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Welcome to Axiom Financial Planning
Axiom Financial Planning contains all the necessary tools to model the finances of any facility-based
operation (For example, hospitals, long-term care facilities, rehab, or psychiatric facilities), and generate
comprehensive projections and what-if scenarios to support multi-year financial planning. Using the
software, you can evaluate proposed capital investments, establish short- and long-term profitability
targets, and/or quantify the impacts of operational or market strategies.

While Axiom Financial Planning is flexible and powerful enough to support any approach to financial
management, the real value of the software comes from Syntellis's library of healthcare-specific
templates, reports, and utilities. Based on our 25+ years of experience as trusted advisors to healthcare
institutions, these tools can help your organization establish and maintain the solid financial foundation
necessary to fulfill its mission.

Axiom Financial Planning is supported by a team of specialists who together have helped hundreds of
healthcare organizations apply our solutions to meet their strategic and financial goals. During
implementation, a Syntellis implementation consultant will help you configure the application to match
your organization's structure and preferences. If you encounter any difficulties or unanticipated
situations while using the software, contact Syntellis Support.

What is covered in this document
This manual is written for users assigned the Financial Planning Administrator role. This is an individual at
your organization tasked with configuring, maintaining, and controlling other users' access to Axiom
Financial Planning-related features and data. As an Axiom Financial Planning Administrator, you have
access to features and menus that are unavailable to regular end users such as department managers,
non-finance executives, and other stakeholders. In some cases, the same screen or workbook might
display slightly differently in your interface than it would for an end user. As an Axiom Financial Planning
Administrator, you also have access to all of the cost management reports, including:

l Financial Statements
l Consolidating by Node
l Financial Analysis reports
l Sensitivity Analysis reports

1
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This manual is written for users assigned the Financial Planning User role. As a Axiom Financial Planning
User, you have access to the following reports:

l Financial Statements
l Consolidating by Node
l Financial Analysis reports
l Sensitivity Analysis reports

You do not have access to dimensions, drivers, or the integration utility unless specifically granted access
by your administrator.
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What’s new
Welcome to Version 2021.3 of Axiom Financial Planning!

While no new functionality has been added or enhanced in Axiom Financial Planning, it does deliver
enhancements from Axiom Version 2021.3. For more information, see Axiom 2021.3 Release Notes.
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Understanding the Financial Management Cycle
The Axiom Healthcare Suite products support an iterative, continuous cycle where strategic plans define
day-to-day operational targets while operational data informs long-term strategic planning.

In practical terms, all of the products in the Axiom Healthcare Suite work together to keep strategic plans
rooted in day-to-day operational reality while ensuring that operations align with long-term strategic
plans. For instance, targets established in Axiom Financial Planning pass to Axiom Capital Planning as well
as Axiom Budgeting and/or Axiom Rolling Forecasting, while data from the Axiom Budgeting and Axiom
Cost Accounting applications drive the analyses that Axiom Financial Planning uses to set targets.

While you can use these products independently, they complement one another, with each product
addressing different aspects of the financial management cycle.

Understanding how Axiom Financial Planning works
Axiom Financial Planning and the other Axiom products store data (financial data, labor data, key
statistics, and so on) in a central database, and then pull that data into the interface where you can view,
enter, or modify the data. This allows unmatched flexibility for reporting and modeling your
organization's finances without needing advanced programming skills. Anyone with intermediate-level
spreadsheet skills can master the Axiom Financial Planning core features.

Axiom Financial Planning also uses spreadsheets and/or forms to edit system configuration settings and
preferences for how data is stored, formatted, and calculated within the system.

Financial Planning best practices
Though Axiom Financial Planning is flexible enough to support whatever planning methods your
organization might prefer, it has been our experience that organizations get the best results when
strategic planning is tied directly to operations. To that end, we recommend that your organization
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follow a process similar to the following:

1. Confer with leadership to define long-term goals per your organization's mission and create a
multi-year strategic plan for achieving those goals based on available data.

2. Present the long-range plan to managers and set current-year performance targets in line with
strategic goals.

3. Communicate quantitative expectations to all management levels, along with concrete
operational guidelines.

4. Make sure targets are defined in relation to operational volume targets established from the
financial plan.

5. Develop budgets or rolling quarterly forecasts based upon defined expectations using historical
information adjusted for Operational Targets.

6. Track operational performance and use collected data to inform future planning.

7. Evaluate and revise strategic plan as necessary on an annual basis.

The individuals who interact with this softwaremost often include:

l Director of Financial Planning – Typically a single individual who builds out an organization's
financial models and plan.

l Financial Analyst – In larger organizations with multiple entities, the Director of Financial Planning
might be assisted by one or more Financial Analysts with limited access to the system.

l Report Recipients – Outputs of Axiom Financial Planning are typically distributed to executives,
managers, board members, and sometimes external stakeholders such as banks.
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Getting Started
This section provides information on the basics of using Axiom Financial Planning, such as:

l General system navigation and user interface
l Using spreadsheet plan files and report files from an end user perspective
l Using general Axiom spreadsheet file features such as views, snapshots, and printing
l Viewing data using web-friendly reporting tools such as Web Reports and Data Explorer

This section is intended for administrators who are getting started with Axiom Financial Planning.

Home page
All users have a home page that opens automatically when you log into Axiom Financial Planning.
Depending on your system, theWeb Client home pagemay be one of the following:

l A product-specific home page for an installed Axiom Financial Planning product
l A custom home page created specifically for your organization
l The default Axiom Financial Planning home page

If you navigate away from the home page, you can return to it by using the Area menu in the Global
Navigation Bar:

Home option on Area menu

If you are in a system with installed products, the Area menu may contain product names instead of the
Home item. In that case, you can select a product name to return to the home page for that product.

2
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� Default home page
If a user does not have an assigned browser-based home page, then theWeb Client displays a default
home page. The default home page displays notifications, favorites, and quick links.

Example default home page

This default home page can also be accessed (by any user) by going to the following URL:

Example Cloud
URL

https://ClientName.axiom.cloud/Home/Launchpage

Where ClientName is the name of your Axiom Cloud system.

Example On-
Premise URL

http://ServerName/Axiom/Home/Launchpage

Where ServerName is the name of the Axiom Application Server, and Axiom is the
default name of the virtual directory.

This page has the following features:
l Notifications: You can read and delete notifications using the same features available in the

Notifications panel.

l Quick Links: You can use a set of global quick links that are displayed here for easy access. These
links are built-in to the page and cannot be customized. However, the link to the Excel Client may
not be present if your system has been configured to hide it.

l Favorites: You can open and delete web favorites.
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Launching Axiom Financial Planning applications
You can launch various Axiom Financial Planning applications from theWeb Client Quick Launch menu,
including the Axiom Excel Client and AxiomWindows Client.

The Quick Launch menu serves the following purposes:
l Users can install applications from this area as needed. Afterward, they can continue to launch

installed applications from this location, or they can use other options (such as a shortcut on their
desktop).

l For systems using SAML or OpenID authentication, this is the only option for users to launch
installed applications. SAML and OpenID authentication require users to be authenticated using
theWeb Client before they can launch a desktop application.

l Users can install and launch add-ins such as the add-ins for Microsoft Office applications.

To open the Quick Launch menu, click the Quick Launch icon in the Global Navigation Bar.

Quick Launch menu
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NOTE: The specific clients and add-ins listed on the Quick Launch menu depend on your particular
security permissions (as defined on the Permissions tab of security). If you do not have permission
to a particular client or add-in, then that item does not display on the Quick Launch menu. If you do
not have security permissions to any of the applications on the Quick Launch menu, then the icon
and themenu will not be present in the navigation bar.

� Launching the Financial Planning Desktop Client
Using the Quick Launch menu, you can launch the Financial Planning Desktop Client. Click on one of the
following icons:

Item Description

Windows Client Launches the AxiomWindows Client on your desktop.

You must have theWindows Client Access security permission in order to see
this icon and launch the client. If you do not have this permission, theWindows
Client icon is hidden.

Excel Client Launches the Axiom Excel Client on your desktop. Requires Microsoft Excel.

You must have the Excel Client Access security permission in order to see this
icon and launch the client. If you do not have this permission, the Excel Client
icon is hidden.

If the client is not already installed on the current workstation, clicking the icon will initiate the install and
then launch the client. If the client is already installed, clicking the link will launch the client. Your browser
must support ClickOnce in order to install and launch the client.

The appropriate client to use depends on your organization's preferences and on your user role. Your
organization will provide instruction as to which client you should use, and grant access to the clients as
needed.

For more information on installing theWindows Client and Excel Client, including prerequisites and
configuration details, see the Installation Guide (on-premise systems) or the Axiom Cloud Technical Guide
(Axiom Cloud systems). Some software prerequisites can be downloaded and installed from theWeb
Client. You can access the prerequisites download page from the Axiom Financial Planning About box.

NOTE: The default home page also contains links to launch theWindows Client or the Excel Client.

� Launching add-ins
Using the Quick Launch menu, you can launch Axiom Financial Planning add-ins. Click on one of the
following icons:

Administrator's Guide Axiom Financial Planning │ 14

https://help.axiom.cloud/help/2021.3/documents/platform/Axiom Installation Guide 2021.3.pdf
https://help.axiom.cloud/help/2021.3/documents/platform/Axiom Cloud Technical Guide 2021.3.pdf


Item Description

MSWord Add-In Launches the Axiom Financial Planning Add-In for Microsoft Word.

You must have theWord Add-In Access security permission in order to see this
icon and launch the add-in. If you do not have this permission, the icon is
hidden.

MS PowerPoint
Add-In

Launches the Axiom Financial Planning Add-In for Microsoft PowerPoint.

You must have the PowerPoint Add-In Access security permission in order to
see this icon and launch the add-in. If you do not have this permission, the icon
is hidden.

TheWord and PowerPoint Add-ins are optional applications to support document integration between
Axiom Financial Planning and Word or PowerPoint.

Navigation panel
Using the Navigation panel, you can navigate to your documents and to various areas of theWeb Client.

To open the Navigation panel, click themenu icon in the left side of the Task Bar. To navigate to an
area or document listed in the panel, click on the item.

Example Navigation panel

The Navigation panel updates dynamically to show the available navigation links for the currently active
area of theWeb Client. The following areas are available:
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Area Description

Default Axiom Financial Planning provides a set of standard navigation links that show
by default when you are in theWeb Client. The previous screenshot shows the
standard navigation links. These links provide access to your favorites, recent
places, web-enabled reports and forms, and the Intelligence Center.

The standard navigation links can be customized, so each client's system may
look different. Navigation links can only be customized by administrators using
the Desktop Client.

System
Administration

The system administration links showwhen you are in the System
Administration area, and provide access to features such as the TableManager,
Audit Manager, and software updates.

Product-Specific Systems with installed products may have product-specific web navigation links.

When you select a product name from the Area menu in the Global
Navigation Bar., the product-specific links display in the Navigation panel. For
more information, see the product-specific documentation.

Additionally, when you open a report or other browser-based document, that document may be
associated with a set of document-specific navigation links. These links are added to the Navigation panel
while you are in that document.

Viewing system information
Use the Axiom Financial Planning About box to see information about your current system, such as:

l Axiom Financial Planning version number
l Product version numbers
l System name
l Application server URL

The About box also contains a link to download software prerequisites, if necessary for installation of the
Desktop Client.

To open the About box:

1. Click themenu icon in the Global Navigation Bar.

2. At the bottom of the Area menu, click About Axiom Software.
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About Axiom Software at bottom of Area menu

Getting to know the interface
All Axiom products share a common interface and make use ofmany of the same features.

NOTE: The interface elements referenced in this section can vary depending on if or how your
organization customizes them. This means that topics in this manual may reference features that do
not display in your task panes, which means they may not be available for you to use. Contact your
Axiom administrator for more information.

The interface includes several sections, including:

� Display area
Themain display area of displays the open files. By default, it shows the Syntellis Home dashboard,
which displays announcements, assigned tasks, links to dashboards, and contact information for
administrators. Your Axiom Financial Planning Software product administrator configures the
information that displays on this screen.
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� Task panes
A task pane provides access to commands, utilities, reports, plan files, and so on for Axiom Financial
Planning, and displays on the left side of themain display area. To switch between task panes, click the
tabs on the left side of the interface. To expand or collapse the task panes, click the arrow in the left-hand
corner above the tabs.
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Each Axiom product includes a set of specialized task panes. Different task panes display depending on
your security role profile. The administrator role profile has access to all of the features of Axiom Financial
Planning, including drivers, dimension tables, and other system administrator features while the end
user task pane includes a subset of the options available in the Admin task pane.

Administrator's Guide Axiom Financial Planning │ 19



� Ribbon tabs
Ribbon tabs provide access to commonly used features and shortcuts to frequently accessed files. They
display above the task pane and main display areas. The role assigned to you determines the ribbon tabs
that display. For example, the Admin ribbon tab only displays to those users assigned the Administrator
role profile.

� Main
Includes commands for accomplishing most tasks in Axiom:

l Opening, closing, and saving files
l Accessing online help for products and advanced (Axiom platform) help
l Viewing data in spreadsheets
l Printing or emailing files
l Accessing shortcuts to frequently accessed reports
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� Admin
Includes commands for managing and configuring security, Scheduler jobs, processes, and data as well
as other system-related tools used by administrators. This ribbon tab only displays to users with
administrator privileges. Access to online help for products and advanced topics (Axiom platform) is also
available.

� Home
Includes standard spreadsheet commands.

Some options on the ribbon tabs display grayed out unless certain types of files such as reports or plan
files are currently open or if you do not have the necessary security permissions to use the feature.

The Excel Client displays all of the same ribbon tabs included in a normal Excel file. TheWindows Client
only includes a subset of the same ribbon tabs located in the Home ribbon tab.

TIP: When creating reports, we recommend that you use the Excel Client.
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AxiomAssistant task panes
The Axiom Assistant area provides quick and easy access to Axiom Financial Planning files and features as
you work in the Desktop Client. A variety of task panes are available to help you perform general and
context-sensitive tasks. Additionally, system administrators can create customized task panes for use in
this area.

The Axiom Assistant area is located in the left-hand side of the application, below the ribbon and to the
left of any opened files. By default, the area is expanded, and you can work with any of its available task
panes by clicking the side-tabs along the left-hand edge of the pane.

Example Axiom Assistant area

� Available task panes
The task panes available to you in the Axiom Assistant area depend on your system configuration and
your security permissions. The following task panes may be available:

Task pane Description Availability

Data Source
Assistant

Helper tool to build data sources, such
as RefreshVariables, DataLookup, and
Grid.

This task pane is system-controlled and
displays if you have the appropriate
security permissions, and the file is an
Axiom file.

Explorer Open files and other items that you
have access to, including favorites.

This task pane is included by default,
but may be disabled in your system or
restricted to only certain users.
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Task pane Description Availability

File
Processing

Configure and perform file processing
for an Axiom file, such as to perform
multipass processing, file collect, or
batch processing.

This task pane is system-controlled and
displays if you have the appropriate
security permissions and the file is
enabled for File Processing.

Form
Assistant

Configure form settings for an Axiom
file, and preview the form.

This task pane is system-controlled and
displays if you have the appropriate
security permissions and the file is
enabled for Axiom forms.

Messages View comments about the current
document, and add comments.

This task pane is system-controlled and
displays for all eligible documents.

Notifications View alert and system notifications and
open associated files.

This task pane is system-controlled and
displays if you have any active
notifications.

Process View process information and complete
process tasks. By default this task pane
only displays if it is relevant to you (for
example if you are the assigned owner
of a process task).

This task pane is included by default,
but may be disabled in your system.

Sheet
Assistant

Configure workbook and worksheet
settings for an Axiom file, including
Axiom queries.

This task pane is system-controlled and
displays if you have the appropriate
security permissions and the file is an
Axiom file.

Table View table details, set a filter, and
refresh the currently opened table.

This task pane is system-controlled and
displays when using Open Table in
Spreadsheet.

<Custom
Task Panes>

Your organization may have defined
one or more custom task panes for your
system.

Custom task panes may open
automatically when Axiom Financial
Planning is launched, or you may have
access to the Task Panes Library to open
certain task panes as needed.

The order of task panes in the Axiom Assistant area cannot bemanually changed. Your system
administrator has specified an order for the task panes that open when the system is started. System-
controlled task panes display after these startup task panes.

� Minimize Axiom Assistant
By default, the Axiom Assistant area is maximized when you first start Axiom Financial Planning. If
desired, you can minimize this area—for example, to gain more screen space while working on a file.
When minimized, the area displays as a thin strip along the left-hand side of the application, with one or
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more side-tabs for each task pane.

You can expand the Axiom Assistant area to perform a task, and then minimize it again when you are
finished.

l To minimize the Axiom Assistant pane, click the button in the header.

l To expand the Axiom Assistant pane, click the button in the collapsed header, or click on one of
the task pane tabs.

Axiom Financial Planning remembers the state of the Axiom Assistant (minimized or expanded) when you
exit the application, and will apply that state the next time you open Axiom Financial Planning on the
samemachine.

It is not possible to completely hide the Axiom Assistant area when task panes are open, however, if no
task panes are open then the Axiom Assistant area is automatically hidden (and will automatically show
again when a task pane is opened).

� Opening task panes
In most cases, the task panes that you need to use will open automatically—you do not need to
manually open them.

l Certain task panes are configured to open automatically when Axiom Financial Planning is started,
such as the Explorer task pane. These task panes are considered to be "global" task panes that
you may want to use at any timewhile you work in the system.

l Other context-sensitive task panes only open when using certain features. For example, the File
Processing task pane only displays when you open a file that is enabled for File Processing. There
is no need to manually open the task pane because it will always be available when it is relevant
(and assuming that you have security permissions to view it).

If you have access to the Task Panes Library to open certain custom task panes as needed, then you can
open a task pane by double-clicking it in the Explorer task pane or the Axiom Explorer dialog.
Alternatively, one of your "startup" task panes might be used to open other task panes.

For example, you might have access to a Monthly Reporting task pane that details the steps you need to
do to run your monthly reports, and links to those reports. You wouldn't necessarily need this task pane
to be open at all times; instead, you would only want to see it when you are ready to process your
monthly reports. You could open the task pane as needed from the Task Panes Library or from another
custom task pane that links to it.

� Closing task panes
Most task panes cannot bemanually closed. Either they are global task panes that always apply, or they
are context-sensitive task panes that close automatically when the associated file or feature is closed.
Alternatively, you can minimize the Axiom Assistant area to "hide" all task panes and gain more screen
space for your open files.
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If a task pane is closeable, then you can close it by clicking the X icon on the side-tab for the task pane. If
this icon is not present, then the task pane cannot be closed. Typically, only task panes that you open
manually can be closed manually, but in some cases you may also be able to close task panes that open
on startup.

� Using task panes in the Axiom Excel Client
When using the Axiom Excel Client, each file opens within its own window, and each windowmaintains its
own set of ribbon tabs and task panes. This means that as you switch windows, the set of task panes
available in each windowmay be different. For example:

l If you manually opened a task pane in one window, that task pane will only be present in that
window. It will not be present in other windows.

l The currently active task pane is managed independently for each window, so the active task pane
may change as you change windows. (This can also occur when using the AxiomWindows Client, if
you switch between files that have different default task pane associations. However, in the Axiom
Excel Client it may also happen when switching between files with the same default task pane
associations.)

l The current state of task panes is managed independently for each window. For example, if you
expand the Reports Library in the Explorer task pane in one window, that expansion will not be
present if you switch to a different window.

Opening the Axiom Financial Planning task panes
To open the Axiom Financial Planing task panes:

l For administrators, in the Admin ribbon tab, click Admin Task Panes, and select Financial
Planning Admin.
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l For end users, in theMain ribbon tab, click Open App Menus, and select Financial Planning.

Opening the Explorer task pane
Axiom Financial Planning provides a built-in Explorer task pane so that you can quickly access your
favorites, recent items, and all the files that you have rights to access.

TIP: You can also access Favorites, Recent, and My Documents from theMy Files and Tasks task
pane.

By default, all users are given access to this task pane. If desired, administrators can disable use of this
task pane entirely, or restrict access to certain sets of users.
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To access the Explorer task pane:
l In theMain ribbon tab, click Navigation, and select Explorer.

Viewing and completing process tasks using the Process task pane
The Process Management feature can be used to manage and track any Axiom-related process. A
process is a series of defined steps that represent the tasks to be completed. If you are the assigned
owner of a step in a process, then it is your responsibility to perform the necessary task and mark the
step as complete by the specified due date. You can do this by using the Process task pane.

The Process task pane displays in the Desktop Client automatically when you are the owner of an active
step in a process. The task pane displays one or more processes in which you have active tasks. The
process summary displays the process name and the number of active tasks you have in the process.

NOTE: The Process task pane is available by default, but may be disabled or customized in your
system.

To view your active tasks in a process, click the arrow button on the left-hand side to expand the process
(or double-click the process summary). Your active task(s) are listed underneath. For each task you can
see the step name, the due date, and any additional details about the step. The following screenshot
shows an example Process task pane with an active task:
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Using the Process task pane, you can do the following:
l Open associated files and features: Some tasks may have a link to an associated file or feature, to

help you perform the task. Other tasks do not have these links. If no link is present, then you will
need to manually navigate to any file or feature needed to perform the task.

l Complete the step: When you have finished your task, you must mark the step as complete. In
most cases you do this by clickingMark step as complete.

However, there is also a special type of step known as an "approval step." In this case you must
indicate whether you approve the process to continue by clicking either Approve or Reject.
Approvemeans that the process will move to the next step, and Reject means that the process
will return to a prior step.

l View the entire process: By default, only your active step is shown in the task pane. In some
cases, you may have the option to view all steps in the process, so that you can see how your
active step relates to the overall process. If this option is present in the task pane, then click Show
process view to see all steps in the process, including previously completed steps and steps to be
performed in the future. This view is for information only; you cannot complete steps in Process
View. To return to Task View, click Show task view. Process View is only available to step owners if
the process has been configured to allow access to it.

� Step types
Each step listed in the Process task pane has an icon that indicates what type of step it is.

Icon Step Type Description

Approval This step requires you to approve the process to continue to the next
step, or reject the process to return it to a prior step.

Edit Plan File This step requires you to work on a plan file.
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Icon Step Type Description

File Group This step requires you to perform a task on a file group.

Generic This step can require you to perform any kind of task.

Import This step requires you to perform a task on an import.

Multiple
Approvals

This step is a Multiple Approvals Step, which means that all the sub-
steps underneath it can be performed in any order instead of
sequentially. You may be responsible for one or more sub-steps of
the subprocess.

NOTE: This icon only displays in Process View, where you can see the
parent step as well as all sub-steps. Parent steps do not display in
Task View; only currently active sub-steps show.

Parallel
Subprocess

This step is a Parallel Subprocess, which means that all the sub-steps
underneath it can be performed in any order instead of sequentially.
You may be responsible for one or more sub-steps of the subprocess.

NOTE: This icon only displays in Process View, where you can see the
parent step as well as all sub-steps. Parent steps do not display in
Task View; only currently active sub-steps show.

Report This step requires you to perform a task on a report.

Scheduler This step automatically runs a designated Scheduler job. The status
of the job displays in the task pane for your information only. Under
normal circumstances, you do not need to do anything to complete
this step, all job processing and step completion occurs
automatically.

Table This step requires you to perform a task on a table.

With the exception of the Scheduler step type, keep in mind that Axiom Financial Planning does not
automate any of the tasks. Although a file or featuremay be associated with a step, it is still up to you to
use that file or feature as necessary to perform the task. Other tasks may not be associated with any file
or feature, and it is up to you to perform the task as necessary.

If you are unclear what needs to be done to perform the task, make sure to review the step description
(in the step tooltip) and then contact your system administrator if you have any further questions.

� Completing steps
To complete a step, clickMark step as complete (or click Approve / Reject if the step is an approval
step). This opens the Process Action dialog.
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The diagram at the top of the dialog shows the current step, the next step, and the previous step (when
rejecting only). If you are completing or approving the current step, the process will move forward to the
next step. If you are rejecting the current step, the process will move back to a prior step.

If desired, you can enter a comment into the Comment box (up to 1000 characters). This comment will be
saved in the process history, and in most cases will also be included in the notification to the next step
owner (if notifications are enabled).
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NOTES:
l If the step you are completing is a child approval step of a multiple approvals step, then the

"next step" is the top-level step that comes after themultiple approvals step. However, there
may still be other active child approval steps that need to be completed before the process
moves to that next top-level step. If you approve the step and enter a comment, the
comment will be included in the notification to the next step owner once all of the child steps
are complete.

l If the step you are rejecting allows the step owner to select the return step, then the Previous
Step section displays a drop-down list of the available return steps. You must select the step
that you want the plan file to return to.

l If the step you are completing is part of a parallel subprocess, then only the current step
displays at the top of the dialog. This is because the parallel steps can be completed in any
order, and completing the current step will not necessarily move the process to the next step
(that will only happen when all of the parallel steps are complete). In this situation, any
comment entered is only saved in the process history, it is not included in an email to the next
step owner.

l If the step you are completing is a File Group step that involved cloning a file group, and the
new file group is referenced by subsequent steps, then you must specify the name of the file
group that was created as a result of the step. Axiom Financial Planning will attempt to guess
the correct file group; if the guess is not correct then you can use the drop-down list in the
step completion dialog to specify the correct file group. The dialog will only list clones of the
target file group for the step.

l If you are the assigned owner of a Scheduler Process Step, then by default you do not need to
do anything to complete the step—it will be completed automatically if the Scheduler job
processes without error. However, if the job experiences errors then you will have the options
to Restart scheduled job (assuming that the issue that caused the error has been resolved) or
toMark step as complete (assuming that the job does not need to be run again in order to
consider the step completed).

If the step you completed was your only active task, then the Process task pane will be empty for the
remainder of the current session, and will not open the next time you log in (unless you have been
assigned a new active task). The task pane will remain open if you have other active tasks in this process
or another process, or if you are an administrator. The Process task pane is available to administrators as
long as any processes are active.

� Completing steps for multiple plan files
If the process is a plan file process, then the steps in the process are performed for each individual plan
file in the file group. In this case, you may be responsible for completing the task for multiple plan files.

If you are responsible for multiple plan files, then those files are listed with check boxes in the Process
Action dialog. You can select one or more check boxes to complete the step for those plan files.
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� Administrator features
If you are an administrator, then by default the task pane shows all active processes for which you have
an active task, as well as all active processes for which you are the process owner. If desired, you also
have the option to change the view to show all active processes. At the top of the task pane, use the
Show all processes toggle to see all active processes. To go back to only viewing your processes, click
Show my processes only.
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Administrators and process owners can also perform the following actions in the task pane:
l Click View status to view the Process Status dialog for the process.
l Right-click a process and select Stop Process to stop the process.
l Toggle between Show process view and Show task view. However, if you do not currently have

any active tasks in the process, then you can only use Process View.

Managing favorites
You can save Axiom files and other items as favorites, for quick access to commonly used items. In the
Desktop Client, your favorites list is available in the following locations:

l The Explorer task pane in the Axiom Assistant area
l The Axiom Explorer dialog (if you have permission to access this dialog)

When an item is saved to favorites, you can open the item by double-clicking it, or you can right-click it to
access any other commands that would be available on the item in its native area. For example, if you
have rights to the Table Library and you save a table as a favorite, you can right-click the table favorite
and perform actions such as editing the table structure.

If an item that a favorite points to is deleted, then the favorite becomes invalid and a red arrow icon
displays next to it. If you attempt to open an invalid favorite, a message box informs you that the item
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has been deleted, and asks whether you want to delete the favorite. If a file is moved or renamed within
the Axiom Financial Planning file system, but it retains the same document ID, then the shortcut will not
be broken.

� Saving and deleting favorites
You can save an item as a favorite in one of the following ways:

l In the Explorer task pane and the Axiom Explorer dialog, you can right-click an item and select
Add to Favorites.

l When a file is open, you can right-click the file tab and select Add to Favorites.

The item is saved as a favorite and now displays in your Favorites list. If the file was open when you saved
it as a favorite, it displays using the file tab name. If needed, you can change the display name by editing
the shortcut properties for the favorite.

TIP: If you open a table using Open Table in Spreadsheet, and then save the open table as a favorite
(using the file tabs), the settings you used will be automatically saved as part of the favorite, in the
shortcut properties. You may want to rename the favorite to indicate the particular settings (for
example: GL2021 - Filtered for North Region).

NOTE: If a web-enabled file is saved as a favorite in the Desktop Client, that favorite will also display in
theWeb Client. This includes Axiom forms and web reports. All other types of favorites do not display
in theWeb Client.

To delete a favorite, right-click the item and then select Delete.

� Organizing favorites
You can create sub-folders in the Favorites area to organize favorites by folder. To create a new folder,
right-click Favorites and select New Folder.

By default, favorites are displayed in the order that they were added (new favorites are added to the
bottom of the list). You can drag and drop individual favorites to change the order. Sub-folders cannot
be reordered—they will always display in alphabetical order.

To rename a favorite, right-click the item and then select Rename. The name becomes editable, and you
can type a new name.

� Shortcut properties
You can edit the shortcut properties for a favorite. Right-click the favorite and select Shortcut Properties.
In this dialog, you can edit the shortcut name, change the shortcut target, and define certain shortcut
properties.
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The available shortcut properties vary by file type. For example, you can configure a report favorite to
always open as read-only, or to automatically apply a Quick Filter when opening.

� Using web favorites in the Desktop Client
If you save a favorite in theWeb Client, that favorite also displays in the Desktop Client favorites list. You
can double-click the web favorite to open it in theWeb Client browser.

When a favorite is saved in theWeb Client, it is stored as a URL instead of a document shortcut. If the
target of the favorite is later deleted, the favorite does not show as invalid in the Desktop Client. If you
try to use the favorite, you are informed that the document or page cannot be found. In this case you
must manually delete the favorite.

Opening recent files
Axiom Financial Planning maintains a list of your recently opened files in the Desktop Client. You can use
this list for quick access to recent files.

The recent file list is located in theMy Files section of the Explorer task pane and Axiom Explorer. You can
double-click files to open them, or right-click to access the context menu for the file type. Recent files are
listed using the file tab name that they were opened with, which may or may not be the same as the file
name.

The list displays the last 15 files that you recently opened. Note the following:
l If you want to clear the list, right-click Recent and select Clear History.
l If you want to continue to have quick access to a recent file, you can add it to your favorites.

Right-click the file and select Add to favorites.
l If the icon next to a file name is a red arrow, this means that the file has been moved or deleted

since you accessed it, so it can no longer be opened from the recent file list.

In the AxiomWindows Client only, recent files can also be accessed from the Filemenu. In the Axiom
Excel Client, although your recent files are tracked in File > Recent, those links point to the temporary
versions of the file stored on your local drive, not the source versions of the files stored in the Axiom
Financial Planning database. Therefore, Excel's recent file list cannot be used to open Axiom files.

Viewing alert notifications
When a new alert is added to the database as a result of an alert processing, a notification is delivered to
all designated alert recipients using email and/or the Notifications task pane.
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� Email notification
If the alert notification is delivered using email, the subject of the email is "Axiom Financial Planning alert:
<Alert Title>". The alert message displays within the body text. The email also contains a hyperlink to the
supporting file if one is specified in the alert definition.

� Notification task pane
Alert notifications display in the Notifications task pane in the order they are received, with themost
recent alerts at the top.

By default, notifications are collapsed so that only the severity icon and the alert title display. You can
expand the notification to read the alert message and to navigate to the supporting document for the
alert, if defined.

If you receive a new alert notification during the current session or if unread alerts are present when you
log in, the Notifications tab flashes orange and remains orange until the tab is clicked. New notifications
display in bold text until they are read.

Using the right-click menu, you can mark notifications as read or unread and can delete notifications
from the task pane. If you have rights to access the source file for an alert, you can also navigate to the
alert definition in that file.

Notifications do not have an expiration date. A notification continues to display in your Notifications task
pane until you delete it or until the notification record is purged from the database using the System
Data Purge task in Scheduler.

NOTE: If you delete a notification, this simply removes the notification from the task pane. It does
not delete the notification record from the database.

The Notifications task pane is system-controlled. You cannot manually open and close it, and it is not
available for customization. The task pane behaves as follows:

l The task pane displays on startup if you have an active notification (read or unread). If the task
pane contains unread notifications, the task pane is active, and the tab flashes. The task pane
continues to display for the duration of the current session, even if you delete all active
notifications from the task pane.

l The task pane does not display on startup if you have no active notifications. If you receive a new
notification mid-session, the task pane automatically opens, becomes active, and the tab flashes.
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Commenting on documents using the Message Stream
task pane

When viewing a spreadsheet Axiom file within the Desktop Client, you can view comments that other
users havemade about the document and also make comments about the document. New comments
are stored in themessage stream for that document, so that all other users who access the document
can see the comment. Additionally, you can "tag" other users in the comment, so that the tagged users
are notified about the comment.

You can view comments and add comments using theMessage Stream task pane. This is a system-
controlled task pane that automatically opens for eligible documents.

NOTES:
l Themessage stream is only available for documents where it has been enabled.

l Themessage stream is also available for Axiom forms that are open within the Desktop Client,
using theMessage Stream panel. This panel is accessible from the task bar displayed across
the top of the form.

� Viewing the message stream
To view themessage stream for the current document, click theMessage Stream tab to display the task
pane in the Axiom Assistant sidebar. This task pane shows all comments that have been made about the
document.

Example message stream

Comments are displayed in the order they weremade, with themost recent comment shown at the top
of the panel. Each comment shows when the comment was made and the user who made it.
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To view the full text and details of a comment, hover your cursor over the comment so that the > symbol
displays on the right-hand side of the comment. Click the symbol to open a separate Comment Details
dialog with the full comment text.

Once themessage stream has been loaded for the current document, it is only updated automatically
after you add a new comment. If necessary, you can manually refresh the task pane to see if any other
users havemade comments during the current file session.

Comments are stored for the life of the document, and cannot be deleted.

� Adding a comment
To add a comment, click Add Comment at the top of theMessage Stream task pane. In the Add
Comment dialog, you can define an optional title for the comment, and then define the comment text.
Basic text formatting of bold, italic, and underline can be used.

If desired, you can "tag" one or more users in the comment, so that those users are notified about the
comment. Any user tagged in the comment will receive an email that contains the content of the
comment and a link to the document. To tag a user, use the Tag user box to find a user and insert the
tag. You can type into the box to find a specific user, or select a user from the drop-down list. When you
click on a user name in the list, a tag will be inserted at the current cursor point in the comment text. The
tag displays as @FirstName LastName.

When you click Post, the comment is saved to themessage stream, and any tagged users will be notified.
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NOTES:
l All users with access to the document can see comments posted to themessage stream. Any

comments made should be appropriate for the entire document audience. Do not post any
sensitive information to themessage stream.

l Adding a comment automatically subscribes you to the document's message stream, and
tagging a user automatically subscribes that user to the document's message stream.

� Ongoing notifications (subscriptions)
If you havemade a comment in a document's message stream, or if you have been tagged in a
comment, you are now subscribed to that document's message stream. Whenever a new comment is
made to that document's message stream, you will receive a notification in the Notifications task pane.

The notification details the user who made the comment and when it was made, the text of the
comment, and a link to open the file.

Currently it is not possible to unsubscribe from a document's message stream once you have been
subscribed.

Changing your Axiom Financial Planning password
If your authentication method is Axiom Prompt, you can change your password as needed using the
Desktop Client. This feature does not apply to users who are using any other authentication method
(such as Windows User Authentication), because those passwords are controlled externally from Axiom
Financial Planning.

To change your password:
1. On the Axiom tab, in theHelp group, click Help > Change Password.

NOTE: In systems with installed products, this featuremay be located on theMain or Admin
tab.

This command is only available to Axiom Prompt users.

2. In the Set Password dialog, enter your current password, then enter and confirm your new
password.

If password rules are being enforced, your password must meet the rules. A validation message
will inform you of the rules if necessary. Alternatively you can click Generate Password to auto-
generate a password that meets the rules. If you do this, make sure to note the generated
password because you will not have another opportunity to see it. If you do not note the
password and cannot log in later, an administrator will need to reset your password.

3. Click OK.
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Your password is now changed. You will need to use this new password the next time that you log in.

Closing Axiom Financial Planning
When you close Axiom Financial Planning, you will be prompted to save any changed but unsaved files.

To close the Desktop Client:
l Click the Close Axiom Software button in the Exit group of the Axiom tab.

NOTE: In systems with installed products, this button may be located on theMain or Admin
tab.

You can also close the application by clicking the X button in the top right-hand corner of the application
window.

If you are using the Axiom Excel Client, there is no option to close Axiom Financial Planning but leave the
current Microsoft Excel session open. Keep in mind that it is not necessary to close Axiom Financial
Planning in order to work on a regular Excel file. You can open regular Excel files within Axiom Financial
Planning, or you can open a second Excel session.
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Configuration concepts
The implementation process of Axiom Financial Planning is an eight to ten week time line. The goal of this
process is to design an efficient and dynamic system that will allow flexibility in applying strategic changes
to the long-range plan in a timely manner. Common questions asked of the long-range plan are:

1. What will our financials look like in the next five to ten years?

2. When would be a best time for the organization to launch these strategic decisions?

3. How do we compare to the rating medians?

4. What are the organization’s strategic capital requirements? Are we in a position to take on a new
capital project and when?

5. Howmuch cash should the organization have?

6. Howmuch debt can the organization afford?

7. What is themagnitude of the organization’s capital shortfall?

8. What short- and long-term profitability targets are necessary to resolve the shortfall?

9. What is the level of operating change required to meet the targets?

10. What value does the strategy add?

11. What are the risk elements?

The following diagram provides an overview of the tasks included in the Axiom Financial Planning
implementation process:

3
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The following diagram displays the relationship between the Axiom Financial Planning inputs and the
outputs of the system.

System design is the foundation in building standards and efficiencies in Axiom Financial Planning. This
step makes updating and manipulating your organization’s financial plan moremanageable, regardless
of complexity and size.
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The terms setup and configure are commonly used during this phase. Setup is the thought process by
which an organization reviews its internal financial statements, chooses which entities are included, and
determines the level of detail that drives the financial forecast. Deconstructing the financial statement is
another approach to this process and an opportunity to begin identifying data sources for this level of
detail, which may change how the financial plan is designed.

Configuration is the act of building the setup into the software through Dimensions Maintenance,
Financial Planning Commands, and Financial Assumptions functions. Syntellis provides an offline setup
and configuration template tool to facilitate this process. Your Syntellis implementation consultant will
provide direction on how to configure the system.

The setup and configuration process includes the following tasks:

A. Setup – Defining input categories

B. Setup – Defining financial nodes and models

C. Configuration –Maintaining dimensions

D. Configuration – Creating models and nodes

E. Data – Collecting and populating historical data
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A. Setup – Defining input categories
Before data can be collected, you must identify income statement and balance sheet drivers for
revenues, expenses, assets, liabilities, and net asset forecasting. The line items on the financial
statements and internal chart of accounts are traditionally the foundation for the level of detail the
organization opts to use as projection inputs. The green dotted outline in the following diagram
represents how deconstructing the financial statement can assist in this process. These input categories
are configured in the CODE dimension table.

NOTE: Axiom Financial Planning projects patient care revenues by payor categories. Volumes, gross
charges, and contractual allowances are influenced by these categories. Payor categories can be
defined as detailed as an insurance contract, financial class, or as general as a payor grouping
(Government, Commercial, Self-Pay, Other). These payor categories are configured in the PAYOR
dimension table.
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B. Setup – Defining financial nodes andmodels
Typically, nodes and models are defined at the organizational level at which balance sheets are
maintained (For example, a hospital, physician group, health plan, and so on). Nodes can represent an
entity, division, user-defined business group, strategic initiative, health plan, new debt, or a balance
sheet within your organization.

From a technical standpoint, a node is the forecast for the defined business segment. A node template is
created for each node and stores data inputs that drive the node projections. You can standardize node-
type templates using theManaged Node Default Detail utility. For more information, see D.
Configuration – Creating models and nodes. Select financial statements are generated within the node.
To better understand each type and the financial statement inclusions, see the section on Managing
Models and Nodes.

Models correspond to a collection of nodes that share a balance sheet. Each model must have a balance
sheet either on a consolidated level using a balance sheet node type or within an Entity node type.

For example, all entities and divisions at ClearviewHealth System have income, balance sheet, and cash
flow statements. The organization has robust database systems that can extract user-defined patient
care populations and related hypothetical financial statements.

Based on the organizational and reporting structure, six design options are being evaluated.
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C. Configuration – Maintaining dimensions
Configuration is the next step after setup decisions are finalized. In the initial configuration, CODE and
PAYOR dimensions are frequently used to mirror the Input Category Definitions setup. Over time, all
dimensions will be key in maintaining nodes, models, and reports and will be covered in detail during
training. For more information, see Configuring dimensions.

D. Configuration – Creating models and nodes
This step includes the following:

� Standardize and customize node templates
You standardize node-type templates using theManage Node Default Details utility. By using this utility,
future nodes created through the Create a NewNode utility display the same input rows upon initial
launch.

NOTE: You cannot apply the defaults retrospectively to existing nodes.

When you open the utility, the tabs at the bottom of the workbook represent the node types.
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� Create models
Amodel must exist for nodes to be created because a nodemust be linked to a model. For more
information, see Create a model.

� Create nodes
After you createmodels, you can then create nodes to assign to them. You can create nodes two ways:

l Manually, by using the Create NewNode utility. For more information, see Create a node.
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l Customized and automatically, by using the Node Rebuild Utility. To use this utility, you must
import data using the Transfer to Financial Planning utility, the Rollforward Utility, or the FP Data
Collection Template. For more information, see Build a node from imported history and other
data.
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E. Data – Collecting and populating historical data
Axiom Financial Planning generates multi-year forecasts and scenarios based in part on historical data
stored within nodes. You can enter this historical data using any of the following methods:

l Manual entry directly on the node
l Filling out a specially formatted data collection workbook
l Automated imports from other Axiom applications

Which method you choose is largely a matter of preference and the availability of data. During
implementation, your Syntellis implementation consultant will help you select themost appropriate
input method and assist in entering your initial data. From there, it is your responsibility to ensure that
historical data is updated, as necessary.

� Manual Entry
You can enter historical data manually, directly into nodes. Simply enter each of the values requested in
the left-hand columns for each of the base years. Values for future projections, based on your
organization’s historical trend, populates automatically after all the necessary historical data has been
entered. These standard formulas can be overwritten when the long-range plan assumptions are applied
to the projections.

Themajor categories include:

l Volume
l Gross Charges
l Reimbursement
l Expense
l Capital Expenditures
l Balance Sheet

To facilitate data entry, cells are color coded as follows:

l White cells are protected. The values are hard-coded, pre-populated from the database, or
calculated from other fields, which you cannot change.

l Blue cells may be edited. Blue shaded cells might be empty or pre-populated with a value or
formula that you can change.

l Green cells contain drop-down menus, allowing you to select from one of several predefined
options.
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� Data collection and import workbook (data upload, integration, or collection
templates)
Collecting historical data may require multiple sources and assistance from other members of your
organization. To help with this process, Syntellis provides an Excel data collection workbook to share
with VPs, directors, managers, and other stakeholders. The workbook serves as a centralized repository
for housing information without the need to grant other users access to Axiom Financial Planning.
Alternatively, data can be entered and queried from other Syntellis products, or linked to data files within
the upload and integration workbooks.

To complete this step, complete the following tasks:

1. Collect and import data from other sources

2. Build a node from imported history and other data is to be used with the integration utility or
data collection. After the data is loaded, select the Build Nodes from Loaded Data option in the
Node Rebuild Utility to create nodes.

� Automated imports
Axiom Financial Planning can draw data from other Axiom products. During implementation, actual and
budget data residing in Axiom Management Reporting can be imported into Financial Planning for base
years. Additionally, all other tracks can influence the long-range financial plan on an ongoing basis. Your
Syntellis implementation consultant can providemethods of integrating decisions and data from those
tracks.

Mapping Budgeting dimensions to Financial Planning
To extract data from the Axiom Budgeting actual and budget tables, you must build relationships
between Axiom Budgeting and Axiom Financial Planning.

The two most critical are cost center to nodes and sub-accounts to financial planning projection
categories. These relationships aremapped in the Axiom Budgeting dimension tables DEPT and ACCT.
The Transfer to Financial Planning utility recognizes thesemappings, extracts the data, and imports it
into Axiom Financial Planning in the appropriate nodes and projection categories, as shown in the
following diagram.
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1. Identify which financial planning node each cost center belongs to. Document this identification in
the FPNode column of the DEPT dimension table. To do this, you will need to use the Dimension
Maintenance utility. For more information, seeWorking with the Dimension Maintenance utility.

IMPORTANT: Use the node description, not the node number, in this column.

2. Identify which financial planning dimension code each internal sub-account belongs, and enter
this identification in the FPCode column in the ACCT dimension table.
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In some cases, the organizational and reporting structuremay result in customized mapping, aside from
the above instructions. Work with your Syntellis implementation consultant for guidance.

In addition to importing base year data, the Transfer to Financial Planning utility has features to create
new nodes, reconcile data against Axiom Budgeting/audited financial statements, and reviewmapping
discrepancies between Axiom Budgeting and Axiom Financial Planning. These features assist in resolving
data integrity issues prior to importing the final mapped data into the nodes—a critical step in preparing
a node for forecasting. For more information, see Collect and import data from other sources.

For information on using the transfer utility, see Using the Transfer to Financial Planning utility.

Viewing Financial Planning data table diagrams
Use this option to view diagrams that show the relationship between dimensions and data tables in
Financial Planning.

To view Financial Planning data table diagrams:
1. In the Admin ribbon tab, click Admin Task Panes > Financial Planning Admin.

2. In the Fin Plan Admin task pane, in the Administration section, click Administrative Utilities >
Financial Planning Data Diagrams, and double-click Financial Planning Table Diagram.
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Configuring Axiom Financial Planning
Use the following options to configure Axiom Financial Planning.

Using the Financial Planning Interactive User Guide
The FP Interactive User Guide helps Axiom Financial Planning administrators develop their financial plans
by guiding them through the process.

This utility analyzes your Axiom Financial Planning system (files groups, drivers, dimensions, scenarios,
nodes, etc.) and determines what needs to be updated, and then displays a list of suggested items on
the right.

Review the analysis on the right side of the utility (under Axiom Guidance), and then see the items listed
on the left. The utility also provides links to assets used in each part of the process and links to related
help topics. The list on the left does not change, but the items under Axiom Guidance update based on
where you are in the process.

You can use this utility at any point in the plan development process because it performs a new analysis
each time you open it.

4
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To use the interactive user guide:
1. In the Fin Plan Admin task pane, in the Interactive User Guide section, double-click FP Interactive

User Guide.

2. On the right side of the page in the System Setup section, review the information.

3. In the Axiom Guidance section, review the first suggested item. The instructions “Navigate to...”
tell you what section on the left corresponds to the item. On the left side of the page, expand the
corresponding section. Use the links to open the tools needed to complete the item. If you need
additional help, click the link to the related help topic.

4. When finished with the first item, continue to the next one listed in the Axiom Guidance section.

TIP: After completing any of the items, you can stop, close the utility, and return later. When
you reopen the utility, the list updates to reflect any work you have already done. To get an
updated list at any timewhile working through the utility, close and reopen the utility.

Configuring a file group for your annual financial plan
Before you can model your organization's finances and generate long-term plans and forecasts in Axiom
Financial Planning, you need to set up a file group for the current year's financial plan. This file group
contains plan files with the financial models for each node (unit) in your organization. A node can be
defined as an entity, health plan, balance sheet, or initiative.

In addition to nodes, an Axiom Financial Planning file group includes:
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l Driver files
l Templates
l Process definitions

You maintain a designated file group for the active financial plan for the current fiscal year. At the end of
each year, you roll forward the data from the current year's file group to the next year's file group. The
Annual Rollforward Utility helps walk you through this process.

Apart from this, you rarely need to interact with the file group directly. Most of the time, you open and
edit individual files using links in the various task panes.

For information and guidance in setting up your annual financial plan, you can use the Financial Planning
Interactive User Guide.

