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Rolling forward to a new capital
budget year

To roll forward from one year to the next, complete the following steps:

Step 1: Create a new file group

Step 2: Configure the new file group for next year's planning cycle

Step 3: Confirm configuration of Axiom Capital Tracking for next year's planning cycle
Step 4: Configure security for the new file group

Step 5: Run the CP Annual Rollforward utility
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Step 1: Create a new file group

The Create New File Group utility automatically creates a new file group by copying specified tables and
saving the drivers. When you create a new file group, the system automatically changes the CP_
NextYear, CP_CurrentYear, or CP_PriorYear file group alias.

To create a new file group:

1. Inthe Cap Plan Admin task pane, in the Administration section, click Create File Group > Create
New File Group, and double-click Create New File Group - Next Year.

~

Administration

¥ " Administrative Utilities

b _My Utilities

b . Capital Planning Drivers

#' Dimension Maintenance
' Process Flow Configuration
' Transfer to Capital Tracking
" Build Imported Projects

- Q Create File Group

~ 7 Create New File Group

v w

Create Mew File Group - Mext Year
Create Mew File Group - Current Year |h

Create Mew File Group - Prior Year

2. Inthe New File Group Year field, type the year to assign the new file group, and click Next.
3. Inthe General Properties dialog, click Finish.

4. The system then displays a list of the tables it will create as part of the new file group for the next
year. To continue, click OK.

TIP: The table names include the next year somewhere in the file name.
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Confirmation

'@' The following tables will be created when the file group is saved:

CPAdditionalSheet_2019 (cloned from CPAdditionalSheet)
CP2019_Assumptions WEE (cloned from CP_Assumptions)
CP2019_BusinessPlan_WEB (cloned from CP_BusinessPlan)
CP2019_CapitalCommittee_WEE (cloned from
CP_CapitalCommittee)
CP2019_CapQuestions_WEB (cloned from CP_CapQuestions)
CP2019_Category WEB  (cloned from CP_Category)
CP2019_ConstraintAlloc_WEB (cloned from CP_ConstraintAlloc)
CP2019_ConstraintCalc_WEB (cloned from CP_ConstraintCalc)
CPComments2019 WEB  (cloned from CPComments)
CPData2019_WEB (cloned fram CPData)
CPDATAMIZ019_ WEB (cloned from CPDATANI)
CP2019_Defaults WEB  (cloned from CP_Defaults)
CP2019_DiscountRate WEB (cloned from CP_DiscountRate)
CPRECQ2019_WEB (cloned from CPREQ)
CP2019_Matriz_WEB (cloned from CP_Matrix)
CP2019_PickLists_WEE (cloned from CP_PickLists)
CPProformalnput_2019  (cloened from CPProformalnput)
CP2019_ProjectGroup_WEB (cloned from CP_ProjectGroup)
CP2019_ProjectType_WEB (cloned from CP_ProjectType)
CP2019_PurchasePeriod_WEB (cloned from CP_PurchasePeriod)
CP2019_SetlUp_WEE (cloned from CP_SetUp)
CP2019_Summarylnputs_WEE (cloned from CP_Summarylnputs)
CP2019_Templates'WEE  (cloned from CP_Templates)
CP2019_TextFields WEEB (cloned from CP_TextFields)
CP2019_Usefullife_WEE (cloned from CP_UsefulLife)
CP2019_VotingCriteria_WEE (cloned from CP_VotingCriteria)

Click OK to continue,

OK | Cancel

NOTE: This may take a few minutes to complete.

5. The system displays a confirmation prompt that the file group saved successfully. Click OK.

6. Inthe Edit File Group dialog, to continue creating the file group, click OK.

IMPORTANT: Do NOT make changes to any of the fields in this dialog. If you click Cancel, the
system will not create the file group.

7. Inthe Cap Plan Admin task pane, double-click Create New File Group - Current Year, and repeat
Steps 3-5.

8. Inthe Cap Plan Admin task pane, double-click Create New File Group - Prior Year, and repeat
Steps 3-5.

9. Close and then re-open the Cap Plan Admin task pane.

10. After the file group is created, the system runs the RefreshDocumentListHandler Scheduler job
that saves the default Kaufman Hall information to the Default Data driver. For this step, do the
following to check that the job runs successfully:

a. Inthe Admin ribbon tab, click Scheduler.
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b. Click Job Results.

c. Check that Success displays in the Status column.

