Sales

E4800 Inc - Internal Charge 47,694 16,500 -65.40% (31,194)

DPRYR Prior ¥r Carryforwards

E4649 Prior Yr Carry Forwd BO - 4,926 N/A 4,926

Revised 8.2024

13




University
of Vermont

Axiom User Guide: SY Line-ltem

ADDING COMMENTS

Axiom allows you to add comments associated with each chartstring.

1.

On the Axiom ribbon, go to Change View = Default View with Comments

2. Blue-highlighted fields for comments will appear in column DC, to the right of the actuals data. Comments are

limited to 150 characters.

s el e b Chrimem

- | - e - Lonenen - . o - LaT 30w o u —n
A 55 =
e = Change View = %= Acd Rowls) = ¢ [ 5napsnot Formaula Bar
SY Line Mem | Regorts d Ee 2 : ‘J — = Hep | Close Axioen
18 Budget 2018 - Sheet Views [ Fise Attachments | B0 E-ma ¥ Headings . Software
Defauit View
FRonie =[5y 2 1] Defautt View with Comments [\
- Summany View (read only)
BV v rre b cY CZ DA DB DC
NOTE: Actuals only reflect exact line items.
The Univer sity of Vermont There may be several lines of actuals not seen
. here Oncly CY Budget charmstrings are shawn
Budget Input Form - Dept Current YTD as of
Level Acct 3f1af2017 2016 Actuals 2015 Actuals Commaents (max 150 characters)
ccAdd Chart Strings»
EGOL2 Postage & Shipping
Delete Line
E6012 233 389 e| Type a comment here |
<cAdd Chart String>>
EG0S0 Travel
Delete Line
EGOS0 3,464 4,524 2,622
<cAdd Chart String>>
EG320 Telephone & Related Charges
Delete Line
EG320 1,787 4,475 3,450

Revised 8.2024
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DIAGNOSTIC TOOLS & REPORTS

There are one error check, two diagnostics, and one report available for line-item budgeting, as well as one
required certification. All are available in the Reports Library > SY REPORTS folder.

Axiom User Guide: SY Line-ltem

Double-click on any report to run it. A Refresh Variables pop-up window will open. Choose your Reporting Unit
(College, School, or Division) and then the Fund (100, 150, or both). The report will display only the data for the
departments to which you have been granted access for line-item budgeting. If you choose a Reporting Unit to
which you do not have access, the report will be blank.

<

. Explorer

Axiom Assistant
My Files

File Groups
Libraries

~ ] Reports Library

Related to
Single-Year Line Item ~

4 Budget-to-Actual Reports
- SY Budget-Building Reports

v FY
=) _error Check -
(=] _Error Check -
& _Error Check -
=] _Error Check -

Account Function Check (Budget)
Account Function Check (Salaries)
Salary Dist not equal to 100%

Salary Dist not equal to 365 days

Lfﬁ Diagnostic - Dept Budget (submitted) vs. FY  Budget
@J Diagnostic - Salary Dist to Closed Project
@ Diagnostic - Salary Dist vs. Budget
@J Diagnostic - Salary Dist vs. Home Dept
@ Report - BudgetRecap
@J Report - Percent Increase
|3—‘—_'1 Report - SalaryDistribution
| @ Report - VP Dean Budget Certification

Diagnostic Tools
» Run before submitting plan files to FAB.
» Do not submit diagnostics to FAB.

e Account Function Check (Budget) checks if combination of account and function are appropriate.
Revenue accounts can only be submitted with revenue function. Likewise, expense accounts with
expense functions.

o Dept Budget (submitted) vs Prior Year Budget enables you to see the budget totals entered by
Reporting Unit, Target Unit, or Subtarget Unit.

e Salary Dist vs. Salary Budget compares the total Fund 100 and Fund 150 salary distributions from the
salary Plan File for department to the corresponding E-level salary budgets entered in the line-item
budget Plan File. This report enables you to check that there is enough money budgeted in Fund 100
or Fund 150 for department to cover salary commitments to these funds.

Revised 8.2024
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Report
» Run before submitting plan files to FAB.
> Do not submit reports to FAB.

> If desired, save a local copy.
e Budget Recap shows all budgets and associated chartstrings entered, with comments.

Required Dean/VP Certification (for Senior Business Managers)
» Dean or Vice President on the annual budget submission and salary distributions of each Reporting Unit is

required.
» Print VP/Dean Budget Certification report and obtain Dean/VP signature.
» Submit certification to FAB by scanning and saving a signed copy to:

o S:\fab_budget\FY 20xx\unit or target name

Targets
> Targets for both Responsibility, Hybrid, and Support Centers are distributed via Axiom.