View file groups
You access file groups from the File Groups section of the Explorer task pane. You can have a file group
for each fiscal year, which you can then roll forward from year to year, as shown in the following example.
For more information on rolling forward yearly data, see Rolling Forward to a New Planning Year.

Your access rights to each plan file (read-only or read/write) within a file group are determined by a
combination of your security settings and process settings (if applicable).

By default, only administrators can see the file group administration options for a group. Users without
administration privileges can only open the specific plan files within the group to which they have access.
From here, you can open, create, and process plan files as well as manage file group components such as
templates and drivers.

To view a file group:
1. In the Explorer task pane, in the File Groups section, do any of the following, depending on your

security permissions:
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l Open Plan Files – Open and view a plan file.
l Create Plan Files – Create and save empty plan files per the configuration settings in

dimensions and the file group's driver files.
l Process Plan Files – Load historical data into each budget plan file, then run calculations

based on Calc Methods in dimensions.
l Copy Plan Files – Copy plan files from one file group to another.
l Templates – Stores all standard templates and any custom templates you create.
l Drivers – Stores configuration settings and key statistics used throughout the file group.

For more information, see .
l Utilities – Stores any additional utilities if your organization purchased certain add-on

modules.
l Process Definitions – Displays processes defined for the files group.
l Scenarios – Create and manage plan files, templates, drivers, utilities, and process

definitions for a scenario.

Archive a file group
As part of the implementation process, your Syntellis implementation consultant helps you create a
Financial Plan - year file group for the current fiscal year. For the next and subsequent years, you use the
Annual Rollforward Utility to move the data from the current year's file group to that of the next fiscal
year. For more information, see Rolling data forward to a new planning year.

Use this option to archive file groups for plan files that you no longer need frequent access to.

To archive a file group:
1. In the Explorer task pane, in the File Groups section, right-click the active budget, and select

Clone.
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2. The Clone File Group dialog opens. This wizard guides you through the cloning options.

3. In theGeneral Properties section, review the following settings, and modify them, as needed:
l File Group Name – Change the file group name from Financial Plan - year to Financial

Plan year - Archive (where year is the current budget year).
l File Group Year – Enter the fiscal year for the archive file group.

4. Click Finish. The archived budget file group displays in the Explorer task pane.

IMPORTANT: Do not modify any of the other settings in the Clone File dialog, as it may result in
system errors, inaccurate data being written to the database or Syntellis EPM, or calculating values
incorrectly within the file group.

Delete a file group
Deleting a file group deletes all the files stored in the associated file group folder, including templates,
plan files, drivers, and calc method libraries. Additionally, any document reference tables linked to the file
group are also deleted.

IMPORTANT: This action cannot be undone, and the deleted files cannot be recovered using normal
Syntellis EPM functionality. You should be sure that you no longer need the file group before you
delete it. You may want to take a backup of the Syntellis EPM database before deleting the file group.

To delete a file group:
1. In the Explorer task pane, in the File Groups section, right-click the file group, and select Delete.
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2. At the confirmation prompt, click Yes.

The file group and all associated files are deleted.

Configuring drivers (assumptions)
In Axiom Financial Planning, the file group for each year's plan contains driver files. Among other
functions, the driver files allow you, as the administrator, to decide which sections to include or exclude
from plan files and enter many of the values that display as prepopulated in nodes, scenarios, and
reports.

The driver types include the following:

l Baseline – Sets of assumptions used for generating projections.
l CorpAllocation – Allocations to apply to all nodes in the plan.
l Setup – General settings and preferences for the financial plan.

NOTE: By default, your system will include a Baseline driver file that contains data for the future
scenario deemed most likely. As you create your forecasts, you may want to create alternate
versions of the Baseline file to account for other possible scenarios (For example, one for a
conservative future outlook and another for an aggressive outlook). For information on creating
different versions of the Baseline driver, see Create custom Global Sets (drivers).

When making changes to driver files, make sure to reprocess the appropriate plan files to propagate the
changes. For more information, see Processing plan files.

Configure the Baseline Assumptions driver
The Baseline Assumptions driver file contains:

l Volume Adjustments
l Payor Mix
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l Patient Revenue Inflation Rates
l Reimbursement Inflation Rate Details (by Payor)
l Global Assumptions
l Charity and Bad Debt
l Operating Expense Inflation
l Master Template Balance Sheet
l Supplemental Detail –Medicare Adjustments
l Health Plan Global Assumptions
l Health Plan Assumptions
l Research Plan Global Assumptions

You can create different variations of this driver to use for forecasting and planning purposes. You can
then assign one of these Baseline Assumption driver variations to plan files and/or scenarios to
anticipate what-if situations. For information, see Creating custom Global Sets (drivers).

To configure the Baseline Assumptions driver file:
1. In the Fin Plan Admin task pane, in the Financial Plan Assumptions section, click theUpdate

Assumptions folder, and double-click Baseline.

2. Complete the appropriate cells.
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3. To add codes, In theMain ribbon tab, click Additions > Add Rows > Add additional detail, and
select the type of information to add to the sheet.

4. To save your changes, on theMain tab, in the File Options group, click Save.

5. Process existing plan files to propagate the changes. For more information, see Processing plan
files.

Set payor volume mix in the Baseline assumptions driver

The Payor Mix section in the baseline assumptions driver allows administrators to shift payor volume
mixes and have those changes automatically propagate to nodes that use the driver. You can shift the
payor volumemix for Inpatient Discharges, Outpatient Visits, Physician Visits, and Mid Level Visits. You
can also add payor lines if needed.

To set the payor volume mix:
1. In the Fin Plan Admin task pane, in the Financial Plan Assumptions section, click theUpdate

Assumptions folder, and double-click Baseline.
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In the Payor Mix section, note the amount in theMedicare cell for the first modeled year. This is
not an input cell so you cannot change the amount. The form is configured so that when the
amount in theMedicare cell is added to the amounts in the cells below it, the sum is always zero,
as shown in the following example (-8.5 + 6 + 2 + 0.5 = 0).

2. Adjust themix as desired.

3. (Optional) To add a new payor to the set:
a. In theMain ribbon tab, click Additions > Add Row(s) > Custom Inserts > Add Payor Mix

(or Add Payor Mix Physician if adding the line to the Physician Visits and Mid Level Visits).

b. In the Choose Value dialog, select the payor, and click OK.

c. In theMain ribbon tab, click Save.

4. In theMain ribbon tab, click Save.

5. Process existing plan files to propagate the changes.

Configure the Corporate Allocation driver
The Corporate Allocation driver file allows you to allocate revenues and expenses tracked at the
corporate level to the organization's component entities.
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To configure the Corporate Allocation driver:
1. In the Fin Plan Admin task pane, in the Financial Plan Assumptions section, click theUpdate

Assumptions folder, and double-click CorpAllocation.

2. To select a revenue or expense code, double-click the dark-blue cell at the top of each section.

3. Enter the names and identifier codes for various entities in the cells of that section, and then enter
the allocations to each entity for each year in the plan in the cells to the right. The identifier codes
are set in the NODE.AllocationID column of the NODE dimension table.

4. To add additional codes, at the bottom of the worksheet, double-click Double Click to Add
Allocation Detail. This adds a new section to the sheet for which you may specify a new code and
list of entities.
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5. To save your changes, on theMain tab, in the File Options group, click Save.

6. Process existing plan files to propagate the changes. For more information, see Processing plan
files.

Configure the Setup driver
The Setup driver file contains some basic settings for the financial plan file group.

To configure the Setup driver file:
1. In the Fin Plan Admin task pane, in the Financial Plan Assumptions section, click theUpdate

Assumptions folder, and double-click Setup.
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2. For the current plan, you may configure the following options:

Option Description

Institution Name This field is set for all applications at the Axiom suite level.

Plan Description Your organization's preferred term for its financial plans. The
default is Financial Plan.

Current Operating
Year (Base Year)

The base year of the financial plan, from which forecasts will be
generated going forward.

Leap Year Used in
Balance Sheet and
Statistics
Calculations

Select one of the following:

l To use 366 days in leap years for all calculations involving
days per year, select Yes.

l To use 365 days in all years, select No.

Include Allocations Select one of the following:

l To insert allocation codes into the operations and entity
nodes, select Yes. Use this option with the CorpAllocation
global assumption driver. For more information, see
Configure the Corporate Allocation driver.

l To exclude allocation codes from the operations and entity
nodes, select No.

Discount rate for
NPV

Select one of the following:

l To include the discount rate for NPV, select Yes.
l To exclude the discount rate for NPV, select No.

Data being loaded
for Deductions

Select whether to use Allowances or Reimbursement for
calculating net patient revenue.

NOTE: Integration utility requires Allowances as the selection.
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Option Description

Bad Debt by Payor Select one of the following:

l To display bad debt for each payor in the reimbursement
section, select Yes.

l To group bad debt into one to five groupings, displayed after
reimbursement in each node, select No and assign groupings
in the PAYOR dimension table.

Bad Debt calculated
as % of

Select one of the following:

l To model bad debt as a percentage of net revenue, select Net
Revenue.

l To model bad debt as a percentage of gross revenue, select
Gross Revenue (default).

Charity by Payor Select one of the following:

l To display charity for each payor in the reimbursement
section, select Yes.

l To group charity into one to five groupings, displayed after
reimbursement in each node, select No and assign groupings
in the PAYOR dimension table.

Charity calculated
as % of

Select one of the following:

l To model charity as a percentage of net revenue, select Net
Revenue.

l To model charity as a percentage of gross revenue, select
Gross Revenue (default).

Balance Cash to Select one of the following to use to balance the balance sheet
node:

l Board Designated Investments (default)
l Investments - Short Term

Display Headers in
Nodes

Select one of the following:

l To display headers in all plan files, select Yes.
l To hide headers in all plan files, select No.

Display Notes Tab
in Nodes

Select one of the following:

l To include the Notes tab in all plan files, select Yes.
l To exclude the Notes tab in all plan files, select No.
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Option Description

Update Historical
Data when opening
plan files

Select one of the following:

l To automatically update existing nodes with historical data
on plan file open, select Yes.

l To not update nodes with historical data on plan file open,
select No.

IMPORTANT: This option only works for existing codes and
payors. It will not insert or update data for new codes or payors.

Default Rating
Agency Median for
Reports

For any report that uses a rating agency value, select the rating
agency to use as the default refresh variable.

Default Forecast
Years Displayed for
Reports

Select the default number of years to display in a report.

Model Status
Selections in
Control Panel

Type up to five different status descriptions users can choose
from when selecting a model.

Primary Group
Name

You can group nodes into custom categories to use for reporting
purposes. For example, you can add a primary group category
for regions and a secondary group category for volume.

Type a name for the primary group category. This field is
optional.

NOTE: When you add primary and/or secondary groups, they
display to the user as the Primary Group and Secondary Group
options in the NewNode Setup dialog when creating a node.
These fields are optional. If you do not enter a name, the options
will not display when a user creates a node.

Choices Type primary group category options the user can select from
when creating a node. For example, if you create a primary
group for regions, the choices might beWest, Midwest,
Southeast, East, etc.

Secondary Group
Name

Type a name for secondary group category. This field is optional.

Choices Type secondary group category options the user can select from
when creating a node.

3. To save your changes, on theMain tab, click Save.
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4. Process existing plan files to propagate the changes. For more information, see Processing plan
files.

Configure user-defined credit medians
The User Defined Credit Medians Input utility displays themedians for each rating for each agency for the
current year and allows you to enter your own user-defined medians.

To configure user-defined credit medians:
1. In the Fin Plan Admin task pane, in the Administration section, click Administration Utilities, and

double-click User Defined Credit Medians Input.

2. In theUser Defined column, make the appropriate changes for the credit indices rows.

3. In theMain ribbon tab, click Save.
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4. Process existing plan files to propagate the changes. For more information, see Processing plan
files.

Create custom Global Sets (drivers)
Creating custom drivers allows you to createmultiple variations of different assumptions that you can
use to anticipate and plan what-if situations. For example, you can create different versions of the
Baseline Assumption driver, and apply them to plan files and/or scenarios to produce different outputs
based on the changes you made in the driver.

You can create custom driver files using theManage Drivers utility. This feature allows you to create a
newGlobalSet by copying an existing GlobalSet or deleting a GlobalSet. Creating custom drivers allows
you to apply global assumptions (e.g., inflation and growth rates) across all nodes or particular nodes in
the designated models.

To create a custom driver:
1. In the Fin Plan Admin task pane, in the Financial Plan Assumptions section, double-clickManage

Drivers.

2. In theDriver Manager dialog, select Create from an existing GlobalSet.
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3. From the Select an existing GlobalSet to replicate drop-down, select the GobalSet to copy. The
newDriver will be populated with existing data from the copied driver.

4. In the Enter the new GlobalSet name field, type the name for the newGlobalSet.

NOTE: No spaces are allowed in the driver name, but you can use underscores in place of
spaces.

5. Click OK.

6. At the confirmation prompt, click Confirm.

7. To open the newGlobalSet, click the link in the Driver Manager dialog.

8. To close the Driver Manager dialog, click Close.

9. In the new custom driver, make desired changes, and then, in theMain ribbon tab, click Save.

The new driver file displays in the Update Assumptions folder under Financial Plan Assumptions in
the Fin Plan Admin task pane.
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The driver is now available to be associated with nodes.

10. To link nodes to the driver, open the Control Panel to Manage Nodes utility for themodel
containing the desired node. In theGlobal Set column for the desired node, change the driver.
For detailed instructions, seeModify node settings.

11. When ready, process existing plan files to propagate the changes from the driver. For more
information, see Processing plan files.

Add a new row to a driver file
Global Sets are drivers used in Axiom Financial Planning. The default drivers include Baseline,
CorpAllocation, and Setup. Each driver type comes with a standard set of rows that are sufficient for
most use cases. However, you may need to create a custom row to add to each of your nodes. Use these
instructions to add and populate a new row in the driver. If you want to substantially alter a default
driver, consider creating a new version of the driver to use instead.

NOTE: If the desired row affects only one node, add the row to the node instead of the driver.

To add a new row to a driver file:
1. In the Fin Plan Admin task pane, in the Financial Plan Assumptions section, expand Update

Assumptions and then double-click the driver to modify.

NOTE: You do not need to select a part of the driver before adding the new row; the rowwill
be added to the correct section of the driver automatically.

2. In theMain ribbon tab, click Additions > Add Row(s) > Custom Inserts > Add additional detail >
[desired detail line].
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3. In the Calc Method Variables dialog, click Choose Value.

4. In the Choose Value dialog, select the desired code, and then click OK.

5. In the Calc Method Variables dialog, click OK. The new line is added with the selected code to the
driver.

6. To add the new line to all the nodes using this driver, process the relevant plan files.

Delete a Global Set (driver)
You can delete driver files as long as they are not associated with any node or scenario. You delete driver
files using theManage Drivers feature.

To delete Assumptions driver files:
1. In the Fin Plan Admin task pane, in the Financial Plan Assumptions section, double-clickManage

Drivers.

2. In theDriver Manager, select theDelete existing GlobalSet option.
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3. In the Select existing GlobalSet to delete: drop-down, select the GlobalSet to delete.

4. Click OK.

IMPORTANT: This will permanently delete the file and data. Ensure the file is not in use.

5. At the confirmation prompt, click Confirm.

6. To close the dialog, click Close.

Configure revenue spread
Use the Revenue Spread Utility to spread any of the statistics, gross charges, or contractual allowances
by payor based off of any of the spread types. After you save the utility, the system changes the data
based on themethodology you select.

To configure revenue spread:
1. In the Fin Plan Admin task pane, in the Administration section, click Administrative Utilities, and

double-click Revenue Spread Utility.
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2. In the Refresh Variables dialog, select one or more nodes to spread the data, and click OK.

IMPORTANT: Any nodes included in the refresh will be updated. DO NOT include any nodes
you do not want to change.

3. On the Control tab, from the drop-down, for the volume or revenue to update, select the
methodology to use.

4. When finished, on theMain ribbon tab, click Save to update the values in the nodes.
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5. Do one of the following:
l If the nodes are already built, update the nodes by opening and refreshing them

individually or processing plan files.
l If the nodes have not been built, build the nodes from history or rebuild the nodes.

Configuring dimensions
Dimensions are the key index fields for the tables in Axiom Financial Planning. All the data in Axiom
Financial Planning is associated with one or more dimensions.

Fields in dimension tables are typically referred to as columns. Field / column names are expressed as
tablename.fieldname.

A few examples of dimension fields used in Axiom Financial Planning include:

l MODEL.ProjYears – The number of projected years for a model.
l SCENARIO.Description – The description text for a scenario.

When Axiom Financial Planning is first implemented, your Syntellis implementation consultant helps you
configure the dimension tables to reflect the structure of your organization (departments, entities,
accounts, etc.). Over time, you may need to edit the data in dimension tables to add, edit or remove
codes, models, and so on.

Some dimensions are used in multiple Axiom products. These dimensions aremanaged using the
Dimension Maintenance Utility. For more information about configuring the parts of these dimensions
that apply to Axiom Financial Planning, seeWorking with the Dimension Maintenance utility.

Some dimensions are unique to Axiom Financial Planning and must be updated using the Dimension
Update utility specific to that dimension. For more about these dimensions and instructions on how to
update them, see Update Axiom Financial Planning dimensions.

Working with the Dimension Maintenance utility
Your organization may usemultiple distinct Entity Management branches within your structure to help
manage your Axiom products. It might be the responsibility of each local product administrator to
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maintain their own elements within dimensions for each Axiom product that your organization is
licensed for. Additionally, and ideally, each administrator should not be able to modify elements outside
of their area, otherwise, reports and processes could be negatively impacted.

The Dimension Maintenance utility allows the administrator for a local branch to manage only grouping
columns within a dimension and limits this dimension to only the elements that the administrator has
access to.

IMPORTANT: Version 2017.1 and higher includes a variety of security changes to enable this tool. The
dimension tables have been restricted to read-only access until the system administrator configures
a user for dimension maintenance security. For more information, see Edit the security rights for a
user.

The Dimension Maintenance utility allows administrators to:

l Havemulti-user and filtered access to key universal dimensions

l Restrict dimension grouping column maintenance to specified product grouping columns

l Create dimension grouping columns, and assign them to products

l Add new records and update all validated grouping columns, even when they are outside of that
product range

l Create dimension grouping columns that automatically display in an organized manner

To enable the Dimension Maintenance functionality described above, the following features were
created:

l In the Edit Data Structuremode, administrators can manage grouping columns using datasets.
l In the Dimension Maintenance utility, depending on their roles, users can select the products and

dimensions to maintain.
l Using the security feature in the Dimension Maintenance utility, for each product, administrators

can quickly assign write filters to those users who have an administrator role assigned to them.

The following table represents which dimensions are part of each product. A check mark means users can
access the dimension using the Dimension Maintenance utility, but the records each user can edit
depends on the security filter applied to each.
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The following dimension tables are not affected by this update and are not part of the Dimension
Maintenance utility. Each of these dimensions retain:

l Full edit rights, per authorized user.
l Ability for direct table edit.
l Leverage existing edit tools as you have used in the past.
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For more information, see Configuring the Dimension Maintenance utility.

IMPORTANT: Because Axiom Financial Planning uses the CODE, MODEL, NODE, PAYOR, and
SCENARIO dimension tables, which are not included as part of the Dimension Maintenance Utility,
you will need to update these tables using the Dimension Update Utilities. For more information, see
Viewing Financial Planning data table diagrams. You will use the Dimension Maintenance Utility
mostly for integration mapping purposes. For more information, see Update Axiom Financial
Planning dimensions.

Configuring the Dimension Maintenance utility
To configure the Dimension Maintenance utility:

1. To open the Dimension Maintenance Utility, in the Fin Plan Admin task pane, in the
Administration section, double-click Dimension Maintenance - Integration Mapping.

2. Configure the utility to assign any custom dimension grouping column to their respective
products. For more information, see Assign an existing grouping column to a dataset (product).

3. Configure the security for each administrator user in the utility. You must apply a dimension filter
to any member that you want to have edit rights. IfNotConfigured displays, then the user does
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have edit ability. A filter grants users edit abilities for those records within the assigned filter. For
more information, see Editing the security rights for a user.

4. Review and test the Dimension Maintenance utility.

Assign an existing grouping column to a dataset (product)

You can associate each grouping column you create with multiple licensed products. The assignment
determines which product each column gets displayed under within the Data Maintenance utility.

NOTE: You can only perform assignments for custom columns that your organization has added. We
recommend that you do not change the assignments of any standard columns included with the
product.

IMPORTANT: Make sure to define a default value entry for the column. To do this, complete steps 1-
8 of Creating a grouping column.

To assign an existing dimension grouping column to a dataset (product):
1. From the Explorer task pane, in the Libraries section, click Table Library > !Dimensions.

2. Right-click a dimension, and select Edit table structure.
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3. In the Edit Table dialog, click the Columns tab.

4. In the list of columns, select a column to assign, and click the Assign Column to Data Sets button.

5. In the Data Set Assignment dialog, in the list of data sets (products) that have predefined for you,
select the checkbox next to the products to assign this grouping column to, and click OK.

NOTE: The list that displays will vary depending on the Axiom Healthcare Suite products you
are licensed to use.
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Product Product Node

Budget Planning BP

Financial Planning FP

Rolling Forecast RF

Cost Accounting Cost

Cost Management CM

Capital Planning CP

Decision Support DSS

Capital Tracking CT

Performance Reporting PR

Available to all related products General
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After you select the products, they display in the Edit Table dialog in the Product Data Sets field.

6. In the Edit Table dialog, click OK.

Edit the security rights for a user

You can only access the security management feature of the Dimension Maintenance Utility if you are
assigned the security administrator role.

With Dimension Maintenance - Security, you can set in bulk the security rights for all users assigned a
product administrator role for all dimensions for a specific dataset (product).

NOTE: If a user is assigned as an administrator for a product and as a user for another product, the
user can only access the tables for the product they are administrator of. For example, if a user is a
product administrator for Axiom Cost Accounting and a user for Axiom Budgeting and Performance
Reporting, the user would only be able to edit the dimensions for Axiom Cost Accounting.

IMPORTANT: For a user (with a product administrator role) to edit a dimension, you must first assign
them security rights using this utility.

To edit the security rights for a user:
1. From the Explorer task pane, in the Reports Library section, select System Files > Dimension

Maintenance, and double-click Dimension Maintenance - Security.
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2. In the Select a Product drop-down, select the product to display the respective product
administrators, and click OK.

3. Select a user, and do one of the following:

IMPORTANT: IfNotConfigured displays in the cell, then the user does not have edit rights. For
full edit access on numeric dimensions, enter >= 0, for example Acct > 0.

To... Then...

Use the filter
wizard to specify
the security
rights

a. Right-click the cell to edit.

b. Select Axiom Wizards > Filter Wizards.

c. Use the Filter Wizard to select and specify
the security rights for a product
administrator. For more information on
using the Filter Wizard, do the following:

i. On theMain ribbon tab, click Help.

ii. In the left navigation pane, click
Reference > Filters > Filter
Wizard.

Enter the
security rights
manually

Click in a cell, and type the rights.

In the following example, Angela is not authorized to edit the ACCT dimension. She can, however,
edit the DEPT dimension records for departments that belong to Entity 2.
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4. In theMaintenance - Security table, at the top of the utility, On indicates saving will post changes
to the database.

NOTE: The ability to save is initially enabled (On). Clicking Save on theMain ribbon tab posts
any changes to the database.

5. In theMain ribbon tab, click Save.

Managing dimensions
After you configure the Dimension Maintenance Utility and set the security rights for the appropriate
users, they can access the utility from the Administrator task pane to manage and configure dimensions.
The products and dimensions a user can access will vary depending on their role. As an administrator,
you can select all of the Axiom products.

For more information, see the following:

l Launching the Dimension Maintenance Utility
l Editing a dimension
l Adding a dimension record
l Creating a grouping column
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Editing a dimension

The Dimension Maintenance Utility allows you to edit the grouping columns for one or more products,
but the product options available to you depend on the role assigned to you. Axiom Financial Planning
administrators have rights to Financial Planning dimensions, Axiom Capital Planning and Capital Tracking
administrators have rights to Capital dimensions, and so on.

TIP: You never edit database tables directly in the database. Instead, data is pulled into
spreadsheets, where you can edit the data and then subsequently save it back to the database.

The columns that display depend on what products each column is assigned to using the Data Set
Assignment.

When editing dimensions, keep in mind the following:

l The products you select determine the columns you can view.
l The dimension you select determines the table you can edit.
l Your role determines the records you can edit.

Some dimensions are not included in the Dimension Maintenance Utility. You can continue to access and
modify these dimensions from the Axiom product's Admin task pane, as usual. If the dimension you
open displays as read-only, this means that you need to use the Dimension Maintenance Utility to
modify it. For example, in Axiom Budgeting, when you open the DEPT dimension from Bud Admin task
pane > Budget System Maintenance > View Dimension Tables, the tab displays DEPT R/O. Though you
can view the dimension, you need to use the Dimension Maintenance Utility to edit it. On the other
hand, if you open the INITIATIVEID dimension, the tab does not display R/O. This means that you can
modify the dimension as usual. This is because the INITIATIVEID table is not included in the list of tables
that aremaintained via the Dimension Maintenance Utility. For a list of dimensions not included in the
Dimension Maintenance Utility, see the Overview section.

IMPORTANT: Edit dimension data with extreme care, as any errors introduced could cause problems
throughout the system. Do not modify fields not described in Axiom documentation.

After you select the product(s) and dimension to edit, the Dimension Maintenance Utility refreshes itself
and displays the different products and the columns that belong to them for the dimension. As seen in
the following example, the columns display in groups.
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TIP: It is not always necessary to populate every field. Enter as much information in the dimension
table as you have available.

In the blue cells, you can do the following:

l Choose from a list of validated values by double-clicking the folder in the column next to the
grouping column.

l Enter free-form values, though we recommend that you take into consideration any existing
values or rules for that column.

Grouping columns tagged as General display first, as shown in the previous example. General columns
are typical reference fields leveraged by multiple products. Each subsequent grouping displays based on
the products you selected. Records display depending on the security assigned to you. For example, if a
no write filter is assigned for that member, the dimension will return no records. For more information,
see Edit the security rights for a user.

IMPORTANT: If you are not sure whether to edit a cell, contact your system administrator.

Some columns in dimensions tables are validated, allowing only certain predefined values. If you enter
an invalid value, an error will occur when you save, specifying the cell so you may make a correction and
save again.

To edit a dimension:
1. Launch the Dimension Maintenance Utility.
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2. In the Fin Plan Admin task pane, in the Administration section, double-click Dimension
Maintenance.

3. In the Refresh Variables dialog, do the following, and click OK:

a. In the Select The Product To Edit drop-down, select the product.

NOTE: The list of products that display is determined by the Axiom product licenses
that your organization owns.

b. In the Select a Dimension to Edit drop-down, select the dimension.

c. In theOptional Data Filter field, do one of the following:
l Type a filter syntax.
l To select an existing filter or create a filter that you can save for later use, click Select

Filter.

4. To retrieve a smaller subset of data, you can use theQuick Filter in theWorkbook Options of the
Main ribbon tab.

For detailed instructions on how to use the feature, see Applying a Quick Filter to a report.

5. Enter the dimension member attribute information in the appropriate cells. You can type a value
in the cell free-form or select from a list of existing validated values. These are represented with a
folder icon next to the grouping column. You can do one of the following to enter validated values:

l Next to the column, double-click the folder icon. In the Choose Value dialog, select the
value, and click OK.
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l If you have a large number of entries to make, instead of opening each folder, you can copy
and paste the validated value to other cells in the same column.

IMPORTANT: Do not change the format of cells in dimensions (e.g., number, date,
percentage, and so on).

6. After you finish making your changes, in theMain ribbon tab, click Save.

NOTE: If a column is missing, then it is assigned to a different dimension or not assigned. For more
information, see Assign an existing grouping column to a dataset (product).

Adding a dimension record

When you save the new dimension record, it displays in the existing table on the next utility refresh.

To add a dimension record:
1. Launch the Dimension Maintenance Utility.

2. In the Cost Accounting Admin task pane, in the Costing Structure Maintenance section, double-
click Dimension Maintenance.

3. In the Fin Plan Admin task pane, in the Administration section, double-click Dimension
Maintenance.
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4. To select the product to add the new dimension record, do the following:

a. Press F9 or in theMain ribbon tab, in theWorkbook Option group, click Refresh Data.

b. In the Refresh Variables dialog, from the Select The Product To Edit drop-down, select the
Axiom Healthcare Product.

c. From the Select a Dimension to Edit drop-down, select the dimension.

d. Click OK.

5. At the bottom of the workbook, click the Add_New_Dimension tab.

6. You can type a value in the cell free-form or select from a list of existing validated values. These are
represented with a folder icon next to the grouping column. You can do one of the following to
enter validated values:

l Next to the column, double-click the folder icon. In the Choose Value dialog, select the
value, and click OK.

l If you have a large number of entries to make, instead of opening each folder, you can copy
and paste the validated value to other cells in the same column.

7. For each record to create, in the Save? cell, click the drop-down box, and select Yes.

Administrator's Guide Axiom Financial Planning │ 89



If you do not select Yes, the Save ? cell for the new dimension displays No with a red background
as a reminder that you need to save your changes. If you do not save your changes, the default
values you enter will not display. If you leave the values unpopulated, the system will populate
the defaults using those defined in the column properties in the dimension table.

8. In theMain ribbon tab, click Save.

Upon Save, the new record posts to the database and the utility refreshes, moving the newly saved
record to theDimension Maintenance tab.

IMPORTANT: When adding new records, the field used as that user’s security filter must be
completed and within their filter before it will save successfully. If it is not, the system displays a
message that you cannot post this record to the database because it is outside of your write filter.
For example, if a security administrator using the Dimension Maintenance Security provides a filter
for Angela to grant her edit rights to the Department dimension for Entity =2, then Angela must enter
2 in the Entity column before saving. For more information about setting up security for the
Dimension Maintenance Utility, see Edit the security rights for a user.

Creating a grouping column

Some dimension tables include grouping columns that allow data associated with those records to share
common settings or be rolled up into larger groups for calculation or reporting purposes.

NOTE: If you created a custom grouping column in Axiom Financial Planning version 2016.4 or earlier,
you need to assign it to a data set (product). For instructions, see Assign an existing grouping column
to a dataset (product).

Here are a few guidelines for naming your columns:

l Keep the descriptions of grouping columns short and simple.
l Avoid using common English words in your grouping column names, such as Interface or Union.

Instead, combine words to come up with column titles such as IntGroup.
l It is good practice to fill out each grouping column for every element (table row).

Administrator's Guide Axiom Financial Planning │ 90



l Spaces are not allowed. Use the underscore to separate upper/lower case words.
l Grouping columns cannot start with a number, but they may include a number.

To create a grouping column:
1. In the Explorer task pane, in the Libraries section, click Table Library > !Dimensions.

2. Right-click the dimension table to add the grouping column to, and select Edit table structure.

3. In the Edit Table dialog, click the Columns tab.

4. Above the list of column names on the left side of the tab, click the + button.

5. In the Column Name field, type a name for the new column.

IMPORTANT: Use only alphanumeric characters in group column labels.

6. In the Data Type field, click the drop-down button, and select String.

7. In theDefault Value field, type a default value that displays to the user.

8. Click Apply.

9. In the list of columns, select the column you just added.

10. Above the list of columns, click the Assign Columns to Data Sets button.

11. In theData Set Assignment dialog, select the checkbox for any Axiom Healthcare Suite products
to add to the column to, and click OK.

12. In the Edit Table dialog, click OK.

13. To view the new column, in theMain ribbon tab, click Refresh Data.

The new grouping column nowdisplays in the dimension.

Update Axiom Financial Planning dimensions
Axiom Financial Planning uses some dimensions that are not included in the Dimension Maintenance
utility:

l CODE – Contains a unique numerical ID for each of the summary accounts used in Financial
Planning calculations.

l MODEL – Contains the description, active/inactive status, base year and assumptions set for each
financial planning model defined.

l NODE – Contains the description, model, node type, and other information for each node.
l PAYOR – Lists payor categories for financial modeling and reporting (Medicare, Commercial, Self-

Pay, and so on).
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l SCENARIO – Lists each scenario defined in Axiom Financial Planning, including a brief description
for each, the person who created it, the base year, and submission and processed dates. You
manage scenarios from the Scenario Manager utility.

Update a dimension table using the corresponding Dimension Update utility.

To update dimensions using the Dimension Update Utilities:
1. In the Fin Plan Admin task pane, in the Administration section, expand Dimension Update

Utilities.

2. Double-click the utility for the dimension to edit.

� Update the Code dimension

IMPORTANT: Changes made to CODE descriptions are system-wide, meaning they affect code
descriptions in other Axiom products where the codes are used.

You can update/use the following Code dimension attributes:

l Description – Code description displayed in the Description column of the CODE table.
l Active – Determines whether a code can be inserted into nodes, and whether it will display

as a mapping option in the Transfer to Financial Planning utility.
l Conversion Factor (Transfer to FP Only) – Used in transferring data from Axiom Budgeting

to Axiom Financial Planning. Budgeting values are in normal dollars, but in Axiom Financial
Planning, they are in thousands of dollars. The default for this column is to divide by 1000.
You can also set this to divide by -1000, 1, or -1.

l Conversion Factor YR2 (Transfer to FP Only) – Used in transferring data from Axiom
Budgeting to Axiom Financial Planning. You can change the division conversion factors just
as in the general Conversion Factor column, but you can also change the number of days in
the FTEs section, for example, to accommodate leap years if you are calculating by days.
Conversion factors set here apply to the year selected for Year 2 in the first Configuration
for Data Transfer page (page 2) of the Transfer to Financial Planning utility.
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l Conversion Factor YR3 (Transfer to FP Only) – Used in transferring data from Axiom
Budgeting to Axiom Financial Planning. You can change the division conversion factors just
as in the general Conversion Factor column, but you can also change the number of days in
the FTEs section, for example, to accommodate leap years if you are calculating by days.
Conversion factors set here apply to the year selected for Year 3 in the first Configuration
for Data Transfer page (page 2) of the Transfer to Financial Planning utility.

NOTE: Although the conversion factors are edited here, the results are saved to the
FPCode column in the ACCT table, not the CODE dimension table.

l Mapping Code (Transfer to FP Only) – Used in transferring data from Axiom Budgeting to
Axiom Financial Planning. This column displays the code to use in the ACCT_FPCode column
to map the CODE item to Axiom Financial Planning. This column is for reference purposes
and cannot be edited.

To view the other dimension table column descriptions, See CODE.

� Update the Model dimension
You can update the following Model dimension attributes:

l Description
l Active
l Status
l Projected Years
l Report Group
l Model Group
l Globals

To view descriptions for these and other MODEL dimension table columns, SeeMODEL.

� Update the Node dimension
You can update the following Node dimension items for a selected Financial Planning Year:

l Description
l Model
l Type
l Tab Display
l Long Description
l Primary Group
l Secondary Group
l Allocation ID
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To view descriptions for these and other NODE dimension table columns, See NODE.

� Update the Payor dimension

IMPORTANT: Changes made to PAYOR descriptions are system-wide, meaning they affect
PAYOR descriptions in other Axiom products where the codes are used.

You can update the following Payor dimension items:

l Description
l Type
l ENUFF
l Bad_Debt_Grp
l Charity_Grp
l Capitated

To view descriptions for these and other Payor dimension table columns, see PAYOR.

� Update the Scenario dimension
You can update the following for the Scenario dimension items for a selected Financial Planning
Year:

l Description
l Active
l RptScenario

To view descriptions for these and other Scenario dimension table columns, see SCENARIO.

3. Make the desired edits. The following example is from the Code Dimension utility.

l All green fields are drop-downs with selectable options. Click in a field and then click the
drop-down arrow to the right of the field and select an option.

l All blue fields are input fields. Type changes directly into the fields.
l Do not edit protected fields. If you want to change data in protected fields, please contact

Client Success.
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4. After you make your changes, in theMain ribbon tab, click Save.

Axiom Financial Planning dimension tables
This section includes a description of the Axiom Financial Planning dimensions.

CODE

The CODE dimension table contains all the valid CODE items used in the Axiom Financial Planning system.

IMPORTANT: Do not make direct edits in this table; only some of the items can be edited. Use the
Code Dimension Update Utility in the Financial Planning Admin task pane.

The following table describes the items in the CODE dimension table.

Column Description

Code The preset code used in Axiom Financial Planning.
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Column Description

Description Identifies the Code description. Try to be as explicit as possible, avoid
abbreviations, and use layman’s terms. Descriptions should not be in all
capital letters. To remove the all-caps format in the spreadsheet, use the
Proper formula =Proper().

CodeUpdate Themapping to code structure used in Hospital Advisor XI.

FSDetail Used to identify line-item Financial Statement categories. For the naming
convention, use the first letter of the type category with an underscore
and then the category name. For example, R_IPRev, R_OPRev.

FSSummary Used to identify summary-level Financial Statement categories. For the
naming convention, use the first letter of the type category with an
underscore and then the category name. For example, R_PatientRev or E_
Salaries.

Type Used to identify themajor Financial Statement category.

Category Used to identify the detailed Financial Statement category.

SummaryCode Identifies the code that each code summarizes to.

InterfaceCode Reserved for future use.

Credit Reserved for future use.

ActiveCode Designates whether a CODE is active (Yes) or inactive (No) and can be
added into a node or be available for mapping in the Transfer to FP Utility.

Picklist Used to determine which codes are available in each category within a
node.

CalcMethod Designates the associated calc method with the code, when applicable.

Allocation Identifies codes designated as allocation specific.

AcuteCM Designates if a CODE item is used as a calc method in Axiom Financial
Planning.

CapitalCM Designates if a CODE item is used as a calc method in Axiom Capital
Planning and Tracking.

BPAcct Used to identify Axiom Budgeting accounts from the ACCT dimension.

MODEL

TheMODEL dimension table defines themodels within a file group.

IMPORTANT: Do not make direct edits in this table; only some of the items can be edited. Use the
Model Dimension Update Utility in the Financial Planning Admin task pane to edit items.

The following table describes the items in this dimension table.
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Column Description

MODEL The unique name of themodel.

Description The long-form description of themodel.

Active Whether or not themodel will be included in reports and calculations.

ReportGrp The optional grouping column that can be used for reporting.

ModelGrp The optional grouping column that can be used for reporting.

Status Whether or not themodel will be available for assignment of nodes.

ProjYear The number of years for which projections will be generated.

BaseYear The base year from which projections will be generated.

Global The set of assumptions assigned to associated nodes by default

ObligatedGroup The optional grouping column to use for reporting.

ProjectID Unused at this time.

KHABgtTemplate Unused at this time.

zConsOrder Unused at this time.

LastSubmitted The last timemodel was submitted for recalculation.

LasProcessed The last time recalculation was completed.

NODE

The NODE dimension table defines the nodes within each model.

IMPORTANT: Do not make direct edits in this table; use the Node Dimension Update Utility in the
Financial Planning Admin task pane.

The following table describes the items in the NODE dimension table:

Column Description

NODE The node number which corresponds with plan file ID.

Description The description of the node.

Model Themodel associated with the node.

Type The node type.

TypeDesc The node type description.

Template The template associated with node type.

LongDesc The optional long-form node description.

ProcessOrder The node type process order.
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Column Description

TabDisplay The value displayed when the node is opened.

PrimaryGrp The optional grouping column to use for reporting.

SecondaryGrp The optional grouping column to use for reporting.

AllocationID The value used to match CorpAllocation driver value.

CPReqID The value assigned by integration from Axiom Capital Planning.

FPNode The value assigned by integration from Operating Budget.

PAYOR

The PAYOR dimension lists all the defined payors used in Axiom Financial Planning, Axiom Capital
Planning, and Axiom Capital Tracking systems.

IMPORTANT: Do not make direct edits in this table; use the Payor Dimension Update Utility in the
Financial Planning Admin task pane.

The following table describes the items in the PAYOR dimension table.

Column Description

Payor The preset payor number used in Axiom Financial Planning.

Description The description of each payor.

ENUFF Not used at this time.

Type Identifies type of payor. Gov is utilized in third-party payables calculation.

Revenue Identifies the revenue type for each payor.

Bad_Debt_Grp Allows grouping of bad debt to up to five groups of specific payors.

Charity_Grp Allows grouping of charity to up to five groups of specific payors.

Capitated Identifies capitated payors.

Picklist Utilized to select available payors to be added in a node.

HlthPlan_RX Allows grouping of covered lives to up to two groups of specific health plan
payors.

HlthPlan_Other Allows second grouping of covered lives to up to two groups of specific
health plan payors.

SCENARIO

The SCENARIO dimension table includes records for each scenario defined in Axiom Financial Planning.
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IMPORTANT: Do not make direct edits in this table; use the Scenario Dimension Update Utility in the
Financial Planning Admin task pane.

The following table describes the items in the SCENARIO dimension table.

Column Description

SCENARIO A unique numerical identifier for each scenario

Description A description of the scenario

Active Not currently used

BaseYear Displays themodel base year

Creator The user who created the scenario

Repeat Scenario Not currently used

Scenario Last
Submitted Date

Date/time scenario was last submitted for processing

Scenario Last
Processed Date

Date/Time scenario was last processed

Standardize and customize node templates
When a user adds a new node to a model, the system prompts them to use a default configuration. The
Manage Node Default Details utility allows you to configure (account detail) the default configuration for
each node, including (for nodes with these items) defining the reimbursement methodology, the variable
expense driver, and the variable expense percentage.

In theManage Node Default Details utility, when you select Yes in the Include column, the system
automatically adds the item when users add a node of that type. However, the system does not use the
configuration defaults from this utility under the following circumstances:

l If a user creates a new node, changes the defaults, and then rebuilds the node, the system uses
the changes instead of the defaults.

l If you load a different selection from the Data Collection Template, the system uses the selections
imported from the template instead of the defaults.

IMPORTANT: Each tab in this utility represents a specific node in Axiom Financial Planning. Thus,
any change you make is NOT replicated on any other tab. Make sure to configure the appropriate
selections in each tab.
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To standardize and customize node templates:
1. In the Fin Plan Admin task pane, in the Financial Plan Assumptions section, double-clickManage

Node Default Detail.

2. For each tab, in the Include drop-down for each line item, turn on by selecting Yes. When
finished, save the changes to initiate the defaults.

NOTE: This feature is activated only when manually creating a node. If you use the integration
utility and the Build Node from Loaded Data feature to add nodes, additional rows are
automatically inserted where data exists. To modify a node, seeModify a node.

3. After you are donemaking your changes, in theMain ribbon tab, click Save.
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Rolling Forward to a New Planning
Year

As part of the implementation process, a Syntellis implementation consultant helps you create an Axiom
Financial Planning file group for the current year.

For the next or subsequent file year, however, you need to create a new file group and, optionally, fill it
with data.

The Annual Rollforward Utility allows you to pull data from the file group for the current year and import
it to the file group for the next year. Your organization typically performs this process annually to create a
newmodel or set of newmodels with an updated time series.

If your actuals are up to date, the system performs the annual roll forward process for base year 2 and 3.
During the Data Planning process, the new base year 3 (current fiscal year) is updated with budget or
projection data, depending on your Axiom Financial Planning configuration. The following diagram
shows you the steps that are required for rolling your financials forward to the next year.

NOTE: Axiom Financial Planning already includes file groups for 2016-2019, but to roll forward to
years 2020 and beyond, you will need to create a new file group.

5
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NOTE: All the steps after Data Planning only happen if you are using other Axiom products with
Axiom Financial Planning.

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 FP_NextYear
file group alias.

To create a new file group:
1. In the Fin Plan Admin task pane, in the Administration section, click Create New File Group, and

double-click Create New File Group - Next Year.
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2. In theNew File Group Year field, type the year to assign the new file group, and click Next.

3. In theGeneral Properties dialog, click Finish.

4. The system displays a warning prompt that lists the tables it will not create as part of the new file
group. To continue, click OK.

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

6. The system displays a confirmation prompt that the file group saved successfully. Click OK.
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7. In the Edit File Group dialog, to continue creating the file group, click OK.

IMPORTANT: If you click Cancel, the system will not create the file group.

8. Close and then re-open the Fin Plan Admin task pane.

Getting data into a new file group
After you create a new file group for next year’s planning, there aremultiple ways to add current and/or
historical data in the plan file, including:

l Copy driver file data – Instead of copying data from the prior year driver set manually one cell at
a time, you can copy the data and calc methods all at once. See Copy data for driver files.

l Roll forward current file group data – Use the Annual Rollforward Utility to pull data from the file
group for the current year and import it to the file group for the next year. For more information,
see Rolling data forward to a new planning year.

l Transfer operating budget data and Rolling Forecasting data – Use the Transfer to Financial
Planning utility to leverage financial General Ledger and payroll data to update the years for
historical models and nodes from Axiom Budgeting and Performance Reporting. Use the utility to
also leverage the Axiom Rolling Forecasting data tables to update the historical model and node
years. For more information, see Using the Transfer to Financial Planning utility.

l Transfer capital project data from Axiom Capital Planning – Use the Transfer Capital Projects to
Financial Planning utility to integrate capital data into financial planning plan files. See Integrating
capital project data.

l Collect data from other sources – Use the FP Data Collection Template to gather data outside of
Axiom Financial Planning. This template works as a stand-alone Excel workbook that you can use
to import external data into the product, and interface in the nodes for the three input periods.
For more information, see Collect and import data from other sources.

l Manually enter data – If needed, you can enter historical data into Axiom Financial Planning
manually, directly into plan files. For more information, see Entering historical data manually.

You can use a combination of all of thesemethods to import data into a new file group for a new year’s
planning purposes. For example, you can use the Annual Rollforward Utility to bring in data from the
2019 and 2020 file groups into a new 2021 file group, and then use the Transfer to Financial Planning
utility to bring in the budget data for 2020. If you have questions, contact your Syntellis implementation
consultant to help you with this process.

Copy driver file data for the annual roll forward
When preparing to roll data forward from one year to the next, you can now copy data from the prior file
group for the Setup and Baseline drivers. You can also copy driver data for custom drivers once you
recreate them for your new file group set. The copy action copies the driver data and also insert calc
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method data, so be aware that it will override any existing data in the drivers created for the Current Year
file group.

NOTE: These instructions are for new File Groups created from the Create New File Group - Next Year
function. Create your new File Group before updating your driver files, and then perform the annual
roll forward. You can update driver growth rates at any time.

To copy driver file data for a driver:
1. In the task pane, in the Financial Plan Assumptions section, expand Update Assumptions.

2. Double-click the desired driver (Setup or Baseline).

3. At the top of the driver, the Copy data from previous year file group? button reads “No.” Click
the drop-down arrow to the right and select Yes.

IMPORTANT: Before bringing in data from the previous year, be aware that all data will be
overwritten with prior file group data and any formulas will be overwritten.

4. In theMain ribbon tab, click Refresh Data. This runs a query that pulls in values (if there are any)
from the previous year’s driver of the same name.

NOTE: The driver names for both the driver being copied from and the driver being copied to
must be identical. If they are not, the copy button does not display.

After the data copies over, the copy data button resets to No.
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NOTE: The Supplemental Detail section is not populated, with the exception of the Federal
Medicare Adjustment (Dollar Amount). This is a known limitation.

5. Save the driver.

To copy a custom driver:
1. Re-create your custom driver using theManage Drivers utility in the Financial Plan Assumptions

section. See Create custom Global Sets (drivers) for details. Make sure that you give the new driver
the exact name as the one from the prior year. If the names are not identical, the copy button
does not display.

2. At the top of the new driver, click the drop-down arrow to the right of the Copy data from
previous year file group? button and select Yes.

3. In theMain ribbon tab, click Refresh Data to bring in data values and calc methods from the prior
year driver.

4. Save the driver.

Using the Annual Rollforward Utility
The Annual Rollforward Utility provides administrators a way to select and copy data from one file group
year to the next. This forms-based utility available from the Fin Plan Admin task pane replaces the old
Excel-based utility of the same name.

The new utility includes all the functionality in the old utility but presents it in a user-friendly wizard that
walks you step-by-step through the process of pulling data from the Current Year file group and
importing it to the Next Year file group.