AR LI
Scheduled Event File RemoteData Job Servers Refresh
Jobs  Handlers Watchers Connections Results

Service View Actions.

I Scheduled Jobs |  Result History

D Job User Status Server Start Time Duration
324 RefreshDocumentListHandler osamaras Success. SKHCSC02 3/14/2018 15:06 00:00:21
16 KH_Upd: ‘admin Success SKHCSC02 3/14/2018 15:02 00:00:54

Rolling Forward Guide Axiom Capital Planning and Tracking | 7



Step 2: Configure the new file group
or next year's planning cycle

After the Axiom Capital Planning update is installed, complete the following steps to set up the new file
group for the next year’s capital planning cycle.

To configure the new file group for next year's planning cycle:

1. Inthe Admin ribbon tab, in the System Management group, click System Browser.

AN

HE

System

Scheduler

Process

Admin Task | Security Locked

Imports & Data

Panes v - ltems | Browser

Fl

Utilities

Management ~

VVOTETIOW L

2. In Axiom Explorer, select the File Group Aliases folder, and double-click CP_CurrentYear_Web.

a" Axiom Explerer

¢ Favorites
b ] Recent

8P _CurrentVear
BP_NextYear

¥Z] Budget-2017

The File Group assaciated with the current year's budget plan.

| My Documents BP_PriorVear

Budget-2018
Budget-2016

The File Group assaciated with the next year's budget plan.
The File Group assaciated with the prior year's budget plan.

File Groups ~
File Group Aliases

Budget-2016

udget-2017

udget-2018

apital Tracking-Projects

apital Tracking-Purchase Requests

spitalPlanning-2017
=pitalPlanning-2018
spitalPlanning-2019
st Management-2016

CM_CurrentVear
CM_NextYear

Cost Management-2016
Cost Management-2017

[CP_CurrentYear_Web

CapialPlanning 2018 |

CP_NextYear_Web
CP_PrierYear_Web
CT_Projects_Web

CapitalPlanning-2019

CapitalPlanning-2017
Capital Tracking-Projects

Cost Management Current Year File Group

CT_PurchaseRequests_Web
FP_CurrentYear
FP_Nextear

FP_Priorear

Financial Planning-2017
Financial Planning-2018
Financial Planning-2016

Capital Tracking-Purchase Requ

The File Group assaciated with the current year's financial plan.
The File Group assaciated with next year's financial plan.
The File Group assaciated with the prior year's financial plan.

(€ J5] \Axiom\File Groups\FileGroupAliases )
File = View~
My Files - Alias Name File Group MName Description

o5t Management-2017
osting

3. In Axiom Explorer, select the File Group Aliases folder, and double-click CP_CurrentYear.

8" Axiom Explorer 7 X

| My Documents
File Groups

. File Group Aliases
udget-2016
udget-2017

apital Planning Forms OLD
=pital Planning-2016
apital Planning-2017
spital Planning-2018
spital Planning-2019
spital Tracking-Projects

=pital Tracking-Purchase Requests

udget-2019 (PROTOTYPE) (Budgeting V1)

spital Tracking-Projects V1 (Capital Tracking - F

BP_PriorYear
CM_Current¥ear
CM_NextYear

Budget-2016
Cost Management-2018
Cost Management-2018

The File Group assaciated with the prior year's budget plan.

Cost Management Current Year File Group

CP_CurrentYear
CP_Current¥ear Web
CP_NextYear
CP_NextYear_Web
CP_Prior¥ear
CP_Prior¥ear_Web
CT_Projects

CT Projects_Web
CT_PurchaseRequests
CT_PurchaseRequests Web

Capital Planning-2018
CapitalPlanning-2012 (PROTOTY
Capital Planning-2019
CapitalPlanning-2012 (PROTOTY
Capital Planning-2017
CapitalPlanning-2012 (PROTOTY
Capital Tracking-Projects
Capital Tracking-Projects V1
Capital Tracking-Purchase Requ
) Capital Tracking-Purchase Requ

The File Group assaciated with the current year's capital plan. @

The File Group assaciated with next year's capital plan.
The File Group assaciated with the prior year's capital plan.
The File Group associated with the projects in Capital Tracking.

The File Group associated with the purchase requests in Capital Tracking.

4. Inthe Edit File Group Alias dialog, next to the File Group field, click the folder icon.
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(< X5] \Axiom!File Groups\FileGroupAliases =
File = View~ [ Edit
My Files Alias Name File Group Name Description
3¢ Favorites BP_CurrentYear Budget-2016 The File Group associated with the current year's budget plan.
} il Recent BP_Next¥ear Budget-2019 (PROTOTYPE) The File Group associated with the next year's budget plan.