> They are located under folder SY Budget-Building Reports.

Libraries
v &l Reports Library
4 Budget-to-Actual Reports
v SY Budget-Building Reports
v FY
& _Error Check
15:_1] _Error Check
&) Diagnostic -
@_] Diagnostic -
lg_] Report -
E Report -
% Target - Responsibility Centers
@_] Target - Support Centers

Revised 8.2024
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PROCESS MANAGEMENT / WORKFLOW

Axiom’s “Process Management” functionality supports a three-step workflow for line-item budget Plan Files:

Axiom User Guide: SY Line-ltem

1. Budget Preparers enter budgets and submit to their Budget Reviewer
2. Budget Reviewers review prepared budgets (with the option to edit or return them to the Preparer) and

submit them to the Financial Analysis & Budgeting (FAB) Office

3. FAB review and final submission

Preparers

At the beginning of the budget cycle, Budget Preparers will receive an email notification from
“noreply@axiomepm.com” that Plan Files are ready to work on. When you log in to Axiom, you will also see
notifications in the left-hand Notifications window:

¢ Axiom Assistant

My Notifications

o

S~ @ SYLI
[= 8 -
x Submission

Process - TEST

pracess

notification - 3

new task(s)

You have 3 naw task(s) in

process "SYLI Submission
Process - TEST",

E

Process

Please login to Axicm
Software to complete your
tasks.

Notifications

(Office of Sustainability)

Step

Description:

Due Date: 3/15/2017
Plan File: SY Line Item

Budget 2018 111 10.sx
Previ...

Show more

Process task for DEPT 11110

Process Step Mame: Preparer

€ Home

The Univer

Axiom Budgeting & Fir

Welcome:
Emily Stebbins-Wheelock

Submit a Footprint / Report an |Iss

Financial Analysis & Budgeting we

To clear Notifications, right-click on them and choose “Delete.” You can select and delete multiple Notifications at

the same time.

Revised 8.2024
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You will also see a list of the files that are assigned to you as a Preparer in the left-hand Process pane:

Process

¢ Axiom Assistant

Current Processes

Q Home x

<]

Explorer

TEST

L_)‘ Preparer Step

- ﬂ SYLI Submission Process -

You have 3 active tasks in this pro

% The University of Vi

+" Mark step as complete... Axiom Bud ge i
DEPT 11110 (Off... Duetrﬂwrmw

DEPT 11200 (Co... Duet
DEPT 11220 (Fin... Duet

DEPT 11110 (Office of Sustainability)
Preparer Step (Step 1 of 3)

Notificati or!

EMTITY STEDDITS=

Wheelock

Financial Reps

From here you can click on the green check mark to move one or multiple Plan Files to the next process step.

Explorer

Process

Notifications

Current Processes

- @ SY Line Item - Prep and Go Live
You have 3 active tasks in this process

P Ste
D reparer Step

L v M}k step as complete...

Open...

DEPT 30420 {Academic Success Prg)
DEPT 20460 (Center for Academic Success)
DEPT 30461 {Accommodations)

No due date
No due date
No due date

w 7] SY Salary - Prep and Go Live
You have 3 active tasks in this process

[ preparer Step

\“ @k step as complate...

Open...

DEPT 30420 {Academic Success Prg)
DEPT 20460 (Center for Academic Success)
DEPT 30461 {Accommodations)

No due date
No due date
No due date

@ Mark process step as completed in process 'SY Line ltem - Prep and Go Live'.

Current Step

D Preparer Step
(no selection)

Su@plete step for: (0 of 3 selected)

Next Step
.;__.5 Reviewer Step

{no selection)

Select All Clear All

[] QEPT 20460 (Center for Academic Success)

[] BEPT 20420 (Academic Success Prg)
[] BEPT 30461 (Accommaodations)

Comment: Any comment will be stored with the process and included in notifications to the nex..
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Every time you save a Plan File, a Process Action pop-up window will appear, asking if you are ready to advance
the file to the next process step. (If you want to save without triggering the Process Action pop-up, choose “Save
Data only” from the dropdown next to the Save button.) The default choice is to leave the Plan File at the current
process step. If you are not done working with the Plan File and need to make more changes, click “OK” to leave
the file at the current step and continue working.

Process Action X
©

ro; Perform process action for 'SYLI Submission Process - TEST

r

Current Step Next Step

L_}’ Preparer Step

& Em y Stebbins-Wheelock

(@) Leave in current step () Advance to next step

Mo action will be taken for DEPT 11110 (Cffice of Sustainability).