The roll forward utility has the following main processes:

1. Configuration – Select the source file group for your roll forward. To get started, see Select the
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data and years to roll forward.

2. Models and nodes selections – Select which models and nodes to include and which models to
save data to.

3. Finalize and submit – Select whether to create nodes on submission or to not create nodes if you
want to add data from another source and build the nodes later. Click Submit when ready to
process the data.

NOTE: Data is automatically saved as you move through the utility. To start over, refresh the utility
by pressing the F5 key. Be aware that you will lose all of your previous selections when you refresh.

Select the data and years to roll forward
Use these instructions to begin using the Annual Rollforward Utility for rolling financials forward to the
next year.

� Step 1: Open the utility
1. In the Fin Plan Admin task pane, in the Administration section, expand Administrative Utilities.

2. Double-click Annual Rollforward Utility.
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3. On the first page of the utility, review the instructions, and then, in the upper right of the page,
click NEXT.

� Step 2: Select source file group
On the next page, select the file group to use as the source for your Next Year files. The default source file
group is Current Year. For the destination file group, the default is Next Year.

1. On the first configuration page (page two of the utility), from the Source File Group drop-down,
select the desired file group year to use as the source data year. This is the year that contains the
nodes and data to roll forward. The year you select becomes the first forecast year of the current
model.

2. Click NEXT.

� Step 3: Select the years to copy
In this step, you select the years that contain the data to be rolled forward.
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1. On the next configuration page, review the default destination file group years. By default, all
years displayed are selected to be copied. Do one of the following:

l To include data from all years, leave the toggles set to Yes.

l To exclude a year, click the toggle for that year to No.

2. Click NEXT.

� Step 4: Review the configuration summary
The Configuration Summary page displays a summary of the file groups and file group years/options you
selected.

1. Review your selections to be sure they are correct.
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If they are not, go back to the desired page by clicking the PREV button or by clicking the desired
page button to go directly to that page.

TIP: Hover your cursor over a button to see the name of the page it accesses, as shown in the
following example:

2. Click NEXT.

Continue to Step 5: Select models and configure options.

Select models and nodes
The next steps in the Annual Rollforward Utility involve selecting models and nodes, and designating the
models to save the nodes to.
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� Step 5: Select models and configure options
TheModel Selections page displays the list ofmodels available for including in the roll forward. In
addition to selecting models, you can configuremodel options such as renaming a model, changing the
default number of Projected Years, and changing the associated driver (if applicable).

1. At theModel Selections page, all models are selected by default. To exclude a model, in the
Include? column on the left, click the checked box to clear it. If the list is long, you can click the
Filters icon ( ) in the gray header bar and filter the list to display only themodels you want to
view.

2. If desired, make any of the following changes:
l To change a model’s name, type the new name in theModel column field.
l To change a model’s description, in theDescription column field, edit the description.
l To change the number of projected years, in the Proj Years column, select the desired

number of years from the drop-down.

l To change the driver used for a model, in theGlobals column, select the desired driver
from the drop-down.

3. Click NEXT.

� Step 6: Select nodes and configure options
The Node Selections page displays a list of nodes available for including in the roll forward, based on the
models you selected on the previous page.

1. At theNode Selections page, all nodes are selected by default. To exclude a node, in the Include?
column, click the corresponding checked box to clear it. If the list is long, you can click the Filter
icon ( ) in the gray header bar and filter the list to display only the desired nodes.
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2. If desired, make any of the following changes:
l To change a node's description, in theNode Description column, edit the text.

l To change a node's long description, in the Long Description column, edit the text.

l To change the text displayed on the tab when the plan file is opened, in the Tab Display
column, edit the text.

NOTE: This is the value that displays when a node is opened and can bemodified.

l To apply the samemodel to all nodes, inModel column, in the top drop-down, select the
desired model. The selected model name is copied to theModel field for all nodes.

l To apply different models to different nodes, In theModel column, select from the
corresponding drop-down for each desired node.

3. Click NEXT.

Continue to Step 7: Finalize and submit.

Final check and submit
The Final Check & Submit page provides the opportunity to review your selections and build nodes
without having to open the Node Rebuild Utility.

The top section contains data build options for two kinds of nodes: non-Initiative nodes and Initiative
nodes. These are separated because Initiative nodes have no history or growth data, and so can be
rebuilt (copied) for the Next Year File Group. The default setting for these nodes is Rebuild Nodes.
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Non-Initiative nodes generally have history and other data and so would need to have global
assumptions applied as they are built, to model forecast years appropriately. The default setting for
these nodes is Build Nodes from Loaded Data. You can change the settings for these node types if
desired. You can also select to not build nodes at this time and then build them later using the Node
Rebuild Utility.

Step 7: Finalize & Submit
1. At the Final Check & Submit page, review your data, models, and node selections. To make

changes, click PREV or navigate to the desired page using the page buttons, and make desired
changes.

2. Do one of the following:
l To build the nodes according to the defaults, leave the settings as they are.

l To not build nodes at this time, in the Selection column for the desired node type, select
Do Not Build Nodes from the drop-down. The screen tip changes to inform you that you
will need to use the Node Rebuild Utility when you are ready to build nodes.

3. Click Submit.

4. In the Axiom confirmation box, click OK.

The annual roll forward job is scheduled. You will receive a notification when it is complete. You can also
go to the Scheduler and review progress and results.
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Managing Models and Nodes
Within the file group for a particular year's financial plan, you can definemodels per your organization's
structure, and then add plan files for each node (unit) in your organization. You can associate the plan
files (node) with themodels.

Amodel is a group of nodes that share a balance sheet. After a model is created, you can change the
model’s Status and you can change various settings for themodel’s nodes using the Control Panel to
Manage Nodes feature. For instructions on both, seeModify node settings. You cannot copy or delete
models.

Nodes can represent an entity, division, user-defined business group, strategic initiative, health plan,
new debt, or a balance sheet within your organization. For more information, see B. Setup – Defining
financial nodes and models.

Create a model
Typically, you createmodels at the organizational level at which balance sheets aremaintained (For
example, a hospital, physician group, health plan, and so on).

Models do not correspond to a single object or file in Axiom Financial Planning, but rather are groupings
of nodes (plan files) that share a balance sheet.

You can createmodels for the current or future financial years.

To create a model:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, click

Create New Model.

6
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2. In the Create a New Model dialog, do the following:

Option Description

Model name Type a name for themodel.

Description Type a description of themodel.

Active To include themodel in group reports, do one of the
following:

l To include themodel, select Yes.
l To not include themodel, select No.

Status Select the status of themodel. You can change this status
later using the Control Panel to Manage Nodes feature.
SeeModify node settings.

ReportGrp (optional) Select the report group to assign themodel to.

ModelGrp (optional) Select themodel group to assign themodel to.

BaseYear Select the current operating year to associate to the
model.

ProjYear Select the number of years to calculate for projections.
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Option Description

Global Set Select the default set of assumptions (For example,
inflation rates, volume changes) used by nodes assigned
to this model.

NOTE: You can override this setting for individual models
using Control Panel to Manage Nodes in the Financial
Planning Commands section of the Fin Plan Admin task
pane. SeeModify node settings.

3. Click Submit.

Create a node
A node is an organizational unit within a health system, such as an entity. For more information on what
nodes are, see B. Setup – Defining financial nodes and models.

Use this option to create a node for the current or future year financial planning.

To create a node:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, double-

click Create New Node.

2. In the Create New Node dialog, complete the following fields:
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Option Description

Node name Type a name for the node.

Model to use for node Select a model to associate to the node.

Node type Select a node type to associate with the node. For a
description of each type, see Node types.

Description Type a long description of the node.

3. In theNew Node Setup dialog, complete the following fields:
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Option Description

Global set This is the driver file that contains the set of growth or
inflation factors that get populated in the node. Select the
Global Set driver to apply to the node.

Node is integrated? To include the node in reports and consolidated financial
analysis, do one of the following:

l To include the node, select Yes.
l To not include the node, select No.

NOTE: If you select to integrate the node, you can
change this selection later if the decision is made to
not include this node in the long-range plan. For
details, seeModifying node settings.
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Option Description

Apply Node defaults? Select whether to create the node with the standard set
of default values selected in Manage Node Default Detail.

NOTE: Your administrator sets up the standard set of
default values.

The standard set includes default reimbursement
methodologies, variable expense drivers, and variable
expense percentages.

l To create the node with default values, select Yes.
l To not create the node with default values, select No.

Custom primary category
(Optional)

Your Axiom system administrator can set up custom
categories in which to group nodes for reporting
purposes.

Select the primary group in which the new node belongs.

NOTE: This option only displays if it has been set up by
your Axiom system administrator.

Custom secondary category
(Optional)

Select the secondary group in which the new node
belongs.

NOTE: This option only displays if it has been set up by
your Axiom system administrator.

Projection years Select the number of years to include in the node.

Years of history Select the number of historical years to include in the
node.

NOTE: For node types that do not contain history, this
drop-down displays N/A.

First forecast year Select the start year for the node.

4. Click OK.

Node types
The following is a list of the available types of nodes you can create:
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� Balance Sheet
Consolidates income statements from other nodes into a unified balance sheet. Amodel can only have
one balance sheet node.

� Eliminations
Used to reconcile inter-company activities across multiple nodes.

The Eliminations Node is a manual entry node used to offset eliminating entries between entities. The
total dollars are entered for the other entities in other operations nodes. Then, a separate Eliminations
Node is created using the Eliminations Node type. You can enter amounts for all years as needed for both
income statement and balance sheet line items.

To create an eliminations node:
1. Follow the instructions in Create a node, and in Step 2, select Eliminations as the node type.

2. When the new node opens, input data in the appropriate line items for the income statement and
balance sheet.

� Entity
Each entity node has its own revenues and expenses, and maintains its own balance sheet (for example,
does not send its income statement to the Balance Sheet node).

� Expense
Contains only expense data. If there are variable expenses, another node with the necessary driver must
bemapped to it via the Control Panel to Manage Nodes dialog in the Fin Plan Admin task pane. This
node typemight be used to track expenses related to multiple service lines.

� HP Balance Sheet
Uses the Health Plan template. Consolidates income statements from other health plan nodes into a
unified balance sheet. Amodel can only have one balance sheet node.

� HP Entity
Uses the Health Plan template. Each entity node has its own revenues and expenses, and maintains its
own balance sheet (for example, does not send its income statement to the Balance Sheet node).

� HP Expense
Uses the Health Plan template. Contains only expense data. If there are variable expenses, another node
with the necessary driver must bemapped to it via the Control Panel to Manage Nodes dialog in the Fin
Plan Admin task pane. This node typemight be used to track expenses related to multiple service lines.
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� HP Operations
Uses the Health Plan template. Each operations nodemodels a component of the organization with
associated revenues and expenses (Acute, Psych, Rehab, and so on).

� HP Volume and Revenue
Uses the Health Plan template. Contains only revenue data. If revenue is variable, another node with the
necessary driver must bemapped to it using the Control Panel to Manage Nodes dialog in the Fin Plan
Admin task pane. This node typemight be used to have revenue from multiple nodes drive a common
set of expenses.

� Initiative
Tracks the volume, revenue, expense, capital spending, bad debt, and charity associated with a project.
The project must begin in a future year (does not contain historical data) and contains a full balance
sheet. This node also calculates the net present value and ROI.

� New Debt
Calculates the estimated costs for a bond issuance for a given cash outlay. This node assumes that an
asset will be created and calculates depreciation, amortization, and so on. NewDebt nodes are forward-
looking and do not contain historical data. You also cannot change the Global set or the projection years
for this type of node.

� NonPatient
Contains operating revenue and expenses and excludes all patient level revenue and volume.

� Operations
Each operations nodemodels a component of the organization with associated revenues and expenses
(Acute, Psych, Rehab, and so on).

� Phys_Balance Sheet
Uses the Physician template. Consolidates income statements from other health plan nodes into a
unified balance sheet. Amodel can only have one balance sheet node.

� Phys_Entity
Uses the Physician template. Each entity node has its own revenues and expenses, and maintains its own
balance sheet (for example, does not send its income statement to the Balance Sheet node).
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� Phys_Expense
Uses the Physician template. Contains only expense data. If there are variable expenses, another node
with the necessary driver must bemapped to it via the Control Panel to Manage Nodes dialog in the Fin
Plan Admin task pane. This node typemight be used to track expenses related to multiple service lines.

� Phys_Operations
Uses the Physician template. Each operations nodemodels a component of the organization with
associated revenues and expenses (Acute, Psych, Rehab, and so on).

� Phys_Volume_Revenue
Uses the Physician template. Contains only revenue data. If revenue is variable, another node with the
necessary driver must bemapped to it using the Control Panel to Manage Nodes dialog in the Fin Plan
Admin task pane. This node typemight be used to have revenue from multiple nodes drive a common
set of expenses.

� Project
Used to integrate projects from Capital Planning.

� Research Balance Sheet
Uses the Research template. Consolidates income statements from other health plan nodes into a
unified balance sheet. Amodel can only have one balance sheet node.

� Research Entity
Uses the Researchtemplate. Each entity node has its own revenues and expenses, and maintains its own
balance sheet (for example, does not send its income statement to the Balance Sheet node).

� Research Expenses
Uses the Research template. Contains only expense data. If there are variable expenses, another node
with the necessary driver must bemapped to it via the Control Panel to Manage Nodes dialog in the Fin
Plan Admin task pane. This node typemight be used to track expenses related to multiple service lines.

� Research Operations
Uses the Research template. Each operations nodemodels a component of the organization with
associated revenues and expenses (Acute, Psych, Rehab, and so on).
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� Volume_Revenue
Contains only revenue data. If revenue is variable, another node with the necessary driver must be
mapped to it using the Control Panel to Manage Nodes dialog in the Fin Plan Admin task pane. This node
typemight be used to have revenue from multiple nodes drive a common set of expenses.

Add an initiative
Initiatives are added to Financial Planning as nodes. To add an Initiative, you create a type of node called
an Initiative Node. The Initiative Node Type tracks the volume, revenue, expense, and capital associated
with a new project. Create an Initiative node when you want to model projected incremental impact to
your organization such as cost savings, the start of new services, the hiring of additional FTEs, or
construction of new facilities. Initiatives are typically created after the basemodels when historical and
base data are completed.

To create an initiative node:
Follow the instructions for creating a node, with the following exceptions:

1. On the first page of the Create New Node dialog, forNode Type, select Initiative.

2. On the second page of the Create New Node dialog, note that you do not select Years of history.
Initiative nodes start with the first projection year and do not have history.
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After completing the form and clicking OK, the new node opens, ready for you to add data.

Note the following differences between Initiative nodes and other node types:

l Financial analysis summary results are provided at the beginning of the node worksheet.

l The first year of data input is the first projection year based on the File Group used. For example, if
you are using File Group 2020, then the first data input year in the node is 2020.

l In calculating revenue, contractual allowances, bad debt, charity, and expenses, the required
inputs are base rates or drivers (e.g., gross revenue per visit or patient day, contractual allowance
percentage, or variable expense per unit) that will then be used to calculate the projection years.

Clone a node
Use this option to create a new node by cloning an existing node and making changes to it.

To clone a node:
1. Open a node.

2. In theOpen Plan Files dialog, select a node.
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3. Click Clone selected item.

4. In the Clone Node dialog, complete the following fields:
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Option Description

Newnode name Type a name for the node.

Model to use for node Select a model to associate to the node.

Node type (limited to origination
node template)

Select a node type to associate with the node. For a
description of each type, see Node types.

Long Description (Optional) Type a description of the node.

5. Click OK.

About the Node Rebuild Utility
Users who build nodes from imported data or rebuild existing nodes can use a single utility. The Node
Rebuild Utility replaces the Rebuild Node from Imported History utility and the Rebuild Node utility. This
utility includes all the functionality in the old utilities but presents it in a more user-friendly way that
guides you through the process of creating nodes or rebuilding existing nodes.

Select which function to perform, and the utility provides the appropriate options. For example:

l When you select to build nodes from loaded data, the utility checks for any nodes that have data
but no plan files, and then recommends they be built.

l When you select to rebuild nodes, the utility displays a list of all existing nodes that can be rebuilt.

Additionally, a built-in filters panel lets you filter lists ofmodels by model, node type, and template.

For more information, see the following:

l Rebuild a node
l Build a node from imported history and other data
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Build a node from imported history and other data
When data is imported for new nodes, Axiom Financial Planning must be prompted to create the new
node plan files using the imported data.

NOTE: Before you can use the Node Rebuild Utility, you must first import the data using the
integration utility or the FP Data Collection Template.

To build a node from imported history or other loaded data:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, click

Node Utilities, and double-click Node Rebuild Utility.

2. In theNode Rebuild Utility, from the Build Nodes from Loaded Data drop-down, select Yes, and
then click Next.

3. The next page displays a table listing models that have unbuilt nodes containing data.
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TIP: If the list is long, you can filter the list to display only themodels you want. Click the
Filters icon ( ) and filter the list.

On the left of the table, do one of the following:

l To select all models listed, in the column of check boxes on the left, select the check box in
the header row.

l To select models individually, select themodel’s corresponding check box.

4. To build the selected nodes, click Submit.

5. At the confirmation prompt, click OK.

A notification displays at the bottom of the page stating that the build job has been scheduled.

Open a node
Use this option to view nodes used for last year's, this year's, and next year's planning.

To view a node:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, do the

following:
l To open nodes for the next planning year, double-click Open Node.
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l To open nodes for this year, click Current Year Utilities, and double-click Open Current
Year Node.

l To open nodes from last year, click Prior Year Utilities, and double-click Open Prior Year
Node.

2. In theOpen Plan Files dialog, you can do the following:
l To filter the list, in the <type here to filter list> field, type the name of the node.
l To sort the list by column, click the column header.
l To sort the list in ascending or descending order, click the header arrow.
l To open a node, select it, and click OK.

Modify a node
To modify a node:

1. Open a node.
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2. In the blue cells, make the appropriate changes.

3. To insert additional input rows within a node, in theMain ribbon tab, in theWorkbook Options
group, click Additions > Add Row(s).

4. After you are donemaking changes, in theMain ribbon tab, click Save.

Add custom stat codes to a node
If you need more than the three user-defined statistic codes provided at the bottom of each node, you
can add more.

NOTE: This feature only works in newly created nodes that use the updated node templates. You
cannot insert new custom stat code rows to nodes created from previous templates.

To add a custom code row to the Other Statistics (User Defined) section of a node:
1. Open a node.

Administrator's Guide Axiom Financial Planning │ 131



2. In theMain ribbon tab, click Additions > Add Row(s) > Custom Inserts > Insert an Account Type
> Insert an Account Type Actions on sheet Plan > Insert User Defined Stat.

3. In the Calc Method Variables dialog, click Choose Value, and then, in the Choose Value dialog,
select a code value, and click OK.

4. In the Calc Method Variables dialog, click OK. The new row is added to the end of the node.

5. In theMain ribbon tab, click Save.

Add custom stat codes to a node
If you need more than the three user-defined statistic codes provided at the bottom of each node, you
can add more.

NOTE: This feature only works in newly created nodes that use the updated node templates. You
cannot insert new custom stat code rows to nodes created from previous templates.

To add a custom code row to the Other Statistics (User Defined) section of a node:
1. Open a node.

2. In theMain ribbon tab, click Additions > Add Row(s) > Custom Inserts > Insert an Account Type
> Insert an Account Type Actions on sheet Plan > Insert User Defined Stat.
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3. In the Calc Method Variables dialog, click Choose Value, and then, in the Choose Value dialog,
select a code value, and click OK.

4. In the Calc Method Variables dialog, click OK. The new row is added to the end of the node.

5. In theMain ribbon tab, click Save.

Rename a node
NOTE: Each node also has a unique ID number that never changes.

To rename a node:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, click

Node Utilities, and double-click Rename Node.
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2. In theNode Manager dialog, in the Select a Model drop-down, select themodel the node
belongs to.

3. In the Select a Node drop-down, select the node name to change.

4. Click Rename.

5. In the New Node name field, type the new name, and click Rename.

6. Click Close.

Rebuild a node
As Syntellis continues to add new features and calculations to the Axiom Financial Planning templates,
you can rebuild old models to include these updates, as needed.

To rebuild a node:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, click

Node Utilities, and then double-click Node Rebuild Utility.
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2. In theNode Rebuild Utility, from the Build Nodes from Loaded Data drop-down, select No, and
then click Next.

3. The next page displays a table listing available models.

TIP: If the list is long, you can filter the list to display only themodels with the nodes you want
to rebuild. Click the Filters icon ( ) and filter the list.

On the left of the table, do one of the following:

l To select all models listed, in the column of check boxes on the left, select the check box in
the header row.

l To select models individually, select themodel’s corresponding check box.

IMPORTANT: Remember that for the selected nodes, all forecast years will be overwritten with
data from the database.

4. Click Submit.

5. At the confirmation prompt, click OK.
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A notification displays at the bottom of the page stating that the build job has been scheduled.

Modify node settings
Use the Control Panel to Manage Nodes utility to change certain settings from when you initially
configured the node.

To modify node settings:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, click

Control Panel to Manage Nodes.

2. In theMain ribbon tab, in theWorkbook Options group, click Refresh Data.

3. In the Refresh Variables dialog, in the Choose a Model field, click Choose Value.

4. In the Choose Value dialog, select a model, and click OK.

5. TheModel Status drop-down displays the current status of themodel. To change it, click the
drop-down, and select a new status.

6. In the Control Panel, for each node listed, you may adjust the following:
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Column Description

Integrated Select whether or not the node is included in the financial statement for the
model.

Historical
Years

Select the number of historical years to track within the node.

Projection
Years

Select the number of future years to project in the node.

Start Year Select the start year for themodel contained in the node.

Global Set Select the set of assumptions to use when calculating projections in this node. If
the driver you want does not exist, you can create it. See Create custom drivers.

Expense 1 Select the volume drivers for this node to calculate variable expenses in the
expense nodes.

Expense 2 Select the volume drivers for this node to calculate variable expenses in the
expense nodes.

7. In theMain ribbon tab, click Save.

8. At the top of the workbook, click Double Click to Recalculate.

9. Process the plan files to propagate the changes. For more information, see Processing plan files .

Set the reimbursement modeling inputs
Use this option to specify how to handle reimbursements for each payor type.

To set the reimbursement modeling inputs for an Initiative node:
1. Open a node.

2. In the Contractual Allowances section, do the following:
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To use a... Then...

Charge based
reimbursement
method

a. In the IP Reimbursement drop-down, select IP Charge based
Reimbursement.

b. In the IP Percent of Charges Reimbursement row, do one of
the following:
l In the first-year column, type a reimbursement rate to

carry forward through the forecasted years. For example,
50% of charges.

l In each year column, type the reimbursement rate for the
specified year.

Per Case based
reimbursement
method

a. In the IP Reimbursement drop-down, select IP Per Case
based Reimbursement.

b. In the IP Percent of Per Case Reimbursement row, do one of
the following:
l In the first column, type a reimbursement rate to carry

forward through the forecasted years. For example, 50% of
charges.

l In each year column, type the reimbursement rate for the
specified year.
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To use a... Then...

Per Diem based
reimbursement
method

a. In the IP Reimbursement drop-down, select IP Per Diem
based Reimbursement.

b. In the IP Per Diem Rage Reimbursement row, do one of the
following:
l In the first column, type a Per Diem amount to carry

forward through the forecasted years. For example, $1,000
per day.

l In each year column, type the Per Diem amount for the
specified year.

Lump Sum based
reimbursement
method

a. In the IP Reimbursement drop-down, select IP Lump Sum
Reimbursement.

b. In the Reimbursement row, type the lump sum
reimbursement amount.

3. Refresh the data by doing the following:

l In theMain ribbon tab, in the Workbook Options group, click Refresh Data.

l Press F9.

4. In theMain ribbon tab, click Save.

Update expense drivers for existing nodes
Use the Expense Driver Update Utility to easily change the selected expense driver and/or the variable
expense percentage for a group of existing nodes within a model without having to open and make
changes to each node separately. After saving changes, use the utility’s recalculation feature to
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recalculate the nodes.

� About the Expense Driver Update Utility
The Expense Driver Update Utility includes the following areas:

Model name – Name of themodel to which all the nodes currently listed in the
utility belong

Column heads – Name of each column in the utility

Template type section header – This displays when Node is the selected Sort by
type in the Refresh Variables dialog

Expense category name and section – All nodes with codes for this category are
listed under it

Expense Driver field for all [category] – A driver selected here applies to all
node codes in this expense category

Variable Expense % field for all [category] – A percent entered here applies to
all node codes in this expense category

Expense driver fields for each node listed in this expense category – For any
node/code combination, to set an expense driver that is different from the
default or the one selected at the expense category level, select from this drop-
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Model name – Name of themodel to which all the nodes currently listed in the
utility belong

down.

NOTE: An Expense Category may contain multiple records for a given Node
because the Nodemay havemultiple Codes.

Variable expense % fields for each node listed in this expense category – To
set a variable expense % different from the default for a listed node/Code
combination, enter it in this field.

Recalculate button –When finished making changes, save your work and then
click this button to recalculate all listed nodes for the selected model.

To update expense drivers for existing nodes:
1. In the Fin Plan Admin task pane under Administration, expand Administrative Utilities, and

then double-click Expense Driver Update Utility.

2. In the Refresh Variables dialog, select the desiredModel.

The Refresh Variables dialog displays additional options that allow you to narrow the focus of
selected nodes.

3. In the Refresh Variables dialog, do any of the following:

l To make changes to all nodes in themodel, click OK.

l To narrow the number of nodes affected, select from the optional settings as needed:

o Select Template Type – Use to select nodes based on the type of node template
they were created from (each template has its own set of expense driver options).

o Select Node – Use to select one or more individual nodes in themodel.

o Select Expense Category – Use to select one or more expense categories in the
nodes.

o The Sort By selection determines how records are sorted within a given Expense
Category. To change how nodes are sorted, from the Sort by drop-down, select one
of the following:

n Code – Orders nodes by Code ID.

n Node – (default) Orders nodes records by Node ID.

l To save changes and close the Refresh Variable dialog, click OK.

4. Do any of the following:

l To set the same driver for all node/code combinations in an expense category, in the
Expense Driver for all [Category] field, select a driver from the drop-down.
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l To set an exception for an individual node/code combination, in the Expense Driver
column for the node, select the exception from the drop-down.

l To set the same variable expense percentage for all node/code combinations in an expense
category, in the Variable Expense % for all [Category] input field, enter the percentage.

l To set an exception for an individual node/code combination, in the Variable Expense %
column for the node, enter the exception percentage in the input field.

5. In theMain ribbon tab, click Save.

NOTE: You must save your changes before recalculating.

6. To recalculate the nodes, double-click theDouble Click to Recalculate blue bar near the left top of
the utility.

Delete a node
Use this utility to delete a node and its data from Axiom Financial Planning.

After you delete a node, reprocess themodel that housed the node to remove any residual impact the
node had on the calculations of themodel. Reprocessing themodel also schedules a job to reprocess all
of the deleted node's subsidiary nodes.

To delete a node:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, click

Node Utilities, and double-click Delete Node.

2. On the left side of the screen, in the Steps to Delete a Node section, double-click 1 - Select a
Node to be Deleted.
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3. In theDelete Plan Files dialog, select the plan to delete the node from, and click OK.

4. In the Step to Delete a Node section, double-click 2 - Process Model.

5. In the Process Model dialog, select themodel to remove the node from, and click Process.

Processing plan files
You should process plan files when you change drivers or node settings. Use this feature to refresh the
data in next year's, this year's, or last year's plan files.

To process plan files from a prior year:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, do one

of the following:

l To process next year's plan files, click Node Utilities, and double-click Process Plan Files.
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l To process this year's plan files, click Current Year Utilities, and double-click Process Plan
Files - Current Year.

l To process last year's plan files, click Prior Year Utilities, and double-click Process Plan
Files - Prior Year.

2. In the Process Plan Files dialog, do the following:
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Tab Steps

Options a. To save the plan file document after the plan files process, click
the Save document after processing checkbox.

b. To save the processed data to the Axiom database, select the Run
Save To Database in plan files after processing checkbox.

NOTE: The Create a plan file restore point before processing
checkbox is for Syntellis Support only.

c. In the Process Plan Files on section, select whether to process
the plan files on your organization's Axiom server or locally.

d. In the Server Options section, to process the plan files using the
AxiomWeb engine, select the corresponding checkbox.

e. In theNotifications section, select how you want to be informed
when the files finish processing.

NOTE: The Process with custom utility (requires Excel)
checkbox is for Syntellis Support only.

Plan Files Select the checkbox next to each plan files to process.

Axiom Queries For the plan files you selected in the Plan Files tab, select the Axiom
Queries to run when the files process. Before changing default settings,
see About Plan File processing queries.

3. Click OK.

4. At the confirmation prompt, click OK.

About plan file processing queries
The Process Plan Files utility is used to refresh data in plan files and save the data and documents. The
utility populates the plan files together with various data, such as historical data, driver data, and current
data. The Process Plan Files default setting is to run all Axiom Queries. However, not all queries will
execute in all instances.

When processing plan files, you can determine which processes are executed by viewing the Axiom
Queries tab in the utility settings. You can change the settings but be careful when doing so, especially
the first time you build plan files for a file group.

You can also open individual plan files and refresh them manually to populate them with data, but be
aware that not all queries are configured to run manually. When building plan files, use the Process Plan
Files utility to run all of the queries to ensure that all data is populated in the file. However, after plan files
are built it is not necessary to rerun certain queries, such as those that populate files with historical data,
because that data does not change during the Financial Planning Cycle. The Financial Planning templates
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are designed to determine which queries should continually refresh and to deactivate queries that no
longer need to be rerun. This ensures that data that should remain static does not change throughout
the planning cycle, and it reduces the time needed to recalculate plan files and update the data in the
Financial Planning tables.
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Populating Historical Data
Axiom Financial Planning generates multi-year forecasts and scenarios based in part on historical data
stored within nodes. You can enter this historical data using the following methods:

l Entering the data manually directly into the relevant data tables
l Completing a specially formatted data collection workbook
l Transferring operating budget and rolling forecast data, and transferring capital project data using

transfer utilities

Which method you choose is largely a matter of preference and availability of data. During
implementation, your Syntellis implementation consultant will help you select themost appropriate
input method and assist in entering your initial data. From there, it is your responsibility as administrator
to ensure that historical data is updated, as necessary.

Collect and import data from other sources
The FP Data Collection Template allows you to gather data outside of Axiom Financial Planning. This
template works as a stand-alone Excel workbook that you can use to import external data into the
product, and interface in the nodes for the three input periods.

NOTE: In some cases, you might want to collect historical data from other members of your
organization. To help with this process, Syntellis can provide an Excel Data Collection workbook to
share with VPs, directors, managers, and other stakeholders.

You can import data entered into the workbook without the need to grant other users access to Axiom
Financial Planning. Instructions on setting up and using the Data Collection workbook are included on a
sheet within the workbook.

To collect and import data from other sources:
1. In the Fin Plan Admin task pane, in the Administration section, click Administrative Utilities, and

double-click FP Data Collection Template.

7
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2. In theModel Setup tab, do the following:

a. In theModel Name cell, type the name.

b. In theModel Description cell, type a description.

c. In the Current Operating Year (Base Year) cell, type the year for the current operating
budget.

d. In the Projection Years drop-down, select the number of projection years to include in the
model.

e. In the All Years drop-down, select one or more years to include in themodel.

3. In the CODE Setup tab, do the following for Payors and detailed forecast category inputs:
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a. In the Save to Database drop-down, to save the changes from this template to the
database, select Yes.

IMPORTANT: If you have already set up dimensions, first refresh the template by
pressing F9 to refresh the Code and Payor tabs. Otherwise, if you save the template, it
will overwrite the Code and Payor dimensions.

b. In theHide/Show column, do one of the following:
l To enable each input, as required, select SHOW.
l To disable the input, select HIDE.

c. For Payor codes, in the Capitated column, do one of the following:
l If the payor is capitated, click Yes.
l If the payor is not capitated, click No.

4. Refresh the data to generate the Node tabs by doing one of the following:

NOTE: To add data to other Node tabs, unhide them.

l In theMain ribbon tab, in theWorkbook Options group, click Refresh Data.

l Press F9.

5. Rename each worksheet to the node name to use in Axiom Financial Planning.
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IMPORTANT: Nodes that are NOT renamed will NOT be built in the Axiom system.

6. Hide all unused Nodenumberworksheets.

7. For each node worksheet that has been renamed, do the following:
a. In theNode Type drop-down at the top of the screen, select the node type (Operations,

Entity, NonPatient, and so on).

b. To hide or show the proper inputs based on the node type selection, at the top of the Node
tab screen, click Refresh View.

NOTE: This may take 20-30 seconds to process for each worksheet.

c. Enter node data in the appropriate cells.

NOTE: Enter volumes and statistics in whole numbers. Enter all financial data in
thousands (1,000).

d. At the bottom of each worksheet, verify data tie out using the statements.

8. In the Consolidating Statement tabs, verify data tie out for the completemodel for each year
(Consol01, Consol02, Consol03).

9. Import the FP Data Collection Template into Axiom Financial Planning, and open it.

10. In theMain ribbon tab, click Save.

11. In the task pane, click Financial Planning Commands > Node Utilities, and double-click Node
Rebuild Utility.
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12. In theNode Rebuild Utility, select the nodes and submit them for rebuild.

13. After the nodes have been rebuilt, in the task pane, click Financial Planning Commands > Node
Utilities, and double-click Process Plan Files.

14. In the Process Model dialog, in the Select a Model drop-down, select themodel, and click
Process.

15. At the Proceed with processing 'model name'? prompt, click OK.

Entering historical data manually
You can enter historical data into Axiom Financial Planning manually, directly into plan files. Simply enter
each of the values requested in the left-hand columns for each of the past budget years on the right.
Values for future projections populate automatically after you have entered all of the necessary historical
data.
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Themajor categories include:

l Volume
l Revenue
l Reimbursement
l Expense
l Balance Sheet

To facilitate data entry, cells in plan files are color coded as follows:

Color Description

White Protected cells. The values are hard-coded, pre-populated from the
database, or calculated from other fields, and cannot be changed.

Blue Editable cells. Blue shaded cells might be empty or pre-populated
with a value or formula that the user is allowed to change.

Green Contain drop-down menus, allowing you to select from one of several
predefined options.
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Integrating rolling forecast and
operating budget data

Axiom Financial Planning allows you to import rolling forecast and operating budget data using the
Transfer to Financial Planning integration utility. As of the 2019.2 release, this utility replaces the Excel-
based Transfer from Operating Budget and Transfer from Rolling Forecasting utilities.

Using the Transfer to Financial Planning utility
The Transfer to Financial Planning utility provides administrators a way to map and transfer data from
Axiom Management Reporting and Axiom Rolling Forecasting systems to Axiom Financial Planning. The
form-based utility is available from the Fin Plan Admin task pane.

The transfer utility includes all the functionality you need in a user-friendly wizard that walks you step-by-
step through the process of selecting, mapping, verifying, and transferring data, and also provides the
option to build plan files after transfer.

The transfer utility has four main processes:

1. Configuration – Select the time periods, data sources, and data to be transferred. Select the data
source for each Axiom Financial Planning input year. These are selected from Management
Reporting or Axiom Rolling Forecasting tables associated with a selected year.

2. Mapping and Validation – The utility checks codemapping for mismatches and presents
warnings for any found and allows you to make corrections before continuing.

3. Models and Node selections – Select which nodes to include and which models to save data to,
and the desired node types.

4. Finalize and submit – Select whether to create nodes on submission or build the nodes later if
you want to add data from another source first. Click Submit when ready to transfer data.

To get started, see Select years, sources, and data.

8
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Select years, sources, and data
Use these instructions to configure the Transfer to Financial Planning utility for transferring data to Axiom
Financial Planning. In the following steps, you select the time periods, data sources, and data to be
transferred.

NOTE: At any timewhile in the utility, you can click the PREV link to go back to previous pages or click
a page number button in the button row under the page title.

� Step 1: Open the utility
1. In the Fin Plan Admin task pane, in the Integration section, expand Integration Utilities.

2. Double-click Transfer to Financial Planning.
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NOTE: The Filters panel opens with the utility but you can close it until needed.

� Step 2: Select years and data sources

NOTE: Many of the options available depend on selections made on the first Configuration for Data
Transfer page. For example, if you select Rolling Forecast as the transfer source for any of the
included years, then the Select Data Options page (page 4) displays as read-only.

1. On the first page of the utility, review the instructions, and then, in the upper right of the page,
click NEXT.

2. On the first Configuration for Data Transfer page (page 2 of the utility), in the Include? column,
select whether to include each year listed.

NOTE: The years available for selection depend on your Axiom Financial Planning settings. For
example, if you are currently working on your 2022 File Group, the years available are based
on that. You can exclude any year shown except Year 3 (the first year listed). You can also use
this utility in tandem with the Annual Rollforward Utility if you want to roll forward the first
two years and then use this utility to populate data for Year 3. In that scenario, you would
select No for Year 1 and Year 2. For Year 3, you can save data to existing nodes if needed.

3. In the Transfer From column, select the data source for each included year.

NOTE: When you select Rolling Forecast as a source, the data imported is based on the Axiom
Rolling Forecasting system setup. You can change the values using the Axiom Rolling
Forecasting drivers in the Axiom Rolling Forecasting system.
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4. Click NEXT.

� Step 3: Configure the data to be transferred
Options on the second Configuration for Data Transfer page depend on the data sources selected on the
previous page.

l If you selected Management Reporting for all years, you must select theManagement Reporting
tables from which to transfer data for each year.

l If you selected Rolling Forecast for all years, a non-editable table displays the year(s) and quarters
that the data will be transferred from. Data is based on the Axiom Rolling Forecasting system
setup. You can change the values using the Axiom Rolling Forecasting drivers in the Axiom Rolling
Forecasting system.

l If you selected a combination of both Management Reporting and Rolling Forecast as data
sources, the utility displays both sections on the page.

Example of non-editable table when Rolling Forecast is selected for all years

To configure Management Reporting tables:
1. In theData Table column for each year, select the table from which to transfer data:

l Actuals – Select to use data from the Actuals table (e.g., ACT2021) for the entire year. If you
select this option, select a period in the following step.

l Budget – Select to use data from the Budget table (e.g., BUD2021) for the entire year.
l Current Yr Forecast – Select to use data from the Current Year Forecast table (e.g.,

CYF2020) for the entire year.
l Actuals/Budget – Select to use a combination ofmonths from the Actuals and Budget

tables. If you select this option, select a period in the following step.

2. If you selected Actuals or Actuals/Budget in the previous step, then in the Period Ending column,
select the number ofmonths to use from the drop-down:

l For Actuals, select the number ofmonths to use. The remaining months will be annualized.
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l For Actuals/Budget, select the number ofmonths to pull from Actuals. The remaining
number ofmonths will come from Budget, as shown in the following example. For year
2017, eight months are selected from Actuals, leaving the remaining four months to come
from Budget:

To configure Year 3 balance sheet and table options:

NOTE: You can base your balance sheet on a data source different from what you selected for the
Management Reporting tables if you like; however, the default is to use what you selected for Year 3
in the Configure which Management Reporting tables to transfer data from section.

1. In the Configure Year 3 Balance Sheet year and table options section, in the Balance Sheet Year
column, select the desired year.

2. In the Balance Sheet Data column, select Actuals or Budget.

NOTE: If you selected Rolling Forecast as the data source for the first year (2019 in the
example) in Step 2: Select years and data sources, then Rolling Forecast will be the only option
available in the Balance Sheet Data column drop-down.

3. In the Period Ending column, select themonth to apply from the selected source table.

4. Click NEXT.
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� Step 4: Select data options

NOTE: If you selected Rolling Forecast as the product source for any year in Step 2: Select years and
data sources, the options on the Select data options page (page 4) display as read only except the
option to include excess of revenue over expenses in net assets. If you select Management Reporting
as the transfer source for all included years, all options are available.

To select data options:

NOTE: If you use alternatemapping for balance sheet nodes, the items selected for the balance sheet
node aremapped to the FPNodeBS column instead of the FPNode column in the DEPT table.

1. (Optional) To move and consolidate data associated with certain codes to the balance sheet node,
do the following:

a. In the Category column’s Use Alternate Mapping for Balance Sheet Nodes? option, in the
Selection column, select Yes from the drop-down. A section displays for selecting codes to
consolidate.

b. In the Include column, select the check boxes for the codes to consolidate to the balance
sheet node. Selecting a code groups the code using the DEPT.FPNodeBS mapping column
rather than the DEPT.FPNodemapping column.

2. For Include Excess of Revenue over Expenses in Net Assets?, do one:
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l Select Yes to have the excess of revenue over expenses in net assets included in the balance
sheet. When this option set to Yes, every node with net income is combined with its net
assets where it appears on the balance sheet.

l Leave the default selection to No to not include excess of revenue over expenses in net
assets in the balance sheet.

3. ForManagement Reporting FTE Source, in the Selection column, select the source table for your
FTE and Salaries: ACCT or Job Code.

NOTE: The Job Code option does not display if you selected CYF or Actuals/Budget data for
the first year listed in Step 2: Select years and data sources.

4. If you selected Job Code as your Management Reporting FET Source in Step 2, the Reconcile Job
Code to ACCT? option displays on the following line. The default is set to Yes, which means the
utility will automatically reconcile the Job Code values to the total account values for salaries and
FTEs. If you want to reconcile thesemanually (not recommended), select No.

5. (Optional) To designate the contents of a column in the DEPT table to use as the default source for
Model selection theModel & Node Selections page (page 9), from theDefault DEPT table Column
for Model selection (optional) drop-down, select the desired DEPT column.

6. (Optional) To designate the contents of a column in the DEPT table to use as the default source for
Node Type selection on page 9, from theDefault DEPT Table Column for Node Type selection
(optional) drop-down, select the desired DEPT column.

7. (Optional) If you do not want to load all items from the DEPT table, you can filter the ones you do
not want to include:

a. At the top of the page on the left of the gray header, click the filter icon ( ) to open the
Filters panel.
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b. In theMR: Model & Node Filters section, in the FPType field, click the drop-down arrow. In
the popup dialog, select the desired filters, and then click OK. Your selected item types
display in the FPType field.

8. Click NEXT.

� Step 5: Review the Configuration Summary
The Configuration Summary page presents a summary of the data that you selected to transfer and the
option to save your selections thus far. This saves your selections even if you close the utility. You can go
back to any page and make changes. Be aware that some changes may affect related selections on other
pages, so it is a good idea to review pages that follow.

1. In the Configuration Settings Option section, from theWould you like to save Configuration
settings? drop-down, select Yes to save your selected settings to this point, orNo to not save
settings and have all settings revert to the defaults the next time the utility is opened.

2. Review the rest of your selections and make any changes needed.
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3. After reviewing and/or making changes, click NEXT.

Continue to Verify mapping and validate data.

Verify mapping and validate data
After you make year, source, and data selections in the Transfer to Financial Planning utility, the utility
checks that FP nodes and FP codes aremapped using valid codes.

The CodeMapping & Validation portion of the utility also provides tools you can use to locate and
correct mismatched data or missing items.

� Step 6: Verify FPNode and FPNodeBS data mapping
At this point, the utility checks mapping for the following:

l FPNode and FPNodeBS columns in theDEPT table – If you selected Management Reporting as the
source for any included years.

l FPNode column in the RFGroup table – If you selected Rolling Forecast as the source for any
included years.
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l If you selected both Management Reporting and Rolling Forecast as data sources, the utility
checks that the FPNode values are consistent between them. If they are not consistent, data
issues could occur during the transfer. For example, if the destination node names are not
consistent, you could end up with two separate nodes in your transfer rather than a single node.

The utility checks if there are any blank values in the FPNode or FPNodeBS columns of the DEPT table. If
you are using alternatemapping to the balance sheet for any FPNode items, the utility checks that there
are no cases in which FPNode is not equal to NA and FPNodeBS is equal to NA.

IMPORTANT: Any FPNode or FPNodeBS values that equal “NA” will be deleted during the transfer.

To verify FPNode and FPNodeBS mappings:
1. On the first CodeMapping & Validation page, in the FPNodes and FPNodeBS data mapping

check table, review the information. A circle with a green check mark indicates the system found
no problems with themapping. A yellow triangle with an exclamation mark indicates a mapping
issue.

2. If there aremapping problems, you can use one of the tools provided to fix the errors. Select one
of the following:

l If there are only a few errors, click Click here to quickly update missing or view all
mappings in this screen to use the ConfigureMapping utility.

l If there are numerous errors, use the Dimension Maintenance Utility (DMU). You can click
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the link provided to open the DMU. For information on using the DMU, seeWorking with
the Dimension Maintenance utility and related topics.

3. After verifying and correcting any mapping errors, click NEXT.

� Step 7: Verify FPCode data mapping
At this step, the utility performs a mapping check on the following values to ensure they aremapped to
values that are validated in the ACCT_FPCODE validation table:

l ACCT table – If you selected Management Reporting as the data source for any years in Step
2: Select years and data sources, the utility verifies that the data in the FPCode column is mapped
with valid values to the FPCODE column of the ACCT_FPCODE validation table.

l Job Code tables – If you selected Management Reporting as the data source for any years in Step
2: Select years and data sources and you selected Job Code as the FTE source, the utility checks
that the data in the FPCategory column of the JobCode table is mapped correctly to the JobCode
column in the ACCT_FPCODE validation table.

l ACCT and RFCode tables – If you selected a combination ofManagement Reporting and Rolling
Forecast as data sources for included years, the utility checks that themappings in the FPCode
column of these tables matches the list of valid mapping values from the ACCT_FPCODE validation
table.

l RFCode – If you selected Rolling Forecast as the source for all included years, the utility checks that
the entries in the FPCode column of the RFCODE table match the entries in the FPCODE column of
the ACCT_FPCODE validation table. If you need to adjust values from Management Reporting or
Rolling Forecast to transfer to Axiom Financial Planning, use the Update DIM – CODE utility to
change the Conversion Factor values from positive to negative, or by dividing by 1 or 1000.

To review FPCode data mappings:
1. On the second CodeMapping & Validation page, in the FPCode data mapping check table, review

themapping information.

2. If there aremapping errors, use one of the tools provided to correct the errors. Select one of the
following:

l If there are only a few errors, click the Click here to quickly update missing or view all
mappings in this screen option to open the ConfigureMapping utility.

l If there are numerous errors, use the Dimension Maintenance Utility. For instructions on
accessing and using the Dimension Maintenance Utility, seeWorking with the Dimension
Maintenance utility.

l If you need to update the conversion factors or code descriptions in the CODE dimension
table, use the Code Dimension utility. For instructions on using the Code Dimension utility,
see Update Axiom Financial Planning dimensions.

3. After verifying and correcting any mapping errors, click NEXT.

Continue to Reconcile and validate aggregate data.
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Fix node and code mapping errors
Use these instructions for using the ConfigureMapping utility to correct nodemapping errors in the
Transfer to Financial Planning utility.

NOTE: The ConfigureMapping utility is designed for correcting a relatively small number ofmapping
mismatches. If you have numerous mismatches, use the Dimension Maintenance Utility to correct
errors for the Dept, ACCT, JOBCODE, RFCODE, and RFGROUP dimensions. You can also use this utility
to establish mapping.

� Fix FPNode and FPNodeBS mapping errors
To fix node mapping errors:

1. In the Code Mapping & Validation page (page 6 of the utility), click the Click here to quickly
update missing or view all mappings in this screen link.

The ConfigureMapping dialog opens.

2. From the Product/Data Column drop-down, select the FP Node type where themapping errors
occur.

3. From the Filter drop-down, select one of the following:
l All – To view all mappings.
l Blank/Invalid Code Mappings – To view only missing or invalid mappings.

NOTE: If you select Blank/Invalid CodeMappings and no mismapped items display,
select All. Items can be incorrectly mapped even if they are not invalid or missing.
Incorrectly mapped items appear in bold type.