5. Inthe Choose File Group, select the new file group to use for next year, and click OK.

6. Repeat Steps 2-5 for the following:
o CP_PriorYear_Web —Select the file group alias to use for the prior year's planning cycle.
o CP_NextYear_Web —Select the file group alias to use for the next year's planning cycle.
o CP_PriorYear —Select the file group alias to use for the prior year's planning cycle.
o CP_NextYear —Select the file group alias to use for the next year's planning cycle.

7. In Axiom Explorer, expand the selection for the most recent file group used, and click Utilities >
Process Flow Configuration.

a8 Axiom Explorer

@ \_/J VAxiom\File Groups\CapitalPlanning-2019

File=  View~ B Edit =] Clone ER Manage Restore Points  E[2) Restore Plan Files
My Files - Na:ne
7% Favorites m Calc Method Libraries

b "Gl Recent

m Drivers

m Plan File Attachments
[ Plan Files

m Process Definiticns

. My Documents

File Groups

.. File Group Aliases

¥ V=] Budget-2016

b IZ] Budget-2017 W] Templates
b /=] Budget-2019 (PROTOTYPE) (Budgeting V1) W utilities

¥ VZ] Capital Planning Forms OLD I Workflow
¥ V=] Capital Planning-2016

~ V=] Capital Planning-2017
m Calc Methed Libraries
m Drivers
¥ I Plan File Attachments
B Plan Files
m Process Definitions
m Templates
~ W utilities
.| Process Flow Configuration +
m Workflow
D'-T:l Scenarios

8. Right-click the Process Flow Step Ownership workbook, and click Export Without Refresh.
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Axiom Explorer

@ J L’: \Wxiom\File Groups\CapitalPlanning-2017\Utilities\Process Flow Configuration Q
File ~ View ~ Open ~
” S
My Files Name Modified Locked By Size Type
7% Favorites @JCP Process Flow Manual Assignment 772272016 11:46 AM B2 KB Microsaft
=l Recent () CP Process Flow Step Ownership 7/8/2016 9:18 AM 106 KB Microsoft

) My Documents
Open

Open Read Only
Open Without Refresh

File Groups

}i File Group Aliases

» {E Budget-2017 Document history...
+ & Budget-2019 (PROTOTYPE) (Budgeting V1) Cut
» {Z] Capital Planning Forms OLD Copy

» =] Capital Planning-2016

+ {Z]Capital Planning-2017 felar
W Calc Method Libraries Delete
m Drivers Export
* [ Plan File Attachments
m Plan Files - Copy shortcut to dipboard
m Process Definitions
m Templates Copy document path to clipboard
- [ Utilities Add to Favorites
}. Process Flow Configuration Package Details..
m Waorkflow

D';-'l:l Scenarios

9. Save the CP Process Flow Step Ownership workbook to your computer or any network folder.

10. In Axiom Explorer, expand the selection for the next year’s file group, and select the Utilities >
Process Flow Configuration folder.

om Explorer

@ Q l‘m \Axiom\File Groups\CapitalPlanning-2018\Utilities\ Prac

File = View ~
My Files .
¢ Favorites (&) CP Process |
' ir-' Recent @]CP Process |

.. My Documents
File Groups

\u File Group Aliases
¥ 2] Budget-2016
¥ =] Budget-2017
¥ VZ] Budget-2019 (PROTOTYPE) (Budgeting V1)
[ = Capital Planning Forms OLD
» {Z] Capital Planning-2016
¥ {Z] Capital Planning-2017
~ V2] Capital Planning-2018
I] Calc Method Libraries
I] Drivers
» [ Plan File Attachments
0 Plan Files
m Process Definitions e
m Templates
~ [ utilities
| Process Flow Configuration
I] Workflow
LR Scenaring
{Z] Capital Planning-2019
=] Capital Tracking-Projects

P ranital Tearlina Drniacte W1 iCanital Teackie
» «

L R

11. Right-click on any blank white space, and select Import Utilities.
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12.

13.
14.

15.