Comment: Any comment will be stored with the process and included in notifications to the next step owner.

| OKL\}J ‘ Cancel

If you are ready to submit the Plan File to your Reviewer, tick the “Advance to the Next Step” button, enter any
comments you’d like to pass on, and then click OK.

€) Process Action X

raé Perform process action for 'SYLI Submission Process - TEST

Current Step Next Step

D‘ Preparer Step :_ Approval Step

& Em y Ste = Justin Axiom - Martin
() Leave in current step () Advance to next step

Step will be completed for DEPT 11110 (Office of Sustainability).

Comment: Any comment will be stored with the process and included in notifications to the next step owner.

Justin, I'vd completed line-item budget entry for Dept 11110. | put in the $3000 for a new laptop as we discussed.

| O)qv\\ | Cancel

After you advance a Plan File to the next step, you may still open and view it, but you may no longer make or save
any changes unless the Reviewer or FAB returns it to you. The Plan File will disappear from the list of available
files in the Process pane.

Revised 8.2024
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If your Reviewer returns your Plan File to you for further edits, you will receive another email notification from
“noreply@axiomepm.com,” and the file will again appear in your Notifications and Process panes:

< Axiom Assistant Q Home x
My Notifications
g
S + @ sYL Submission
e Process - TEST process
notification - 1
5 reopened task(s)
s 1 process task(s) have been
a reopened in process SYLI Submission P
Ay Axiom Buc
E
2 Please login to Axiom Software to
3 complete your tasks, Welcome:
TE Process task for DEPT 11110 (Office . _
2 of Sustainability) Emily Stebbin
Process Step Mame: Preparer Step
Description:
Due Date: 3/15/2017 Submit a Footp
Plan File: SY Line Item Budget
2018 11110.xsx j 2
Rejecting User Name: Justin Axiom - . .
Martin Financial Analy
Process Comment: Please review
your input for Operating expenses,
< Axiom Assistant
Current Processes =]
o
T
5 - oo
icl:‘_ = %4 SYLl Submission Process - TEST
P You have one active task in this process
E E‘f Preparer Step
ol
= +" Mark step as comnplete... Open...
a
DEPT 11110 (Cffice of Sustai... I\\Dus tomorrow
Ly Ly
S
E= DEPT 11110 (Office of
L Preparer Step (Step 1 o
=
=]
2

After you have submitted all of your assigned Plan Files to your Reviewer, you will not see any files in the Process
pane. You may still view them, but not save them, by opening them from the “SY Line-Iltem Budget” file group.

Revised 8.2024
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¢ Axiom Assistant
Current Processes @

o

5

&5 You have no process tasks

o\ [

)

o

<] .

3 Axiom Buc

g

=]

&

"‘é Welcome:

2 Emily Stebbin
Reviewers

Axiom User Guide: SY Line-ltem

After a Preparer has submitted a Plan File for review, Budget Reviewers will receive an email notification from
“noreply@axiomepm.com” that a Plan File is ready for them to work on. When you log in to Axiom, you will see a
list of the files that are assigned to you as a Reviewer in the left-hand Process pane, as well as notifications in the

left-hand Notifications pane:

Current Processes @
E Showing my processes only Show all processes
s
il .fd. SYLI Submission Process - TEST  View status
N 372 plan files stalled in this process
§ You have 3 active tasks in this process
&
& B3 Reviewer Step Show process view
E Process Actions ~ Open...
:E DEPT 11110 (Office of Sustainability) Due tomorrow
i':|:.: DEPT 11200 (Controllers Office) Due tomorrow
2 DEPT 11220 (Fin Rptng & Acct Swes) Due tomorrow

If you need to send a Plan File back to the Preparer click on the desired Plan File and then click on Process Actions.
A pop-up will appear as shown below. Click on Reject. There is another method to send Plan Files back to the

Preparer discussed in below Workflow process.

’: Reviewer Step

v/ Approve... Dffice of the Dean) No due date

X  Reject... nt Cancer Center) No du
[T TDEPT 55T20 {COM Microbio & Molec... No t
DEPT 55800 (Neurological Sciences) No due date

Revised 8.2024
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To begin the review process open desired Plan File. If the Preparer
this file, you will see them in the left-hand “Message Stream” pane.