In the following example, the user needs to supply themissing codes for FPNodeBS items listed on
the left. If you select FPNodeBS from the Product/Data Column drop-down, the FPNode column
also displays for convenience so that you can see what the current mapping is and if it needs to be
mapped to FPNodeBS.
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In the following example, Rolling Forecast is the source. The FPNode needs to match the FPNode
column entries in the DEPT table.
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4. After making corrections, click OK.

Themapping check should now display all green-with-checkmark icons, as in the following
example:
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� Fix FPCode data mapping errors
For data coming from Management Reporting, the utility checks that the ACCT table’s FPCode column
mappings match the data in the FPCODE column of the ACCT_FPCODE validation table.

For data coming from Axiom Rolling Forecasting, the utility checks that the RFCODE table’s FPCode
column mappings matches the data in the FPCODE column of the ACCT_FPCODE validation table.

To fix code mapping errors:
1. In the Code Mapping & Validation page (page 7 of the utility), click the Click here to quickly

update missing or view all mappings in this screen link.

The ConfigureMapping dialog opens. Use the filter fields at the top of each column to filter the
items in that column.

2. If you selected both Management Reporting and Rolling Forecast as product sources for your
selected years, then from the Product drop-down, select the product source with themismapped
items. If you selected only one product, it should already be displayed in the Product drop-down.

3. From the FPCode Filter drop-down, select one of the following:
l All – To view all mappings.
l Blank/Invalid Code Mappings – To view only missing or invalid mappings.

NOTE: If you select Blank/Invalid CodeMappings and no mismapped items display,
select All. Items can be incorrectly mapped even if they are not invalid or missing.
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l Potential Mismatches – To view all the items that are potential mismatches based on the
contents of the ACCT table’s FSDetail column as compared to the ACCT_FPCODE validation
table’s FSDetail column for a given FPCode.

4. The newMapping (FPCode) column displays valid FPCodes you can select to remap items. To filter
this column, in the Limit FPCode Selections field, select one of the following:

l FSDetail – To display only the selections that match the FSDetail displayed in the FSDetail
column.

l All – To display all available mapping codes. Use this option if there is no match for the
FPCode listed in the Current Mapping (FPCode) column for the FSDetail (if there is no
match, the drop-down reads “No data found”).

NOTE: The selection lists display only codes that are set to Active in the CODE Dimension
table.

5. To correct mismapped items, in the corresponding New Mapping (FPCode) column field, select a
code from the drop-down. For some of themost common codes, the utility displays suggested
mappings in the far-right column. These are suggestions only.

NOTE: The selection list within the field includes only the first 100 codes in the list, so to find
additional codes, use the following search method.

l In the Type to search field, type a word to see codes related to that word; for example, type
“salary” or “overtime.” Select the desired code from the displayed list.

6. To remove corrected items from the FPCodemapping updates utility, click Apply. The list
refreshes to display the remaining items that need mapping.

7. To exclude a listed item from the transfer, in the Exclude column, select the check boxes for that
item.

8. When finished mapping, click OK.
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Reconcile and validate aggregate data
The third page of the CodeMapping & Validation portion of the Transfer to Financial Planning utility
compares the data coming from Management Reporting and/or Axiom Rolling Forecasting to the data
mapped in Axiom Financial Planning. This page displays the Statement of Revenue and Expenses, and the
Balance sheet.

Step 8: Reconcile and validate data:
1. On the Financial Planning aggregate data check - code reconciliation & validation page, review

the table. Icons provide an overall indication of whether or not the data is mapped correctly.
Green circle with checkmark icons indicate the data matches between products, while yellow
triangle with exclamation mark icons indicate a data mismatch.

NOTE: Even if a Total row displays all green icons, theremay still be data mismatches in the
line items that make up the total. To view the line items, expand the Total rows so you can see
if there are any mismatches. In some cases, themismatches may be appropriate; for example,
if you want to shift data from one category to another, such as between operating and non-
operating revenue.

2. In the table first row, expand the row by clicking the down arrow. You can also click the Expand All
Rows link at the top left of the table to view data icons for all rows in the table.

3. Check to see if there are any warning icons in the line items for the expanded rows. If there are,
view the data comparison to see where the discrepancies occur: at the top right of the table, click
View Annual Data.
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The data related to the status icons displays in tables to the right. In the following example, the
2017 amounts for Gross Patient Revenue is not the same for Management Reporting and Financial
Planning. The Variance table on the far right displays the difference between the two amounts.
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4. To correct these issues, go back to themapping sections and correct themismapped items on
either the ACCT or DEPT tables, as necessary, based on your data. For some small variances, it
may be easier to load the data into Axiom Financial Planning and then correct it directly in the
nodes.

5. Click NEXT.

Continue to Select nodes, models, and node types.

Select nodes, models, and node types
On theModels & Node Selections page of the Transfer to Financial Planning utility, select the nodes to
include, themodels to save data to, and the node types.

Step 9: Select nodes, models, and node types

NOTE: If your model or node type selections are populated with defaults from the DEPT table, you
can still select other options because the drop-downs are populated from theModel[Year] and Node
Type tables. Selecting from the drop-downs overrides the defaults.

1. On theModel & Node Selections page (page 9 of the utility), select the nodes to include in the
transfer. In the Include? column, all nodes are selected by default. Do one of the following:

l To include all nodes, leave the ALL NODES checkbox selected.

NOTE: Selecting the All Nodes check box is the equivalent of checking all the boxes in
the column.
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l To include only some nodes, clear the check boxes for any nodes you do not want included.

2. To change a node description, make changes directly in theNode Description column fields.

3. In theModel column, do one of the following:
l To apply the samemodel to all nodes, in the top drop-down, select the desired model. The

selected model name is copied to theModel field for all nodes.

l To apply different models to different nodes, select from the corresponding drop-down for
each listed node.

l To view a list of existing models, just above the table on the right, click the View Existing
Models or Add New Model link. A table of existing models opens. If you do not see the
model you want, you can add a newmodel from this dialog.

4. In theNode Type column, do one of the following:
l To apply the same node type to all nodes, in the top drop-down, select the desired node

type.
l To apply different node types, select from the corresponding drop-down for each listed

node.

5. When finished, click NEXT.

Continue to Review and submit the transfer.

Add a new model

Use these instructions to create a newmodel in the View/Add Models dialog in the Transfer to Financial
Planning utility. You can add up to 15 newmodels.

Models in the View/Add Models utility come from theModel table for your current File Group year. For
example, if you are working on your 2020 File Group, then themodels come from, and newmodels are
saved to, theMODEL2020 table.

To add a new model:
1. If the View/Add Models dialog is not currently open, then in theModels & Node Selections page

of the Transfer to Financial Planning utility, on the right just above the table, click View Existing
Models or Add New Model.

2. In the View/Add Models dialog, in the upper right, click Add New Model.

A newmodel row is added to theModel data and information table:
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3. Work your way across the row, completing the fields as needed:
a. In theModel column, type a name for themodel (required).

b. In theDescription field, type a description (recommended).

c. (Optional) The Proj Years, Globals, and Obligated Grp fields populate with defaults, but you
can change them if desired.

d. (Optional) To assign a report group, in the Report Grp field, type the name of the report
group.

e. (Optional) In theModel Grp field, type the name of themodel group themodel belongs to.

4. Do one of the following:
l To add another model, click Apply and then repeat steps 2 through 4.
l Click OK to save and close themodel utility.

The newmodel appears in alphabetical order in theModel column drop-down list.

Review and submit the data transfer
The Final Check & Submit page of the Transfer to Financial Planning utility provides a review of your
selections and the choice to create plan files after the transfer or to not create plan files so that you can
build them at a later time.

To finalize and submit the transfer:
1. On the Final Check & Submit page, in theData Build Option section, do one of the following:

l To automatically create the nodes (plan files) after submission, leave the toggle set to Yes
(the default).

l To transfer the data but put off creating nodes until a later time, click the toggle to No.

Administrator's Guide Axiom Financial Planning │ 173



2. In theData Selections andModel/Node Selections sections, review the information to be sure it
is what you expect.

3. In theData Check section:
l If there are any mapping issues, either correct them by going back to the corresponding

mapping check page or, if you decide not to correct them, be sure you understand them
and how they will affect transferred data.

l If there are balance sheet variances, go back to the Financial Planning aggregate data
check - code reconciliation & validation page of the CodeMapping & Validation part of
the utility. Click View Annual Data and then, in the Balance Sheet section, expand the rows
to view the line items. If you decided to correct mismapped items, return to the node and
code check pages and use a utility to fix errors.

4. When ready to transfer the data, click Submit.

5. In the confirmation message, read the information and then, to continue with the transfer, click
OK.

After you OK the submission, the utility runs an import job that transfers the data. You will receive an
email notification when the integration is complete. You should receive a notification about any errors
that occur. Any errors that occur are recorded in the Scheduler.
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Integrating capital project data
Axiom Financial Planning allows you to import capital project data using the Transfer Capital Projects to
Financial Planning integration utility. As of the 2020.1 release, this utility replaces the Excel-based transfer
to Axiom Financial Planning utilities in Axiom Capital Planning. The Transfer Capital Projects to Financial
Planning utility also exists in Axiom Capital Planning if your system includes both Axiom products. You
can use the utility in either product to transfer capital project files.

Transferring capital project data
If your organization is also licensed for Axiom Capital Planning, you can transfer capital project data to
Axiom Financial Planning using the Transfer Capital Projects to Financial Planning utility.

NOTE: You must have both Capital Planning Administrator and Financial Planning Administrator
privileges to access this utility.

The system transfers the following information with the project:

l Capital request number (CAPREQ) and project ID
l Description of the project
l Total requested for the project
l Project type
l Project start year
l Project requestor

To get started, see Select and transfer projects from Axiom Capital Planning.

Select and transfer projects fromAxiom Capital Planning
NOTE: By default, any previously transferred projects will transfer again unless you select them not
to. For instructions, seeManage transferred capital projects.

9
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To select and transfer Capital Planning projects:
1. From the Fin Plan Admin task pane, in the Integration section, expand Integration Utilities, and

then double-click Transfer Capital to Financial Planning.

2. From the Select Capital Planning Year to Transfer drop-down, select the file group planning year
in which to transfer projects to Axiom Financial Planning.

The Destination File Group is preselected as Next Year and cannot be changed.

3. (Optional) To include selected historical data, click the drop-down, select the desired years to
include, and then click OK.

IMPORTANT: Be aware that including historical data may create variances in your historical
reconciliations.

4. For Rebuild Nodes?, do one of the following:
l To automatically build or rebuild nodes in Axiom Financial Planning after transferring the

Capital Planning project data, leave the option set to Yes (the default).
l If you do not want to automatically rebuild nodes, click the toggle to No. If you select No

here and later change your mind, you can always rebuild the nodes later using the Node
Rebuild Utility. A link to this utility is presented on the Transfer Summary page when No is
selected here.

5. (Optional) If desired, manage previously transferred projects. If this is the first time you have
transferred project data using this using this utility, there will not be any projects listed here.

6. In the lower part of the page, click Next.

Administrator's Guide Axiom Financial Planning │ 176



7. On the next page, select the desired projects to transfer to Axiom Financial Planning. Next to the
CAPREQ column, click the check box to select the project(s) to transfer.

TIP: If the list of projects is long, click the filter icon ( ) on the left in the gray header, and
then use the options to filter the list.

TIP: To view the plan file for a project, click the folder icon next to the CAPREQ number. The
plan file opens in a separate tab. From here, you can make any necessary changes to the
project. However, to propagate the changes in the Transfer Capital Projects to Financial
Planning utility, you will need to refresh the utility.

8. In the lower right corner of the page, click Next.

9. In theModel column, from the drop-down, select theModel to associate each listed Axiom
Capital Planning project to. If desired, in theNode description field, type a new name for each
node.

NOTE: To return to the list of projects, for example, if you incorrectly selected a project or
forgot to include a project, click Previous.

10. In the lower right corner of the page, click Submit, then review the confirmation prompt, and click
OK.

11. The Transfer Summary page displays the Source File Group you selected and the plan file number
of each transferred plan file, including any that were previously transferred. Do any of the
following:

l To transfer another project, click the link Click here to transfer another plan file.
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l If, on the first page of the utility, you did not select to build nodes, click the link Click here
to build/rebuild nodes to go to the Node Rebuild Utility and build nodes from your
imported project data.

l If you are finished, close the utility.

NOTE: If you adjust capital project data, you can transfer the project again to update it in Axiom
Financial Planning. However, you will need to open and save or rebuild the Financial Planning plan file
in Axiom Financial Planning to propagate the changes. If you delete a project in Axiom Capital
Planning, you must also delete it in Axiom Financial Planning. For more information on transferring
previously-transferred projects, seeManage transferred capital projects.

For information on how to work with transferred projects in Axiom Financial Planning, seeWorking with
capital project data in plan files.

Manage transferred capital projects
When you run the Transfer Capital Projects to Financial Planning utility, projects previously transferred
automatically transfer again by default. However, you can control this action by enabling or disabling
these projects from transferring again.

To manage transferred projects:
1. Do one of the following:

l If you are already on the first page of the Transfer Capital Projects to Financial Planning
utility, skip to step 2.

l In the Fin Plan Admin task pane, in the Integration section, double-click Transfer Capital
Projects to Financial Planning.
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2. Click Click to manage previously transferred projects.

3. Do any of the following:
a. To transfer all projects in the list, click Yes. To disable the transfer of all projects, click No.

b. To search for a specific project, type project information in the Search box such as the
CAPREQ number, the project ID, or description.

c. To view the plan file for a project, click the folder icon next to the CAPREQ number. The plan
file opens in a separate tab. From here, you can make any necessary changes to the
project. However, to propagate the changes in the Transfer Capital Projects to Financial
Planning utility, you will need to close it and open it again.

d. For individual projects, click the toggle to Yes to transfer the project. Click the toggle to No
to disable the transfer.
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4. Click Next to continue the transfer process as described in step 7 in Select and transfer projects
from Axiom Capital Planning.

NOTE: The projects you disable from transferring will not display in the list.

Working with capital project data in plan files
After you transfer capital project data to Axiom Financial Planning and the projects are created as nodes,
they display in Open Plan Files dialog where you can select and open them. The new nodes can be used
in models, scenarios, and reports. For more information, see the following:

l Working with Financial Analysis reports – Run reports on nodes, scenarios, financial statements,
summary reports, and more.

l Add an initiative node – Use initiative nodes to track the volume, revenue, expense, and capital
associated with a new project.

l Working with Scenarios – Use scenarios to generate and compare forecasts based on different sets
of assumptions to get a sense of your organization's finances in various possible future scenarios.

If an Axiom Capital Planning project that you have imported is later updated, you need to re-transfer the
project and rebuild the node. For information on re-transferring, seeManage transferred capital
projects. For information on rebuilding nodes, see Rebuild a node.htm.
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Working with Reports
Reports use Axiom file functionality to bring in data from the database, and if desired, to save data back
to the database. You can use any Axiom file feature in a report except calc method libraries.

Report files, unlike other Axiom files, are not associated with any file group. You can bring in data from
any table. For example, if you have two file groups that are configured to save data back to two different
tables (or to different columns in the same table), you can use a report to compare the data.

� Report structure
Axiom reports are free-format. When you create a new report, you can use various query options to
bring data anywhere into the report, and you can use spreadsheet functionality to format the report and
calculate values such as subtotals and percentages.

Reports can have any number of sheets. Each sheet can be configured to bring in data from the
database, and, if desired, save data back to the database. If you want to use an Axiom query on a sheet,
or save data to the database from a sheet, that sheet must be configured on the Control Sheet. Other
Axiom file functionality, such as Axiom functions or GoTo bookmarks, do not require the sheet to be
configured on the Control Sheet.

� Reports Library
Report files are stored in the Axiom Software database. To make it easy to access and organize reports,
Axiom Software supports a virtual folder structure known as the Reports Library.

Each report is assigned to a folder in the Reports Library. When you open reports, you can navigate
through the Reports Library structure to quickly locate the report that you want to open.

The Reports Library is managed by using Axiom Explorer. If you are an administrator, or if you have
Administer Axiom Explorer rights, then you can use Axiom Explorer to create report folders, move reports
between folders, and delete existing reports.

You can also save reports outside of the Axiom Software database—for example, to your local computer
or to a network folder. In this case the file is considered to be a non-managed file. It is recommended to
maintain all reports as managed files unless you have a compelling reason to use a non-managed file.

10

Administrator's Guide Axiom Financial Planning │ 181



� Report output and distribution
In addition to the standard output options for Axiom files—such as the ability to take a snapshot of an
Axiom file—report files can use the File Processing feature.

Using file processing, you can refresh a report file and perform output and distribution actions such as
saving a snapshot copy of the file, emailing a snapshot copy of a file, or exporting data to a CSV/TXT file.
You can process the file "as is," or perform Multipass processing on the file, where the file is processed
multiple times using a unique filter for each pass.

� Saving data to the database
In addition to viewing data, you can also use reports to calculate data and save data back to the
database. In certain circumstances, it may bemore appropriate to use a report to save data rather than
plan files or driver files. If a report file has been configured to save to the database, you can use the Save
button in the File Options group to save data.

Contact Syntellis Support if you are unsure about the best way to manage a certain set of data.

Browsing the Report Library
In addition to browsing the report folders in the Axiom Financial Planning task panes, you can search all
of the available Axiom reports in the Reports Library.

To browse the Report Library:
1. In theMain ribbon tab, in the Reports group, click Reports > Browse All Reports.

2. In the Reports Library dialog, you can do the following:
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l To sort, group, or search by any of the columns, click the drop-down arrow next to the
column label.

l To open a report, select it from the list, and click OK.

Viewing a report
Axiom Financial Planning reports are organized by folder in the Fin Plan Admin task pane or the Fin Plan
task pane. The specific report folders and files that you can access and the level of access rights depend
on your security settings. Administrators have full access to all reports.

When you first open a report, it is just an empty template, which you need to populate with data. Some
reports automatically prompt you to select an account, department, or other variable. The system then
populates the report with related data from the database tables.

Other reports simply open as an empty template by refreshing the data. For more information, see
Refreshing a report with data.

To view a report:
1. Double-click the report to open it.

2. To populate the report with data, see Refreshing a report with data.
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The selected report opens. If a report is opened read-only, then the text (R/O) displays in the file tab. You
cannot save read-only reports.

NOTE: If another user has the report open as read/write, then you can only open the file as read-
only, regardless of your security permissions.

� Advanced options
l To open a report without refreshing Axiom queries that are configured to refresh on open, right-

click the file and then select Open Without Refresh.

NOTE: This option is only available to administrators.

l If you have read/write permissions to a report but you want to open it as read-only to prevent
locking the file from other users, right-click the file, and select Open Read Only.

� Opening non-managed report files
If you have a non-managed report saved to your local drive or a network folder, you can open it as
follows:

l In the Excel Client, use standard Excel functionality to open the file within Axiom Financial
Planning.

l In theWindows Client, click the Axiom button in the top left-hand corner. Click Open, and
navigate to the file.

Refreshing a report with data
To update a spreadsheet Axiom report with themost current data from the database, refresh the file. A
refresh does the following:

l Updates active Axiom queries with data, according to the update settings defined for the query
l Updates Axiom functions with data
l Performs an Excel calculation
l Reapplies the currently active views (if applicable)

To refresh a report:
l On the Axiom tab, in the File Options group, click Refresh.

This refreshes all sheets in the workbook. If you want to refresh the current sheet only, click the
down arrow on the right-hand side of the Refresh button, and then click Refresh Active Sheet.

In systems with installed products, this featuremay be located on theMain tab.
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You may be prompted to define values before the refresh occurs. If so, these values will be applied to the
report to impact the data refresh.

TIP: You can also use F9 to refresh the entire workbook, and SHIFT+F9 to refresh only the active
sheet.

Navigating reports
Apart from each report having an Instructions tab, Axiom report files do not have a standard structure.
Each report can have any number of sheets, layouts, custom views, drill-downs, GoTo targets, quick
filters, and associated task panes—all configured for the specific information that displays.

Although not all of these features are available for every report, here is an overview of common report
features:

� Instruction tab
Each report has an Instructions tab that provides an overview of its specific business purpose, features,
and steps for processing the report.

� Custom views
Custom views allow for different presentations of data within a report. For instance, a report might
default to showing monthly data but have custom views defined for displaying data by quarter or year.

NOTE: Not all reports have custom views defined.

If custom views have been defined within a report, you can access them by doing the following:

1. In theMain ribbon tab, in theWorkbook Options group, click Change View.

2. From themenu, select the view to use.
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� Quick Filter
AQuick Filter is a temporary report filter. This allows you to quickly view the data at a different level of
detail, without needing to alter the report configuration. For more information, see the following:

l Applying a Quick Filter to a report
l Understanding hierarchy-based Quick Filters

� Drills
Some reports contain rows (or columns) where the data represents a roll-up of values for multiple
database records. For instance, an income summary report might combine patient revenue for all
departments into a single total for the year, or a report on payroll by department might roll up both
regular and non-productive hours into a combined number of hours for each department. In such cases,
you can use drills to view the individual values for each item included in the roll-up.

To drill in a report, do the following:

1. In the report spreadsheet, select a cell.

2. In theMain ribbon tab, in theWorkbook Options group, click Drill.

3. From the drop-down, select any of the available drills to view a breakdown by that dimension or
value.

A new spreadsheet opens to display data at the specified drill-down level.

NOTE: While we havemade an effort to deactivate any drill options that do not apply to a particular
row/column/cell, there are simply too many possibilities for us to deactivate every invalid drilling
method for every cell in every report. As a result, certain drill methods may produce strange results.
For themost part, common sense should imply which dimensions or values you can drill for a given
roll-up (for example, drilling by Vice President on a single department might result in a report with a
single record, as a department typically has one VP assigned to it).

� GoTo targets
GoTo targets are simply bookmarks that allow you to jump to different sections of a report. Not all
reports include GoTo targets. To navigate to a target, do the following:

1. In theMain ribbon tab, in theWorkbook Options group, click GoTo.
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2. From themenu, select the GoTo target.

Applying a Quick Filter to a report
Using the Quick Filter feature, you can apply a temporary filter to a report. This allows you to quickly view
the data at a different level of detail, without needing to alter the report configuration.

For example, you may be viewing an Income Statement report for the entire consolidated organization,
and you want to view the same report at a different level of detail, such as for just North America or just
the South region. You can use the Quick Filter to recalculate the report at the desired level of detail, and
then clear the filter when you are done.

The Quick Filter is combined with your table security filters and any filters that are currently defined in
the report, such as sheet filters and filters defined for Axiom queries.

To apply a Quick Filter to a report:
1. On the Axiom tab, in the File Options group, click Quick Filter.

NOTE: In systems with installed products, this featuremay be located on theMain tab.

2. At the top of the dialog, specify how the filter should be applied:
l Workbook (default): The Quick Filter is applied to all sheets in the workbook.
l Active Sheet: The Quick Filter is only applied to the currently active sheet.

This selection may determine which hierarchies and tables are available in the dialog to build the
filter. See Hierarchy and table availability in the Quick Filter dialog.

3. In theQuick Filter dialog, define a filter using one of the following methods:

l Data Hierarchies: Select the desired hierarchy levels(s) from the hierarchies listed in the
dialog. As you select items in the hierarchy, the corresponding filter is automatically built in
the Filter box.
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For example, you might have a hierarchy named Geography, which has local regions rolling
up into countries, and countries rolling up into world regions. You can select the desired
items that you want to see in the report, such as Europe, Asia, or North America as world
regions. For more information and examples, see Understanding hierarchy-based Quick
Filters.

l Manual Filter: You can manually type a filter into the Filter box using standard filter criteria
statement syntax. Fully qualified Table.Column syntaxmust be used.

l Advanced Filter: Click Advanced Filter to create a filter using any reference table columns
(not just hierarchy columns).

Example Quick Filter dialog

4. Click OK.

If the Quick Filter is applied to the entire workbook, a warning message informs you that the
entire workbook will be refreshed. If you do not want to see this message again in the future,
select Don't show this message again. Click OK to continue.
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If the Quick Filter is applied to the current sheet, that sheet is refreshed and no warning message
appears.

If the file has been configured with GetCurrentValue("QuickFilter") functions, then these functions will
display the currently applied Quick Filter for your reference. If not, you can view the current Quick Filter
by clicking theQuick Filter button again. The current filter displays in the Filter box.

� Clearing the Quick Filter
Once a Quick Filter has been applied to a report, the filter remains applied until one of the following
occurs:

l The file is closed. Quick Filters cannot be saved in the file and are always cleared when the file is
closed.

l A newQuick Filter is applied by using theQuick Filter button and selecting a different filter.
l The Quick Filter is manually cleared. To clear the Quick Filter, click theQuick Filter button again

and then click Clear Filter.

� Hierarchy and table availability in the Quick Filter dialog
The hierarchies and tables shown in the Quick Filter dialog are based on the Axiom queries in the report.
Axiom Financial Planning looks up the primary tables for the queries, and only shows the hierarchies and
reference tables that are relevant to those primary tables. This is done to help ensure that the Quick
Filter will be applicable to at least one query in the report.

If the filter applies to the entire workbook, then Axiom Financial Planning looks at the primary tables for
all Axiom queries in the workbook. If the filter applies to the active sheet only, then Axiom Financial
Planning looks at only the primary tables for the Axiom queries defined on the active sheet.

NOTE: In the Advanced Filter view, only reference tables are shown unless the primary table has
potentially ambiguous lookup relationships. In that case, the primary data table is also shown so
that the selections can bemade directly on these lookup relationships, to avoid any ambiguity. For
example, if the primary data table has columns PrimaryPhysician and SecondaryPhysician that both
look up to Physician.Physician, then the selection must bemade through the primary data table so
that the correct path to Physician.Physician is used.

If the report uses GetData functions instead of an Axiom query, then all hierarchies and reference tables
are listed in the dialog because Axiom Financial Planning cannot determine the "primary table" in this
context. In this case, it is possible to define a Quick Filter that does not apply to any GetData functions in
the workbook. If this occurs, the filter will simply have no effect.
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� Understanding hierarchy-based Quick Filters
When you use hierarchies to create a Quick Filter, Axiom Financial Planning automatically creates the
filter based on your selections. When only one item it selected, the filter is simple—only data that
matches the selected item is included. For example, if you select Asia from a Geography hierarchy, you
will get a filter something like: Dept.WorldRegion='Asia'.

Simple Quick Filter

NOTE: Sometimes when you select a single "child" item underneath a "parent" item, the child and
parent will be joined with AND. For example: DEPT.VP='Jones' AND DEPT.Manager='Smith'.
This means that the DEPT table has other instances ofManager Smith that belong to different VPs,
so the compound statement is to ensure that you only get the data whereManager Smith is under
VP Jones. (You can manually edit the filter to remove the Jones portion of the statement if you want
to see all data for Manager Smith, regardless of VP). If instead Axiom Financial Planning constructs
the filter as just Dept.Manager='Smith', that means all instances ofManager Smith are also
under VP Jones.
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You can select multiple items in the same hierarchy or from different hierarchies. Items from the same
hierarchy are combined using OR, which means data matching any of the selected items is included.
Items from different hierarchies are combined using AND, which means only data that matches both
selected items is included.

Example 1

In example 1, we have selected two items from the same grouping level in a single hierarchy, so a simple
filter criteria statement is created using IN. The resulting filter will include all data from Asia and Europe.
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Example 2

In example 2, we have selected two items from different grouping levels, but within the same hierarchy.
In this case a compound filter criteria statement is created using OR. The resulting filter will include all
data that belongs to either Italy or US East.
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Example 3

In example 3, we have selected two items from different hierarchies, so a compound filter criteria
statement is created using AND. The resulting filter will include only data that belongs to both US East
and VP David Prince.

Using the Filter Wizard
You can use the Filter Wizard to assist you in constructing filters throughout Axiom Financial Planning.

The Filter Wizard offers two different approaches for building filters:

l Data Hierarchies: Build a filter using hierarchies that have been set up for your system. You select
the items to include, and the Filter Wizard builds the filter criteria statement for you.

l Advanced Filter: Build a filter using any table and column that is relevant to the current context.
This approach also allows for more operators, including greater than, less than, and not equal to.
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� Create filters using data hierarchies
For example, you may have a hierarchy for Geography that starts at theWorldRegion level, then goes
down to the Country level, and then goes down to the LocalRegion level. If you want to filter by a
particular country in the Asia WorldRegion, you can expand the Geography hierarchy, then expand the
Asia WorldRegion, and then select the desired country.

The hierarchies available to you are defined by your system administrator, based on grouping columns in
reference tables. If your system has no defined hierarchies (or if no defined hierarchies are relevant to the
current context), then theData Hierarchies section does not display, and the Advanced Filter opens
directly.

Note the following about filters created using data hierarchies:

l Only include filter criteria statements can be created using data hierarchy selections. As you select
items, those items will be included by using an equals (=) operator or an IN statement (for
including multiple items at the same level). If you want to write a filter criteria statement that
specifies items to exclude, or that uses other operators such as greater than or less than, then you
must use the Advanced Filter.

l Certain assumptions aremade regarding the use of AND and OR when multiple items are selected
from different hierarchy levels or different hierarchies. If you want to change the way each
statement is joined, you can manually edit the filter in the Filter box, or you can use the Advanced
Filter.

l Sometimes when you select a child item underneath a parent item, the child and parent are joined
with AND. For example: DEPT.VP='Jones' AND DEPT.Manager='Smith'. This means that
the DEPT table has other instances ofManager Smith that belong to different VPs, so the
compound statement is to ensure that you only get the data whereManager Smith is under VP
Jones. You can manually edit the filter to remove the Jones portion of the statement if you want
to see all data for Manager Smith, regardless of VP. If instead the system constructs the filter as
just Dept.Manager='Smith', that means all instances ofManager Smith are also under VP
Jones.

To create filters using data hierarchies:
1. In the right side of the dialog, click Simple Filter.
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2. Select the checkbox for each item to include in the filter. You can expand each hierarchy to see the
items listed in it. You can also type a value into the filter box above the hierarchies to filter the list.
As you select items, the filter criteria statement is created in the Filter field at the bottom of the
dialog.

3. Do one of the following:
l To apply the filter as is, click OK.
l To manually edit the filter, type in the Filter field, and click OK.

� Create filters using the Advanced Filter
Using the Advanced Filter option, you can create a filter using any relevant table and column, and using
any supported operator.

To create a filter using Advanced Filter:
1. In the right side of the dialog, click Advanced Filter.
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2. In the left-hand side of the dialog, select the table column on which you want to base the filter.

For example, to create a filter such as DEPT.DEPT>=5000, then you must select the DEPT column
from the DEPT table.

To find the desired table and column, do the following:

l Use the View by option to view the list by table, table type, folder, or alias. To select an
alias, you must change the view to Alias—aliases are not listed under their assigned table.

l You can also filter the list by typing into the filter field. The filter matches based on table
name or column name.

After you select a table column, the values in that column display in the right-hand side of the
dialog.

NOTE: If the selected column is a key column for a data table, and that key column links to a
lookup column, the Filter Wizard automatically uses the lookup column in the reference table
instead of the column in the data table. This is the recommended way to build the filter
throughout the system, and it is required in some contexts. For example, if you select the
column Acct in the GL2019 data table, the filter wizard automatically uses ACCT.ACCT in the
filter (instead of GL2019.ACCT).

3. In the right-hand side of the dialog, type or select the value on which to base the filter.

You can type into the field above the list of values to filter the list or to specify a value. If one or
more values are selected, then those items are used in the filter. Otherwise, whatever is typed into
the field is used by the filter.
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If the column is a string, you can type an asterisk at the front or end of the value if you want to use
"ends with" or "begins with" wildcard matching.

4. In the space between the two selection boxes, select the operator to use for the filter criteria
statement, such as equals, not equals, greater than, or less than. By default, the filter statement
uses equals (=).

Note the following about filter operators:

l Greater than / less than options are only available if the column data type holds numbers
or dates.

l If multiple items are selected, then IN and NOT IN syntax is automatically used for equals
and not equals respectively. Note that if the operator is equals but you select more items
than you have not selected, the system will instead use NOT IN syntax for the unselected
items to simplify the filter statement.

l If the column is a string column, and you type a value rather than selecting it, then LIKE and
NOT LIKE syntax is automatically used for equals and not equals respectively. By default,
wildcard characters (% signs) are placed on both sides of the text, meaning that it will match
any value that contains the text. If you place an asterisk to the start or end of the text, then
the wildcard character will be only at that location.

l If the column is a string column and the value contains an apostrophe (such as O'Connor),
the wizard automatically converts this value to double apostrophes so that it is valid for use
in the filter (O''Connor). Apostrophes in string values must be escaped this way so that they
are not interpreted as the closing apostrophe for the filter criteria statement.

5. Review the filter criteria statement in the Preview box to ensure that it is as intended. If you need
to make changes, edit your selections made above. The Preview box is not editable.

6. Do one of the following:
l If the filter criteria statement is finished, click OK. The Filter Wizard uses the statement in

the Preview box (you do not have to click Apply in this case).

l To create a compound filter, click Apply to move the current criteria statement into the
Filter box. Then, repeat steps 1-4 to create another criteria statement. When the next
statement is complete, click AND orOR to join it to the prior statement.
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You can repeat this process as many times as necessary to create the desired statement.
You can also edit the full criteria statement within the Filter box as needed. When the
entire statement is complete, click OK.

� Edit existing filters
If a filter already exists in the setting or cell from which you launched the Filter Wizard, that existing filter
displays in the Filter field of the wizard.

Note the following:

l If you select a new item from theData Hierarchies section, the new filter will overwrite the existing
filter in all cases.

l If you build a new filter using the Advanced Filter, you can concatenate that filter to the existing
filter using AND or OR. If you would rather replace the existing filter, then click theDelete icon to
clear the existing filter from the Filter field, and then accept the new filter.

� Table and column visibility
Whenever possible, the Filter Wizard is context-sensitive, meaning that it only displays hierarchies and
tables that are relevant to the current context. For example, if you are defining a filter for a file group
permission set in Security, the Filter Wizard is limited to the plan code table (and any hierarchies defined
for that table).

The available tables and columns in the Filter Wizard are also subject to the following settings:

l Security – If a you do not have any read access to a table, then that table does not display in the
Filter Wizard. If you have filtered read access to a table, then the filter is applied to the values
displayed in the wizard.

l Column Properties – Individual columns in a table can be configured to be hidden in the Filter
Wizard using the Is Filter Column setting. This may be used to hide columns that are unlikely to
be used in filters. Filters can still bemanually created using these columns; the property simply
hides the column from the user interface to streamline the column list.

Creating a new report
You can create a new report if you have read/write access to at least one folder in the Reports Library.
You can use any of themethods discussed below to create a new report. If you do not have these
permissions, then the associated menu options for creating new reports will not be available to you.

NOTE: After saving a new report to the Axiom file system, you may not see that new report displayed
in Axiom Explorer or the Reports menu until the file system has been refreshed. You can go to
Reports > Refresh file system to manually trigger a refresh and cause the new report to display.
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� Creating a new report using the Report Wizard
You can create a new report using the Report Wizard. In the wizard, you make selections regarding the
type of report that you want to create and the desired data, and then the wizard creates a report based
on your choices. You can then further modify the report as needed. For more information, see About the
Report Wizard in Help (Main ribbon tab >Help).

To create a new report using the Report Wizard:
l On theMain ribbon tab, in the Reports group, select Reports > Design Reports > Report Wizard.

� Creating a new blank report
You can create a new report from scratch using the default blank report template. This template is
entirely free-format.

If your organization has saved additional report templates, you can use those to create a new report as
well. Only administrators can create new report templates.

To create a new blank report:
l On theMain ribbon tab, in the Reports group, select Reports > Design Reports > New Report.

If your system has multiple report templates, you can select the template to use from this menu.
Otherwise, the default ReportTemplate is automatically used.

You can now use Axiom file functionality on this sheet, such as using Axiom queries to bring in data. For
more details on setting up Axiom files, see Axiom file setup in Help (Main ribbon tab >Help).

� Saving a new report
To save a new report, in the File Options group of theMain ribbon tab, click Save. When you save the
new report for the first time, you are prompted to define a file name and select a folder location in the
Reports Library. You can also define a description for the report.
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You must have read/write permissions to a folder to save a report there. A lock icon displays next to
folders where you do not have read/write permissions. If you have access to a My Documents folder,
you can also save reports there for your own use.

If you later want to change the file name, location, or description, you can use Axiom Explorer. If you do
not have rights to access Axiom Explorer, you can edit the description by using Save As (Repository)
(save the file with the same name and location, but edit the description).

You can also choose to save the report to your local drive or to a network location, by using Save As
(Local File). In this case the report is not stored in the Axiom Financial Planning database and is
considered to be a non-managed file.

NOTE: Access to certain task panes (such as the Sheet Assistant) may depend on security
permissions defined at a folder level. When a new report file is created, the file location is assumed to
be the root of the Reports Library until the file is saved. Therefore access to task panes for brand new
reports depends on the user's permissions defined at the Reports Library level. If a user does not
have permission to the task panes at the Reports Library level but does have access at a sub-folder
level, then the user will not see the task panes until they save the file to that sub-folder.
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� Creating a new report based on an existing file
You can use Save As to create a new report based on a copy of an existing report. You can save the
copied file to the Reports Library, or as a local non-managed file.

You can also create a report based on an existing Excel file, by opening the Excel file in Axiom Financial
Planning. To use certain Axiom file features such as Axiom queries, you must add a Control Sheet to the
report. For more information, see Control Sheets in Help (Main ribbon tab >Help). Then you can use
Save As (Repository) to save the file to the Reports Library.

Saving a report
When you save a report, the report file is updated in the Axiom Financial Planning file system. If the
report is configured to save data to the database, a save-to-database also occurs.

To save a report:
l On the Axiom tab, in the File Options group, click Save. (In systems with installed products, this

featuremay be located on theMain tab.)

Your file permission settings in Security determine whether you can save a particular report. If a report is
open with read/write permissions, then you can save it. If the report is open as read-only, then the
report file cannot be saved, but you may still be able to save data. You may also be able to save a copy of
the report.

NOTE: Some files may use a Control Sheet setting that causes the data in the report to zero when the
file is saved. This is a security precaution that is normally enabled in reports only. You can click
Refresh to restore the data.

� Save-to-database reports
Some reports may be configured to save data to the database. If the report is configured to save to the
database, then the file is validated before saving. If errors are found, the file still saves but the data save
is stopped and the errors are displayed in the Save Errors pane. These errors must be corrected before
data can be saved to the database. If no errors are found, then a confirmation message displays, with
information about the number of records saved.

Your file permission settings in Security determine whether you can perform a save-to-database for a
particular report. Note that the permission to save data is managed separately from the file access
permission. Therefore, it is possible that you could have read-only permissions for the file, but still have
rights to save data (or the opposite—you could have read/write permissions for the file, but not have the
rights to save data).

When you click Save, Axiom Financial Planning automatically performs all save actions that your user
rights allow and that the file is configured to perform. If desired, you can use the additional save options
to only save the file, or to only save data.
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To save only the file:
l In the Axiom tab, in the File Options group, click the down arrow to the right of the Save button,

and then click Save File Only.

The plan file is saved. All save-to-database processes are ignored.

To save only the data:
l In the Axiom tab, in the File Options group, click the down arrow to the right of the Save button,

and then click Save Data Only.

Data from the file is saved to the database. The file itself is not saved.

NOTE: In systems with installed products, the additional save options may be located on theMain
tab. In all systems, you can also access these options by right-clicking the file tab.

� Saving a copy of a report
You can save a copy of a report using Save As features. You might want to save a copy of a report to use
as a starting point to create a new report, or to create an archive copy beforemaking changes to the
report.

In most cases, you should save the report to the Axiom Financial Planning file system (in the Reports
Library). However, it is possible to save report files outside of the Axiom Financial Planning system (as
non-managed files). Non-managed files have limited functionality, and are not covered by Axiom
Financial Planning security or included in system processes.

To save a copy of a report to the Reports Library:
1. On the Axiom tab, in the File Options group, click the down arrow to the right of the Save button,

and then click Save As (Repository).

TIP: The Save As options are also available by right-clicking the file tab.

The Save As dialog opens, displaying the contents of the Reports Library.

NOTE: By default this dialog only displays files with the same file extension as the current file. If
you want to view all file types when using this dialog, select View > Show All Files. This setting
will be remembered.

2. In the left-hand side of the dialog, navigate to the folder in the Reports Library where you want to
save the file.

You must have read/write permissions to a folder in order to save a copy of the report there. A
lock icon displays next to folders where you do not have read/write permissions to any folder in
that folder tree.

3. In the File name box, type a name for the new report.
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4. Optional. In theDescription box, type a description for the report.

5. Click OK.

To save a copy of a report locally (as a non-managed file):
1. On the Axiom tab, in the File Options group, click the down arrow to the right of the Save button,

and then click Save As (Local File).

TIP: The Save As options are also available by right-clicking the file tab.

The Save As dialog opens.

2. Navigate to the desired location on your local computer or on a network file share, and then click
Save.

You can change the name of the file and its file format when saving. In the Excel Client, you can
save the file using any file format that your Excel version supports. In theWindows Client, you can
save the file as XLSM, XLSX, or XLS.

Working with Report Processing
Some reports support automated processing. If so, the File Processing task pane displays collapsed on
the left side of the screen when you open the report.

NOTES:
l The File Processing menu command and the associated task pane are only available to

administrators or to users with the Allow File Processing permission for the current file.
l Other file types can be set up to use file processing, but themost common use is in a report.

By using file processing, you can automatically refresh a file, such as a report, and then perform various
actions on it. The file can be processed as-is, or you can leverageMultipass processing to cycle through
each element of a dimension or grouping, with an appropriate data filter automatically applied to each
pass.

You can use processing to perform the following actions:

l Save snapshot of file – Create a snapshot copy of the current file, and then save and/or email it.
l Save snapshot of form – Create a snapshot copy of a form-enabled file, and then save and/or

email it.

l Print – Print the current file, using one or more print views.
l Export to delimited text file – Export data in the current file to a delimited text file, and then save

and/or email it.
l Save data – Perform a save-to-database from the current file.
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l Alerts – Process alert conditions defined in the file.
l File collect – Combinemultiple spreadsheet files into a single file, and then save and/or email it.
l Batch – Perform file processing on multiple files in a batch process, including the ability to override

certain file processing settings for the file.

One common use for file processing is report distribution, which allows you to automatically deliver
report files to multiple recipients. This frequently involves using several different features of file
processing, for example:

l Multiple reports configured for snapshot file processing and using Multipass processing. For
example, an income statement processed by department, region, or VP, and creating a separate
snapshot file for each element.

l A report configured for file collect, to collect all of the snapshots into targeted report packages,
including adding things like cover sheets and other supporting information. These packages could
be saved to designated file locations and/or emailed to the appropriate recipients.

l A report configured for batch processing to run everything at once. For example, the batch would
contain an entry for each report configured for snapshot processing, and then finish with the file
collect report.

File processing is set up on a per-file basis. File processing can be set up on any Axiom file, but the
primary use case is in reports.

NOTE: To set up a report for processing, some processing actions require set up before they can be
performed. For example, to run a file collect process, the report must have a File Collect sheet
defined. For more information, see File Processing in Axiom Help (Main ribbon tab >Help).

After the file has been configured to use file processing, you can process it by selecting an option in the
Main ribbon tab’s File Output section: File Output > File Processing. From this menu, you can choose to
Process File or Process File Multipass. File processing can also be performed using Scheduler and from a
task pane.

Processing a report
If a report is set up to use file processing, you can process the report to automatically perform actions
such as:

l Save snapshot copies of the file and automatically email them to various recipients
l Export data in the file to a CSV or TXT file
l Save data in the file to the database as part of a multipass process
l Collect multiple output files into a single report package
l Process multiple reports in batch

This topic explains how to process a file that has already been configured for file processing. For details
on how to set up a file for file processing, see the Axiom File Processing Guide.
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NOTES:
l The File Processing menu command and the associated task pane are only available to

administrators or to users with the Allow File Processing permission for the current file.
l Other file types can be set up to use file processing, but themost common use is in a report.

To process a file using file processing:
1. Open the file. If you want to see what the file is configured to do during file processing before

executing it, you can check the settings in the File Processing task pane.

2. In the File Processing task pane, in the Actions section, click one of the following options to start
processing:

l Process File: The file is processed once "as is." The file is refreshed and the file processing
action is performed. No multipass filter or settings are applied.

l Process File Multipass: The file is processed multiple times, with a unique filter applied for
each pass. For example, if the file is set up to process by DEPT, then the file is processed
once for each department. The data queries in the file are automatically filtered to return
data for the current pass department only.

TIP: You can also process the file using the File Processingmenu on the Axiom tab. (In
systems with installed products, this featuremay be located on theMain tab.)

Once file processing is initiated, the following occurs:
l The file is refreshed. If you are performing multipass processing, the file is refreshed using a data

filter for the current pass item.
l The file processing action is performed. If you are performing multipass processing, the action

may be performed after each pass, or it may be performed once all passes are complete,
depending on the file processing settings.

A status bar displays the progress of the file processing. When the processing is complete, a confirmation
box displays information about the process, such as howmany passes were performed, howmany files
were created, etc.

Note that the file itself is not saved as part of file processing. You can process a file even if you have read-
only rights to the file. However, if the file processing is set up to save to the database, you must have
rights to save data for that file.

Understanding file output options
Axiom Financial Planning provides a variety of file output options to share data with people throughout
your organization. This section explains the file setup to use these features.
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l Print view setup: You can set up one or more custom print views for each sheet in an Axiom file.
You can associate these print views with sheet views to automatically hide and/or format rows
and columns in the print copy.

l Snapshot setup: Users can take snapshot copies of Axiom files without requiring any advance
setup. However, if desired, you can flag certain rows and columns in the sheet to be deleted in the
snapshot copy. The primary use for this would be to delete work areas or Axiom query artifacts
that are no longer necessary in the snapshot copy.

Printing an Axiom file
You can print a spreadsheet Axiom file on a per sheet basis. You can decide to print one or more sheets,
or all available sheets.

Each sheet can have one or more defined print views. The print views can be used to print different
"views" of the sheet, and to set certain standard print options such as the print orientation. For example,
for a plan file, you might have one print view that prints a "summary" view of the sheet (with certain
columns and rows hidden for printing), and another print view that prints a "detail" view of the sheet
(with all columns and rows visible).

If a sheet has no predefined print views, then the sheet can be printed using the settings defined for the
spreadsheet using standard Excel printing features. For more information on defining print settings for a
spreadsheet, see theMicrosoft Excel Help. In theWindows Client, the spreadsheet print settings are
defined in theWorkbook Explorer, in the Page Setup section for each sheet.

NOTE: You can always print the file using standard spreadsheet print functionality, even if Axiom
Financial Planning print views have been defined.

To print an Axiom file:
1. On the Axiom tab, in the File Output group, select one of the following:

l If you want to be able to select print views from all sheets in the workbook, click Print.
l If you want to print only the current sheet, then click the arrow to the right of the Print

button, and then click Print This Sheet.

NOTE: In systems with installed products, this featuremay be located on theMain tab—
either directly on the ribbon or under Publish.

The Print Sheets dialog opens. This dialog lists the available print views for the entire workbook or
for the current sheet, depending on how you entered the dialog. To sort this list by the Sheet
Name or Print ViewName, click the column header.
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Example Print Sheets dialog

NOTES:
l If a sheet does not have a defined print view, then it is listed with a print view name of

"Default," and will use the print settings defined for the spreadsheet.

l Control Sheets cannot be printed using the Axiom Financial Planning printing feature,
whether they are visible or hidden. If you want to print a Control Sheet, use the
standard spreadsheet printing features.

2. In the Print Sheets dialog, select the sheet / print view combinations that you want to print.

If you want to print all print views for all sheets, then select the check box in the column header to
select all.

If you opened this dialog by using Print This Sheet and the sheet has only one available print
view, then that view is selected by default.

3. You can also do any of the following before printing:
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l View and edit the print settings. If you want to view and potentially change the print
settings for a selected view, click the View/Edit link. In the Print Options dialog, you can
change any of the print settings, for the current print job only (the changes are not saved in
the file).

l Preview a print view. If you want to preview a print view, click the Print Preview link. The
native spreadsheet Print Preview feature will open to preview the print job. Only one view
can be previewed at a time.

l Select a printer. If you want to print to a different printer than your default printer, click
Choose Printer at the bottom of the dialog. In the Printer Setup dialog, select the printer
that you want to use, and then click OK.