8 Axiom Explorer

File = View =

@ \_.;1 lﬁ' Waxiom\File Groups\CapitalPlanning-2018\Utilities\Process Flow Configuration

My Files
+r Favorites
b “El Recent
. My Documents

File Groups

| File Group Aliases
Budget-2016
V=] Budget-2017
Budget-2019 (PROTOTYPE) (Budgeting V1)
¥Z] Capital Planning Forms QLD
¥Z] Capital Planning-2016
¥Z] Capital Planning-2017
v VZ] Capital Planning-2018
m Calc Methed Libraries
m Drivers
» B Plan File Attachments
I Pian Files
m Process Definitions
m Templates
- [ utilities
|« Process Flow Configuration
m Workflow
|:|,'-T:| Scenarios

- T v v w w

F
Mame

(E[] CP Process Flow Manual Assignment
@] CP Process Flow Step Ownership

Mew »

Import Utilities

Browse your computer, and select the CP Process Flow Step Ownership workbook that you

recently exported.

At the Confirmation prompt, click Yes.

In Axiom Explorer, expand the selection for the most recent file group used, and click Process

Definitions > Process Flow Configuration.

Right-click the Capital Planning 20XX Approval definition, and select Export.
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16.
17.

18.

19.

Rolling Forward Guide

8" Axiom Explorer

@ { _) ’ Yaxiom\File Groups\CapitalPlanning-2017\Process Definitions
- | =
File = View - Open ~ % View Process Status %) Manage Current Processes
My Files . Name Modified Locked By
3¢ Favorites [} Capital Planning 2017 Approval e
bl Recent Edit
\ My Documents Open Read Only
File Groups Process Status
. File Group Aliases Document history...
» VZ] Budget-2016 Cut
¥ 1= Budget-2017 -
» [Z] Budget-2019 (PROTOTYPE) (Budgeting V1) LY
» Z] Capital Planning Forms OLD Rename
» V=] Capital Planning-2016 Delete
+ {Z] Capital Planning-2017 e
% {[Z)a!c Method Libraries Copy shortcut to clipboard
rivers
» m Plan File Attachments Copy document path to clipboard
m Plan Files Add to Favorites
Il Process Definitions Package Details...
m Templates
v [ utilities
m Warkflow
I:I'?U Scenarics

Save the Capital Planning 20XX Approval Process to your computer or any network folder.

Go to the file that was exported on your computer/network, and change the name of the file to
increase the year by one. For example, change Capital Planning 2017 Approval to Capital Planning
2018 Approval.

In Axiom Explorer, expand the selection for the next year’s file group, and select the Process
Definitions folder.

Right-click on any blank white space, and select Import Files.
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8 Axiom Explorer

@ J lﬁ: YWaxiomFile Groups\CapitalPlanning-2018\Process Definitions

File = View ~
My Files = Name Maodified
7t Favorites [} Capital Planning 2018 Approval 3/21/2017 315 PM

b 5l Recent
. My Documents

File Groups

.| File Group Aliases
=] Budget-2016
» =] Budget-2017
¥ V] Budget-2019 (PROTOTYPE) (Budgeting V1)
L4 ECapital Planning Forms OLD
» =] Capital Planning-2016 New b
¥ '] Capital Planning-2017
~ ¥Z] Capital Planning-2018
m Cale Methed Libraries
m Crrivers
¥ [l Plan File Attachments
[ Plan Files
m Process Definitions
m Templates
v [l utilities
m Woaorkflow
I:I'?U Scenarios

20. Browse your computer, and select the Capital Planning 20XX Approval Process that you recently
exported and renamed.

21. Atthe Confirmation prompt, click Yes.

22. In Axiom Explorer, right-click the new file group, and click Edit.
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File Groups

./ File Group Aliases
ARP WEB V1 (ARP WEB V1)
Budget-2016
Budget-2017
Budget-2018
Budget-2019
Budgeting V1 (Budgeting V1)
Budgeting V2 (Budgeting V2 Retired)
Budgeting V3 (Budgsting V3)
Budgeting V4 (Budgeting V4)
Budgeting V5 (Budgeting V5)
Capital Planning WEB V1 (Capital Planning WEE V1)
Capital Planning-2016

Capital Planning-2018

3] Capital Planning-2019
Capital Planning-2Q20 New

Capital Edit

Capital Planning-2022 Clone
Capital Planning-2023
Capital Tracking-Project
Capital Tracking-Project
Capital Tracking-Project Create Scenario
Capital Tracking-Purcha: Delete

Capital Tracking-Purcha: Add to Favorites

Restore Plan Files

|
|
¥
|
|
|
¥
|
|
|
¥
|
|
» ¥=] Capital Planning-2017
¥
]
|
|
¥
|
|
" Manage Restore Points
¥

|

|

|

V=] Capital Tracking-Purchaitcreaueserrore

23. Inthe Edit File Group dialog, in the Process Options > Plan File Process field, click Browse .
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A | Edit File Group

—
?9 Edit properties for File Group "Capital Planning-2019".