< Axiom Assistant € Home [SY 2018] 11508 (R/O)
3311 BV 3V BX
+ Add Comment @ =
5 24 4
% Mo comments found - Click 'Add Comment || 45 ﬂ The 1 'ni\vrsir}- ﬂ_I' Vermont
= as fl
£ a7 IBudget Inﬂ.ut Form - Dept 11508 - {
E 48 Level Acct
‘;u"n 5z
= 53 DSTFS Staff Salary
g 54 E5200 Sal&Wg - Staff Salarieg
55 Delete Line
56 E5200
58 E5200
L\\, 60 E5200
62 E5200
64 E5200

Axiom User Guide: SY Line-ltem

has entered any comments associated with

As a Reviewer, you can (1) make any desired changes yourself before submitting the file to FAB, (2) submit the file

to FAB as-is, or (3) return the file to the Preparer for editing.

Save the Plan File to open the Process Action pop-up window. Select the desired Process Action by ticking the
relevant radio button, as shown in the three screenshots below:

1. Leavein current step (keep the file with you) if you need to continue working with it. This is the default.

e Process Action

|-0-$ Perform process action for 'SYLI Submission Process - TEST

*

. .
e Emily Stebbins-Wheelock

() Return to previous step

-

w Justin Axiom - Martin

Next Step

Previous Step Current Step
D‘ Preparer Step E24 Reviewer Step FAB Approval

Logan Axiom - Anderson

®) Leave in current step

(O Advance to next step

No action will be taken for DEPT 11110 (Cffice of Sustainability).

Comment: Any comment will be stored with the process and included in notifications to the next step owner.

QK

Cancel

Revised 8.2024
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2. Advance to next step to submit the file to FAB for final approval, adding comments if desired.

e Process Action

FO.:L Perform process action for 'SYLI Submission Process - TEST'

Previous Step

Current Step
D Preparer Step
]

e Emily Stebbins-Wheelock

Mext Step
=
&5 Reviewer Step

E4 FAB Approval
& Justin Axiom - Martin
() Return to previous step

& Logan Axiom - Anderson
(O Leave in current step

Step will be approved for DEPT 11110 (Cffice of Sustainability).

(®) Advance to next step

Comment: Any comment will be stored with the process and included in notifications to the next step owner.

ok ||

Cancel

3. Return to previous step to return the file to the Preparer, adding comments if desired.
e Process Action

FO; Perform process action for 'SYLI Submission Process - TEST

X
Previous Step Current Step Next Step
D Preparer Step e E2 Reviewer Step FAB Approval
& Emily Stebbins-Wheelock e Justin Axiom - Martin Logan Axiom - Anderson
(®) Return to previous step

() Leave in current step

() Advance to next step
Step will be rejected for DEPT 11110 (Office of Sustainability).

Comment: Any comment will be stored with the process and included in notifications to the next step owner,
Please review your input for Operating expensesl

OK ‘ | Cancel
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If you want to move multiple Plan Files between process steps, navigate to Process pane. Click on (1) green check
mark if in Preparer Step or (2) Process Actions if Plan File is in Reviewer Step.

< Axiom Assistant

Current Processes

- @ SY Line ltem - Prep and Go Live
You have 14 active tasks in this process

Explorer

Lj‘ Preparer Step (13 tasks)

+ Mark step as complete...

Open...

Process

DEPT 30230 (Living & Learning Center)

DEPT 30231 (Residential Learning Cmty)

DEPT 30400 (VPSA & Dean of Students Ofc)
DEPT 304110 (Student & Community Relations)
DEPT 30420 (Academic Sucecess Prg)

DEPT 30430 (Career Center)

DEPT 30435 (Off Campus Agencies)

No due date &
No due date
No due date
No due date
No due date
No due date
No due date

(.;,Ha Reviewer Step

-
( Process A{ﬁonsD
=

Open...

—
DEPT 30440 (Center for Student Conduct)

MNo due date

@ Approve process step in process 'SY Line ltem - Prep and Go Live'.

Current Step Next Step

GHa Reviewer Step r_—_.g FABE Approval Step

& Dennis DePaul & Trish Cote and 5 other

Step will be approved for DEPT 30440 (Center for Student Conduct).

Comment: Any comment will be stered with the process and included in notification...

ok | [ cancel

When done working in Axiom click the “Close Axiom Software” icon on the Axiom Ribbon.

AXIOM Home

)JS )JS ’E Hsave - E: Refresh = | Freeze Panes q:':'p Print ~ £} show Home 0 DX
| | —
5] Change View = &= Add Rowls) = V7 Quick Filter M snapshot | ] Formula Bar
SYSalary  SYLlineltem | Reports Help | Close Axiom
lanning 2018 Budget 2018 - = GoTo ~ @\ Drill = D File Attachments | 17 E-mail ¥| Headings - Software
File Groups Reports File Options File Qutput Display Help Exit
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