NOTE: In theWindows Client, the printer is always your default printer unless you
change it for a particular print job. In the Excel Client, the printer starts as your default
printer, but if you change the printer for a print job, the changed selection will be
remembered for any future print jobs in the current session.

4. Click Print.

The selected items are printed.

Print Options dialog

The Print Options dialog displays the print settings for the current print view. If desired, you can edit
settings for the current print job only. Any changes madewill not be saved in the file.

NOTE: Print options are read-only when using the Print Plan Files option to print multiple plan files.

This dialog displays all of the settings that will be applied to the print job, whether the setting is defined
in the associated Print tag or inherited from the spreadsheet settings. If a setting is blank, then that print
option is not defined and will not be applied to the print job.

Item Description

Print ViewName The name of the current print view.

ViewName The name of the sheet view to be applied when printing. These are the
same sheet views that are available from the Change Viewmenu.

For example, if the sheet view is configured to hide columns or rows,
those columns and rows will be hidden in the print copy. Row and
column sizing is also applied.

Paper Size The paper size for the print job, either Letter or Legal.

Orientation The print orientation for the print view, either Portrait or Landscape.

Print View Options
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Item Description

Repeat Rows The rows to repeat at the top of the page. Rows must be specified as a
range; for example: 1:3.

Repeat Columns The columns to repeat at the left of the page. Columns must be
specified as a range; for example: A:C.

Item Description

Fit To Pages Wide The number of pages on which to fit the print area. For example, if you
want the print area to fit on one page, specify 1.

Percent Zoom The percent zoom to apply to the print range. Specify the number
without a percent sign. For example, to zoom by 90%, specify 90.

Scaling

Item Description

Left Header Header text to display in the left-hand side of the header.

Center Header Header text to display in the center of the header.

Right Header Header text to display in the right-hand side of the header.

Left Footer Footer text to display in the left-hand side of the footer.

Center Footer Footer text to display in the center of the footer.

Right Footer Footer text to display in the right of the footer.

Headers and Footers

Printing multiple plan files
You can print multiple plan files in batch by using the Print Plan Files feature. You can select multiple
plan files within a file group, and then select one or more print views for each plan file. The available print
views for each plan file are based on the template that was used to create the plan file.

To print multiple plan files from a file group:
1. On the Axiom tab, in the File Output group, click the down arrow to the right of the Print button,

and then click Print Plan Files.

NOTE: In systems with installed products, this featuremay be located on theMain tab—
either directly on the ribbon or under Publish.

TIP: If you have access to the file group menu for a file group, then you can access Print Plan
Files from the file group menu. In this case, the current file group is pre-selected in the dialog.

Administrator's Guide Axiom Financial Planning │ 209



2. In the Print Plan Files dialog, use the File Group list to select the file group that contains the plan
files that you want to print.

Only one file group can be printed at a time. Once a file group is selected, the dialog displays a list
of the available plan files.

3. In the Select plan files to print section, select the plan files that you want to print.
l You can sort and filter the list using standard Axiom grid functionality to find the plan files

that you want to print.

l To select multiple plan files at once, highlight the plan files, and then right-click and select
Select. If you want to print all plan files that currently display in the dialog, select the check
box in the header row.

Once at least one plan file has been selected, you can select which print views to print.

4. In the Select views to print section (at the bottom of the dialog), select the views that you want
to print. You must do this for each source template used for the selected plan files.

l Click the Select print views link.

l In the Select Print Views dialog, select the sheet / print view combinations that you would
like to print, and then click OK.

If you want to see the settings that will be applied to the print job, click the View link. Print
settings are read-only in this context.

NOTE: All template sheets are listed in this context (except for Control Sheets), including
sheets that you may not normally see in plan files because they are hidden. If you select
a sheet that is hidden in one of the selected plan files, it will not be printed. Amessage
will inform you of the unprinted sheet when the printing process is complete.

l Repeat this process for each source template.

If all of the selected plan files were built using the same template, then there will be only one
template listed. If the selected plan files were built using multiple templates, then multiple
templates will be listed. The print selections for each template will only apply to the plan files that
were built using that template.
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5. If you want to print to a different printer than your default printer, click Choose Printer at the
bottom of the dialog. In the Printer Setup dialog, select the printer that you want to use, and then
click OK.

NOTE: In theWindows Client, the printer is always your default printer unless you change it
for a particular print job. In the Excel Client, the printer starts as your default printer, but if you
change the printer for a print job, the changed selection will be remembered for any future
print jobs in the current session.

6. Click Print.

The selected plan files are printed, using the print view selections.

If a selected print view is not found in a target plan file, a message displays at the end of the process,
listing the affected plan file and the relevant sheet / print view. This may occur if the print views in either
the template or the plan file have been modified after plan file creation.

Taking a snapshot copy of an Axiom file
You can take a “snapshot” of a spreadsheet Axiom file, so that you can save a copy as a normal Excel file
and then open it in Microsoft Excel (without needing Axiom Financial Planning). For example, you may
want to send a copy of a report to someone that does not have access to Axiom Financial Planning.

When you create a snapshot of an Axiom file, the file is copied as an XLSX file, and the following occurs:
l All Control Sheets and any hidden sheets are automatically removed. You can choose whether to

include all remaining sheets, or only the active sheet.
l All Axiom formulas are replaced with values. You can choose whether to retain Excel formulas, or

replace them with values. If Excel formulas are preserved, certain formulas will be replaced with
values if they reference sheets or cells that are deleted as part of the snapshot processing.

l Rows and columns flagged for delete are deleted.

Due to the file format, any VBA macros in the file are also removed.

To take a snapshot of an Axiom file:
1. Open the file in Axiom Financial Planning.

2. On the Axiom tab, in the File Output group, click Snapshot.

NOTE: In systems with installed products, this featuremay be located on theMain tab—
either directly on the ribbon or under Publish.

The Snapshot File dialog opens.

3. In the Formula Replacements section, select one of the following:
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l Convert All Formulas (default): All formulas are replaced with values.

l Retain Excel Native Formulas: All Excel formulas in the spreadsheet will be retained as is,
with one exception. If a cross-sheet formula references a sheet that will not be present in
the snapshot (depending on the Sheets To Snapshot setting), that formula will be replaced
with values.

NOTE: If the file contains a pivot table, this option must be selected in order for the
pivot table to work in the snapshot copy.

4. In the Sheets to Snapshot section, select one of the following:
l Limit to Active Sheet (default): Include only the active sheet in the snapshot.
l All Sheets In File: Include all sheets in the file (except any Control Sheets and hidden

sheets, which are always removed).

5. Click OK.

The snapshot file is created and is opened in Axiom Financial Planning. The navigation tab for the file is
titled either Sheetname_snapshot (if the snapshot contains only one sheet) or FileName_snapshot (if
the snapshot has multiple sheets). You can now use Save As features to save the file locally or to a
network location.

NOTE: If you are using the Excel Client and you want to save a copy of the snapshot as a PDF file, you
can use standard Excel functionality to do so. Use File > Save As, and then select PDF as the file type.
This is an Excel-specific feature that is not available in theWindows Client.

If you want to email a snapshot to someone directly, you can use the E-Mail Workbook feature. This
creates a snapshot and attaches it to an email (instead of opening it in Axiom Financial Planning).

Emailing a snapshot of an Axiom file
You can email a snapshot of a spreadsheet Axiom file using the E-mail feature. Axiom Financial Planning
creates a snapshot copy of the file and attaches it to an email. The copy can then be viewed outside of
Axiom Financial Planning by someonewho may have no access to the system. When you use this
feature, Axiom Financial Planning creates a snapshot copy of the file just like it would if you used the
Snapshot feature.

The email can be sent using your default email client (such as Microsoft Outlook), or you can send the file
using the Axiom Financial Planning Scheduler email service. Note that the Scheduler email service does
not support HTML format for email.
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NOTES:
l The name of the emailed file is either Sheetname_snapshot (if the snapshot contains only one

sheet) or FileName_snapshot (if the snapshot has multiple sheets). The name cannot be
changed.

l You can also email snapshot copies using the File Processing feature. File processing is typically
used when you want to automate the process and employ multipass processing to send the
same file to different people using different data. The E-mail feature is best used to send "one-
off" snapshots as needed.

To email a snapshot copy of an Axiom file:
1. Open the file in Axiom Financial Planning.

2. On the Axiom tab, in the File Output group, select E-mail.

NOTE: In systems with installed products, this featuremay be located on theMain tab—
either directly on the ribbon or under Publish.

The E-mail Active Workbook dialog opens.

3. For Send As, select Snapshot.

4. For Send using, select one of the following:

l Outlook: Send the email using the default email client on your local machine (for example,
Microsoft Outlook). The name of this option may be customized for your organization.

l Axiom Mail Service: Send the email using the Axiom Financial Planning Scheduler email
service.

5. Complete the following Snapshot Options in the dialog:

Option Description

Send file as Select XLS, XLSX, XLSM, or PDF. XLSX is selected by default.

Include Select one of the following:

l Entire Workbook: All sheets are included in the snapshot (except
Control Sheets and hidden sheets, which are always removed).

l Active Worksheet Only (default): Only the active worksheet is included
in the snapshot.
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Option Description

Formulas l Convert All Formulas (default): All formulas are converted to values.
l Retain Excel Native Formulas: Axiom formulas are converted to

values, but Excel formulas are left as is. Note that if an Excel formula
references a sheet that is not included in the snapshot, that formula
will be converted to a value.
NOTE: If the file contains a pivot table, this option must be selected in
order for the pivot table to work in the snapshot copy.

This option does not apply if PDF is the selected file type.

6. Click OK.

If you selected to send the file using your default email client, then a new email message opens, with the
snapshot file attached. You can then specify the recipient, subject, and body text for the email, and then
send it.

If you selected to send the file using the Axiom mail service, then an E-Mail dialog opens so that you can
specify the recipient, subject, and body text for the email. In the address boxes (To, Cc, and BCC), you
can either type an email address, or click the button to select an Axiom Financial Planning user. If you
select a user, the email will be sent using the user's email address as defined in Axiom Financial Planning
security. When you click OK, the email settings are saved to the database, to be sent the next time the
Scheduler SMTP Email Delivery task is run.

Emailing a hyperlink to an Axiom file
You can email a hyperlink to a spreadsheet Axiom file using the E-mail feature. Axiom Financial Planning
creates a URL hyperlink to the file and includes it in an email. The email recipient can click on the link to
launch the system and open the file directly, assuming that the recipient is an Axiom Financial Planning
user who has rights to access the file.

The email can be sent using your default email client (such as Microsoft Outlook), or you can send the file
using the Axiom Financial Planning Scheduler email service. Note that the Scheduler email service does
not support HTML format for email.
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NOTES:
l Alternatively, you can obtain a URL to an Axiom file using a variety of ways and then paste it

into an email that you createmanually. For example, you can use GetDocumentHyperlink or
right-click a file in Axiom Explorer to obtain a URL. The email hyperlink feature is provided as a
convenience to quickly send a hyperlink to the current file.

l The email hyperlink feature cannot be used to send a hyperlink to open a form-enabled file as
an Axiom form; the source file will always be opened as a spreadsheet.

l The hyperlink included in the email uses the same format as hyperlinks generated using
GetDocumentHyperlink, including the differing URL format for systems using SAML or
OpenID Authentication.

To email a hyperlink to an Axiom file:
1. Open the file in Axiom Financial Planning.

2. On the Axiom tab, in the File Output group, select E-mail.

NOTE: In systems with installed products, this featuremay be located on theMain tab—
either directly on the ribbon or under Publish.

The E-mail Active Workbook dialog opens.

3. For Send As, select Document Link.

4. For Send using, select one of the following:

l Outlook: Send the email using the default email client on your local machine (for example,
Microsoft Outlook). The name of this option may be customized for your organization.

l Axiom Mail Service: Send the email using the Axiom Financial Planning Scheduler email
service.

5. Optional. Complete theDocument Link Options in the dialog:

Option Description

Sheet Filter If desired, enter a filter to apply to the file when it is opened. You can type
the filter statement or use the Filter Wizard.

The filter is applied like a Quick Filter and affects any data queries in the
file. For example, Dept.Region='West'means that all data queried will
be limited to theWest region.
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Option Description

Cell Address If desired, specify the cell to bemade active when the document is
opened. For example:

Sheet1!D22

If the specified location would not be in view normally then the file will be
scrolled to that location; otherwise the file will open in its default viewwith
the cursor placed at that location.

6. Click OK.

If you selected to send the hyperlink using your default email client, then a new email message opens,
with the hyperlink included in the body text. You can then specify the recipient, subject, and additional
body text for the email, and then send it.

If you selected to send the hyperlink using the Axiom mail service, then an E-Mail dialog opens so that
you can specify the recipient, subject, and additional body text for the email. In the To and Cc boxes, you
can either type an email address, or click the button to select an Axiom Financial Planning user. If you
select a user, the email will be sent using the user's email address as defined in Axiom Financial Planning
security. When you click OK, the email settings are saved to the database, to be sent the next time the
Scheduler SMTP Email Delivery task is run.

Using rating agencymedians
Several reports in the Axiom Financial Planning allow you to use the rating agency medians for ratio
comparison purposes. Thesemedians include the following:

l Moody's
l S&P
l Fitch

You can also create your own user-defined medians.

You can usemedians in the following reports:

l The Financial Statements report, which you can launch from the task pane or from the Control
Panel

l The Financial Statement with Detail report
l The Scenario Sensitivity Analysis report

To use rating agency medians:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, do one of

the following:
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l Double-click Financial Statements.
l Click Financial Analysis, and double-click Financial Statements with Detail.
l Click Sensitivity Analysis, and double-click Sensitivity Analysis.

2. In the Refresh Variables dialog, in the Select Rating Agency Median drop-down, select the
median.

3. In the Filter by select group of scenarios drop-down, do one of the following:
l To include all of the scenarios assigned to a specific group in the report, select Yes.

o In the Select a SCENARIO.RptScenario Group field, type the scenario group name,
or click Choose Value to choose from a list of scenario group names.

l To include an individual scenario in the report, select No.
o In the Select a SCENARIO field, type the name of the scenario, or click Choose Value

to choose from a list of scenario names.

4. In theNo. of Projection Years drop-down, select the number of years to include in the report,
and click OK.

The selected medians display in the Report tab, in the Statistics and Ratios section of the report.

Creating a user-definedmedian
Use this procedure to create your own medians.

To create a user-defined median:
1. In the Fin Plan Admin task pane, in the Administration section, click Administrative Utilities, and

double-click User Defined Credit Medians Input.

2. In theUser Defined column, type themedian information in the yellow cells.
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3. In theMain ribbon tab, click Save.

Working with Financial Analysis reports
The following table provides a brief description of the Financial Analysis reports available in Axiom
Financial Planning:

Report Description

Financial Planning
Dashboard

Provides a web-based version of the Capital tab in the Financial
Statements report.

Capital Summary Create a summary of capital spending for selected scenario(s).

Capital Summary by
Model

Create a summary of capital spending for the selected scenario(s) by
model.

Code Comparison by
Model

Compare a single code across multiple models.

Code Drill Report by
Model

Compare a single code across multiple models.

Consolidating by
Model-Enterprise

Create a consolidating set of financial statements for a single year for a
selection ofmodels.

Consolidating by
Node

Create a consolidating set of financial statements for a single year for a
selection of nodes.

Financial Statements View a set of Consolidated Financial Statements for selected scenario(s).

Financial Statements
with Detail

View a set of Consolidated Financial Statements with full detail for selected
scenario(s).
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Report Description

Model Assumptions View a high-level view of the assumptions that went into the projections
and related ratios.

Payor Analysis Summarize payor-level data for a selected scenario for all years.

Payor Analysis-
Change

Display payor-level data for the year-over-year change for a selection of
scenarios.

Using the Financial Planning Dashboard
The Financial Planning Dashboard provides a web-based version of the Capital tab in the Financial
Statements report. The Dashboard displays the following data:

l Credit Profile – Common financial metrics used for analysis by rating agencies
o Financial Summary – Selected profitability and capital metrics
o Profitability – Annual Operating Margin, Operating EBIDAMargin, and Excess Margin grid

and graph, compared to selected rating median
o Debt Position – Annual debt service coverage, debt to capitalization, and debt to cash flow

grid and graph compared to selected rating median
o Liquidity – Annual cash to debt, days cash, and days in AR grid and graph compared to

selected rating median
o Other Financials – Average age of plant, capital spending ratio, and compensation ratio

grid and graph compared to selected rating median

l Capital Position Analysis – Sources and uses of cash analysis for selected number of years. Allows
entry of other additional sources and uses of cash as well as bond funds and displays cash flow
requirements and historical cash flow

l Capital Position Scenarios – Annual cash flow requirements for incremental days cash on hand
values with the option to change days cash on hand values and increment baseline cash values

l Capital Capacity – Estimated debt capacity, long-term debt, existing cash, minimum cash target,
net cash position, and net capital capacity grid and graph
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To use the Financial Planning Dashboard:
1. In the Fin Plan Admin task pane, in the Financial Planning Reports section, double-click Financial

Planning Dashboard.

2. To filter the data for the dashboard, click the funnel icon in the upper left corner of the page.

3. Select the following filter options, as needed:
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Option Description

Select Rating
Agency Median

Select the rating agency to use.

NOTE: By default, the system uses the rating agency median defined
in the Setup driver.

Filter by select
group of scenarios?

To filter by a group of scenarios, select Yes.

NOTE: If you select Yes, the Select a SCENARIO.RptScenario Group
drop-down displays. Select the scenario group from this drop-down.

Select a MODEL Select one or moremodels.

Select a SCENARIO Select one or more scenarios.

No. of Projection
Years

Select the number of years.

Advanced Filters Use the Filter Wizard to create or use an existing filter.

4. Click Apply.

Running the Capital Summary report
Use this report to create a summary of capital spending for the selected scenario(s).

To run the Capital Summary report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click

Financial Analysis, and double-click Capital Summary.

2. In the Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank.

Options Description

Filter by select group of
scenarios?

Do the following:

l To display scenarios in the report filtered by their
assigned group, select Yes.

l To not display scenarios by assigned group, select No.

Select a SCENARIO a. Click Choose Value.

b. In the Choose Value dialog, select the scenario to
include in the report.

c. Click OK.
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Options Description

No. of Projection Years a. Click Choose Value.

b. In the Choose Value dialog, select the number of
projection years to include in the report.

c. Click OK.

3. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

4. To save the report, in theMain ribbon tab, click Save.

Running the Capital Summary by Model report
Use this report to create a summary of capital spending for the selected scenario(s) by model.

To run the Capital Summary by Model report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click

Financial Analysis, and double-click Capital Summary by Model.

2. In the Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Options Description

Filter by select group of
scenarios?

Do the following:

l To display scenarios in the report filtered by their
assigned group, select Yes.

l To not display scenarios by assigned group, select No.

Select a SCENARIO a. Click Choose Value.

b. In the Choose Value dialog, select the scenario to
include in the report.

c. Click OK.

No. of Projection Years a. Click Choose Value.

b. In the Choose Value dialog, select the number of
projection years to include in the report.

c. Click OK.

3. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

4. To save the report, in theMain ribbon tab, click Save.
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Running the Code Comparison by Model report
Use this report to compare a single code across multiple models.

To run the Code Comparison by Model report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click

Financial Analysis, and double-click Code Comparison by Model.

2. Refresh the data in the report by doing one of the following:
l In the Admin ribbon tab, in theWorkbook Options group, click Refresh Data.

l Press F9.

3. In the Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Options Description

Select Year 1 of Comparison Select the first year to include in the report.

Select Year 2 of Comparison Select the second year to include in the report.

Select Scenario to View Select the scenario to include in the report.

Select Statistic #1 for Analysis Select the first statistic to compare..

Select Statistic #2 for Analysis Select the second statistic to compare.

4. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

5. To save the report, in theMain ribbon tab, click Save.

Running the Code Drill Report by Model report
Use this report to compare a single code across multiple models.

To run the Code Drill Report by Model report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click

Financial Analysis, and double-click Code Drill Report by Model.

2. Refresh the data in the report by doing one of the following:
l In the Admin ribbon tab, in theWorkbook Options group, click Refresh Data.

l Press F9.

3. In the Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.
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Options Description

Select Scenario a. Click Choose Value.

b. In the Choose Value dialog, select the scenario to
include.

c. Click OK.

No. of Projection Years Select the number of projected years.

Select Code a. Click Choose Value.

b. In the Choose Value dialog, select the code to
include.

c. Click OK.

4. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

5. To save the report, in theMain ribbon tab, click Save.

Running the Consolidating by Model-Enterprise report
Use this report to create a consolidating set of financial statements for a single year for a selection of
models.

To run the Consolidating by Model-Enterprise report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click

Financial Analysis, and double-click Consolidating by Model-Enterprise.

2. Refresh the data in the report by doing one of the following:
l In the Admin ribbon tab, in theWorkbook Options group, click Refresh Data.

l Press F9.

3. In the Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Options Description

Select a Comparison Year Select a year to include in the report.

Select Scenario a. Click Choose Value.

b. In the Choose Value dialog, select the scenario to
include.

c. Click OK.

Model Grouping Select themodel group to include in the report.
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4. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

5. To save the report, in theMain ribbon tab, click Save.

Running the Consolidating by Node report
Use this report to create a consolidating set of financial statements for a single year for a selection of
nodes.

To run the Consolidating by Node report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click

Financial Analysis, and double-click Consolidating by Node.

NOTE: There are two Consolidating by Node reports listed in the task pane. These reports are
identical.

2. Refresh the data in the report by doing one of the following:
l In the Admin ribbon tab, in theWorkbook Options group, click Refresh Data.

l Press F9.

3. In the Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Options Description

Select Scenario to View a. Click Choose Value.

b. In the Choose Value dialog, select the scenario to
include.

c. Click OK.

Select Year Select a year to include in the report.

4. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

5. To save the report, in theMain ribbon tab, click Save.

Running the Financial Statements report
Use this report to create a set of consolidated financial statements for the selected scenario(s).

This report includes the following data:
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l Credit Profile – Common financial metrics used for analysis by rating agencies
o Financial Summary - Selected profitability and capital metrics
o Profitability - Annual Operating Margin, Operating EBIDAMargin, and Excess Margin grid

and graph, compared to selected rating median
o Debt Position - Annual debt service coverage, debt to capitalization, and debt to cash flow

grid and graph compared to selected rating median
o Liquidity - Annual cash to debt, days cash, and days in AR grid and graph compared to

selected rating median
o Other Financials – Average age of plant, capital spending ratio, and compensation ratio

grid and graph compared to selected rating median

l Capital Position Analysis – Sources and uses of cash analysis for selected number of years. Allows
entry of other additional sources and uses of cash as well as bond funds and displays cash flow
requirements and historical cash flow

l Capital Position Scenarios - Annual cash flow requirements for incremental days cash on hand
values with the option to change days cash on hand values and increment baseline cash values

l Capital Capacity – Estimated debt capacity, long-term debt, existing cash, minimum cash target,
net cash position, and net capital capacity grid and graph

To run the Financial Statements report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click

Financial Analysis, and double-click Financial Statements.

NOTE: There are two Financial Statements reports listed in the task pane. These reports are
identical.

2. Refresh the data in the report by doing one of the following:
l In the Admin ribbon tab, in theWorkbook Options group, click Refresh Data.

l Press F9.

3. In the Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Option Description

Select Rating Agency Median Select the Rating Agency Median to include in the report.

NOTE: By default, the system uses the rating agency
median selected in the Setup driver.
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Option Description

Filter by select group of
scenarios?

Do one of the following:

l To filter the report by the specified group the scenario
belongs to, select Yes.

l To not filter the report by group, select No.

Select SCENARIO Select one or more scenarios.

No. of Projection Years Select the number of projected years.

Select Model(s) (optional) Select one or moremodels.

4. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

5. To save the report, in theMain ribbon tab, click Save.

Running the Financial Statements with Detail report
Use this report to create a set of Consolidated Financial Statements with full detail for the selected
scenario(s).

To run the Financial Statements with Detail report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click

Financial Analysis, and double-click Financial Statements with Detail.

2. Refresh the data in the report by doing one of the following:
l In the Admin ribbon tab, in theWorkbook Options group, click Refresh Data.

l Press F9.

3. In the Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Option Description

Select Rating Agency Median Select the Rating Agency Median to include in the report.

Select Scenario to View a. Click Choose Value.

b. In the Choose Value dialog, select the scenario to
include.

c. Click OK.

4. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

5. To save the report, in theMain ribbon tab, click Save.

Administrator's Guide Axiom Financial Planning │ 227



Running the Model Assumptions report
Use this report to create a high-level view of the assumptions that went into the projections and related
ratios.

To run the Model Assumptions report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click

Financial Analysis, and double-clickModel Assumptions.

2. In the Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Option Description

Select Rating Agency Median
#1

Select the first Rating Agency Median to include in the
report.

Select Rating Agency Median
#2

Select the second Rating Agency Median to include in the
report.

No. of Projection Years Select the number of projected years to include in the
report.

Select a SCENARIO a. Click Choose Value.

b. In the Choose Value dialog, select the scenario to
include.

c. Click OK.

3. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

4. To save the report, in theMain ribbon tab, click Save.

Running the Payor Analysis report
Use this report to view a summary of Payor-level data for a selected scenario for all years.

To run the Payor Analysis report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click

Financial Analysis, and double-click Payor Analysis.

2. In the Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Administrator's Guide Axiom Financial Planning │ 228



Options Description

Select Scenario a. Click Choose Value.

b. In the Choose Value dialog, select the scenario to
include.

c. Click OK.

No. of Projection Years Select the number of projected years to include in the
report.

3. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

4. To save the report, in theMain ribbon tab, click Save.

Running the Payor Analysis-Change report
Use this report to analyze Payor-level data for the year-over-year change for a selection of scenarios.

To run the Payor Analysis-Change report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click

Financial Analysis, and double-click Payor Analysis-Change.

2. Refresh the data in the report by doing one of the following:
l In the Admin ribbon tab, in theWorkbook Options group, click Refresh Data.

l Press F9.

3. In the Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Options Description

Select Scenario a. Click Choose Value.

b. In the Choose Value dialog, select the scenario to
include.

c. Click OK.

Select Base Year for Comparison Select the base year to compare the other years to.

Select Comparison Year #1 - #4 Select the years to add to the report to compare to the
base year.

4. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

5. To save the report, in theMain ribbon tab, click Save.
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Working with Integration reports
Integration reports are available in the Integration folder in the Financial Planning Reports section of the
Fin Plan task pane, and in the Integration section of the Fin Plan Admin task pane.

Management Reporting Variance Analysis report – View integrated budget data and compare operating
revenue, income, and expenses from Axiom Financial Planning, Axiom Budgeting, and Axiom Rolling
Forecasting for a selected FP File Group year.

Using the Management Reporting Variance Analysis report
TheManagement Reporting Variance Analysis report allows you to compare operating revenue, income,
and expenses from Axiom Financial Planning, Axiom Budgeting, and Axiom Rolling Forecasting for a
selected Axiom Financial Planning File Group year. You can also use the report to compare Axiom
Financial Planning data and data from one of the other two products, if desired, or if your Axiom
Financial Planning system is not integrated with both Axiom Budgeting and Axiom Rolling Forecasting.

You can use this report as a comparison tool to compare a selected year between Axiom Financial
Planning, Axiom Budgeting, and Axiom Rolling Forecasting. This can be used to compare performance to
the target set in Axiom Financial Planning.

TheManagement Reporting Variance Analysis report has two parts: a set of graphs and an income
statement.

The graphs display the following Key Performance Indicators:

l Total operating revenue
l Total operating expenses
l Net operating income
l Total net income over expenses
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The income statement displays an analysis section followed by a Statistics and Ratios section:

Statistics and Ratios section:
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To use the report:
1. In the Fin Plan Admin task pane, in the Financial Planning Reports section, expand the

Integration folder and then double-clickManagement Reporting Variance Analysis.

2. To filter the data in the report, click the funnel icon in the upper left corner of the report.

3. Select from the following filter options, as needed:

Filter Option Description

Financial Planning
Inputs

Select the data from Financial Planning to use.

FP File Group Year Select the FP File Group year to compare.

Analysis Year Select the year to analyze and set budget targets.

Administrator's Guide Axiom Financial Planning │ 232



Filter Option Description

FP Node (from DEPT
table) (optional)

Select the FP Node used as the link between the integrated
products in the report. This data comes from themapping
column in the DEPT table that maps the Financial Planning and
Department together.

Model (optional) Select themodel, if desired.

Scenario Select the scenario. For more information, seeWorking with
Scenarios and Create, modify, or copy a scenario.

Budgeting Inputs Select the data from Management Reporting table to use in your
analysis.

Budget Type/Year Select the desired Budget-[year], Actual-[year], or Current Year
Forecast-[year]

Rolling Forecasting
Inputs

Select the data to use from Rolling Forecasting.

Rolling Forecasting
Period 1

Select the desired quarter to use as the first quarter in your
analysis year.

Rolling Forecasting
Period 2

Select the desired quarter to use as the second quarter in your
analysis year.

Rolling Forecasting
Period 3

Select the desired quarter to use as the third quarter in your
analysis year.

Rolling Forecasting
Period 4

Select the desired quarter to use as the fourth quarter in your
analysis year.

4. Click Apply.

5. To launch the income statement, in the upper right of the report, click Launch Data Navigator.

Working with Scenario Analysis reports
Axiom Financial Planning offers several reports specifically designed for analyzing and comparing
scenarios.

The following is a list of the reports available to analyze your scenarios:

Report Description

2 Scenario Comparison View data from two different scenarios side-by-side, along with the
variance and % change between the two scenarios.
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Report Description

3 Scenario Comparison Compare a scenario against two other scenarios, with the variance and %
change for each.

Multi Scenario Ratio
Comparison

View projections for key financial ratios and key debt and liquidity ratios
for up to five different scenarios at once.

Multi Scenario Review View projections for key statistics for up to five different scenarios at once.

Scenario Review View the Consolidated Financial Statements for selected scenarios.

Scenario Structure View themodels, nodes, node types, integration status and associated
global assumptions sets for a given scenario.

Scenario Variance
Comparison

View the projected variances between the income statements, balance
sheet, statement of charges, cash flow statement and key statistics and
ratios for two selected scenarios for a number of years.

Run the 2 Scenario Comparison report
Use this report to compare one scenario to another for a single year.

To run the 2 Scenario Comparison report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, click Scenario

Analysis, and double-click 2 Scenario Comparison.

2. Refresh the data in the report by doing one of the following:

l In the Admin ribbon tab, in theWorkbook Options group, click Refresh Data.

l Press F9.

3. In the Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Options Description

Select Forecast Year of
Comparison

Select the forecast year for the scenarios to compare.

Select Scenario 1 to Compare a. Click Choose Value.

b. In the Choose Value dialog, select the first scenario
to compare to the second.

c. Click OK.
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Options Description

Select Scenario 2 to Compare a. Click Choose Value.

b. In the Choose Value dialog, select the second
scenario to compare to the first.

c. Click OK.

4. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.
(TFS 8063)(TFS 8860)

5. To save the report, in theMain ribbon tab, click Save.

Run the 3 Scenario Comparison report
Use this report to compare three scenarios for a single year.

To run the 3 Scenario Comparison report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, click Scenario

Analysis, and double-click 3 Scenario Comparison.

2. Refresh the data in the report by doing one of the following:

l In the Admin ribbon tab, in theWorkbook Options group, click Refresh Data.

l Press F9.

3. In the Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Options Description

Select Forecast Year of
Comparison

Select the forecast year for the scenarios to compare.

Select Scenario of Comparison a. Click Choose Value.

b. In the Choose Value dialog, select the scenario to
compare the first and second scenario to.

c. Click OK.

Select Scenario 1 for
Comparison

a. Click Choose Value.

b. In the Choose Value dialog, select the first scenario
to compare to the scenario of comparison.

c. Click OK.
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Options Description

Select Scenario 2 for
Comparison

a. Click Choose Value.

b. In the Choose Value dialog, select the second
scenario to compare to scenario of comparison.

c. Click OK.

4. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

5. To save the report, in theMain ribbon tab, click Save.

Run the Multi Scenario Ratio Comparison report
Use this report to comparemultiple ratios across multiple scenarios.

To run the Multi Scenario Ratio Comparison report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, click Scenario

Analysis, and double-clickMulti Scenario Ratio Comparison.

2. In the Refresh Variables dialog, select one to five scenarios to include in the report by doing the
following:

NOTE: To return all results, leave the selections blank, and click OK.

a. Click Choose Value.

b. In the Choose Value dialog, select the scenario to include in the report.

c. Click OK.

3. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.
(TFS 8063)(TFS 8860)

4. To save the report, in theMain ribbon tab, click Save.

Run the Multi Scenario Review report
Use this report to multiple key statistics for up to five scenarios.

To run the Multi Scenario Review report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, click Scenario

Analysis, and double-clickMulti Scenario Review.

2. In the Refresh Variables dialog, select one to five scenarios to include in the report by doing the
following:
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NOTE: To return all results, leave the selections blank, and click OK.

a. Click Choose Value.

b. In the Choose Value dialog, select the scenario to include in the report.

c. Click OK.

3. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

4. To save the report, in theMain ribbon tab, click Save.

Run the Scenario Review report
Use this report to compare three scenarios for a single year.

To run the Scenario Review report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, click Scenario

Analysis, and double-click Scenario Review.

2. In the Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Option Description

Select Rating Agency Median Select the forecast year for the scenarios to compare.

Filter by select group of
scenarios?

Do the following:

l To display scenarios in the report filtered by their
assigned group, select Yes.

l To not display scenarios by assigned group, select No.

Select a SCENARIO a. Click Choose Value.

b. In the Choose Value dialog, select the scenario to
include in the report.

c. Click OK.

No. of Projection Years a. Click Choose Value.

b. In the Choose Value dialog, select the number of
projection years to include in the report.

c. Click OK.

3. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

4. To save the report, in theMain ribbon tab, click Save.
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Run the Scenario Structure report
Use this report to show the contents and characteristics of a specified scenario.

To run the Scenario Structure report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, click Scenario

Analysis, and double-click Scenario Structure.

2. In the Refresh Variables dialog, click Choose Value.

3. In the Choose Value dialog, select the scenario to include in the report, and click OK.

NOTE: To return all results, leave the selection blank, and click OK.

4. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

5. To save the report, in theMain ribbon tab, click Save.

Run the Scenario Variance Comparison report
Use this report to compare one scenario to another for multiple years.

To run the Scenario Variance Comparison report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, click Scenario

Analysis, and double-click Scenario Variance Comparison.

2. In the Refresh Variables dialog, select two scenarios to compare by doing the following, and
clicking OK:

NOTE: To return all results, leave the selections blank, and click OK.

Options Description

Select Scenario #1 for Variance
Comparison

a. Click Choose Value.

b. In the Choose Value dialog, select the first scenario
to compare to the second scenario.

c. Click OK.

Select Scenario #2 for Variance
Comparison

a. Click Choose Value.

b. In the Choose Value dialog, select the second
scenario to compare to the first scenario.

c. Click OK.

3. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

4. To save the report, in theMain ribbon tab, click Save.
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Run the Scenario Sensitivity Analysis report
Axiom Financial Planning includes a specialized report that allows you to determine what changes to key
drivers would be required to reach certain financial targets within a given scenario. You can also use this
same report to gauge the impact of changes to key statistics on key metrics (For example, the sensitivity
of a scenario to changes in key statistics).

The process of running the Scenario Sensitivity Analysis report begins by defining targets and ends with
making adjustments to projections for key statistics. You can save one set of targets and adjustments
per scenario. To maintain more than one set of sensitivity analysis settings, go to the Scenario Manager
and duplicate the scenario.

To get themaximum benefit from scenario sensitivity analysis, you should think about your targets and
your organization's overall situation before entering any adjustments on the report.

In what areas does your organization have themost flexibility to meet its target? Which factors are
realistically under your control and which factors are not? What degree of impact on other metrics is
acceptable in order to reach a particular target? How predictable are future trends for key statistics, and
have you accounted for all the ways in which they might fluctuate over time? Are you in a position where
an unexpected spike or drop in a certain key statistic might leave you vulnerable?

With these issues in mind, you can make your adjustments more deliberately, assess their impacts more
objectively, and keep the larger context for the analysis in mind.

To run the Scenario Sensitivity Analysis report:
1. In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click

Sensitivity Analysis, and double-click Scenario Sensitivity Analysis.

2. In the Select Refresh Variables dialog, do the following, and click OK:

Options Description

Select the Rating Agency Select the Rating Agency to include in
the report.

Select the # of Forecast Years for Analysis Select the number of forecast years to
include in the report.

Select a Scenario for Analysis Select the scenario to include in the
report.

3. Use this report to perform the following:

Administrator's Guide Axiom Financial Planning │ 239



� Impact Analysis
Before reviewing the primary use for this report (performing a goal seek to determine the
adjustments needed to reach a defined target), it is best to begin by simply entering some
adjustments into the yellow cells at the top of the report to see the impact of changes to key
drivers on the target metrics.

The resulting values display in the Sensitivity Summary Statistics section at the bottom of the
worksheet.

To clear out the adjustments and revert the values to the base, in the Sensitivity task pane, in the
Sensitivity section, click the Reset Sensitivity Drivers.

To update the report as if the current adjusted values were the base, in the Sensitivity task pane,
in the Sensitivity section, click Reset Sensitivity Base. This allows you to gauge variances against
the adjusted numbers as you tweak other drivers.

IMPORTANT: Performing this action always restores the original base values for the scenario.
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� Setting targets for goal seek
The real power of the Scenario Sensitivity Analysis report is not its ability to calculate impacts of
adjustments to statistics, but rather its ability to begin with a pre-defined target and calculate the
adjustments necessary to reach that goal.

To run the Execute Sensitivity Analysis process:
a. To set targets for analysis, in the Sensitivity task pane, in the Sensitivity section, double-

click Execute Sensitivity Analysis.

b. In theGenerate Sensitivity Analysis dialog, do the following, and click Execute.

Option Description

Target Select a metric for defining your target.

Financial Goal Type your financial goal.

Start Year Select the year during which you plan to begin working
toward the goal

Target Year Select the target year for achieving the goal.

Driver Select the primary driver to adjust to reach the goal.

The report automatically applies the necessary adjustments to the key driver, evenly distributed
over the selected time period, to reach the goal.

NOTE: It is rare that targets can be realistically met by adjusting one statistic in isolation. You
most likely want to refine the proposed adjustments, and then click Execute Sensitivity
Analysis again, but this time adjusting a different statistic to make up for any differences. To
clear out the adjustments applied thus far, click Reset Sensitivity Drivers at any time.
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4. To save the changes you havemade in the report, in the Sensitivity task pane, in the Report
Functions section, click Save Sensitivity Data.

Intelligence Center
The Intelligence Center is a centralized hub where you can view any report that you have access to in the
Axiom Reports Library—including web reports, Axiom forms, visualization reports, and spreadsheet
reports.

Using the Intelligence Center, you can:
l View any report you have access to, regardless of the report type
l Create newweb reports (all clients) and visualization reports (clients with certain product licenses)
l Open reports for editing, in the appropriate editor for the report type
l Export and share web reports
l Perform other report management activities, such as creating and deleting folders, copying and

deleting reports, and editing report names and descriptions

Example Intelligence Center

Administrator's Guide Axiom Financial Planning │ 242



� Accessing the Intelligence Center
All users can access the Intelligence Center in theWeb Client browser:

l Click themenu icon in the Global Navigation Bar. From the Area menu, select Intelligence
Center.

The Intelligence Center may also be accessible from other areas of theWeb Client, such as in the left-
hand Navigation panel, or from links in product-specific pages.

Intelligence Center in the default Navigation panel

In the Desktop Client, you can open the Intelligence Center from the Reportsmenu. By default this menu
is present on the Axiom tab. If your system has installed products, it may be available to you on the
Main tab.
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Intelligence Center on the default Reports menu

� Opening reports
You can open any report that displays in the Intelligence Center. The Intelligence Center is automatically
filtered to only show the reports that you have access to.

To open a report from the Intelligence Center:
1. In the left-hand panel, select the Reports tab if it is not already selected.

2. Do one of the following to locate the report that you want to open:

l Use the folder tree in the left-hand panel to navigate to the folder where the report is
located.

OR

l Use the Search box to search for the report by name.

For more information on how to search, filter, and sort the Intelligence Center, see Intelligence
Center overview.

3. Once the report displays in the Intelligence Center grid, click on the report name to open it.
l Web reports open in the same browser tab.

l Other web-enabled reports open in a new browser tab. This applies to Axiom forms,
visualization reports, and deprecated web reports.

l If the report is a spreadsheet report, Axiom Financial Planning attempts to launch the
Axiom Desktop Client and open the report. This works as follows:

o The launch routine uses the AxiomWindows Client by default.

o If an Axiom Financial Planning client is already open, the launch routine is skipped
and the report is opened in that client—regardless of whether the open client is the
Excel Client or theWindows Client. Therefore, if you want to open reports in the
Excel Client, you must launch the Excel Client first using the Quick Launch menu,
then you can open spreadsheet reports from the Intelligence Center.

Administrator's Guide Axiom Financial Planning │ 244



NOTE: You must have the appropriate security permissions to use the Axiom Financial
Planning Desktop Client in order to open a spreadsheet report. If you do not have
either theWindows Client Access permission or the Excel Client Access permission,
then spreadsheet reports are hidden in the Intelligence Center because you cannot
launch the client to view them.

If other types of files are present in the Reports Library—such as PDF, Word, or PowerPoint—these files
can also be opened from the Intelligence Center if you have a program capable of reading the file type.
Axiom Financial Planning attempts to open the file using the same routine that opens the Axiom Desktop
Client.

� Creating new reports
Using the Create button at the top right of the Intelligence Center, you can create new reports and new
fixed row structures for use in web reports. This button is context-sensitive, depending on what area you
have selected from the left-hand panel.

To create a new report, select the Reports area from the left-hand panel, then click the Create button.
Select one of the following:

l Create web report: This option opens the web Report Builder so that you can create a newweb
report from scratch. For more information, see Creating newweb reports.

l Create web report from template: This option creates a newweb report using a template
provided by an installed product. See Creating newweb reports from template.

l Create new visualization: This option creates a new visualization report. This option is only
available in systems where visualization reporting is licensed and enabled.

Example Create button to create a new report

To create a new fixed row structure, select the Row Structures area from the left-hand panel and then
click Create. For more information, see Creating fixed row structures.
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� Other Intelligence Center actions
In the Intelligence Center, you can use the Actions menu to perform other report and folder
management activities. To view the available actions, navigate to the item that you want to work with,
then hover your cursor over the three dots icon in the right-hand side of theName column. Actions are
available for report files, report folders, and fixed row structures.

Example Actions menu

The following actions are available:

Action Description More Information

Info Opens the Settings panel for the current
item, displaying the item name and
description.

l Changing folder names and
descriptions

l Changing report names and
descriptions

l Changing fixed row structure
names and descriptions

Edit Opens the current item in the appropriate
editor.

l Editing reports
l Editing fixed row structures

Share Share the current report with other users
via email. Only available for web reports.

l Sharing a web report via email
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Action Description More Information

Export Export the current report as a PDF, Excel,
or Delimited file. Only available for web
reports.

l Exporting grid data in a web report
to a delimited file

l Exporting grid data in a web report
to Excel

l Exporting a PDF copy of a web
report

Copy Generates a copy of the current item. Only
available for fixed row structures and web
reports.

l Copying web reports
l Copying fixed row structures

Delete Deletes the current item. l Deleting reports
l Deleting folders
l Deleting fixed row structures

You can also create new folders by clicking Create > Create new folderwhile you are in the Reports area.

Intelligence Center overview
The Intelligence Center is organized into two main areas. To view an area, select the area name from the
left-hand panel:

l The Reports area, which contains the Reports Library folder tree and yourMy Documents folder
(if you have access to it). You can click on folders in this section to navigate through the folder
tree. Once a folder is selected, the contents of that folder display in the report grid. You can click
on a subfolder name to open that subfolder, or you can click on a report name to open that
report.

l The Row Structures section, which contains fixed row structures for use in web reports. This
section does not have subfolders. You can click on the parent Fixed Row Structures folder to view
the available fixed row structures, and click on a name to open that structure.

As you navigate, a breadcrumb displays at the top of the report grid. You can click on a folder name in
the breadcrumb to move to that folder location.
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Navigating the Intelligence Center

� Searching the Intelligence Center
You can use the Search box at the top right of the Intelligence Center to find a report or a fixed row
structure. The search matches on name only. The search box is context-sensitive as follows:

l If the currently selected area is Reports, then the search can be used to find reports in the Reports
Library and your My Documents folder.

l If the currently selected area is Row Structures, then the search can be used to find fixed row
structures.

To search for an item by name:
l Type your search text into the Search box, and then click themagnifying glass or hit the Enter key

to search.

The grid updates to show a list of all reports or fixed row structures that match your search text. You can
open an item or perform other actions using this list. You can also filter and sort this list as described in
the following sections.

To clear a search:
l Click the X icon in the right side of the Search box.

Your search text is cleared, and you are returned to the folder location that you were viewing when you
started the search.
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� Filtering the grid
When you are viewing a folder in the Intelligence Center (or when viewing search results), you can filter
the contents by any column in the grid. For example, you can filter to show all reports of a certain type,
or to show all reports created after a certain date.

To filter the grid based on a column:
1. Click the filter icon in the column header to show the filter options.

2. Set the filter options as desired. You can set up to two filter options, combined with either AND or
OR.

3. Click Filter.

The grid updates to only show items that meet the filter. Additionally, a green dot displays by the filter
icon in the column header to indicate that the grid is filtered by this column.

Example Intelligence Center column with a defined filter

If multiple columns are filtered, the filters are combined using AND—meaning the grid only shows items
that match all of the filters.

The column filter is retained until you clear it, or until you navigate to a new folder location. If you have
filtered the search results, clearing the search results also clears the filter.

To clear a filter:
1. Click the filter icon in the column header to show the filter options.

2. Click Clear.

The grid updates to clear the filter.

Administrator's Guide Axiom Financial Planning │ 249



� Sorting the grid
When you are viewing a folder in the Intelligence Center (or when viewing search results), you can sort
the list by any column in the grid.

To sort the grid by a column, click on the column header. Each click toggles between ascending sort,
descending sort, and no sort. If the grid is currently sorted by a column, the sort direction is indicated by
an arrow on the column header (up for ascending, down for descending).

The sort is reset when you move to a new folder location. If you have sorted the search results, clearing
the search results also clears the sort.

NOTE: The grid can only be sorted by one column at a time. If you have sorted by a column and then
you click the column header of a different column, the sort on the original column is cleared and
replaced by the new column sort.

Managing report files in the Intelligence Center
Using the Intelligence Center, you can create, edit, copy, and delete reports in the Reports Library. You
can also edit report names and descriptions.

� Creating new reports
Using the Create button at the top right of the Intelligence Center, you can create new reports and new
fixed row structures for use in web reports. This button is context-sensitive, depending on what area you
have selected from the left-hand panel.

To create a new report, select the Reports area from the left-hand panel, then click the Create button.
Select one of the following:

l Create web report: This option opens the web Report Builder so that you can create a newweb
report from scratch. For more information, see Creating newweb reports.

l Create web report from template: This option creates a newweb report using a template
provided by an installed product. See Creating newweb reports from template.

l Create new visualization: This option creates a new visualization report. This option is only
available in systems where visualization reporting is licensed and enabled.
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Example Create button

To create a new fixed row structure, select the Row Structures area from the left-hand panel and then
click Create. For more information, see Creating fixed row structures.

Different security permissions are required to create newweb reports versus visualization reports. These
security requirements are noted in the relevant topics.

� Copying reports
In the Intelligence Center, you can copy existing reports to create new reports. Currently, this
functionality is only available for web reports, and only web reports that were created in the Report
Builder. Web reports created from template cannot be copied.