File Group | Options | Variables | Display Columns | Web Configuration | Triggers

Template Options Plan File Options
Allow Generation of Plan Files from Templates Enable Plan File Attachments
Default Template | CapProjectMaster1d N Disable Clone Existing Plan Files
[] Use Virtual Plan Files
Tempiate Column ’ [] Process Plan Files with Utilities

Show On List Column | ShowOnlist ~

Notification Options
Default Notification Address

Motification Address Calumn | Nene

Process Options

Plan File Process

On Demand Options
Add File Message | Add a New Capital Request

Add File Form MNewRequestForm.xlsx

Clone File Farm

| Apply || OK || Cancel |

24. Inthe Axiom Explorer: File Groups dialog, select the newly imported process, and click Open.

A | Axiom Explorer: File Groups ? X
€] _) lj‘ \Axiom\File Groups\CapitalPlanning-201%\Process Definitions ]

File = View ~ Open ~

File Groups - Name Modified Locked By Size Type Modified By D

¥ i File Group Nim# | | Capital Planning 2019 Approval  7/24/2019 5:01 AM 21KB AXP File  ASDadmin
~ V2] Capital Planning-2019

m Process Definitions
r¢ Capital Planning 2019 Approval  Description:
-u.d' AXP File Size: 21KB Date modified: 7/24/2019 5:01 AM Locked by: Open ][ Close

25. Inthe Edit File Group dialog, click OK.

26. In Axiom Explorer, navigate to the file group that includes the new Capital Planning 20XX Approval
Process you just imported, and double-click it.
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~ ¥z] Capital Planning-2019
Cpen Plan Files
F,L;;',," Create Plan Files
EE’ Process Plan Files
* Templates
k L_'<> Drivers
» =] Utilities
- fg Process Definitions

.ﬂ- Capital Planning 2019 Approval
g:E Scenarics

27. Ontheright side of the dialog, click Start Process to enable the workflow in the system.

A | Edit Plan File Process

r@; Edit the definition of plan file process 'Capital Planning 2019 Approval' in File Group 'Capital Planning-2019".

o This process is currently inactive.

Process Properties | Process Steps | Notifications | Web Configuration

Process Name | Capital Planning 2019 Approval

Display Name |Capital Planning 2019 Approva

Description

[27] Process Owner |System Administrator Select User... | | Select Role...

Configuration Properties
Allow step owners to see all steps in the process task pane

Default Process Assignment | <none selected> r

e,H.g Default Rejection Behavier | Return to the previous step ¥

On Demand Properties
Enable aborting plan file pracesses by assigned users at specified approval steps

Abort process command text | Deny request

gﬁ Process Initiator Column s

Apply

28. At the Confirmation prompt, click OK.

Proceed to Step 3: Confirm configuration of Axiom Capital Tracking for next year's planning cycle.
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Step 3: Confirm configuration of
Axiom Capital Tracking for next year's
planning cycle

There are two worksheets in the CT Ref Table Update Reports workbook that - while not drivers
themselves - are functionally similar. Each of these worksheets allow you to select the fields that a user is
required to complete to submit a purchase request.

NOTE: Your organization normally updates this table at the beginning of each fiscal year.

To configure capital tracking for next year's planning cycle:

1. Inthe Cap Track Admin task pane, in the Administration section, click Administrative Utilities,
and double-click CT Ref Table Update Reports.

Administration

DF‘urchase Request Drivers
s+ Dimenszion Maintenance

- Administrative Utilities
[ Dimensions Update Reports

CT Ref Table Update Reports é

GLFPeriod lable Updates
¥ Other Utilities
J Security Setup

k Capital Tracking Data Diagrams
r Process Flow Configuration
r Build Imported Projects

2. Select the SUITEVARIABLES worksheet, and update the CapTrackYr to the current fiscal year. You
should only make this update after the new fiscal year begins.
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& KH Home [ [ T Ref Table Updates

Capital Tracking Variables Update Utility

Variabla Description Parameter

CapTrack¥r Capital Tracking Active Year 2017

DelrverTo Lhcifbd ttems SUITEVARIABLES

3. To update the Capital Tracking Active Year in the system, click Save.

Proceed to Step 4: Configure security for the new file group.
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Step 4: Configure security for the new
file group

You do not need to update the security for the user filters, but you do need to update the security for
the new file group added with the installation.
To configure security for the new file group:

1. Inthe Admin ribbon tab, in the System Management group, click Security > Open in

Spreadsheet.
m MAIN ADMIN Home
FI- T—\I
Eh » FEH!