In order to copy a web report, you must be an administrator or have the Create Web Reports security
permission. You must also have read/write access to the current folder, because the copy is created in
the current folder.

To copy a report from the Intelligence Center:
1. In the Intelligence Center, locate the web report that you want to copy. You can use folder

navigation to find the report, or use the Search box at the top of the page.

2. Once the web report displays in the Intelligence Center grid, hover your cursor over theName
column to make the three-dots icon visible. Click the icon then select Copy from themenu.
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If the Copy action is present but disabled, then you cannot copy this report because you do not
have the appropriate security permissions.

3. In the Copy Report dialog, enter a name for the copy. By default, the name is Copy of
OriginalReportName.

4. Click OK.

The copy is created in the current folder, with the specified name.

� Editing reports
You can open a report for editing from the Intelligence Center if the report is eligible to be edited, and
you have read/write permissions to the report.

To edit a report from the Intelligence Center:
1. In the Intelligence Center, locate the report that you want to edit. You can use folder navigation to

find the report, or use the Search box at the top of the page.
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2. Once the report displays in the Intelligence Center grid, hover your cursor over theName column
to make the three-dots icon visible. Click the icon then select Edit from themenu.

3. The report is opened for editing as follows, depending on its file type:
l Web reports are opened in the Report Builder, in the current browser tab.
l Visualization reports are opened in the Visualization Report Editor, in a new browser tab.
l Spreadsheet reports and Axiom forms are opened in the Axiom Desktop Client, as

spreadsheet report files. This works as follows:

o The launch routine uses the AxiomWindows Client by default.

o If an Axiom Financial Planning client is already open, the launch routine is skipped
and the report is opened in that client—regardless of whether the open client is the
Excel Client or theWindows Client. Therefore, if you want to open reports in the
Excel Client, you must launch the Excel Client first using the Quick Launch menu,
then you can open spreadsheet reports from the Intelligence Center.

NOTE: You must have the appropriate security permissions to use the Axiom Financial
Planning Desktop Client in order to open a spreadsheet report. If you do not have
either theWindows Client Access permission or the Excel Client Access permission,
then spreadsheet reports are hidden in the Intelligence Center because you cannot
launch the client to view them.

Why is the Edit action missing for some reports?
The following report types cannot be opened for editing from the Intelligence Center. The Edit action
does not display for these files:

l Web reports built from template: If a web report is built from a template, the report is tied to
that template and cannot be separately edited. For more information, see Creating newweb
reports from template.
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l Deprecated web reports: The prior implementation of web reporting is deprecated. To edit a
deprecated web report, click the file name to open the report, then click the wrench icon in the
toolbar to open the legacy web report editor.

l Other non-report file types: The Reports Library can be used to store other non-report, non-
Axiom file types, such as PDF, DOC, PPT, JPG, and others. These file types cannot be edited in
Axiom Financial Planning.

Why is the Edit action disabled for some reports?
If the Edit action is present but disabled, this means that although the report type is eligible to be edited,
it is not possible for you to edit this particular report. One of the following reasons may apply:

l You do not have edit permissions (Read/Write access) to the file.
l The file is product-controlled and therefore cannot be edited.
l The file is configured to prevent editing (applies to certain visualization reports).

� Changing report names and descriptions
If you have read/write access to a report, then you can rename the report or change its description.

NOTES:
l In systems with installed products, the names and descriptions of product-controlled reports

cannot be edited.
l If you have read/write access to a report file, but read-only access to its folder, then you

cannot edit the report name.

To change a report name and/or description:
1. In the Intelligence Center, locate the report that you want to edit. You can use folder navigation to

find the report, or use the Search box at the top of the page.
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2. Once the report displays in the Intelligence Center grid, hover your cursor over theName column
to make the three-dots icon visible. Click the icon then select Info from themenu.

The Settings panel opens along the right-hand side of the page.

3. In the Settings panel, edit the report Name or Description as needed, then click Save.

The name can be up to 250 characters, and the description can be up to 2000 characters.

Example Settings panel

If the report name and description cannot be edited, then the Apply button is not available. This
may occur because you do not have the necessary permissions, or because the report belongs to
an installed product.
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� Deleting reports
If a report is no longer needed, you can delete it using the Intelligence Center. In order to delete a report
(or any other file that resides in the Reports Library), you must have read-write access to the file and to
the folder it resides in.

NOTE: In systems with installed products, product-controlled reports cannot be deleted.

To delete a report:
1. In the Intelligence Center, locate the report that you want to delete. You can use folder navigation

to find the report, or use the Search box at the top of the page.

2. Hover your cursor over the rowwith the report, hover your cursor over theName column to
make the three-dots icon visible. Click the icon then select Delete from themenu.

If the report cannot be deleted, the Delete action is disabled. This may occur because you do not
have the necessary permissions to delete the report, or because the report belongs to an installed
product.

3. When you are prompted to confirm that you want to delete the report, click OK.

The report is deleted from the system and no longer displays in the Intelligence Center. If the report was
deleted in error, an administrator may be able to restore the report using the Restore Deleted Files
feature in the Desktop Client.

Managing folders in the Intelligence Center
Using the Intelligence Center, you can create, rename, and delete folders in the Reports Library.
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� Creating new folders
You can create new folders as needed in the Intelligence Center. In order to create a folder, you must
have read-write access to the parent folder.

To create a folder:
1. In the Intelligence Center, navigate to the folder location where you want to create a new folder.

For example, if you want to create a new top-level folder in the Reports Library, select the Reports
Library. If you want to create a new subfolder within a folder, then select that folder.

2. Click Create > Create new folder.

3. In the Create new folder dialog, enter a name for the new folder, then click OK.

The new folder is created in the current location.

� Changing folder names and descriptions
If you have read/write access to a folder, then you can rename the folder or change its description.

NOTE: In systems with installed products, the names and descriptions of product-controlled folders
cannot be edited.

To change a folder name and/or description:
1. In the Intelligence Center, navigate to the parent folder of the folder that you want to rename, so

that the folder you want to rename displays in the Intelligence Center grid.

2. Hover your cursor over the rowwith the folder, so that the three dots icon is visible theName
column. Click the icon then select Info from themenu.
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The Settings panel opens along the right-hand side of the page.

3. In the Settings panel, edit the folderName or Description as needed, then click Apply.

The name can be up to 250 characters, and the description can be up to 2000 characters.

Example Settings panel

If the folder name and description cannot be edited, then the Apply button is not available. This
may occur because you do not have the necessary permissions, or because the folder belongs to
an installed product.

� Deleting folders
If a folder is no longer needed, you can delete it using the Intelligence Center. In order to delete a folder,
the folder must be empty and you must have read-write access to the folder.

NOTE: In systems with installed products, product-controlled folders cannot be deleted.
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To delete a folder:
1. In the Intelligence Center, navigate to the parent folder of the folder that you want to delete, so

that the folder you want to delete displays in the Intelligence Center grid.

2. Hover your cursor over the rowwith the folder, so that the three dots icon is visible theName
column. Click the icon then select Delete from themenu.

If the folder cannot be deleted, the Delete action is disabled. This may occur because you do not
have the necessary permissions to delete the folder, or because the folder belongs to an installed
product.

The folder is deleted from the system and no longer displays in the Intelligence Center. There is no
confirmation dialog before deleting an empty folder. If the empty folder was deleted in error, you can
create a new folder with the same name.

Web Reports
Axiom web reports provide a fully browser-based reporting option for Axiom Financial Planning data. You
can create, edit, and viewweb reports all within the Axiom Financial Planning Web Client.

Web reports are designed to be intuitive for report designers to build, and easy for report viewers to use.
The Intelligence Center provides a centralized hub to create newweb reports and to view any report that
you have access to.

Web reports support two different ways to display reporting data in a grid:
l Dynamic rows: Dynamically display data rows based on a specified dimension or grouping.
l Fixed rows: Use predefined fixed row structures to organize data rows into sections with headers,

totals, and subtotals.

Web reports can be created from scratch using the Report Builder, or you can create them from
templates provided by installed Axiom Financial Planning products.

Administrator's Guide Axiom Financial Planning │ 259



Managing Web Reports
Using the Intelligence Center in the Axiom Financial Planning Web Client, you can create, edit, copy, and
delete web reports as needed. Web reports are designed to be intuitive for report builders to create, and
easy for end users to consume.

� Creating new web reports
To create a newweb report, select the Reports area from the left-hand panel of the Intelligence Center,
then click Create. From the Createmenu, select one of the following:

l Newweb report: This option opens the Report Builder so that you can create a newweb report
from scratch.

l Newweb report from template: This option creates a newweb report based on a template
provided by an installed product.

If you want to create a web report that uses a fixed row structure, the fixed row structuremust be
defined separately and then assigned to the report. Using the Intelligence Center, you can create, edit,
and delete fixed row structures. For more information, seeManaging Fixed Row Structures.

In order to create a web report, you must be an administrator or have the Create Web Reports security
permission. You must also have read/write access to at least one folder in the Reports Library.

� Copying web reports
In the Intelligence Center, you can copy existing web reports to create new reports. In order to copy a
web report, you must be an administrator or have the Create Web Reports security permission. You
must also have read/write access to the current folder, because the copy is created in the current folder.

NOTE: Only web reports created in the Report Builder can be copied. Web reports created from
template cannot be copied.

To copy a web report from the Intelligence Center:
1. In the Intelligence Center, locate the web report that you want to copy. You can use folder

navigation to find the report, or use the Search box at the top of the page.

2. Once the web report displays in the Intelligence Center grid, hover your cursor over theName
column to make the three-dots icon visible. Click the icon then select Copy from themenu.
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If the Copy action is present but disabled, then you cannot copy this report because you do not
have the appropriate security permissions.

3. In the Copy Report dialog, enter a name for the copy. By default, the name is Copy of
OriginalReportName.

4. Click OK.

The copy is created in the current folder, with the specified name. If you want to save a copy in a different
folder, then you can Edit the report instead and use Save As within the Report Builder.

TIP: You can also copy a web report in the Desktop Client, using Axiom Explorer or the Explorer task
pane.

� Editing web reports
You can open a web report for editing from the Intelligence Center if the report is eligible to be edited,
and you have read/write permission to the report.

NOTE: Only web reports created in the Report Builder can be edited. Web reports created from
template cannot be edited.

Only one user at a time can open a web report for editing in the Report Builder. However, other users can
continue to view the report as normal.

To edit a web report from the Intelligence Center:
1. In the Intelligence Center, locate the web report that you want to edit. You can use folder

navigation to find the report, or use the Search box at the top of the page.
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2. Once the web report displays in the Intelligence Center grid, hover your cursor over theName
column to make the three dots icon visible. Click the icon then select Edit from themenu.

If the Edit action is present but disabled, then you cannot edit this report. This may be because
the report belongs to an installed product and cannot be edited, or because you do not have
read/write access to the report, or because the report was created from template.

The report opens in the Report Builder, in the current browser tab. You can now edit it as needed. For
more information, see Using the Report Builder.

Alternatively, when viewing a web report, an Edit button is present in the top right-hand corner if the
report is eligible to be edited, and you have read/write permission to the report. You can click the Edit
button to open the report in the Report Builder, make and save your changes, then click the Back button
on your browser to return to the report.

Example Edit button to open the current report in the Report Builder

� Changing web report names and descriptions
If you have read/write access to a web report, then you can rename the report or change its description.

Administrator's Guide Axiom Financial Planning │ 262



NOTES:
l In systems with installed products, the names and descriptions of product-controlled reports

cannot be edited.
l If you have read/write access to a report file, but read-only access to its folder, then you

cannot edit the name or description.

To change a web report name and/or description:
1. In the Intelligence Center, locate the web report that you want to edit. You can use folder

navigation to find the report, or use the Search box at the top of the page.

2. Once the web report displays in the Intelligence Center grid, hover your cursor over theName
column to make the three-dots icon visible. Click the icon then select Info from themenu.

The Settings panel opens along the right-hand side of the page.

3. In the Settings panel, edit the web report Name or Description as needed, then click Apply.

The name can be up to 250 characters, and the description can be up to 2000 characters.
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Example Settings panel

If the web report name and description cannot be edited, then the Apply button is not available.
This may occur because you do not have the necessary permissions, or because the report
belongs to an installed product.

� Deleting web reports
You can delete a client-created web report if it is no longer needed. You must have read/write access to
the report and its folder in order to delete a report. Product-controlled web reports cannot be deleted.

Reports can be deleted from the Intelligence Center in the Axiom Financial Planning Web Client, or from
Axiom Financial Planning Explorer in the Axiom Desktop Client.

TIP: If a report is deleted in error, an administrator may be able to restore the report using the
Restore Deleted Files feature in the Axiom Desktop Client.

To delete a web report from the Intelligence Center:
1. In the Intelligence Center, locate the web report that you want to delete. You can use folder

navigation to find the report, or use the Search box at the top of the page.

2. Once the web report displays in the Intelligence Center grid, hover your cursor over theName
column to make the three-dots icon visible. Click the icon then select Delete from themenu.
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If the report cannot be deleted, the Delete action is disabled. This may occur because you do not
have the necessary permissions to delete the report, or because the report belongs to an installed
product.

3. When you are prompted to confirm that you want to delete the report, click OK.

The report is deleted from the system and no longer displays in the Intelligence Center.

To delete a web report from Axiom Explorer:
1. Launch the Desktop Client.

2. On the Axiom tab, in the Administration group, clickManage > Axiom Explorer.

NOTE: If your system uses installed Axiom products, you can access this feature from the
Admin tab. Click System Browser to open Axiom Explorer.

TIP: You can also use the Explorer task pane to delete a web report.

3. Navigate to the Reports Library, and then locate the web report that you want to delete.

4. Right-click the report and then select Delete.

5. When you are prompted to confirm that you want to delete the report, click Yes.

The report is deleted from the system and no longer displays in Axiom Explorer.

Creating new web reports
Using the Intelligence Center, you can create newweb reports from scratch so that you can build the
report as needed.
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In order to create a web report, you must be an administrator or have the Create Web Reports security
permission. In order to save the new report you must have read/write access to at least one folder in the
Reports Library or access to theMy Documents folder. If you do not have permission to create web
reports, then the option to create a newweb report will not be available from the Create button in the
Intelligence Center.

To create a new web report:
1. In the Intelligence Center, click Create > Create web report.

NOTE: The Reports area must be selected in the left-hand panel of the Intelligence Center in
order to create a newweb report.

The Report Builder opens in the current browser tab, displaying a new blank report.

2. In the Select Table dialog, select a primary table to determine the data context for the report,
then click OK.

The data context determines the overall pool of data that is eligible to be included in the report.
The selected primary table determines which other tables are eligible for inclusion in the report,
based on lookup relationships and shared dimensions. All table columns and filters used in the
report must be compatible in the context of the primary table.

You can select a table from the drop-down list directly, or type into the box to search for a table
name. The search uses "contains" matching to return any tables that contain the search text
within the table name. Tables that start with the search text are listed first, followed by tables that
contain the search text anywhere in the table name. In the following screenshot, the text 2020
has been used to search for tables with the year 2020 in the name.
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Selecting a primary table for the data context

Although you can click Cancel at this point, most activities in the Report Builder require a data
context to be selected.

Once a table is selected for the data context, you can work with the report in the Report Builder.
The Report Builder consists of threemain areas as follows:

l TheData Panel on the left side is where you select the data to include in your report.

l The Report Canvas in themiddle is where you build the report. Columns can be dragged
and dropped from the Data Panel to the Report Canvas. You can also create calculations to
display in the report columns, and define column groups.

l The Configuration Panel on the right side is where you define properties for the report, the
data grid, and the individual columns. You can configure properties such as report titles,
drilling and filtering options, and column formatting.

For more information on using the Report Builder, see Using the Report Builder.

3. At the top of the Report Canvas, click inside the title boxes and define the title text as desired. You
can also optionally edit the title text within the Report Configuration panel. For more information,
see Defining report titles for a web report.

Administrator's Guide Axiom Financial Planning │ 267



Defining titles for the report

4. Define the rows of the report by doing one of the following, depending on whether you want to
generate the rows dynamically or use a fixed row structure:

l Dynamic rows: In the Data Panel, locate the table column that you want to use as the row
dimension. Drag and drop the column to the Row Dimensions box in the Report Canvas.
For more information, see Specifying the row dimension for a web report.

Dragging and dropping a column to use as the row dimension
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l Fixed rows: Select the grid placeholder text in the Report Canvas so that theGrid
Configuration properties load into the Configuration Panel. On theGeneral tab, enableUse
fixed rows then select an existing Fixed row structure. For more information, see
Specifying the fixed row structure for a web report.

Specifying a fixed row structure to define the rows

5. Use the Data Panel to locate the data columns that you want to display in the report, then drag
and drop those columns out to the Column Definitions box in the Report Canvas. Once the
columns are added to the grid, you can configure data and display properties for each column.

For more information, see Adding data columns and calculated columns to a web report and
Configuring column properties for a web report.
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Adding and configuring data columns

NOTE: To populate the grid with data after adding columns to the Column Definitions box,
click the Refresh Data button. By default, the Report Builder uses live data, but you must
manually refresh in order to see the result of any data changes. For more information, see
Changing data display options for the Report Builder.

6. Select the grid in the report canvas so that the configuration panel changes to show theGrid
Configuration settings. Define the grid settings as needed, such as to enable the total row or
enable drilling options. For more information, see Configuring grid properties in a web report.

In the following example, the total rowwas enabled for the grid.
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Configuring grid properties

7. Click the gear icon along the top of the page to load the Report Configuration properties, then
define report-level filters as needed to limit the data shown in the report. For more information,
see Defining report-level data filters for a web report.

In the following example, a general filter was added to exclude the Corporate world region value
from the report and to only show data for revenue accounts.

Defining a report-level filter to limit data in the report
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8. Use the plus icon at the top right of the Column Definitions box to add calculated columns to the
grid as needed. For more information, see Adding data columns and calculated columns to a web
report.

Click the plus icon to add a calculated column

In the following example, two calculated columns have been added to calculate the difference
between actuals and budget for each quarter.

Adding and configuring calculated columns
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9. Use the plus icon at the top right of the Column Definitions box to add column groups to the grid
as needed. Using column groups, you can display multiple columns grouped underneath a
header. For more information, see Defining column groups for a web report.

Click the plus icon to add a column group

In the following example, two column groups have been added for Q1 and Q2.

Adding and configuring column groups
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10. Optional. If you want the report to dynamically change data based on user selections, then click
the Parameters tab to add report parameters to the report. For more information, see Using
report parameters in web reports.

11. Click Save to save the report.

12. In the Save Report As dialog, complete the following fields and then click Save:

Item Description

File name The name of the report file. This is the name that users will see in the
Intelligence Center.

Description Optional. A description of the report. Currently, descriptions do not
display in the Intelligence Center, but they can be viewed in the Axiom
Financial Planning Desktop Client using Axiom Explorer.

Save to folder The folder in the Axiom repository where you want to save the report.

l Click the folder icon to the right of the field.
l In the Choose output folder dialog, select a folder in the Reports

Library. You can only select folders where you have read/write
access to the folder. If a folder name displays with a lock icon, this
means you have read-only access to that folder and therefore
cannot save a new report there.
NOTE: If you have access to theMy Documents folder, then you
can also save reports to that location for your personal use.

l Click OK to choose the folder and return to the save dialog.
The path to your selected folder now displays in the field.

If you use a file name that already exists in the target folder, you will be prompted to choose
whether or not to overwrite the existing file. If you choose not to overwrite, you are returned to
the Save Report As dialog so that you can use a different name and/or output folder.

Keep in mind that many of these steps can be done in any order. You can configure the grid settings
before defining report titles, and so on. Themain dependency is that you must select a primary table for
the data context before you can begin adding columns to the report.

Creating new web reports from template
Using the Intelligence Center, you can create newweb reports from a template. Currently, templates are
only provided by installed Axiom Financial Planning products. For more information about any templates
provided by your installed products, see the separate product documentation.
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Some report templates require a fixed row structure to define the row dimensions and sections of the
report. If you want to create a newweb report from a template that requires a fixed row structure, this
row structuremust already exist so that you can assign it to the report when you create it. For more
information, seeManaging Fixed Row Structures.

Web reports created from template remain linked to that template. If a template changes, that change is
automatically available in all reports created from that template.

In order to create a web report, you must be an administrator or have the Create Web Reports security
permission. In order to save the new report you must have read/write access to at least one folder in the
Reports Library or access to theMy Documents folder. If you do not have permission to create web
reports, then the option to create a newweb report from template will not be available from the Create
button in the Intelligence Center.

To create a new web report from template:
1. In the Intelligence Center, click Create > Create web report from template.

NOTE: If your system does not have any product-delivered templates available, then this
option will not be present on the Createmenu.

The Create New Web Report from Template dialog opens to walk you through the report
creation process.

2. On the template screen, select the template that you want to use to create the report, and then
click Next.
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Example template screen showing product-delivered templates

3. On the fixed row structure screen, select the fixed row structure to use in the report, and then click
Next. If the template you selected does not use a fixed row structure, then this screen does not
display and you can skip to step 4.

Administrator's Guide Axiom Financial Planning │ 276



Example screen showing fixed row structures

NOTE: If no fixed row structures are listed, then your system does not have any available fixed
row structures. You must create one before you can create a web report using the selected
template. You can click Back to select a different template, or you can click Cancel to exit the
dialog and return to the Intelligence Center. For more information, seeManaging Fixed Row
Structures.

4. On the final screen, complete the following fields to save the new report, and then click Create.

Item Description

Name The name of the report file.

Description Optional. A description for the report.
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Item Description

Save report in The folder in the Axiom repository where you want to save the report.

l Click the folder icon to the right of the field.
l In the Choose output folder dialog, select a folder in the Reports

Library. You can only select folders where you have read/write
access to the folder. If a folder name displays with a lock icon, this
means you have read-only access to that folder and therefore
cannot save a new report there.
NOTE: If you have access to theMy Documents folder, then you
can also save reports to that location for your personal use.

l Click OK to choose the folder and return to the save dialog.
The path to your selected folder now displays in the field.

The report is opened in the current browser tab. You can now review the data using a variety of tools
available to web reports, such as sorting, filtering, and drilling. For more information, see Viewing and
exploring data in web reports.

Once a report is created from template, it cannot be edited—for example, to choose a different fixed row
structure. If you want to use a different fixed row structure, create a new report from template again.
Remember that any changes to the template or to the fixed row structure will automatically flow through
to all reports that use the template or the fixed row structure.

Using the Report Builder
Using the Report Builder, you can create and edit web reports using a drag-and-drop interface. Web
reports are intended to be intuitive for report builders to create and easy for report viewers to use.

Web reports support two different ways to display reporting data in a grid:
l Dynamic rows: Dynamically display data rows based on a specified dimension or grouping.
l Fixed rows: Use predefined fixed row structures to organize data rows into sections with headers,

totals, and subtotals.

The Report Builder opens when you do either of the following:
l Create a newweb report from the Intelligence Center.
l Edit an existing web report from the Intelligence Center or from the report viewer.

� Overview of Report Builder
The Report Builder is organized into two tabs for report design:

l Report: Use this tab to design the report data and configure report properties. This is the default
tab.
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l Parameters: Use this tab to enable and configure interactivity for the report. Report users can
dynamically change the data that displays in the report using report parameters.

In the Report tab, the Report Builder has threemain areas:
l TheData Panel on the left side is where you select the data to include in your report.

l The Report Canvas in themiddle is where you build the report. Columns can be dragged and
dropped from the Data Panel to the Report Canvas. You can also create calculations to display in
the report columns, and define column groups.

l The Configuration Panel on the right side is where you define properties for the report, the data
grid, and the individual columns. You can configure properties such as report titles, drilling and
filtering options, and column formatting.

Overview of the Report Builder

As you build and configure the report, a preview of the grid displays in the Report Canvas area. Several
options are available to control how data is shown in this grid. For more information, see Changing data
display options for the Report Builder.

� Building a report in the Report Builder
The following is an overview of how to build a report in the Report Builder:

l Define a data context: Each report must have a specified primary table to determine the data
context for the report. Once the data context is defined, you can build the report using columns
from the primary table and from related tables.
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l Define the grid rows: Web reports can use dynamically generated rows based on a dimension, or
they can use a fixed row structure. Do one of the following depending on the type of report that
you want to make:

o For dynamic rows, add a row dimension to the grid by dragging and dropping a table
column.

o For fixed rows, specify a fixed row structure by modifying the grid properties.

l Add data columns and calculated columns: Drag and drop table columns out to the grid to define
the data columns for the report, and define calculated columns as needed. You can also define
column groups to create grouped headers in the report.

l Configure report-level properties:
o Define report titles: You can define report title text and an optional report description.

o Define report filters: You can define general and table-specific filters to limit the data shown
in the report grid.

l Configure grid properties: Configure grid properties such as the total row and user interaction
options, including enabling and configuring drilling options as needed.

l Configure column properties: Configure properties for each column such as alignment, width,
number format, and column filters.

l Define report parameters: You can optionally create and configure report parameters to allow end
users to dynamically change the data shown in the report.

� Changing data display options for the Report Builder
As you build and configure the report, a preview of the grid displays in the Report Canvas area. This grid
accurately reflects many report configuration details such as column headers, column width, and
number format. Additionally, you can choose how data displays in the Report Builder.

To change how data displays in the Report Builder:
1. On the Report tab of the Report Builder, click the gear button at the top of the page to load the

Report Configuration properties.

2. Select one of the following options for Report data:
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l Live data with manual refresh (default): Live data is shown in the grid, however, you must
manually refresh the data after making configuration changes that affect the data shown.
This is for performance reasons, so that you do not have to wait for data queries to
complete in order to continue working on your report. When using this option, data
updates are handled as follows:

o If you add a new column, or make a configuration change that would affect the data
shown in the column, the column will be blank. To populate the grid for data in this
column, click the Refresh Data button.

o If you make a configuration change that would affect the data shown in the entire
grid, the grid will be blank. To populate the grid with the current data, click the
Refresh Data button.

l Live data with automatic refresh: Live data is shown in the grid, and the data
automatically updates after you make any configuration changes. Generally speaking, this
option should only be used when the report queries a small set of data so that updates will
be quick, or when you do not expect to bemaking many configuration changes that affect
data.

l Mock data: Mock data is shown in the grid. When using this option, you can get a basic
idea of how the report columns and format will display to the user, without viewing actual
data. This is a good option if you do not need to made configuration changes that affect the
data, or if you do not need to view the data while you aremaking these changes.

Data display options for the Report Builder

The Refresh Data button is only available when using Live data with manual refresh, and this button
only becomes active when configuration changes have been made that affect data.
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Even if you are viewing live data, keep in mind that the grid shown in the Report Canvas is simply meant
as a guide to help you build the report—it is not intended to be a fully functional representation of the
report. If you want to see how the report will display to end users, click the Preview button.

NOTE: The Report data option is not saved in the report, and your selection is not saved for future
Report Builder sessions. Every Report Builder session defaults to using live data with manual refresh.

� Previewing a report
If you want to see how the report will display to end users in the report viewer, click the Preview button
at the top of the Report Builder.

The report preview opens in a separate dialog that overlays the Report Builder. Using this preview, you
can view the report data and try out end-user features like sorting, filtering, and drilling the report. When
you are done viewing the preview, click Close at the bottom of the dialog to return to the Report Builder
(or click the X in the top right corner).

� Saving a report
Use the Save button at the top of the Report Builder to save the report. If the report is a brand new
report, you will be prompted to define a name and folder location for the report. Otherwise, the existing
report is saved.

If you have opened an existing report for editing and you want to save a copy of it with a new name, click
the down arrow to the right of the Save button and select Save As.

Save button with Save As option

NOTE: The Create Web Reports security permission is required in order to use Save As.

If you havemade changes to the report but have not yet saved, you will be prompted to save when you
attempt to close the browser tab or navigate to a new location.
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Defining the data context for a web report

The data context for a web report determines the overall pool of data that is eligible to be included in the
report. To define the data context, you select a primary table as the "base" table for the report. This
primary table then determines which other tables are eligible for inclusion in the report, based on lookup
relationships. All table columns used in the report must be compatible in the context of the primary
table.

In the Report Builder, the primary table for the data context is specified on the Report tab, in the left-
hand Data Panel. You must select the primary table before you can drag and drop any table columns out
to the grid.

To select a primary table for the data context:
There are two ways to select a primary table for the data context.

l When you create a brand new report, you are automatically prompted to select a primary table
for the data context.

You can select a table from the drop-down list directly, or type into the box to search for a table
name. The search uses "contains" matching to return any tables that contain the search text
within the table name. Tables that start with the search text are listed first, followed by tables that
contain the search text anywhere in the table name. In the following screenshot, the text 2020
has been used to search for tables with the year 2020 in the name.

Example Select Table prompt when creating a new report
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l If you are already in the Report Builder, then you can define or change the primary table using the
Data Context box at the top of the Data Panel. Click the Edit icon to open the Select Table
dialog (as shown in the previous screenshot).

Once you have selected a table, that table name is shown in theData Context box, and the Data Panel
populates to show a table tree in three expandable/collapsible sections:

l TableName: The selected table and its columns. This table is the primary table.

l Dimension Tables: Reference tables that the primary table looks up to. If the reference tables
have lookups to other reference tables, thesemulti-level reference tables are accessible through
the first-level reference tables.

l Related Tables: The contents of this section depend on the type of table selected as the primary
table.

o If the primary table is a data table, then this section contains other tables that look up to
one or more of the same reference tables as the primary table.

o If the primary table is a reference table, then this section contains tables that look up to the
reference table.
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Example Data Panel with a defined data context

You can expand these tables to view the columns, and then drag and drop columns out to the Report
Canvas area so that they can be used as row dimensions or data columns.
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In this example, we have selected GL2020 as the primary table. GL2020 is a data table that looks up to
reference tables Dept and Acct. The table tree is populated as follows:

l GL2020: This node contains all columns in GL2020, as well as columns in the lookup tables Dept
and Acct.

l Dimension Tables: This node contains the lookup reference tables Dept and Acct. If the reference
tables look up to other downstream reference tables (multi-level lookups), those downstream
reference tables can be used through these tables.

l Related Tables: This node contains other tables that also look up to Dept or Acct (or to a multi-
level lookup through Dept or Acct). This may include tables such as GL2021, BGT2021, and
BGT2020.

When you save the report, the data context is saved for that report and will be reloaded into the Data
Panel whenever the report is opened in the Report Builder.
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NOTES:
l When choosing the data context, the list of tables is automatically filtered to only show tables

that you have access to. If you have the Administer Tables security permission, all tables will
be shown. This means it can be possible to select a primary table where you do not have
access to any of the data in the table. You can build the report but it will not populate with
data.

l Certain tables can be restricted from showing the in the Report Builder using the system
configuration setting TablesRestrictedFromReportWriter. If a table that you have access to is
not available, it has likely been restricted using this setting.

� Changing the data context
You can change the data context freely until you have done either of the following:

l Dragged and dropped columns out to the grid setup boxes in the Report Canvas
l Selected a fixed row structure for use with the report (when using theUse fixed rows option in

the Grid Configuration properties)

You can still change the data context if needed, but any newly selected primary table must be compatible
with the table columns you have already added to the grid, and with the fixed row structure you have
selected (if applicable). If the newly selected primary table is not compatible, an error will occur when the
Report Builder tries to refresh the grid in the Report Canvas. At this point you have the choice of selecting
a different primary table that is compatible (which may mean returning to the original primary table), or
removing the incompatible columns from the grid, or choosing a different fixed row structure.

Other settings that must be compatible with the primary table include columns selected as drilling
columns for a Directed drilling configuration. If you change the primary table and any of these settings
are incompatible with the new primary table, an error will occur.

If you change the data context and save the report, the new primary table is now saved for the report
and will be reloaded into the Data Panel whenever the report is opened in the Report Builder.

Specifying the row dimension for a web report

The row dimension for a web report defines the summation level for the row data. For example, you may
want the rows in your grid to show data by department, region, entity, account, or some combination of
dimensions. You specify a table column to use as the row dimension, and then the rows in the grid are
dynamically generated based on the unique values in that column.

NOTE: If you want your report to use a static row structure with multiple sections instead of
dynamically generating the rows, then use a fixed row structure instead of a row dimension.

The row dimension for the report is placed in the left-hand box at the top of the Report Canvas, known
as the Row Dimensions box. The report grid cannot render until you specify either a row dimension or a
fixed row structure.
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Row Dimensions box at the top of the Report Canvas

Web reports can havemultiple row dimensions. If two or more row dimensions are specified, then each
row in the report represents a unique combination of the dimensions. For example, if the row dimension
is just Dept, then each row shows data for a department. If the row dimension is Dept and Acct, then
each row shows data by the unique combinations of department and account.

To specify a row dimension for a web report:
1. On the Report tab of the Report Builder, in the Data Panel, expand the table tree until you locate

the column that you want to use as a row dimension.

If the Data Panel is empty, this means you must select a primary table first.

2. Drag and drop the column to the Row Dimensions box at the top of the Report Canvas.

3. Select the column name in the RowDimensions box, and then use the Column Configuration
panel to configure display properties such as column width, alignment, header text, and
formatting. For more information, see Configuring column properties for a web report.

4. If multiple columns are present in the RowDimensions box, you can drag and drop them within
the box so that they display in the desired order within the grid.

Once a row dimension is specified, the Data Panel updates to remove any tables that are incompatible
with the specified row dimension. You can now build out the data columns of the report by dragging and
dropping columns from the Data Panel, and by creating calculated columns. For more information, see
Adding data columns and calculated columns to a web report.
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Defining a row dimension for a web report

NOTE: If you drag and drop a validated column from a data table to use as the row dimension, such
as GL2020.Dept, this column reference is automatically "elevated" to point to the lookup table
instead, meaning Dept.Dept. This is done so that the column reference is compatible with other data
tables that reference the same lookup table. This elevation only occurs if the validated column looks
up to a shared dimension table.

� Using a dynamic column for the row dimension
You may want to design a report where the row dimension is dynamic based on user input. Users can
choose the grouping level that they want to see the rows summarized by.

To configure a report to use a dynamic row dimension, you must:
l Create a Column List report parameter, and configure the parameter to use the columns that you

want users to be able to choose from.
l Add a Dynamic column to the RowDimensions box, and configure that column to use the Column

List report parameter.

When a report user opens the report, they can use the Report Parameters panel to choose the column
that they want to use as the row dimension. The report then refreshes to show the data grouped by that
column. For more information, see Using report parameters in web reports and Using Column List report
parameters.
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� Displaying descriptions for the row dimension
In many cases your row dimension will be a code, such as a department code or an account code, and
you want to display the description for the code next to it.
To display descriptions on a dimension column:

1. Select the row dimension column in the Row Dimensions box.

2. In the Column Configuration settings, on theGeneral tab, enable Show description.

3. From theDescription display format list, select the desired display format.

In the following example, the Dept column has been configured to show descriptions using the Value -
Description format. If you select a format that shows descriptions first, such as Description (Value),
then the rows will be sorted by the descriptions instead of the underlying values.

Example row dimension column configured to show descriptions
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Although you can add the description column to the grid as a separate column instead of using the Show
description option, this may not always achieve the desired results. For example:

l If you add the description column as a row dimension, then it will display next to the dimension
values but it will cause the data to be additionally grouped by the description values. This is not
recommended because the additional grouping is unnecessary, and in some cases may not
produce the desired results (for example, if descriptions are not unique).

l If you add the description column as a regular column, then the descriptions will not be frozen
next to the dimension codes for scrolling purposes.

� Filtering the row dimension
In some cases you want the report to display a subset of values from the row dimension column, instead
of all values. To filter the row dimension values, use the Report Configuration properties to define a
general filter for the report.

For example, if the row dimension is Dept but you want the report to only display departments that
belong to a specific entity, define a general filter such as Dept.Entity='Entity 1'. This will filter the
grid so that it only shows data that belongs to Entity 1, including the row dimension values. Department
codes that do not belong to Entity 1 will not be included in the data query.

� Changing the row dimension
You can change the row dimension at any time by dragging and dropping additional columns to the Row
Dimensions box, or by removing existing row dimensions.

To remove a row dimension, click the three-dots icon to the right side of the column name and then
select Delete Column. If you remove the only row dimension, the grid in the Report Canvas cannot be
rendered until you specify a new one.

If you change the row dimension after adding data columns and calculated columns, or if you change the
primary table after specifying a row dimension, it is possible that some of the selections may be
incompatible with each other. In this case, an error will display when the Report Builder attempts to
refresh the data in the Report Canvas. You may have to remove incompatible columns, change the row
dimension, or change the primary table in order to restore a valid grid configuration.

If you decide that you want to change the report to use a fixed row structure instead of a row dimension,
use theGrid Configuration properties to enable fixed rows and then choose a fixed row structure. For
more information, see Specifying the fixed row structure for a web report. Any columns currently placed
in the RowDimensions box will be ignored while fixed rows are enabled for the report.

Using upstream grouping columns as row dimensions in web reports

Under normal circumstances, row dimension columns can be columns on the primary table for the data
context, or columns on lookup dimension tables. However, when the primary table for the web report is
a reference table, you can also optionally use columns from related tables as row dimensions. This type
of configuration is referred to as upstream grouping columns.
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Upstream grouping columns can be useful for reporting in certain Axiom Financial Planning products that
hold important data in reference tables. For example, the Enterprise Decision Support (EDS) product
needs to report on data in the Encounter table, which is a reference table. For some reports, they want
to group this data using a related table such as the EncounterPayor table, yet still bring in columns from
other related tables that look up to the Encounter table (such as CostDetail). Columns from the
EncounterPayor table are considered upstream grouping columns because EncounterPayor looks up to
Encounter instead of the other way around.

� Identifying upstream grouping columns
A row dimension column is considered an upstream grouping column if both of the following are true:

l The primary table for the data context is a reference table. Reference tables are a particular type of
table classification in Axiom Financial Planning that can only have one key column, and can serve
as the lookup source for a validated column. Reference tables are also often referred to as
dimension tables, as many reference tables are used to define dimensional data such as
department, account, or entity.

l The row dimension column is from a related table instead of from a dimension table or the
primary table.

� Design considerations and limitations when using upstream grouping columns
When upstream grouping columns are used in a report, the data query uses different syntax than when
using standard row dimensions. This special syntax causes the following design considerations and
limitations:

l Aggregations: Average and Distinct Count aggregation types cannot be used in the report.

l Drilling: Whether using key drilling or directed drilling, drill columns can only be from the primary
table. This is standard practice when the primary table is a reference table, however, the use of
upstream grouping columns may mean that drilling down other related tables is desired but
cannot be done at this time.

l Filtering row dimensions: Under normal circumstances, if you wanted to filter the list of row
dimension values, you would define a general report filter using the relevant dimension table.
When using upstream grouping columns, you must instead define a table-specific report filter on
the related table with the upstream grouping column.

Specifying the fixed row structure for a web report

Web reports can optionally use fixed row structures to define the data sections in the report. Instead of
dynamically generating the rows based on a table column, fixed row structures individually define each
row of data, including section headers, subtotals, and totals.
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Fixed row structures are defined separately so that you can reuse them in different web reports, and so
that you can update the row structure in one place and have the changes propagate to all reports that
reference the fixed row structure. The fixed row structure that you want to use in the web report must
already exist—they cannot be created or edited in theWeb Report Builder. For more information, see
Managing Fixed Row Structures.

The fixed row structure is specified in the Configuration Panel, using theGrid Configuration properties.
The grid in the Report Canvas cannot render until you specify either a fixed row structure or a row
dimension.

To specify a fixed row structure for a web report:
1. On the Report tab of the Report Builder, in the Report Canvas, click the grid area below the

column setup boxes. This area displays with placeholder text until either a row dimension or a
fixed row structure is specified.

2. In theGrid Configuration properties, enableUse fixed rows.

3. From the Fixed row structure drop-down list, select an existing fixed row structure. You can type
into the box to filter the list by name.
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After selecting a fixed row structure, the Report Canvas area updates as follows:
l The RowDimensions box updates to show a placeholder column named Fixed Row Header

Column. This column is the column that holds the section titles and data row labels as defined in
the fixed row structure. You can select this placeholder column in order to configure certain
display details about this column within the web report.

l Once you have dragged and dropped at least one data column to the Column Definitions box, you
can use Refresh Data to update the grid and show the sections and rows as defined in the fixed
row structure.
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Example web report using a fixed row structure

NOTES:
l If you want to make changes to the fixed row structure, you must edit the structure in the

separate fixed row structure editor. Any changes made to the row structure will automatically
apply to any web report that uses the fixed row structure.

l The option to Add Dynamic Column above the RowDimensions box is not available when
using a fixed row structure. Dynamic columns are only available for use when using row
dimensions to generate the rows of the report.

l If you decide that you want to use dynamically generated rows instead of a fixed row
structure, you can simply disableUse fixed rows and then drag a column to the Row
Dimension setup box. For more information see Specifying the row dimension for a web
report.

� Impact on Grid Configuration options
When Use fixed rows is enabled for the grid, multiple grid configuration options become unavailable
because they do not apply to web reports that use fixed row structures. If these options were configured
before fixed rows were enabled for the grid, the configuration will be ignored.

l Enable column filters: End users cannot filter columns when using fixed rows.
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l Multi-column sorting: End users cannot sort columns when using fixed rows.
l Include total row (and related settings): This option does not apply because fixed row structures

have their own defined subtotal and total rows.
l Suppress zero rows: This option does not apply to fixed row structures; all configured rows will

display regardless of whether they return all zero data.
l Grid sort order: This option does not apply to fixed row structures.

� Configuring the Fixed Row Header Column
Most of the display details for the Fixed RowHeader Column are configured within the fixed row
structure and therefore cannot be changed within the web report. However, if you select the Fixed Row
Header Column item in the RowDimension setup box, you can configure the following:

Item Description

Column width The column width of the column in the grid, in pixels. Enter the desired
column width as a whole integer between 30 and 600.

The default width of the Fixed RowHeader Column is 400.

Adding data columns and calculated columns to a web report

When creating a web report, you can add as many columns as needed to define the data that you want
to display in the report. You can also define calculated columns, such as to show the difference between
two columns.

The data columns and calculated columns for the grid are placed in the right-hand box at the top of the
Report Canvas, known as the Column Definitions box. This box defines the columns to display in the
report. Although it is possible to add columns and calculated columns to the Column Definitions box
before specifying a row dimension or a fixed row structure, the grid in the Report Canvas will not
populate until the rows are defined.

Column Definitions box at the top of the Report Canvas
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� Adding data columns
To display data in the report, you can drag and drop table columns from the Data Panel to the Column
Definitions box in the Report Canvas. The Data Panel displays the tables and columns that are eligible to
be included in the report, based on the selected data context (primary table) and the specified row
dimension.

To add a data column to a web report:
1. On the Report tab of the Report Builder, in the Data Panel, expand the table tree until you locate

the column that you want to add to your report. You can also use the search boxes at the top of
the panel to find a particular table or column by name.

2. Drag and drop the column to the Column Definitions box at the top of the Report Canvas.

NOTE: When using the default behavior, the new column will render as blank in the report
until you click Refresh Data.

3. If the column is not in the desired location within the grid, drag and drop it within the Column
Definitions box to reorder the columns.

4. Use the Column Settings in the Configuration Panel to configure display properties for the
column, such as column width, alignment, header text, and formatting. For more information, see
Configuring column properties for a web report.

By default, when you drag and drop a column to the grid, that column is selected and its column
properties display in the Configuration Panel. You can return to the column properties at any time
by clicking the column name in the Column Definitions box.

Example web report after adding data columns
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NOTE: IfUse fixed rows is enabled for the grid, currently the Report Builder does not dynamically
update the tables listed in the Data Panel based on the specified fixed row structure. If you drag and
drop a column from a table that is not valid in the context of the fixed row structure, a generic error
will occur when the Report Builder attempts to populate the grid.

� Adding calculated columns
Calculated columns can be used to display totals, differences, percentages, and other calculations within
a column of the report. Calculations can be based on columns from related tables that are eligible to be
included in the report.

To add a calculated column to a web report:
1. In the Report Canvas of the Report Builder, click the plus sign in the top right corner of the

Column Definitions box, and then click Add Calculated Column.

2. At the top of the Add Calculated Column dialog, define the following properties:
l Header: Enter the column header text for the calculated column. This is effectively the name

of the calculated column. By default, the header text is "Calculation".

l Numeric type: Select the desired numeric type for the calculated column. If this is left at
Default, the default numeric type for calculated columns is Currency.
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You can change these properties later using the Column Configuration properties in the
Configuration Panel.

3. To create the calculation, drag and drop columns from the table tree on the left to the calculation
canvas. See Defining calculations for more information.

4. When you are finished creating the calculated column, click OK.

The calculated column is added to the Column Definition box. By default, the new column is blank
until you click Refresh Data.

5. If the calculated column is not in the desired location within the grid, drag and drop it within the
Column Definition box to reorder the columns.

6. Use the Column Configuration properties in the Configuration Panel to configure display
properties for the column, such as column width and alignment. For more information, see
Configuring column properties for a web report.

By default, when you define a calculated column, that column is selected and its column
properties display in the Configuration Panel. You can return to the column properties at any time
by clicking the column name in the Column Definitions box.
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Example web report after creating a calculated column

� Defining calculations
Using the Add Calculated Column dialog, you can build a calculation based on columns from related
tables that are eligible to be included in the report. The column does not have to be present in the grid in
order to be used in a calculation. Numeric values can also be used in the calculation.

The left-hand side of the dialog lists a table tree of available columns, while the right-hand side of the
dialog—the calculation "canvas"—is where you build the calculation. To start the calculation:

l Drag and drop two columns out to the canvas. The two columns are separated by an operator
selector.

l Select the desired operator.

You can continue building the calculation by dragging and dropping additional columns and selecting the
operator. You can also do the following:

l Numeric values: To add a numeric value to the calculation, click the plus icon at the top right of
the dialog. You can then move, reorder, or delete the numeric value just like columns.

l Reorder items: To change the order of columns in the calculation, drag and drop them on the
canvas.

l Parentheses: To add parentheses to a part of the calculation, select Add Parentheses from the
operator selector. The two columns affected by the operator will become enclosed in parentheses.

l Delete items: To delete an item, hover your cursor over the column and then click the trash can
icon.
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Example calculation in the calculation editor

Calculations can use the following operators: addition (+), subtraction (-), multiplication (*), and division
(/). Use parentheses to determine calculation order, such as: (GL2021.Q1-
BGT2021.Q1)/BGT2021.Q1.

Calculations can use the following columns:
l Numeric columns from the primary table, whether or not those columns are also in the grid.
l Numeric columns from related tables, whether or not those columns are also in the grid.
l Numeric columns from the grid, including other calculated columns. Grid columns display using

the header text defined for the column.

If you use a table column from the grid instead of from the table itself, then the calculation will use
the column as it is configured to display in the grid. For example, if the grid column has a column
filter or uses an alternate aggregation, the calculation will be based on that modified version of the
column.
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NOTES:
l If you drag and drop a column from the primary table or a related table, it displays on the

canvas using the column name only—such as M1. You can hover your cursor over the column
box to see a tooltip with the full table.column name—such as GL2021.M1. If you drag and
drop the column from the Grid Columns node, then it will display using the defined header
text for the column.

l If you use a grid column in the calculation, then the grid column cannot be deleted from the
grid because deleting it would cause the calculation to become invalid. An error message will
display if you attempt to delete a referenced column from the grid. To resolve the issue, you
can do one of the following: edit the calculation to remove the reference, delete the calculated
column, or configure the grid column as hidden so that it can still be referenced in the
calculation but not display in the report.

� Editing calculated columns
You can edit an existing calculated column to change the calculation.

To edit a calculated column in a web report:
1. In the Report Canvas of the Report Builder, click the calculated column in the Column Definitions

box.

2. On theGeneral tab of the Column Configuration properties, click the Edit icon to the right of
the Calculation box.

3. In the Edit Calculated Column dialog, edit the calculation as needed, then click OK.

� Additional column actions
Once data columns and calculated columns have been added to the grid, you can further adjust them as
follows:

l Reorder columns: To reorder a column in the grid, drag and drop it to any location in the Column
Definitions box. Note that you cannot drag and drop a column from the Column Definitions box to
the RowDefinitions box. If you accidentally dragged a column to the wrong box, you must remove
the column and then drag and drop it again from the Data Panel.
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l Remove columns: To remove a column from the grid, click the three-dots icon to the right of the
column name and then select Delete Column. Use caution before removing a calculated column—
if you later decide you want to re-add the column, you will need to re-create the calculation from
scratch.

l Copy columns: To copy a column in the grid, click the three-dots icon to the right of the column
name and then select Clone Column. A copy of the column is created to the right of the original
column. The new column has the same properties as the original column, except that the text
(Copy) is appended to the header text. You can modify the new column as needed in order to
differentiate it from the original, such as to define a filter for the column, or to modify the
calculation.

NOTE: If you copy a table column in the grid (as opposed to a calculated column), it is not
possible to point the column to a different table column. The purpose of copying a table
column is to display multiple instances of the same table column, but using different filters or
different aggregation types.

l Group columns: If you want a set of columns to display under a group header, you can define a
column group and then add the columns to that group. For more information, see Defining
column groups for a web report.

l Configure columns: To configure display properties for a column, select the column name in the
Column Definitions box, then use the Column Configuration properties in the Configuration
Panel. For more information, see Configuring column properties for a web report.

Defining column groups for a web report

You can define column groups in web reports so that certain columns can display together under a group
header. For example, your report might have several actuals columns followed by several budget
columns, and you want these columns to display under the group headers "Actuals" and "Budget".

To define a column group, first you add the group "container" to the Column Definitions box of the grid,
then you add table columns to the group container.

To define a column group:
1. On the Report tab of the Report Builder, in the Report Canvas, click the plus sign in the top right

corner of the Column Definitions box, and then click Add Column Group.
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A new empty column group is added to the Column Definitions box.

2. Drag and drop the desired columns into the column group. You can drag and drop columns that
are already in the Column Definitions box, or you can drag and drop columns from the Data Panel
directly to the group.

3. Select the column group box, and use the Column Group Configuration panel to define the
header text and other properties. See the following section for more information on the available
properties.

The column group displays in the grid with its child columns underneath.
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Example web report with column groups

Once a column group has been created, you can work with it as follows:
l Reordering groups: To reorder a column group, drag and drop the group to another location

within the Column Definitions box.

l Deleting groups: To delete a column group, click the three-dots icon in the top right corner of the
group box and then select Delete Group. However, if you still want to use the columns in the
group, you should drag and drop the columns out of the group before deleting the group. If you
delete the group with columns in it, all of the columns will be deleted as well.

l Copying groups: To copy a column group, click the three-dots icon in the top right corner of the
group box and then select Clone Group. A copy of the group is created to the right of the original
group, including copies of the child columns within the group. The new group has the same
properties as the original group, except that the text (Copy) is appended to the header text. You
can modify the new group as needed in order to differentiate it from the original, such as to define
a filter for the group, or to populate the group with different child columns.

NOTE: If a calculation in the column group references another column in the group, then
when the group is cloned the calculation in the new group is updated to point to the
corresponding column in the new group.

l Configuring groups: To configure display properties for a column group, select the group in the
Column Definitions box, then use the Column Group Configuration properties in the
Configuration Panel.
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l Nested groups: Currently, nested groups are not allowed. You cannot drag and drop a group
within another group.

You can work with columns within the group as follows:
l Adding columns: You can continue to add columns by dragging and dropping them into the

group box. You can also copy columns within the group.

l Removing columns: You can drag and drop columns out of the column group box to remove
them from the group. If you don't want the column to be in the report at all, you can delete the
column as normal.

l Reordering columns: You can reorder columns in the group by dragging and dropping them
within the group box.

l Configuring columns: Columns in a column group can be configured as normal. Select the column
box within the group box to bring up the Column Configuration properties in the Configuration
Panel.

� Column group properties
The following column group properties are available for web reports on theGeneral tab of the Column
Group Configuration panel:

Item Description

Header The header text to display on the group header. Enter the desired header
text.

Hide column Specifies whether the column group is hidden in the report:
l If enabled, then the group is hidden in the report. The group remains

visible in the Column Definitions box so that you can continue to
configure the group as needed.

l If disabled (default), then the group is visible.

Autowrap header text Specifies whether header text wraps:
l If enabled, then header text that exceeds the group width will wrap.
l If disabled (default), then header text that exceeds the group width is

truncated. The user can resize the group wider to view the full header
text.

Header alignment The alignment of the header text over the columns in the group. Select one
of the following: Default, Left, Right, Center. Group headers use center
alignment by default.
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Item Description

Data filter Optional. Defines a filter to limit the data shown in the columns within this
group. This is equivalent to defining the same data filter at the column
level for each column in the group.

Click the Edit button to open the Filter Wizard and define a filter. Once you
have defined a filter, it displays in theData filter box.

If you want to change or remove the filter, click the Edit link again and
change or delete the filter within the Filter Wizard. TheData filter box is
not directly editable.

Data filters defined at the group level are combined with any filters defined
at the column level. If the group contains calculated columns, the group
filter is applied to all columns referenced in the calculation. If the
calculation references grid columns, the group filter is combined with any
other filters applied to the grid columns (either at the column level or at
the group level, if the column belongs to a different group). Additionally, if
a data filter is defined at the report level, it is also applied. All relevant
filters are combined using AND to determine the data that can display in a
particular column.

Defining report titles for a web report

Each web report can have a defined title, subtitle, and secondary title. You can also define an optional
report description.

Example titles as they display in a rendered report
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To configure report titles for a web report:
l On the Report tab of the Report Builder, in the Report Canvas, click on the box for the title text

that you want to edit, then type the desired title text. Once you are finished, you can press Enter
to exit the box (or press Tab, or click outside of the box).

The Title, Secondary Title, and Subtitle are all defined in separate boxes that roughly correspond
to where the titles display in the rendered report.

Click on the title boxes to edit the report titles

When you click on a report title box to make it active, the Report Configuration properties load in the
right-hand Configuration Panel. The titles defined for the report also display in this panel, and can also be
edited here. Any edits made in the title boxes are reflected in the Report Configuration properties, and
vice versa. An optional Report description can be defined in this panel, or you can define it when saving
the report.

NOTE: Alternatively, you can click the gear button along the top of the Report Builder to display the
Report Configuration properties.

The following title and description properties are available in the Report Configuration panel:
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Item Description

Title Themain title for the report. This text displays at the top of the report,
over the grid.

Secondary title Optional. The secondary title for the report. If defined, this text displays in
the same line as themain title, separated by a horizontal pipe character.
For example:

Title | Secondary Title

Subtitle Optional. The subtitle for the report. This text displays in smaller font
underneath themain title.

Description Optional. A description for the report.

NOTE: Currently, it is not possible to use variables in web report titles.

Defining report-level data filters for a web report

Using the Report Configuration properties in the Configuration Panel, you can define report-level filters
to limit the data shown in the report.
You can use two types of filters:

l General filters: General filters are based on reference tables, and impact all tables in the report
that look up to the reference tables used in the filter.

l Table-specific filters: Table-specific filters only impact a single specific data table used in the
report.

To define report filters for a web report:
1. On the Report tab of the Report Builder, click the gear button at the top of the page to load the

Report Configuration properties.

If you are in a brand new report, the Report Configuration properties display by default when you
first enter the Report Builder. However, as soon as you drag and drop a column to the Row
Definitions box or the Column Definitions box, the column becomes selected which causes the
Column Configuration properties to display. In this case you need to click the gear button to
return to the Report Configuration properties.
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2. In the Report Configuration panel, click Add over the Report Filters box, then do one of the
following:

l Click General Filter to create a general filter.

l Click Table-Specific Filter > TableName to create a table-specific filter. All data tables used
in the report are listed on this menu.

Creating a report-level data filter

3. In the Filter Wizard, create your filter as needed, then click OK. Note the following:
l If you are defining a general filter, the Filter Wizard only shows reference tables that the

primary table looks up to. If the primary table is a reference table, then the primary table is
the only option.

l If you are defining a table-specific filter, the Filter Wizard only shows the table that you
selected from themenu.

l After building the filter, remember to click Apply to move the filter from the Preview box to
the Filter box at the bottom of the dialog. A filter statement must be present in the Filter
box when you click OK, or else the saved filter will be blank. If you are creating a compound
filter, you can click And orOr to append the preview filter to any currently existing filter in
the Filter box.

l You can manually type a filter statement in the Filter box (or load a saved filter), but that
filter must follow the same rules as any filter that you would create using the current Filter
Wizard context. If the filter statement is not valid within the current context, it may have no
effect on the report or cause an error when viewing the report.
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The filter is added to the Report filters box. You can hover your cursor over the filter name to view
details about the filter, such as whether it is a general or table-specific filter, and to view the actual filter
statement.

If desired, you can edit the filter properties to give the filter a specific name, define an optional filter
description to document the purpose of the filter, and toggle the filter as enabled or disabled. You can
also edit the filter statement.

� Editing existing filters
You can edit general filter properties and you can edit the filter criteria statement.

To edit an existing filter:
l Click the Edit icon next to the filter name, and then select either Properties or Filter.

If you are editing the filter properties, edit the following fields in the Edit Filter Properties dialog as
needed, then click OK:
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Item Description

Display Name The display name of the filter. By default, the filter displays in the Report
filters box as follows:
l General filters display using the nameGeneral Report Filter.
l Table-specific filters display using the name TableName Filter.

You can change this name to something more descriptive or specific if you
choose. If you change the name so that it is no longer obvious whether the
filter is general or table-specific, then you can still view this information
using the filter tooltip (as shown in the previous section).

Description Optional. If desired, you can define a description to document the purpose
and scope of the filter.

Enabled By default, filters are enabled and will impact the data shown in the report.
If desired, you can toggle the filter to disabled in order to keep the filter in
the report properties for future use, but temporarily disable it. When you
are ready to use the filter again, you can toggle it back to enabled.

While the filter is disabled, it shows as grayed out in the Report filters
section. The filter will not be applied to the data queries in the report.

Example filter properties
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If you are editing the filter, the Filter Wizard opens with the current filter shown in the Filter box. You can
manually adjust the current filter, or you can create a new filter using the wizard to overwrite the existing
filter, or you can create a new filter using the wizard and append it to the existing filter using And orOr.
Remember that whatever filter statement is in the Filter box when you click OKwill become the new filter.

� Deleting existing filters
You can delete a report filter if it is no longer needed. Remember that you can disable the filter instead, if
you want to temporarily remove the filter without deleting it from the report (see the previous section).

To delete an existing filter:
1. Click the Delete icon next to the filter name.

2. When prompted to confirm the deletion, click OK.

The filter is deleted from the report.

� General filter notes
General filters are based on reference tables (also often known as dimension tables):

l If the primary table is a data table, you can define a general filter using any reference table that the
primary table looks up to.

l If the primary table is a reference table, you can define a general filter using the primary table.

When creating the filter, you can use any column on the reference table, including multi-level lookups
through the reference table. For example, if the primary table looks up to Dept, the filter could be
Dept.Dept=24000 or Dept.Region='West' or Dept.Region.RegionType=1.

The general filter applies to all tables in the report that look up to the reference table (as well as the
reference table itself). For example, imagine that you have a report that compares GL2021 to BGT2021.
You want to define a filter so that the report only shows data for theWest Region. In this case you can
define a general filter on the Dept table of Dept.Region='West'. Since both tables look up to the Dept
table, the general filter will apply to both tables and limit the data in the report.

NOTES:
l If the primary data table looks up to multiple reference tables, the general filter can be a

compound filter that uses multiple reference tables. In this case, the filter will only apply to
data tables that look up to both reference tables. For example, imagine you define a general
filter of Dept.Region='West' and Acct.Category='Revenue'. If the report contains a
table that only looks up to the Acct table but not the Dept table, then the filter will not apply
to that table and no error will occur.

l If you define a general filter and then change the primary table of the report to a table that has
different reference table lookups, the filter will not cause an error. If the existing filter does not
apply to any tables in the report, it will simply be ignored.
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� Table-specific filter notes
Table-specific filters apply only to the selected table for the filter. All other tables are unaffected by the
filter.

The table-specific filter can use any column in the table, including multi-level lookups. For example, if the
selected table is BGT2020, the filter could be BGT2020.m1<>0 or
BGT2020.Acct.Category='Revenue'.

Table-specific filters can only be defined on data tables used in the report. If you want to define a filter on
a reference table, it must be a general filter.

NOTE: If you define a table-specific filter and then later edit the report configuration so that the table
no longer has any columns in the report, the filter will not cause an error. It will simply be ignored.

Using report parameters in web reports

Using report parameters, you can enable end users to dynamically change the data showing in the
report. The advantages of using report parameters include:

l You can more efficiently cover your reporting needs using fewer reports, which means less time
needed to develop and maintain reports.

l Report users aremore in control over the data they want to see in the report.

� What can report parameters impact in the report?
Report parameters can be used to dynamically impact the following items in the report:

l The row dimensions used in the report can change dynamically by using Column List report
parameters. For example, the user can dynamically change the row dimension to show data by
different groupings such as department, account, region, entity, and so on.

l The data in the report can be dynamically filtered by using Column Value report parameters. For
example, the user can select one or more values in a column—such as departments, accounts, or
entities—and the report is dynamically filtered to show only the data for the selected values.

Reports can use either or both types of parameters as needed to provide the desired level of
interactivity.

� How are report parameters defined?
Report parameters are defined in the Report Builder using the Parameters tab. Using this tab, you can
create, configure, and delete parameters as needed. When configuring parameters, you define
properties such as:

l The type of parameter, Column List or Column Value
l The name of the parameter and the display text to use when presenting parameters to report

users
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l Whether the parameter is optional or required—if required, then the report does not display data
until the user makes a selection

l For Column List parameters, the list of table columns to associate with the parameter, and an
optional default column selection

l For Column Value parameters, the column to associate with the parameter:
o You can select a specific column or you can tie the Column Value parameter to a Column

List parameter, so that Column Value parameter dynamically uses the selected column
o You can specify whether users can select a single value in the column or multiple values

Example Parameters tab to define report parameters in the Report Builder

� How do users interact with report parameters?
When users view a report with report parameters, the parameters display in a panel along the left-hand
side of the report. Users can make selections and apply them to dynamically refresh the report with data
that meets their selections. If a parameter is required, then the user must interact with the report
parameter panel before the report shows any data.
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Example web report using report parameters

Managing report parameters

Using the Parameters tab in the Report Builder, you can add, edit, reorder, and delete report
parameters. Report parameters enable reports to update dynamically based on selections made by
report users.

When you select the Parameters tab in a report, any existing parameters display in the All Parameters
panel along the left-hand side. You can select a parameter box to view the properties for that parameter.

Example Parameters tab in the Report Builder
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This topic describes the basic features available to manage report parameters in a report. For more
information on how to configure and use specific parameter types, see the following topics:

l Using Column List report parameters
l Using Column Value report parameters

� Adding report parameters
You can add as many report parameters as needed to provide the desired interactivity for the report.
Keep in mind that all report parameters in the report are active and will display to end users.

To add a report parameter:
l On the Parameters tab, click Add, then select the type of parameter to create.

o Column List: Define a list of columns that report users can select from. The selected column
can be used as dynamic row dimension in the report, or as the column for a Column Value
parameter.

o Column Value: Select a column that report users can select values from. The selected
values are then applied to the report as a report filter.

The new parameter is added to the All Parameters panel along the left-hand side. You can now configure
the parameter-specific configuration properties in themiddle area, and the general parameter details in
the right-hand panel.

Parameter details

Item Description

Type The parameter type is listed for reference. This is not editable.
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Item Description

Name The name of the parameter. By default, this is set to Report Parameter
(Type). You can edit this name as needed.

The parameter name does not display to report users; it is solely for use in
the Report Builder. You should give the parameter a name that indicates
its purpose.

Display Prompt The prompt text to display to report users in the Report Parameters panel.
By default, this is set to Report Parameter (Type). You can edit this name
as needed.

You should define display prompt text that helps users understand the
purpose of the parameter. For example, "Select a department".

Default Value Optional. The default value for the parameter. When a report user opens
the report, the parameter will use this value by default.

This option is only available for the Column List parameter. You can select
any of the columns in the column list to use as the default value, or you
can leave it blank to have no default value.

Required Specifies whether the parameter is required.
l If enabled, then the report does not refresh with data until this

parameter has a value. Themessage "Waiting for input" displays in the
report grid until all required parameters have a value.
In the Report Parameters panel, the Apply button does not become
available until all required parameters have a value. Additionally,
required parameters cannot be cleared.

l If disabled (default), then users can optionally leave this parameter
blank (unset) when applying parameter values. The report can refresh
data without this parameter.

NOTE: If the parameter is a Column List parameter that is linked to a
dynamic column, the parameter must have a value in order to refresh
data, regardless of whether the parameter is configured as required.

AllowMulti Select Specifies whether the parameter allows selecting multiple values. This
option is only available for the Column Value parameter.

� Editing report parameters
You can edit existing report parameters as needed.

To edit a report parameter:
l On the Parameters tab, select the parameter that you want to edit in the All Parameters panel.
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The current configuration for the parameter displays in themiddle area and the right-hand panel. You
can edit the parameter-specific configuration properties or the general parameter details as needed.

� Reordering report parameters
When users view a report with parameters, the parameters are listed in the Report Parameters panel in
the order that they display in the Report Builder. You can reorder the parameters as needed to change
how they display to report users.

To reorder report parameters:
l On the Parameters tab, select the parameter box that you want to move, then drag and drop the

box to a new location in the list.

NOTE: If you have a Column Value parameter that is dependent on a Column List parameter, the
Column List parameter should be located before (above) the Column Value parameter.

� Deleting report parameters
You can delete existing report parameters if they are no longer needed. Remember that all parameters
are active and will display to report users, so if a parameter is not needed the only option to hide it from
report users is to delete it.

To delete a report parameter:
l On the Parameters tab, in the All Parameters panel, click the X icon in the right-hand corner of the

parameter that you want to delete.

Using Column List report parameters

When you use a Column List report parameter, you define a list of table columns to allow the report user
to select a column. The user's selected column can then be applied to the report in one of the following
ways:

l The selected column can be applied to the report as a row dimension. This allows the report user
to dynamically change the row dimension for the report, so that the same report can be used to
view data by different dimensional groupings such as department, region, or entity. In order to do
this, you must configure the report with a dynamic column for the row dimension, and then link
the dynamic column to the Column List report parameter.

l The selected column can be applied to a Column Value parameter. This allows the report user to
select a value or values from the column to be dynamically applied as a report filter and change
the data shown in the report. In order to do this, you must configure the report with a Column
Value parameter, then link the Column Value parameter to the Column List parameter.

When a user views the report with a Column List report parameter, the list of columns is displayed in a
drop-down list, using the header text as defined for the column.
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Example Column List parameter in the Report Parameters panel

� Defining a Column List report parameter
Column List report parameters are defined on the Parameters tab of the Report Builder. You can define
as many Column List parameters as needed for the report.

To create a Column List parameter:
1. In the Report Builder, select the Parameters tab.

2. Click Add > Column List.

The new parameter is added to the All Parameters panel along the left-hand side.

3. In the Column List Configuration section in themiddle of the screen, click Select Columns.

4. In the Select Columns dialog, select the columns that you want to associate with the parameter:

l Use the table treeview in the left-hand panel of the dialog to locate the columns that you
want to use. You can select any column from the primary table, a dimension table, or a
related table. You can use the search boxes at the top of the panel to search by table names
or by column names.

l Once you locate a column that you want to use, drag the column to themiddle Selected
Columns panel.

l For each selected column, defineHeader text in the right-hand Column Properties panel.
This header text is displayed in the Column List drop-down when users select a column
from the list. If the Column List parameter is linked to a dynamic column, this text is also
used as the header text for the dynamic column within the report grid.

l When the columns are presented to report users in a drop-down list, they will be displayed
in the order listed here (top to bottom). To reorder columns, click on the drag handle in the
left-hand side of the column box, and then drag and drop the column to a new location
within the list.
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NOTE: If the primary table is a data table, and a selected column looks up to a dimension table
for the primary table, the column reference is automatically "elevated" so that it uses the
lookup dimension table instead of the source table. For example, if the primary table is
GL2020, and you select either GL2020.Acct or BGT2020.Acct, the column reference is elevated
to Acct.Acct. This elevation is done so that the column is valid for use as a row dimension, and
so that any filter resulting from the column is applied as a general filter affecting all tables that
look up to the dimension table.

IMPORTANT: The columns selected heremust be valid within the context of how you intend
to use the Column List parameter. If the parameter will be used with a dynamic column, then
all of the selected columns must be valid as row dimensions within the report configuration. If
the parameter will be used with a Column Value parameter, then all of the selected columns
must be valid to be used as filters within the report configuration. If a column in the list is not
valid for use as a row dimension or a filter, an error message will display when the user
attempts to apply that parameter selection to the report. As the report designer, you should
test your parameters to verify that they work as intended within the report.

5. After selecting and configuring the columns, click OK to return to the Report Builder.

The selected columns now display in the Column List Configuration section. If you need to edit this
list, click the Edit link to open the Select Columns dialog again.

6. In the Parameter Details panel along the right-hand side, complete the general parameter
properties such as name, display prompt, default value, and whether the parameter is required.

Example Column List parameter with a list of columns and a specified default value
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� Using a Column List parameter with a dynamic column
In order to use a Column List parameter to dynamically change the row dimension of the report, you
must:

l Add a dynamic column as a row dimension for the report
l Link the Column List parameter to the dynamic column

This configuration is only possible when using row dimensions, meaning the report rows are dynamically
generated based on the row dimension columns. If you are using a fixed row structure in the report, then
the option to add a dynamic column is not available.

Web reports can use one or more row dimension columns. When using dynamic columns, all of the row
dimensions can be dynamic, or you can have a mix of dynamic and fixed row dimensions.

To define a dynamic column:
1. In the Report Builder, select the Report tab.

2. Click the plus icon over the RowDimensions box, then select Add Dynamic Column.

A column box labeled Dynamic is added to the Row Dimensions box.
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3. In the right-hand Column Configuration panel, from theDynamic column parameter list, select
the Column List parameter to use with the dynamic column. Parameters are listed by name as
defined on the Parameters tab.

By default, Axiom Financial Planning automatically selects the first available Column List parameter
and uses the default value defined for that parameter. If the parameter does not have a defined
default value, the Report Builder uses the first column in the list of columns defined for the
parameter. This is because the Report Builder must be able to associate the dynamic column with
an actual table column in order to refresh data.

If no Column List parameters are defined, or if the Column List parameter does not have a defined
list of columns, then the report cannot be refreshed with data until this issue is resolved.

4. Complete the remaining Column Configuration properties as needed. Note the following:
l TheHeader property and the related header properties on the Advanced tab are not

available for dynamic columns. The column header text for each column in the column list is
defined when configuring the Column List parameter.

l You can optionally enable Show description and select a Description display format for
the dynamic column. These options will apply if the selected column for the Column List
parameter has an associated description column.

The following example shows a web report configured with a dynamic row dimension column, linked to a
Column List report parameter. The grid is refreshed with data using the default column specified for the
report parameter.
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Example Report Builder with dynamic row dimension

NOTE: In the Report Canvas, the dynamic column displays in the grid using the header text Dynamic.
This only occurs in the Report Builder, so that you knowwhich column is the dynamic column. When
previewing or viewing the report, the dynamic column uses the header text defined for the currently
selected column, as defined in the Column List parameter configuration.

In this example the Column List report parameter lets the user select from three different grouping
levels—Dept.Dept, Dept.WorldRegion, or Dept.VP. The report will refresh with data and use the selected
column as the row dimension.

Administrator's Guide Axiom Financial Planning │ 324



Example Column List parameter providing column options for the dynamic row dimension

Example end user experience to select and change the row dimension
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Design considerations for the report user experience
When using a dynamic column with a Column List parameter, you must decide whether you want the
report to refresh using a default column selection, or if you want to require the user to make a selection
before the report refreshes with data.

l If the Column List parameter does not have a specified default column, then when a user opens
the report, it will not refresh with data and instead displays themessage "Waiting for input". The
user must select a value for the Column List parameter and apply before the report is refreshed
with data.

l If the Column List parameter has a specified default column, then when a user opens the report, it
refreshes with data using the default column. The user can then optionally change the selected
column in order to refresh the report using a different row dimension.

NOTE: If the Column List parameter that drives the dynamic column does not have a default value,
then the report cannot be exported or shared because it does not have a column to use as the row
dimension. Although report parameter selections made by users are not honored when exporting or
sharing web reports, the default value is honored for the dynamic column when exporting or sharing
the report.

Design considerations for drilling
If you want to use a dynamic column and also enable directed drilling for the report, you must be careful
to ensure that all of the drill columns are compatible with the Column List columns. If the user can select
a column for the Column List parameter that is not compatible with the drill columns, an error will occur
when the user attempts to drill the report.

Alternatively, you can enable drilling and use key column drilling, which will continue to work as long as
all of the columns defined the Column List parameter are valid as row dimension columns.

� Using a Column List parameter with a Column Value parameter
In order to use a Column List parameter to populate the source column for a Column Value parameter,
you must:

l Define a Column Value parameter
l Configure the parameter as dynamic and select the Column List parameter as the source

In the following example, the Column Value parameter is configured to use the FilterCols Column List
parameter. First the user will select a column from the Column List parameter, then the user will select a
value or values in that column from the Column Value parameter.
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Example Column Value parameter using a Column List parameter to provide the source column

Example end user experience to choose the filter column and values

For more information on how to configure Column Value parameters and how the selected values are
applied as report filters, see Using Column Value report parameters.
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Design considerations for the report user experience
When a Column Value parameter is linked to a Column List parameter, the Column Value parameter is
automatically dependent on the other parameter. This means that the Column Value parameter will not
become active in the Report Parameters panel until a value has been selected for the Column List
parameter. The Column Value parameter will then become active and allow the user to select a value or
values from the column selected for the Column List parameter.

NOTE: Because of this automatic dependency, you should make sure that the Column List parameter
is ordered before (above) the Column Value parameter.

Additionally, you must decide whether you want the Column Value parameter to start with a default
column or not:

l If the Column List parameter does not have a specified default column, then the Column Value
parameter will be disabled until a value is selected for the Column List parameter.

l If the Column List parameter has a specified default column, the Column Value parameter is
enabled and uses the default column. The user can optionally select a different value for the
Column List parameter to change the column used by the Column Value parameter.

Using Column Value report parameters

When you use a Column Value report parameter, you specify a column from which the user can select
one or more values. The user's selected values for the column are then applied to the report as a report
filter. This allows the user to dynamically change the data shown in the report.

For example, you may design a report that is intended to display financial results for a selected
department or entity. You can create a Column Value report parameter that uses the department or
entity column. The user can select the departments or entities that they want to view, and then apply
the parameter values to refresh the report with the selected data.

When users view the report with a Column Value report parameter, the column values are displayed in a
drop-down list:

l Column values are displayed with descriptions if applicable.
l Users can type text into the drop-down list to filter the list and find a specific value.
l Users can select one value from the list, or multiple values, depending on the parameter

configuration.
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Example Column Value parameter in the Report Parameters panel

� Defining a Column Value report parameter
Column Value report parameters are defined on the Parameters tab of the Report Builder. You can define
as many Column Value parameters as needed for the report.

To create a Column List parameter:
1. In the Report Builder, select the Parameters tab.

2. Click Add > Column Value.

The new parameter is added to the All Parameters panel along the left-hand side.

3. In the Column List Configuration section in themiddle of the screen, select one of the following
as the Source column type:

l Static column: Select this option if you want to select a specific column to use as the source
column. Then, under the Column header, click select column.

o In the Select Column dialog, use the table treeview in the left-hand panel to locate
the column that you want to use. You can select any column from the primary table,
a dimension table, or a related table. You can use the search boxes at the top of the
panel to search by table names or by column names.

o Once you locate a column that you want to use, select it and then click OK. The
selected column name nowdisplays under the Column header.
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NOTE: If the primary table is a data table and the selected column looks up to a
dimension table for the primary table, the column reference is automatically "elevated"
so that it uses the lookup dimension table instead of the source table. For example, if
the primary table is GL2020, and you select either GL2020.Acct or BGT2020.Acct, the
column reference is elevated to Acct.Acct. This elevation is done so that the column is
applied as a general filter affecting all tables that look up to the dimension table.

l Dynamic column: Select this option if you want to dynamically use the selected column for
a Column List parameter as the source column. Then, for Source column report parameter,
select the Column List parameter that you want to associate with this parameter.

This means that the user will first select a column from the Column List parameter, then the
user can select one or more values from that column using the Column Value parameter.
The Column Value parameter will not be active until the Column List parameter has a
selected value. If the Column List parameter has an assigned default value, this value will be
used as the initial source column for the Column Value parameter when the report is
opened.
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IMPORTANT: The column used by the Column Value parameter must be valid as a filter
column for the current report configuration. If a column in the list is not valid for use as a filter
column, then an error message will display when the user attempts to apply the parameter
selection to the report. As the report designer, you should test your parameters to verify that
they work as intended within the report.

4. For theDescription Display Format, select the display format to use for the column values in the
drop-down list. By default, this is set to Description only.

If the column used by the Column Value parameter does not have an associated description
column, then this setting is ignored and the column values will display as is.

5. In the Parameter Details panel along the right-hand side, complete the general parameter
properties such as name, display prompt, whether the parameter is required, and whether multi-
select is enabled.
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Example Column Value parameter allowing report users to filter the report by the source column

� Using a Column List parameter with a Column Value parameter
In order to use a Column List parameter as the source for a Column Value parameter, you must:

l Create and configure a Column List parameter
l Configure the Column Value parameter as dynamic and select the Column List parameter as the

source

In the following example, the Column Value parameter is configured to use the FilterCols Column List
parameter. First the user will select a column from the Column List parameter, then the user will select a
value or values in that column from the Column Value parameter.
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Example Column Value parameter using a Column List parameter to provide the source column

Example end user experience to choose the filter column and values

For more information on how to configure Column List parameters, see Using Column List report
parameters.
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Design considerations for the report user experience
When a Column Value parameter is linked to a Column List parameter, the Column Value parameter is
automatically dependent on the other parameter. This means that the Column Value parameter will not
become active in the Report Parameters panel until a value has been selected for the Column List
parameter. The Column Value parameter will then become active and allow the user to select a value or
values from the column selected for the Column List parameter.

NOTE: Because of this automatic dependency, you should make sure that the Column List parameter
is ordered before (above) the Column Value parameter.

Additionally, you must decide whether you want the Column Value parameter to start with a default
column or not:

l If the Column List parameter does not have a specified default column, then the Column Value
parameter will be disabled until a value is selected for the Column List parameter.

l If the Column List parameter has a specified default column, the Column Value parameter is
enabled and uses the default column. The user can optionally select a different value for the
Column List parameter to change the column used by the Column Value parameter.

� How Column Value parameter selections are applied as filters
When a Column Value parameter selection is applied to the report, the filter is applied as follows:

l If the source column is from a related table, or if the source column is from the primary table when
the primary table is a data table, then the filter is applied as a table-specific filter.

l Otherwise, the filter is applied as a general report filter.

NOTE: Because columns that look up to dimension tables are automatically "elevated" to the
dimension table when the primary table is a data table, it is not possible to apply table-specific filters
with these columns when using a Column Value parameter. For example, it's not possible to use
BGT2020.Acct in a Column Value parameter, because the column reference is always elevated to
Acct.Acct and therefore applied as a general filter. In themajority of use cases involving columns that
look up to dimension tables, the general filter is the intended filter.

The filters resulting from Column Value parameter selections are applied in the sameway as report-level
filters defined in the Report Configuration panel. For more information on the difference between table-
specific filters and general report filters, see Defining report-level data filters for a web report.

The syntax used for filters depends on whether the parameter allows single selection or multiple
selection. For example, if the source column is Dept.Dept, filters are created as follows:

l Single selection: A filter will be created such as Dept.Dept=20000.

l Multiple selection: A filter will be created such as Dept.Dept IN (20000,21000,45000).
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This filter statement is not visible to report users—the users only see their selected value(s) for the
column.

Keep in mind the following:
l It is possible that the source column used by the Column Value parameter is not valid as a filter

column for the report, depending on the report configuration. In this case an error will occur when
the user attempts to apply the parameter.

l It is possible that the Column Value parameter uses a source column that is valid as a filter column
for the report, however, the filter has no effect. For example, if the column is applied as a table-
specific filter but the report does not use any columns from that table, then the table-specific filter
will have no effect and no error will occur.

All report parameters should be tested by the report designer to ensure that they are working as
intended, before rolling out the report to end users.

Configuring grid properties in a web report

The grid properties define the available features and the overall presentation of data in a web report.
Using the grid properties, you can configure:

l User interaction properties such as whether users can filter columns, sort columns, and reorder
columns

l Display properties such as whether the grid has a total row and whether rows with all zero values
display

l Drilling properties such as what type of drilling is enabled and configuration for directed drilling

In the Report Builder, the grid properties are defined in the right-hand Configuration Panel.

To configure grid properties for a web report:
1. On the Report tab of the Report Builder, in the Report Canvas, click the grid that displays below

the column setup boxes.

2. In the right-hand Configuration Panel, complete theGrid Configuration properties as needed.
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Example Grid Configuration properties

The grid configuration properties are separated into two tabs:
l General: Basic grid properties that should be reviewed and configured for all web reports.
l Advanced: Advanced grid properties such as default column formats for the grid.

� General grid properties
The following grid properties are available for web reports on theGeneral tab of theGrid Configuration
panel:

Column Properties

Item Description

Enable column filters Specifies whether users can filter columns in the grid. Only applies to grids
with dynamic rows; users cannot filter columns in grids whereUse fixed
rows is enabled.
l If enabled (default), then filter icons display on columns where Enable

filter is enabled in the column configuration properties. Report users
can use these icons to filter the data shown in the column. If Enable
filter is disabled on a column, the filter icon is not available for that
column.

l If disabled, then filter icons do not display on any columns, regardless
of whether Enable filter is enabled for the column.
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Item Description

Multi column sorting Specifies whether users can sort by multiple columns in the grid. Only
applies to grids with dynamic rows; users cannot filter columns in grids
whereUse fixed rows is enabled.
l If enabled, then users can sort the grid by multiple columns. If the grid

is already sorted by a column and a user clicks another column to sort,
then the grid is first sorted by themost recent column and then sorted
by the original column. Columns will remain sorted until the user
toggles the sort disabled for that column.

l If disabled (default), then users can sort the grid by a single column. If
the grid is already sorted by a column and a user clicks another column
to sort, then the sort is disabled on the original column and the grid
becomes sorted by themost recent column.

Users can sort columns by clicking on the column header. Each click
toggles through sort ascending, sort descending, and no sort.

NOTE: The ability to clear the sort is only available if multi-column sorting
is enabled. Otherwise, clicking a column header will toggle between sort
ascending and sort descending. You can click a different column header to
sort by that column, but you cannot clear the sort.

Enable reordering
columns

Specifies whether users can reorder columns in the grid.
l If enabled (default), then users can drag and drop columns within the

grid to temporarily reorder them.
l If disabled, then users cannot reorder columns in the grid.

Grid Properties

Item Description

Use fixed rows Specifies whether the grid uses dynamic rows or a fixed row structure.
l If enabled, then the grid uses a fixed row structure to define the rows.

Select the structure using the Fixed row structure field. For more
information, see Specifying the fixed row structure for a web report.

l If disabled (default), then the grid dynamically generates rows based on
a table column specified as the row dimension. The row dimension is
specified by dragging and dropping the desired table column into the
RowDimensions box at the top of the Report Canvas. For more
information, see Specifying the row dimension for a web report.
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Item Description

Fixed row structure Specifies the fixed row structure to use in the grid. Only applies when Use
fixed rows is enabled.

Select an existing fixed row structure to define the rows of the grid. You can
type into the box to filter the list of fixed row structures by name.

Fixed row structures can be created from the Intelligence Center. For more
information on creating fixed row structures, seeManaging Fixed Row
Structures.

Include total row Specifies whether a total row is present on the grid. Only applies to grids
with dynamic rows; ifUse fixed rows is enabled then the grid uses
subtotal and total rows as defined in the fixed row structure.

l If enabled, then a total row displays at the bottom of the grid. If the
grid data is paged, the total row shows the total of all rows across all
pages.
Use the Total row header label field to define label text for the total
row, such as "Total". This text displays in the last row dimension
column.
Columns displaying numeric, non-dimensional data are included in the
total row by default. If desired, you can exclude a numeric column from
the total row using the column configuration properties.

l If disabled (default), then the grid does not have a total row.

Suppress zero rows Optional. Specifies whether data rows with all zeros are suppressed from
showing in the grid. Only applies to grids with dynamic rows; all zero rows
cannot be suppressed in grids whereUse fixed rows is enabled.

Non-key columns that meet both of the following criteria are evaluated to
determine whether a row should be hidden:
l The column data type is Integer (all types) or Numeric.
l The column is from the primary table or an additional data table.

If the primary table is a data table, Integer and Numeric columns on
lookup reference tables are ignored—meaning these columns may have
values, but the row is still suppressed if all applicable data table columns
have zero values. There is one exception: reference table columns are
considered if the column classification is Values and the numeric type is
Currency.

Calculated columns defined in the grid are not evaluated for this purpose
and do not prevent a row from being suppressed.
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Item Description

Enable drilling Specifies whether users can drill down rows in the grid to view the
underlying data.

l If enabled, then users can drill rows in the grid. Use theDrilling type
property to specify what type of drilling options are present:
o Key columns (default): Users can drill down to the key column level

of the data. These drilling options are automatically generated
based on the validated key columns of the primary table. No
additional setup is required.

o Directed: Users can drill down predefined drilling paths. Use the
View/Edit Configuration link underneath theDirected option to
configure the drilling paths.

For more information, see Configuring drilling for web reports.
l If disabled (default), then users cannot drill rows in the grid.
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Item Description

Grid sort order Specifies the sort order for data in the grid.
l Default: Data is sorted by the row dimension columns specified for the

grid, in ascending order. If multiple row dimension columns are
present, the first row dimension column is the primary sort column,
followed by the second row dimension column, and so on.

l Custom: Specify one or more columns to sort the grid data, in either
ascending or descending order. Use the View/Edit Configuration link
underneath the Custom option to select the drill columns.
o The Edit Sorting Configuration dialog lists all columns in the grid. It

is not currently possible to sort by a column that is not present in
the grid. If necessary, you can add a column to the grid in order to
sort by that column, then configure the column as hidden so that it
does not show in the grid.

o To add a column to the sorting configuration, drag the column from
the left-hand panel to the right-hand panel, and then select Asc
(default) or Desc for the sort order. To remove a column from the
sorting configuration, click the X icon on the right-hand side of the
column box.

o If multiple columns are added to the sorting configuration, the top-
most column is the primary sort column, followed by the next
column, and so on. You can reorder the columns in the list by
clicking the drag handle on the left-hand side of the column box and
then dragging and dropping it to a new location.

If a custom sort is specified but no columns are added to the sorting
configuration, the grid will revert to using the default sort order.

NOTES:
l IfMulti column sorting is not enabled for the grid, the grid will still

honor a multi-column sort configuration when the report is initially
rendered. However, if a user sorts by any column, the grid reverts to
single-column sorting with no way to return to the previous sort
configuration other than by reloading the report.

l Process columns cannot be added as custom sort columns.

NOTE: If you created a web report using the Report Builder in version 2021.1, that report may have
had a defined Data Filter in the Grid Configuration properties. These filters are now defined at the
report level, in the Report Configuration properties. Any existing grid filter will be automatically
converted to a general report filter. In rare cases, this conversion may result in report errors if the
grid-level filter is not valid as a general report filter. If this occurs, you can delete the converted filter
and re-create it as a table-specific filter.
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� Advanced grid properties
The following grid configuration properties are available for web reports on the Advanced tab of theGrid
Configuration panel:

Default column formats
Use this section to view and define default column formats for the grid based on column data type. All
columns added to the grid will inherit the settings defined here. By default, columns will continue to
inherit any changes made to the default column formats unless the format has been overridden at the
column level.

For example, the default alignment for String columns is Left. When String columns are added to the grid,
they are configured to use the Default alignment, meaning Left. If desired, you can change the default
alignment for String columns to Center, and all String columns in the grid that are using the Default
alignment will now update to use Center alignment. However, if you havemanually configured a
particular String column to use Right alignment instead of the Default alignment, that column will
continue to use its configured alignment of Right.
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Item Description

Data type Select a column data type to view and edit the default column formats for
that type. The following data types are available:
l String: Columns containing text or alphanumeric values. Includes table

columns using the String data type.
l Date: Columns containing dates. Includes table columns using Date or

DateTime data types.
l Boolean: Columns containing True or False values. Includes table

columns using the Boolean data type.
l Dimension: Columns containing numeric dimension codes. Includes

table columns using Numeric, Integer, or Identity data types, where the
Column Classification is Dimension.

l Decimal: Columns containing decimal numeric values. Includes table
columns using the Numeric data type, where the column has a Numeric
Type of Number.

l Number: Columns containing whole integer numeric values. Includes
table columns using Integer or Identity data types, where the Column
Classification is Value.

l Currency: Columns containing currency numeric values. Includes table
columns using the Numeric or Integer data types, where the column
has a Numeric Type of Currency.

l Percent: Columns containing percent numeric values. Includes table
columns using the Numeric or Integer data types, where the column
has a Numeric Type of Percent.

Additionally, when you create a calculated column, you can specify its data
type as one of the numeric data types. The column will then use the
default column formats for that data type. The default data type for
calculated columns is Currency.

NOTE: Columns that would normally be treated as Number data type are
treated as Dimension data type if they are used as row dimension columns
or drill columns.

Column width The default column width for the selected Data Type, in pixels. Enter the
desired column width as a whole integer between 30 and 600.

The default width for each data type is as follows:
l Currency, Decimal, Percent, Date, Boolean: 120
l Number: 150
l String, Dimension: 200
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Item Description

Alignment The default alignment of the column values for the selected Data Type. If
you want to change the default alignment for a data type, select one of the
following: Left, Right, Center.

The default alignment for each data type is as follows:
l String, Date, Boolean, Dimension: Left
l Decimal, Number, Currency, Percent: Right

Numeric properties
Use this section to view and define default number formats for the grid based on column data type. All
columns added to the grid will inherit the settings defined here. By default, columns will continue to
inherit any changes made to the default number formats unless the column has been configured to use a
custom format.

For example, the default number format for the Currency data type uses 0 decimal places, with a
thousands separator, and a negative number format of red parentheses. When a Currency column is
added to the grid, the contents automatically display using this number format. If desired, you can
update the default number format for Currency so that it uses 2 decimal places, and all columns using
the Currency number format will now update to show 2 decimal places. This applies to columns that use
the Currency number format by default, as well as columns that you havemanually configured to use
the Currency format. However, if you have changed a column so that it now uses a Custom number
format instead of the Currency number format, then it will continue to use its custom configuration.

This section only applies to numeric data types. It does not display for data types such as String or Date.

Item Description

Decimal places The number of decimal places used by the selected Data Type. Enter any
whole number from 0 to 10. You can also use the arrow keys to move the
number up or down.
The default number of decimal places for each numeric data type is as
follows:
l Currency: 0
l Decimal, Percent: 2

The Number data type does not use decimals.

Use 1000's separator Specifies whether the selected Data Type uses a thousands separator:
l If enabled (default), numbers showwith a thousands separator, such

as 1,000.
l If disabled, numbers do not use a thousands separator, such as 1000.
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Item Description

Negative number
format

The format used by the selected Data Type to display negative numbers.
Select the desired format from the drop-down list. Available formats use
theminus sign, or parentheses, or red text (or a combination of these
formats).

The default negative number format for each numeric data type is as
follows:
l Decimal, Number, Percent: Minus sign
l Currency: Red text in parentheses

� Frequently asked questions
Can I disable paging for a dynamic row grid?
Currently, if the grid uses dynamic rows then the grid is automatically paged if it exceeds 25 rows. This
paging cannot be disabled.

How do I define a grid-level filter to limit the data in the report?
If you want to filter the data in the grid, you can define a report-level filter. Select the report title on the
Report Canvas to load the Report Configuration properties, then use the Report filters section to define
one or more filters.

Because currently web reports can only contain a single grid, defining a report-level filter is effectively the
same as defining a grid-level filter.

Configuring column properties for a web report

The column properties define the presentation of each column in the grid. Using the column properties,
you can configure:

l Display properties such as header text, column width, alignment, and number formatting
l Data properties such as column filters, alternate aggregation, and display formats for data
l Grid behavior properties such as inclusion in the total row, and whether end users can sort and

filter using the column

In the Report Builder, the column properties are defined in the right-hand Configuration Panel. The
column properties can be defined for both table columns and calculated columns.

To configure column properties for a column in a web report:
1. On the Report tab of the Report Builder, in the Report Canvas, click a column name in either the

RowDimensions box or the Column Definitions box to select that column.

You must select the column name in the setup boxes and not the column name in the grid below.
Selecting a column name in the preview grid causes the Grid Configuration to display instead of
the Column Configuration.
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2. Complete the Column Configuration properties that display in the Configuration Panel.

The column configuration properties are separated into two tabs:
l General: Basic column properties that should be reviewed and configured for all columns in the

grid.
l Advanced: Advanced column properties to be configured as needed.

� General column properties
The following column properties are available for web reports on theGeneral tab of the Column
Configuration panel. These properties apply to table columns, calculated columns, and dynamic
columns.

Administrator's Guide Axiom Financial Planning │ 345



Item Description

Column

or

Calculation

or

Default Column

The following information displays at the top of the panel to identify the
column:
l Column: If the column is a table column, the full Table.Column path

displays for your reference.

l Calculation: If the column is a calculated column, a text representation
of the calculation displays for your reference. You can click the Edit icon
to the right of the box to open the Edit Calculated Column dialog and
edit the calculation as needed.

l Default column: If the column is a dynamic column, the currently used
Table.Column path displays for your reference. This column is
determined by the configuration for the Column List parameter that is
associated with the dynamic column.
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Item Description

Dynamic column
parameter

The Column List report parameter to associate with the dynamic column.
Only applies when the current column is a dynamic column.

For more information, see Using Column List report parameters.

Header The header text to display on the column header. Enter the desired header
text.
l If the column is a table column, the column name is used as the header

text by default.
l If the column is a calculated column, the text "Calculation" is used as

the header text by default.

If the column is a dynamic column, the header text is defined in the
Column List parameter settings, for each column that is available to be
selected. Within the Report Canvas only, the dynamic column displays
using the header Dynamic.

Column width The width of the column in the grid, in pixels. Enter the desired column
width as a whole integer between 30 and 600.

The default width depends on the column data type, and is configured at
the grid level. If you do not enter a custom width, then the default width
displays in the Column width box in gray text. If you leave this default
width and the grid-level defaults are changed, then column will update to
use the new default width. For more information, see Default column
formats.

Alignment The alignment of the column values. Select one of the following: Default,
Left, Right, Center.

The default alignment depends on the column data type, and is configured
at the grid level. If a column is set to use Default and the grid-level defaults
are changed, the column will update to use the new default alignment. For
more information, see Default column formats.
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Item Description

Number Format The number format used by the column. Only applies to columns that
hold numeric data. Select one of the following:
l Default: The column uses the default number format as defined for the

column's data type at the grid level. If a column is set to useDefault
and the grid-level defaults are changed, the column will update to use
the new default number format. For more information, see Numeric
properties.

l Currency, Decimal, Number, Percent, or Dimension: The column uses
the default number format as defined for the selected data type. For
example, you may have a column that is natively a Decimal column, but
you want it to display using Currency format in a particular report.
If a column is assigned to a different number format, it will also inherit
the default column width and alignment set for the associated data
type, if the column is using the default column with and alignment.

l Custom: The column uses a custom number format as defined in the
column properties. If Custom is selected, then several additional
properties become available to configure the number format. In this
case, the column is no longer tied to any particular default number
format.
o Decimal places: Specify the number of decimal places to display,

from 0 to 10.
o Use 1000's separator: Specify whether the number uses a

thousands separator or not.
o Negative number format: Specify the format to use for negative

numbers.