Security Locked System  Scheduler

Admin Task
Iterns  Browser

Panes - -

Security Manmager
¢ Axiom Ad TE1 | Open in Spreadsheet H

- System Access
Capital PI [

2% Creal Logged In Users

aF Lrea

i) Oper F@  File Group Permission Report
@ Capit L_[;] Table Parmission Report

= ik Umme | il

d Tasks

In the Open Security in Spreadsheet dialog, select the File Groups check box, and unselect all

other check boxes, and then click OK.
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8 ' Open Security in Spreadsheet

Present users and roles: '® Horizontally ) Vertically

Select items to include:

I File Groups

b [] Tables

I [] Table Types
[ ] Permissicns

[ ] Filter users

| ok || Cancel |

3. Set up the new file group security with the same settings and user filters used for the previous file
group. Copy the entire row from the previous file group, and paste to the same row for the new
file group.

[file access level] = Read
[calc method permission] = Insert
[interacts with process management] = TRUE

[access filter, ignored if all plan files] = should be the same as previous File Group

CapitalPlanning-2018 [modify file group] FALSE
CapitalPlanning-2018 [create plan files] FALSE
CapitalPlanning-2018 [create new records] FALSE
CapitalPlanning-2018 [process plan files] FALSE
CapitalPlanning-2018 [run Axiom Queries] FALSE
CapitalPlanning-2018 [ ge calc methods] FALSE
hapitalPIanning—MlB [file access level] Read | @
CapitalPlanning-2018 [save data] FALSE
CapitalPlanning-2018 [unprotect] FALSE
[CapitalPlanning-2018 [calc method permission] Insert |é
CapitalPlanning-2018 [sheet assistant] FALSE
CapitalPlanning-2018 [file processing assistant] FALSE

apitalPlanning-2018 [interacts with process management] TRUE I é
CapitalPlanning-2018 [all plan files] FALSE
CapitalPlanning-2018 [access filter, ignored if all plan files] I @
CapitalPlanning-2018 [role inheritance mode] Independent
CapitalPlanning-2018 [inherit role, blank means all]

4. After you are done making changes, in the Main ribbon tab, click Save.

Proceed to Step 5: Run the CP Annual Rollforward utility.
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Step 5: Run the CP Annual
Rollforward utility

Use this utility to copy all driver file settings and configurations to the next planning year.

IMPORTANT: Saving the data after you run this utility will overwrite existing data in the CP_Next Year
file group drivers. Be sure that you have performed the previous roll forward instructions before
saving this report.

To run the CP Annual Rollforward utility:

1. Inthe Cap Plan Admin task pane, in the Administration section, click Administrative Utilities >
Other Utilities, and double-click CP Annual Rollforward Utility.

Administration *"
b Capital Planning Drivers
» Dimension Maintenance
= - Administrative Utilities
@_]Dimensions Update Reports
k L_'<L:' Current Year Driver Files
¥ [ Prior Year Driver Files
- Other Utilities
@BEfDrE Ul - CP Assign ProjectlD - TC
(=] Clone Utility
[EF] CP Annual Rollforward Utility Ié
EF] CP Assign ProjectiD
(] CPREQ Table Update
I%L’lTrar‘.str Utility

2. Refresh the data by doing one of the following:
o Inthe Main ribbon tab, in the Workbook Options group, click Refresh Data.

m MAIN HELP ADMIN Home
[ ? & P ﬁz@\ i

Open App Online Mavigation Save Refresh | Change  Drill  Additions Q_UiCk GoTo
Menus « He|p - - Data View = - - Filter -

o Press F9.
3. Verify that the data loaded correctly.

4. When you are ready to save the data to the database, in the Main ribbon tab, click Save.
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MAIN HELP ADMIN HOV
P ? OO = T>

Open App Online Navigation | Save Refresh Change Drill Additions Q.U"Ck GoTo
Menus ~ H.:_l|p - - Data View - - Filter -

Applications Help File Options Workbook Options
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