This option is not available for use with dynamic columns.

Aggregation The aggregation type used to aggregate data queried from the database
column. Does not apply to calculated columns or to columns used as row
dimensions.

If you want to override the default aggregation type for a database
column, select an aggregation type.
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Item Description

Data filter Optional. Defines a filter to limit the data shown in this column. The
column-level data filter should be used instead of a grid-level data filter
when you want the filter to impact just this column.

Click the Edit button to open the Filter Wizard and define a filter. Once you
have defined a filter, it displays in theData filter box.

If you want to change or remove the filter, click the Edit link again and
change or delete the filter within the Filter Wizard. TheData filter box is
not directly editable.

Data filters defined at the column level are combined with any filters
defined at the column group level and at the grid level. All relevant filters
are combined using AND to determine the data that can display in a
particular column.

NOTES:
l If a data filter is defined for a calculated column, the filter is applied to

the columns referenced in the calculation.
l Column-level data filters cannot be defined for columns used as row

dimensions. To limit the rows shown in the grid, use a report-level filter
in the Report Configuration properties.

Enable filter Specifies whether end users can filter based on the column contents.
l If enabled (default), and if Enable Column Filters is enabled in the Grid

Configuration properties, then a filter icon is available on the column in
the rendered report. Users can use this column to filter the grid based
on the column contents.

l If disabled, then the filter icon is not available on the column.

This property does not apply to any column in the grid ifUse fixed rows is
enabled in the Grid Configuration properties. Fixed row reports do not
support end-user column filtering.

Hide column Specifies whether the column is hidden in the report. Does not apply to
columns used as row dimensions.
l If enabled, then the column is hidden. The column remains visible in

the Report Builder so that you can continue to configure the column as
needed.

l If disabled (default), then the column is visible.
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Item Description

Show description Specifies whether you want descriptions to display for dimension values.
This option only applies to key columns, alternate key columns, and
validated columns that have an associated description column.
l If enabled (default), then descriptions display alongside the dimension

values or instead of the dimension values. For example, if the column is
Acct then you likely want the account descriptions to display along with
the account codes.
When this option is enabled, theDescription display format field
becomes available. Select the desired display format from this list. By
default, the format Description (Value) is used.

l If disabled, then only the dimension values display. For example, if the
column is Acct then only the account codes will display.

NOTE: If the dimension table has multiple description columns (meaning
columns whereDescribes Key is True), then the first description column is
used.

If the column is a dynamic column, then this option will be applied when
the currently selected column has a description column, and ignored when
it does not.
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Item Description

Include in total row Specifies whether the column is included in the total row, if a total row is
enabled in the Grid Configuration properties. Does not apply to columns
used as row dimensions.

Select one of the following:
l Default: The column is included or not based on its data type. All

numeric columns are included by default unless they are the Dimension
data type. All other non-numeric columns are not included by default,
unless you change the aggregation so that the column returns a
number (such as using Count aggregation on a String column).

l Include: Override the default behavior and include the column in the
total row.

l Exclude: Override the default behavior and exclude the column from
the total row.

If a column is included in the total row, it is treated as follows:
l Table columns use their default or configured aggregation in the total

row. For example, if a numeric column uses the default aggregation of
sum, the column will be summed in the total row.

l Calculated columns apply their calculation to the total row.

This option does not apply ifUse fixed rows is enabled in the Grid
Configuration properties. Columns will be included or excluded in subtotal
or total rows using the default behavior.

Date part to retrieve Specifies the date or datetime part to retrieve, if the column is a Date or
DateTime column. For example, you can return the full date value, or just
the year or month, or the fiscal year or month. For more information, see
Date formatting options.

Date format Specifies the format to display the date values, if the column is a Date or
DateTime column. The available format options depend on the specified
Date part to retrieve. For more information, see Date formatting options.

The label and visibility of this setting varies depending on the selected date
part. For example, if you selectMonth as the date part, then the label for
this setting isMonth format. If you select a date part that does not have
any formatting options, such as Year, then this setting is hidden.

� Advanced column properties
The following column configuration properties are available for web reports on the Advanced tab of the
Column Configuration panel. These properties apply to table columns and calculated columns. Dynamic
columns do not use these properties.
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Header Properties

Item Description

Header text (row 1) The header text to display on the column header. Enter the desired header
text.

NOTES:
l This is the same property that displays on theGeneral tab as Header.

The header text can be edited from either tab.
l The (row 1) label only displays ifMulti-row header has been enabled.

In this case, the property defines the header text for the top row of the
multi-row header.

Header text (row 2) The header text to display on the second row of the column header. Enter
the desired header text.

This property is only available ifMulti-row header has been enabled.

Multi-row header Specifies whether the column header has multiple rows:
l If enabled, then the header text property updates so that there are two

properties: Header text (row 1) and Header text (row 2). The default
header text populates row 1. You can define additional text to display
on row 2.

l If disabled (default), then only one row of header text can be defined.

Keep in mind that enabling a multi-row header is different than wrapping
header text. If you enablemulti-row headers, then you can define two
separate rows of header text. A line break separates each row. If autowrap
is enabled, then each row of header text wraps individually.

If you just want a single row of header text that wraps, you can leave this
option disabled and then enable Autowrap header text.

Autowrap header text Specifies whether header text wraps:
l If enabled, then header text that exceeds the column width will wrap. If

Multi-row header is enabled, both rows of header text will wrap
individually.

l If disabled (default), then header text that exceeds the column width is
truncated. The user can resize the column wider to view the full header
text.
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Item Description

Header alignment The alignment of the header text. Select one of the following: Default, Left,
Right, Center. All column headers useDefault alignment by default.

By default, the header text uses the same alignment as the column
contents (as determined by the Alignment property on theGeneral tab). If
you leave the header alignment set to Default, then the header alignment
will adjust to match the column alignment. If, however, you want the
header alignment to be different than the column alignment, you can
configure this property.

� Date formatting options
If a column is a Date or DateTime column, then various formatting options are available to present the
date information in the report. This is separated into two options:

l Date part: Specify the part of the date or datetime value that you want to display—such as the full
date (or datetime), the year or fiscal year of the date, themonth or fiscal month of the date, or the
hour or minute from the time.

l Format: Specify the format to display the selected date part. For example, if you select full date,
you can display it as 10/15/2020 or October 2020 or Thursday, October 15, 2020. If you select
Month, you can display it as 10 (themonth number), Oct, or October.

The following tables detail the date part and format options. Wheremultiple formats are available, the
default format is shown in bold.

Standard date and time options

Part Description Format

Full Date Display the full date stored
in the column, using a
specified format. Only
applies to Date columns.

This option is the default
part for Date columns.

l Custom
l ShortMonth Year (Oct 2020)
l Month Year (October 2020)
l Day/Month/Year as Date (10/15/2020)
l Day, Month Date, Year (Thursday, October

15, 2020)
l YearMonth as Number (202010)
l YearMonthDay as Number (20201015)
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Part Description Format

Full DateTime Display the full date-time
stored in the column, using
a specified format. Only
applies to DateTime
columns.

This option is the default
part for DateTime columns.

Same as Full Date, plus the following additional
options:
l Day/Month/Year Hour:Minute as DateTime

(10/15/2020 13:25)
l Day/Month/Year Hour:Minute:Second

DayPeriod as DateTime (10/15/2020 1:25:00
PM)

l Day, Month Date, Year Hour:Minute:Second
DayPeriod (Thursday, October 15, 2020
1:25:00 PM)

l YearMonthDay Hour:Minute as Number
(20201015 13:25)

Year Display the year part of the
date.

Full year (2020)

Quarter Display the quarter for the
date.

l Number of the Quarter (1-4)
l Number of the Quarter with Prefix (Q1)
l Text Description (1st quarter)

Month Display themonth part of
the date.

l Number of theMonth (1-12)
l Number of theMonth with 2-Digits (01)
l Short Name of theMonth (Jan)
l Name of the Month (January)

Week Display the number of the
week for the date, within
the year.

Number of theWeek (1-52)

Day of Year Display the day of the year
for the date.

Number of the Day (1-365)

Day ofMonth Display the day of the
month for the date.

Number of the Day (1-31)

Day ofWeek Display the day of the week
for the date. The first day
of the week is Sunday.

l Number of the Day (1-7)
l 2-Letter Abbreviation for the Day (Su)
l Short Name of the Day (Sun)
l Name of the Day (Sunday)

Hour Display the hour of the
datetime. Only applies to
DateTime columns.

l 24-Hour Clock Number (1-24)
l 12-Hour Clock with Day Period (1 AM)
l 24-Hour Clock as Hundreds (100)
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Part Description Format

Minute Display theminute of the
datetime. Only applies to
DateTime columns.

Number of theminute (0-59)

NOTES:
l If a column is configured to display the full date or date-time, but the selected format only

shows a part of it, the column sorting and filtering remains based on the full date or date-time
value.

l If a DateTime column is configured to display the hour, the column filtering is always based on
0-23, regardless of the display format. For example, if the display format is a 12-hour clock with
day period, filtering by 13 displays values of 1 PM.

l When using a DateTime column, currently it is not possible to filter the column based on date
and time. When displaying the full date-time, the column filter options only allow selection of
a date. If you want to filter based on time, you must select the hour and/or minute display
format.

Fiscal year options
The fiscal year for your system is determined by the system configuration setting
ClientFiscalYearEndMonth. By default, this is set to 12, which means the fiscal year is the same as the
calendar year. If your organization uses a different fiscal year end, your implementation consultant
should adjust this setting accordingly.

For example, if your organization's fiscal year ends in June, the ClientFiscalYearEndMonth setting should
be changed to 6. This means:

l A date of 6/1/2021 is in fiscal year 2021 and represents month 12 of the 2021 fiscal year.
l A date of 7/1/2021 is in fiscal year 2022 and represents month 1 of the 2022 fiscal year.

When the fiscal year is different than the calendar year, the fiscal year options will return different date
information than the corresponding standard date options. Continuing the example where the fiscal year
end is June, the following return values apply to a date of 7/1/2021:

l The Year part will return 2021, whereas the Fiscal Year part will return 2022.
l The Quarter part will return Q3, whereas the Fiscal Quarter part will return Q1.
l TheMonth part will return 7, whereas the Fiscal Month part will return 1.

Part Description Format

Fiscal Year Display the fiscal year that
the date belongs to.

Full year (2020)
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Part Description Format

Fiscal Quarter Display the fiscal quarter
that the date belongs to.

l Number of the Quarter (1-4)
l Number of the Quarter with Prefix (Q1)
l Text Description (1st quarter)

Fiscal Month Display the fiscal month
that the date belongs to .

l Number of the Month (1-12)
l Number of theMonth with 2-Digits (01)
l Number And Short Name of theMonth (1 -

Jan)
l Number And Name of theMonth (1- January)

Custom formats
When using the Full Date or Full DateTime parts, you can optionally specify a custom format to display
the date or datetime value. When you select Custom as the format, a Custom Date Format box becomes
available so that you can enter the custom format syntax. The following case-sensitive syntax can be
used in the custom format:

Desired
Date/Time Part

Syntax Notes

Day Period a Returns the day period AM or PM.

Day ofMonth d For the day number (1), use one or two letters (d or dd). dd
enforces 2 digits.

Day ofWeek E or e l For the abbreviated day name (Sun), use one upper-case
letter (E).

l For the full name (Sunday), use four upper-case letters
(EEEE).

l For the numerical day of the week (1), use one lower-case
letter (e). Sunday is the first day.

Hour H or h l For the hour in the 12-hour clock (1-12), use one or two
lower-case letters (h or hh). hh enforces two digits.

l For the hour in the 24 hour clock (0-23), use one or two
upper-case letters (H or HH). HH enforces two digits.

NOTE: Use k if you want to display the 24 hour clock as 1-24
instead of 0-23.

Minutes m For theminutes number (1), use one or two letters (m or mm).
mm enforces 2 digits.
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Desired
Date/Time Part

Syntax Notes

Month M l For the numerical month (1), use one or two letters (M or
MM). MM enforces 2 digits.

l For the short name (Jan), use three letters (MMM).
l For the wide name (January), use four letters (MMMM).

Seconds s For the seconds number (1), use one or two letters (s or ss). ss
enforces 2 digits.

Quarter Q l For the numerical quarter (1), use one or two letters (Q or
QQ). QQ enforces 2 digits.

l For the abbreviation (Q1), use three letters (QQ).
l For the text description (1st quarter), use four letters

(QQQQ).

Year y l To render the full year (2020), use one letter (y).
l To render a two-digit year (20), use two letters (yy).

For example, to render a date as "2020 Oct 10", you would enter the following into the Custom Date
Format box: y MMM d.

Example custom date format

� Frequently asked questions
I defined a column filter but it isn't impacting the grid data as I expected—why do I still see rows
that don't match the column filter?
A column filter only filters the data coming into that specific column. If you want to define a filter that
impacts the entire report, including the row data, then you should define a filter at the report level.
Select the report title and then use the Report Configuration properties to define one or more Report
filters.
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To illustrate the difference, imagine the following uses of a filter to only show data from theWest region:
l Report: When the general filter Dept.Region='West' is defined for the report, the entire grid is

filtered to only show data from theWest region. Row dimension values (such as departments) will
only display if they belong to theWest region, and column data is limited to only show data for
theWest region.

l Column: When the filter Dept.Region='West' is defined on a column, that single column is
filtered to only show data from theWest region. Other columns and row dimension values are not
limited by this filter. You might do this if you want to create a report that shows the different
region data in different columns, such as to compare data from theWest, East, North, and South
regions side-by-side.

Configuring drilling for web reports

You can enable two types of drilling for web reports:
l Key columns: Users can drill to view the underlying data based on the key columns of the table

specified as theData Context. This option provides limited "out-of-the-box" drilling functionality
that does not require any further setup.

l Directed: Users can drill to view the underlying data based on predefined drilling paths. The report
designer defines the available drilling paths and can configure certain display attributes for the
drill.

To enable either drilling option:
1. On the Report tab of the Report Builder, in the Report Canvas, select the grid so that theGrid

Configuration properties display in the Configuration Panel.

2. On theGeneral tab of theGrid Configuration properties, enable Enable Drilling.

3. For Drilling type, select either Key columns or Directed.

4. If you selected Directed, click the View/Edit Configuration link to define the directed drilling
paths.

Administrator's Guide Axiom Financial Planning │ 358



Example drill options enabled for the grid

� Configuring directed drilling paths
Use the Edit Drilling Configuration dialog to define the drilling paths for directed drilling.

To define drilling paths:
1. In theGrid Configuration properties, click the View/Edit Configuration link under theDirected

drilling option.

2. Drag and drop columns from the table tree to theDrill Columns area in themiddle of the dialog.
The available columns for drilling depend on the table specified as the primary table for the data
context:

l If the primary table is a data table, then you can use any column on the primary table or on
a lookup reference table (the Dimension Tables).
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l If the primary table is a reference table, then you can only use column paths that originate
from the primary table. The Dimension Tables node is not present, but you can still use
columns from those tables by expanding the primary table and selecting the desired
columns through the primary table.

3. Place the drill columns in the desired order for the directed drilling. Users can drill from the column
at the top of the list down to the column at the bottom of the list. Generally speaking, the lowest
level of detail should be at the bottom—for example: VP > Director >Manager > Dept.

l To reorder columns, click the handle on the left side of the column box to drag and drop
the column to a new position.

l To remove a column, hover your cursor over the column and then click the X on the right
side of the column box.

4. Select each drill column and configure the drill properties in the right side of the dialog. See the
following table for information on these properties.

5. Click OK to complete the drill configuration and return to the Report Builder.

Example drilling configuration dialog
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Drill Column Properties

Item Description

Drill column The full Table.Column path of the drill column displays for your reference,
so that you knowwhich column you are configuring.

Header Header text for the column in the drill results. Enter the desired text. The
column name is used by default.

Column width The width of the column in the drill results, in pixels. Enter the desired
column width as a whole integer between 30 and 600.

By default, the width is 300 for all drill columns, regardless of data type.

Alignment The alignment of the column values. Select one of the following: Default,
Left, Right, Center.
The default alignment depends on the column data type. If a column is set
to use Default and the grid-level defaults are changed, the column will
update to use the new default alignment. For more information, see
Default column formats.

Show description Specifies whether you want descriptions to display for dimension values.
This option only applies to key columns, alternate key columns, and
validated columns that have an associated description column.
l If enabled (default), then descriptions display alongside the dimension

values or instead of the dimension values. For example, if the column is
Acct then you likely want the account descriptions to display along with
the account codes.
When this option is enabled, theDescription display format field
becomes available. Select the desired display format from this list. By
default, the format Description (Value) is used.

l If disabled, then only the dimension values display. For example, if the
column is Acct then only the account codes will display.

NOTE: If the dimension table has multiple description columns (meaning
columns whereDescribes Key is True), then the first description column is
used.
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� Using directed drilling
If directed drilling is enabled and configured, you can drill down the predefined drilling paths to view the
underlying data. Directed drilling works as follows:

l When you view the report, you can hover your cursor over a row to show themagnifying glass
icon on the left side of the row.

l Click themagnifying glass to drill to the first level of the drill. This is the column positioned at the
top of theDrill Columns list in the Edit Drilling Configuration dialog.The drill results open in a
new browser tab.

l From here, you can continue to drill by hovering over a row and clicking themagnifying glass to go
to the next level of the drill. All subsequent drills are performed in the same browser tab.

l Once you reach the final level of the drill, no more drilling options are available and themagnifying
glass no longer displays.

� Using key column drilling
If key column drilling is enabled, you can automatically drill to the key column level to view the
underlying data. The available key columns are determined as follows:

l If the primary table used as the data context is a data table, you can drill to the validated key
columns on the table. However, any key column used as a row dimension will not be available for
drilling, since the report already shows data at that level.

l If the primary table used as the data context is a reference table, you can drill to the key of the
reference table, unless the key is used as the row dimension.

When you view the report, you can hover your cursor over a row to show themagnifying glass icon on
the left side of the row. From here you can drill as follows:

l If there is only one available key for drilling, click themagnifying glass to drill.
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l If multiple keys are available for drilling, click themagnifying glass to show a list of the available
keys, then click on the key you want to drill.

The drill results open in a new browser tab. If multiple keys were available for drilling, you can optionally
drill the drill results to view the other key(s).

If no keys are available for drilling, then themagnifying glass does not display when you hover your
cursor over the row.

� Presentation of drill results
When you drill, the drill results display in the same browser tab, replacing the original report grid. The
data contents of the drill results are as follows:

l The row dimension(s) of the original report are removed from the grid and replaced with the
current drill column. The drill column is either the current column of a directed drilling path, or the
selected key column.

l All other columns of the report are included in the drill results and show data for the current drill
level.

l If the drill results contain multiple rows of data, the grid includes a total row. If the drill results
contain a single row of data, the total row is omitted.

l Drill results are paged if the results contain many rows.

The current drill path displays along the top of the page. The drill path identifies the row that was drilled
and the current drill level. If you have drilled the drill results, the previous drill levels also display in the
drill path. You can click a previous drill level to return to that level, or you can click the X icon to clear the
drill and return to the original report grid.

The drill column displays as follows:
l For key column drilling, the column alignment and width are determined by the column data type.

The header text is the key column name. Key column values are presented as Description (Value).
l For directed drilling, the column alignment, width, and header text are as configured in the Edit

Drilling Configuration dialog.
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Example drill results with drilling path displayed at the top

Reporting on process information in web reports

You can include process columns in a web report in order to display status information for plan files in a
plan file process. You can display information such as:

l Current process status for a plan file, including the current step name and number
l Process step history per plan file, including the name and number of each step the plan file has

been active in, the plan file's step status, and the time spent in the step
l Step statistics, such as average time spent in each step and number of workbooks in each step

In order to report on process information, the web report must be associated with a file group. The
process columns are then available to be added to the report, and will return information on the
designated plan file process for the file group.

� Configuring a web report to use process columns
Process columns are not available for use in the Report Builder unless the report is associated with a file
group. This association is made in the Report Configuration properties.

Primary table prerequisite
Process reporting will only work if the primary table selected as theData Context for the report is
compatible with the plan code table for the file group. In themajority of cases you should select the plan
code table itself. For example, if the plan code table is Dept, then you should select Dept as the primary
table for the report. However, if needed you can use a table with a lookup to the plan code table instead.
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To associate a web report with a file group:
1. On the Report tab of the Report Builder, click the gear button at the top of the page to load the

Report Configuration properties.

2. In the Report Configuration properties, click the Edit link above the File group context box.

3. In the Choose File Group Context dialog, select a file group or a file group alias, then click OK.

Use the radio buttons at the top of the list to toggle between viewing file group aliases or file
groups. When viewing file group aliases, the name of the file group that is currently assigned to
the alias displays in parentheses after the alias name.
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Selecting a file group alias means the report will be dynamically associated with the file group that
is currently assigned to the alias. For example, if the Current Budget alias is updated so that it
points to the Budget 2022 file group instead of the Budget 2021 file group, the report will update
to show the process information for the Budget 2022 file group.

NOTE: The selected file group must have a designated Plan File Process in the file group
properties.

Once a file group context has been selected, a new node appears in the Data Panel named Process
Management. The process columns are listed under this node, organized into Process Status Columns
and Process Step Columns. To use a process column in the report, drag and drop it to the setup boxes at
the top of the Report Canvas just like any other column.
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Process columns available in the Data Panel

� Using process columns
The following tables detail what each process column returns, as well as usage and configuration
guidance for each column. Additionally, note the following:

l When a process column is used in a report, the plan code values are automatically filtered to only
return codes that have any activity in the plan file process. It is not necessary to filter the report by
a ShowOnList column in order to suppress plan code values that are not active in the file group.

l Process columns can be used as row dimensions or as column definitions, however, only certain
process columns make sense to use as row dimensions. See the column details for more
information.

l Process columns cannot be used in data filters defined in the report—either at the report level or
the column level—but end-user filtering can be used with process columns. For example, a user
viewing the report could filter the Current Step column to only show plan codes that are in a
specific step.
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Process status columns
The process status columns can be used to display current process status information for plan codes in
the file group. These columns are best used if you want to create a report that shows the current step
and status for each plan file.

When using the process status columns, the row dimension for the report should be just the key column
of the plan code table for the file group. For example, if the plan code table is Dept, the row dimension
should be the Dept key column of that table. This means that each row of the report will be a plan code
in the file group, showing the process status for that plan code. Note the following:

Column Name Description

Process Status Returns the current process status for each plan code. For example: Active,
Stalled, Completed, or Aborted.

Current Step Returns the name of the current step of the plan file.

Current Step Number Returns the number of the current step of the plan file. Note that this is
always a top-level step number.

Process Initiator Returns the name of the user who initiated the process for the plan file.
This column is only available if the associated file group is an on-demand
file group.

Process step columns
The process step columns can be used to return process information for each step that a plan file has
been active in. When using process step columns, you should set the row dimension as follows,
depending on the goal of the report:

l If the goal of the report is to see step detail by plan code, then the row dimension should be set to
both the key column of the plan code table and the Step Name column. (Alternatively, the Step
Number column can be used instead of the Step Name column.) This means that the report will
contain a separate row for each combination of plan code and step.

l If the goal of the report is to see grouped information about the step, then the sum level for the
query should be set to just the Step Name column. (Alternatively, the Step Number column can be
used instead of the Step Name column.) This is useful to see information such as average time in
step, and the count of workbooks that have been active in the step.

Column Name Description

Step Name Returns the name of the step. When using process step columns, either
this column or the Step Number column should be a row dimension for
the report.
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Column Name Description

Step Number Returns the number of the step. When using process step columns, either
this column or the Step Name column should be a row dimension for the
report.

Sub-steps are returned using decimals, such as 2.1 and 2.2. Even though
the Step Number column is a string column, if the report is sorted by the
Step Number column the numbers will be sorted in the correct order.

Step Status Returns the status of the step per plan file. This column is only useful when
the row dimension is set to both the key column of the plan code table
and the Step Name (or Step Number) column.

Time In Step Returns the time spent in each step per plan file. Although the raw value
for this column is seconds, the total seconds are translated into the
highest useful time value for display in the report—whether that is
seconds, minutes, hours, or days. Therefore, one plan file may list the time
in step as "25minutes" while another plan file may list the time in step as
"2 days".

If the row dimension for the report is set to just the Step Name (or Step
Number) column, then the Aggregation for the Time In Step column
should be changed to Average so that the column returns the average
time spent in the step (for all plan codes that were ever active in the step).
Otherwise the column will return the total time spent by all plan codes in
the step, which is likely not a useful value.

NOTE: If you use this column in a calculation, the calculation will be based
on the raw seconds value. Therefore if you want to return the time in step
using the same time unit for all plan codes, regardless of how long they
have been in the step, you can use a calculation to do so. For example,
divide the time in step by 86400 to convert the seconds to days.

Workbook Count Returns the count of workbooks that have been active in the step. This
column is only useful when the row dimension is set to just the Step Name
(or Step Number) column, so that you can see the count for all plan codes
that have been active in the step. If the key column of the plan code table
is included as the row dimension, then theWorkbook Count will always
return 1 for each plan code / step combination, which is likely not a useful
value.

This column always uses Count aggregation and cannot be changed.
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� Example process reports
The following screenshots show some of the reports that can be created using process columns. These
examples only use process columns, but the reports could contain additional columns from the plan
code table or from related data tables, in cases where it makes sense to show this additional information.

The first example shows a report using process status columns, for the purpose of viewing the current
status of each plan code. The row dimension is the key column of the plan code table (CapitalID).

Web report with process status columns

The second example shows a report using process step columns, for the purpose of viewing process
history for each plan code. The row dimension is set to the step name and the key column of the plan
code table (Dept). The end user could filter the Dept column to view the history for a specific plan code.

Web report with process step columns, grouped by key column and step name

The third example shows a report using process step columns, for the purpose of viewing process
statistics. The row dimension is set to the step number only, so that the process data is aggregated at
the step level. The columns show the count of workbooks that have been active in each step, as well as
the average time in step per workbook.
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Web report with process step columns, grouped by step number

Using the Filter Wizard

The Filter Wizard is available in various locations to assist you in building a valid filter criteria statement.
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Example Filter Wizard

The tables available in the wizard depend on the current context. For example, if you are creating a data
filter for a web report, the wizard only shows valid tables in relation to the specified primary table. In
other areas, the tables in the wizard may be limited based on other factors.

To create a filter:
1. In the left-hand side of the dialog, select the table column on which you want to base the filter.

For example, if you want to create a filter such as DEPT.DEPT>=5000, then you must select the
DEPT column from the DEPT table.

To find the desired table and column, you can filter the list by typing into the Search box. The filter
matches based on table and column names.

Once you select a table column, the values in that column display in the right-hand side of the
dialog.

Administrator's Guide Axiom Financial Planning │ 372



TIP: Alternatively, you can use the folder icon to the right of the Preview box to load a
previously saved filter from the Filters Library. If you do this, your selected filter is placed in the
Preview box, overwriting any current content in the preview. Skip to step 4.

2. In the right-hand side of the dialog, select the value(s) on which you want to base the filter.

You can type into the filter box below the list of values to filter the list. Your current typed value is
always placed at the top of the list. You can select this typed value regardless of whether it
currently matches an actual value in the column. This behavior is to allow you to create a filter for
empty tables, or for tables where the value you want to filter on is not yet present in the column.
This is why you may see the "no matches" message but still have one value in the list—your typed
value.

3. In the space between the two selection boxes, select the operator to use for the filter criteria
statement, such as equals, not equals, greater than, or less than. By default, the filter statement
uses equals (=).

Note the following about filter operators:
l Greater than / less than options are only available if the column data type holds numbers

or dates.

l If multiple items are selected, then IN and NOT IN syntax is automatically used for equals
and not equals respectively.

l If the column is a string column and the value contains an apostrophe (such as O'Connor),
the wizard automatically converts this value to double apostrophes so that it is valid for use
in the filter (O''Connor). Apostrophes in string values must be escaped this way so that they
are not interpreted as the closing apostrophe for the filter criteria statement.

l The LIKE operator is supported, but is not available for selection in the Filter Wizard. You
must manually edit the filter criteria statement if you want to use it. Only advanced users
with knowledge of valid SQL LIKE syntax should do this.

4. Review the filter criteria statement in the Preview box to ensure that it is as intended. If you need
to make changes, you can manually edit the statement, or you can start again with a new
statement. If you want to clear the statement, click the X icon to the right of the Preview box.

5. If no filter is currently present in the Filter box, click Apply to move the filter down to the Filter
box. If a filter is currently present in the Filter box, you can do one of the following:

l Click Replace to overwrite the current filter with the preview filter.
l Click AND orOR to add the preview filter to the current filter. This creates a compound

criteria statement.
You can repeat the filter creation process as many times as necessary to create the desired
statement. You can also manually modify the filter in the Filter box as needed, such as to add
parentheses to group statements.

6. When the filter in the Filter box is complete, click OK.
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TIP: If you want to save the filter you have created for future use, click the save icon to the
right of the Filter box. You can select a folder location in the Filters Library (or My Documents if
applicable), and specify a name for the filter. This option is only available if you have read/write
access to at least one location where filters can be stored.

Managing Fixed Row Structures
Fixed row structures can be used to define data sections for a web report, including section headers, data
rows, subtotals, and totals. Fixed row structures are defined separately so that you can reuse them with
different web reports, and so that you can update the row structure in one place and have the changes
propagate to all reports that reference the structure.

Fixed row structures can be used with "custom" web reports created in the Report Builder, and with web
report templates provided by installed Axiom Financial Planning products. The fixed row structure
defines the data sections in the report, while the web report defines other report properties such as the
data columns, filters, and drilling options.

Example report using a fixed row structure

You can define as many different fixed row structures as you need. A row structure can be used with any
web report where the structure's row dimensions are compatible with the report's columns, filters,
drilling options, and any other report property that impacts queried data. Row structures can be
created, edited, and deleted using the Intelligence Center.
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To access the Intelligence Center:

l Click themenu icon in the Global Navigation Bar. From the Area menu, select Intelligence
Center.

Fixed row structures are not file-based—they are stored directly in the database. There is no file type or
library folder for fixed row structures, and you cannot see them in Axiom Explorer. The only place to view
and manage fixed row structures is using the Intelligence Center.

� Creating fixed row structures
You can create new fixed row structures as needed for use in web reports.

In order to create a fixed row structure, you must be an administrator or have the Create Web Reports
security permission. If you do not have permission to create web reports, then the option to create a
new fixed row structure will not be available in the Intelligence Center.

To create a new fixed row structure:
1. In the Intelligence Center, select the Row Structures area from the left-hand panel, then click

Create.

The row structure editor opens in the current browser tab, showing a new blank row structure.
The row structure starts with just a top-level section header and a grand total row.
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Example new blank row structure

2. In the top of the right-hand panel, complete the following required properties for the row
structure:

Item Description

Row Structure Name Enter the name of the row structure. The name identifies the row
structure so that users can select it when creating a new fixed report.

Dimension Table Specify the dimension table to use for the Filter Wizard when defining
row data. For example, if rows will be defined using accounts or
account groupings, select the ACCT table.

Use Dimension
Mapping

Enable this toggle switch if you want to map specific items in the
dimension table to specific rows in the structure. When using
dimension mapping, all row data is defined at the key column level of
the dimension table, and each dimension item can only be assigned
to a single row. The toggle switch shows as green when enabled and
as gray when disabled.

If this option is not enabled, then row data is determined by defining
filter criteria statements at the row and section level. For more
information, see Using dimension mapping versus row filters in a fixed
row structure.
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Example required properties with dimension mapping enabled

Once these items are completed, you can use the Save button to save the row structure.

3. In the left-hand row editor, add sections and data rows as desired to create the overall row
structure. Think of the Root Section as the overall "wrapper" in which all row sections are placed.
To create the first row section, click the plus icon on the Root Section header and then select Add
New Section.

Your row structure will now look like this:

You can then continue to add data rows or additional sections:
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l To add a section, select the section header where you want to add the section, then click
the plus icon > Add New Section. The new section is added as a subsection to the current
section. By default, all new sections contain a section header row, three data rows, and a
total row. You can add or remove data rows as needed.

l To add a data row within a section, select the section header where you want to add the
data row, then click the plus icon > Add Data Row. The new data row is added to the
current section.

When you add a new data row or section, it is always added at the bottom of the current section.
You can drag and drop the row or section to a different location within the section as needed (but
not to a different section).

If a data row or a section is not needed, select the row or section header and then click the trash
can icon. The row or section is deleted from the row structure.

NOTE: Header rows and total rows cannot be deleted from a section. The trash can icon on a
section header row is used to delete the entire section, not the header row. If you do not want
a particular section to display a header row or a total row, you can hide these rows on a per
section basis using the Section Properties.

4. For each section in the report—including the Root Section—configure the properties for that
section. To configure a section, select the section header and then complete the Section
Properties in the right-hand panel. The section properties control the following:

l Visibility, text, and style of the section header row
l Visibility, text, placement, and style of the section total row
l Whether data rows are indented from the parent section
l Whether section data is added or subtracted when calculating the parent total
l An optional data filter to apply to all data rows in the section (only available if the structure

does not use dimension mapping)

For more information on all of the section properties, see Section properties.
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In most cases, the row structure immediately updates to reflect section properties that affect the
display. For example, if you define header text, that text is immediately shown on the row
structure. However, if you hide the section header row, the rowwill continue to display in the row
structure unless you disable the option Show Hidden Items. This option is located at the top right
of the row editor, under the Save button. By default, the row editor continues to show hidden
section headers so that you can use the Add Data Row and Add New Section actions on the
header row.

5. For each data row in the report, configure the properties for that row. To configure a row, select
the row and then complete the Row Properties in the right-hand panel.
At minimum, the row properties define the label text for the row. If the structure does not use
dimension mapping, then the row properties also define a data filter to determine the data to be
shown on the row. For more information on defining the row properties, see Row properties.

Administrator's Guide Axiom Financial Planning │ 379



6. IfUse Dimension Mapping is enabled for the row structure, click theDimension Mapping tab to
map dimension elements to each row. This mapping determines the data to be shown on each
row, instead of defining a filter. For more information on mapping dimension elements, see Using
the Dimension Mapping editor.

7. Click Save to save the row structure.

The new row structure can now be used when creating or editing web reports.

� Copying fixed row structures
You can copy existing fixed row structures as needed to create additional fixed row structures.

In order to copy a fixed row structure, you must be an administrator or have the Create Web Reports
security permission. If you do not have permission to create web reports, then the Copy action is
disabled.

To copy a fixed row structure:
1. In the Intelligence Center, select the Fixed Row Structure area from the left-hand panel.

2. Locate the fixed row structure that you want to copy, then hover your cursor over theName
column to make the three dots icon visible. Click the icon then select Copy from themenu.

3. In the Copy Fixed Row Structure dialog, enter a Name for the new fixed row structure, then click
OK. By default, the name is Copy of OriginalName.

The fixed row structure is copied with the specified name. You can now open this fixed row structure for
editing.

� Editing fixed row structures
Any user can edit a fixed row structure. The Create Web Reports permission is not required.

Keep in mind that when a row structure is assigned to a report, that report always uses themost current
version of the row structure. Any edits that you make to a row structure are immediately available in any
reports that use the row structure.
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To edit a fixed row structure:
1. In the Intelligence Center, select the Fixed Row Structure area from the left-hand panel.

2. Locate the fixed row structure that you want to edit, then click on the row structure name to open
it.

TIP: You can also select Edit from the actions menu (using the three dots icon) to edit the fixed
row structure.

The row structure opens in the row structure editor, in the current browser tab.

3. Using the row structure editor, make changes to the row structure as needed.

4. Click Save to save your changes.

� Changing fixed row structure names and descriptions
You can rename a fixed row structure or change its description. If existing reports use the fixed row
structure, those reports will continue to reference the renamed structure.

To change a fixed row structure name and/or description:
1. In the Intelligence Center, select the Fixed Row Structure area from the left-hand panel.

2. Locate the fixed row structure that you want to edit, then hover your cursor over theName
column to make the three dots icon visible. Click the icon then select Info from themenu.

The Information panel opens along the right-hand side of the page.

3. In the Information panel, edit the fixed row structureName or Description as needed, then click
Apply.

The name can be up to 250 characters, and the description can be up to 2000 characters.

� Deleting fixed row structures
Any user can delete a fixed row structure. The Create Web Reports permission is not required. If the fixed
row structure was used by any web reports, those reports will no longer function correctly until they are
edited to use a different fixed row structure.
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IMPORTANT: If the deleted fixed row structure was used by a web report built from a template, that
report will no longer work. Currently, there is no way to edit the row structure assignment for
template-based reports. If the report is still needed, it must be re-created from template with a
different fixed row structure.

To delete a fixed row structure:
1. In the Intelligence Center, select the Fixed Row Structure area from the left-hand panel.

2. Locate the fixed row structure that you want to delete, then hover your cursor over theName
column to make the three dots icon visible. Click the icon then select Delete from themenu.

3. When you are prompted to confirm that you want to delete the structure, click OK.

The structure is deleted from the system and no longer displays in the Intelligence Center.

Using the Row Editor

Using the Row Editor, you can define fixed row structures for use in web reports. Fixed row structures
define the following:

l The sections to be displayed in the report, including section titles and subtotal rows
l The data rows to be displayed within each section

When you use the Intelligence Center to create a new fixed row structure or to edit an existing fixed row
structure, it opens in the fixed row structure editor.

� Overview
By default, the Row Editor consists of two primary areas:

l The section editor on the left-hand side, where you can add, reorder, and remove sections and
data rows

l The property editor on the right-hand side, where you can define properties for the overall row
structure, the selected section, or the selected row
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Row structure editor with a selected section

Row structure editor with a selected data row

If the row structure is configured to Use Dimension Mapping to define the row data, then another area
is available via theDimension Mapping tab. You can use the Dimension Mapping area to map dimension
items to individual data rows. For more information on using dimension mapping, see Using the
Dimension Mapping editor.
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Row structure editor with Dimension Mapping tab

To save the row structure after making changes, use the Save button located at the top right of the
editor.

Certain parts of the row structure can be configured as hidden, such as section header rows or total
rows. By default, these hidden items no longer display in the editor. If you need to view these items so
that you can work with them and configure them, you can toggle the option Show Hidden items at the
top right of the editor.

� Using dimension mapping versus row filters in a fixed row structure
When you build a fixed row structure, there are two different ways to define the data to be shown each
in row:

l Filters: Each row can have a filter criteria statement that defines the data for that row. For
example, Acct.Acct=4100 or Acct.Category='Revenue'.

l Dimension mapping: Each row can be assigned one or more items in a specified dimension. For
example, if Acct is the specified row dimension, then you can view the list of accounts and map
them to specific rows in the report as needed.

The filter option is themost flexible way to build a fixed row structure, because:
l You can use any valid filter criteria statement to define the data in each row, including compound

statements using AND or OR, and referencing any table (not just the specified dimension table).
l You can define filters at the section level, which then combine with all row-level filters in the

section.
l You can repeat dimension elements within the row structure—for example, to createmultiple

sections that show revenue for different regions or lines of business.

However, because the filter option is more flexible, it also requires a more advanced level of knowledge
about your data structures. You must take care not to create invalid or conflicting filters, and make sure
that your filters result in the data that you want to display in the report.
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In contrast, the dimension mapping option is the easiest to set up, because:
l You are presented with a full list of all items in the specified dimension, which you can search and

filter as needed.
l To assign an item to a row in the report, you simply select the item and then click the arrow

button to move it over to the row. Each row can be assigned as many items in the dimension as
needed.

l It is very easy to see exactly which dimension items will display on each row, and to see which
items have not yet been assigned to rows.

However, the dimension mapping option is less flexible. Rows can only display data from the specified
row dimension, and each item in the dimension can only be assigned to a single row.

� Row structure properties
The following required properties at the top of the right-hand pane apply to the entire row structure.

Example Row Structure properties area

Item Description

Row Structure
Name

The name of the row structure. The name identifies the row structure so that it
can be selected when creating or editing a web report.
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Item Description

Dimension Table The primary dimension table to be used on the data rows. You can select any
reference table in your system.

This selection is used as follows:
l By default, it determines the table available to the Filter Wizard when

defining filters for sections and data rows. For example, if the dimension
table is Acct, then you can use the Filter Wizard to build filters based on Acct.
NOTE: When using filters to define the data in sections and rows, the
dimension table is simply a default table. If you want to define a filter using a
different dimension, then you can manually enter a filter criteria statement
using that dimension.

l IfUse Dimension Mapping is enabled, then it determines the dimension
table for the rowmappings. For example, if the dimension table is Acct, then
you can map one or more accounts to each data row. In this case, data rows
can only use the dimension table.

Use Dimension
Mapping

Specifies whether the data in data rows is defined by using filters or by using
dimension mapping. By default, this is disabled, so data is defined using filters.
If instead you want to use dimension mapping for the rows, click the toggle
switch to enable this option. The toggle switch shows as green when enabled
and as gray when disabled.

IfUse Dimension Mapping is enabled, the row structure editor updates as
follows:
l A new tab named Dimension Mapping becomes available next to the Row

Editor tab. You can use this tab to define dimension mappings for the rows.
Typically, you should define the sections and rows in the structure first, then
go to theDimension Mapping tab to assign mappings to each row.

l The Filter fields in the Section Properties and the Row Properties become
hidden, because they do not apply when using dimension mapping. If a filter
is defined for a section or a row before dimension mapping is enabled, the
filter is retained in the properties (assuming it was saved) but it will be
ignored in reports.

For more information on the differences between using filters or dimension
mapping to define data rows, see Using dimension mapping versus row filters in
a fixed row structure.

� Adding, removing, and reordering sections
Using the Row Editor tab, you can build your row structure by adding, removing, or reordering sections.
Each row structure starts with a top-level root section that includes an optional header and an optional
grand total.
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Row editor with starting root section

To add new sections to the row structure, select the section header row—the Root Section row—and
then click the plus sign and select Add New Section.

Option to add a new section

The new section is added within the root section. You can continue to add as many sections as needed at
this level.
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Row editor with two newly added sections

To add subsections within a section, select the section header row for any section, and then click the plus
sign and select Add New Section. The new subsection is added to the current section. You can nest as
many section levels as you need by adding subsections to sections.
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Row editor with newly added subsection

Newly added sections use default text and styling, which can be configured for each section. Each newly
added section consists of the following by default:

l A header row to display optional header text for the section. If you do not want a header row to
display for a particular section (including the root section), you can hide it by disabling Show
Section Headerwhen configuring the section properties.

l Three data rows to display queried data in the section. You can add or remove data rows as
needed.

l A total row to display the totaled data for the section. If you do not want a total row for this
section (including the root section), you can hide it by disabling Show Section Total Rowwhen
configuring the section properties.

Once you have added sections, you can make further section changes as follows:
l To reorder sections: Select the header row of a section and then drag and drop it to a new

location within the same level of the structure. For example, if you have three sections at the same
level, you can drag and drop these three sections to change their order. But you cannot drag and
drop one of these three sections to a lower level or a higher level.
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l To delete a section: Select the header row of the section and then click the delete icon (trash can).
The section and all of its subsections are deleted. Note that the root section is required and
cannot be deleted.

IMPORTANT: Make sure you no longer need the section before clicking the delete icon. The
section will be deleted immediately with no confirmation prompt. If you deleted a section by
accident, then you can exit the row structure editor without saving, but you will also lose any
other unsaved changes that you havemade during the current session.

� Section properties
To configure the properties for a section, select the section header and then complete the Section
Properties in the right-hand pane.

Example Section Properties area
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Section Header Properties

Item Description

Show Section
Header

Specifies whether the section header row is visible when the row structure is
used in a report. By default, this option is enabled, so the section header row is
visible. If you do not want this section to have a header row, disable this option.
The toggle switch shows as green when enabled and as gray when disabled.

If this option is disabled, then the remaining section header properties become
hidden because they do not apply. Note that you may want to define header
text before disabling the option, to make it easier to identify the section when
working within the row structure editor.

NOTE: If you hide the section header, then you will no longer be able to select
the header row in the editor for purposes of adding rows or subsections,
configuring the section, reordering the section, or removing the section. If you
need to work with the section header row, you can enable the option Show
Hidden Items, located at the top right of the editor. This will cause all hidden
items to show in the row structure, so that they can be selected and configured.

Header Text The text to display on the section header row. By default, this is set to "Root
Section" for the root section header and "Section" for all other newly added
sections. The header text should be edited to reflect the data shown in this
section.

Header Category The style to use on the section header row. The style determines display
attributes such as font size and font weight. Select one of the following:
l Header1 through Header6: These styles apply specific formatting to the

header row. Although Header1 is designed to be used as the top-level
section header, followed by Header2, and so on, you can assign these styles
to any section header row as needed.

l Default: Axiom Financial Planning automatically applies the appropriate
header style depending on the section's placement in the row structure
hierarchy. The header row for the root section uses Header1, sections in the
next level use Header2, and so on.

By default, the header category is set to Header1 for the root section header,
and Default for all newly added sections.
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Section Total Properties

Item Description

Show Section
Total Row

Specifies whether the section total row is visible when the row structure is used
in a report. By default, this option is enabled, so the section total row is visible.
If you do not want this section to have a total row, disable this option. The
toggle switch shows as green when enabled and as gray when disabled.

If this option is disabled, then the remaining section total properties become
hidden because they do not apply.

Total Row
Placement

The location of the total row in the section, either Below the data rows or
Above the data rows. The total row is located below the data rows by default.

Total Row Text The text to display on the section total row. By default, this is set to "Grand
Total" for the root section total and "Section Total" for all other newly added
sections.

Total Row
Category

The style to use on the section total row. The style determines display attributes
such as font size, font weight, shading, and borders. Select one of the following:
l Grand Total or Total: These styles are intended to be used for "final" total

rows. Both styles use shading and top and bottom borders. The bottom
border of the Grand Total is a double border.

l SubTotal1 through SubTotal4: These styles are intended to be used for
subtotal rows. These options provide varying combinations of bold and
regular text, shading or no shading, and border or no border.

By default, the total row category is set to Grand Total for the root section total
row, and Subtotal3 for all newly added sections.

Section Properties

Item Description

Indent Child
Rows

Specifies whether the rows in this section are aligned with the section header
row or indented. By default, this is enabled, so the rows are indented. If instead
you want the rows to be aligned with the section header row, disable this
option. The toggle switch shows as green when enabled and as gray when
disabled.
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Item Description

Parent Total Row
Behavior

Specifies how the data in this section is treated when computing the total row of
the parent section. Select one of the following:
l Add: The data in this section is added when computing the parent total. This

is the default behavior.
l Subtract: The data in this section is subtracted when computing the parent

total.
l Ignored: The data in this section is ignored when computing the parent

total. You might do this if the rows in this section contain supporting detail
that should not impact the overall totals.

Although this option displays on the root section, it does not apply because the
root section does not have a parent section.

For example, imagine that you have a parent section with two subsections.
Subsection A totals 5000, and Subsection B totals 1000.
l If both subsections are set to add, then the total of the parent section is

6000.
l If Subsection A is set to add but Subsection B is set to subtract, then the

total of the parent section is 4000.
l If Subsection A is set to add but Subsection B is set to ignore, then the total

of the parent section is 5000.

Section Data
Filter

Optional. A data filter to apply to all of the data rows in this section, including
any subsections. This is intended to be used when all rows in the section need
to be filtered by a particular dimension or grouping, so that you do not need to
repeat that dimension grouping on each individual data row. Only applies when
Use Dimension Mapping is disabled.

Enter the filter criteria statement to apply to the data rows in this section.
Section data filters use normal filter syntax for Axiom Financial Planning.
Although you can use the Filter Wizard to create the filter criteria statement, it is
limited to creating filters based on the specified dimension table for the row
structure. In many cases the section data filter needs to use a different
dimension, so you must manually create the filter criteria statement.

For example, imagine that you want to show revenue accounts in the rows of
your report, but you want to split the data into two sections reflecting two
different sales regions. You can create two sections and define section filters for
each, such as Dept.Region='East' and Dept.Region='West'. All of the
data rows in those sections will be filtered by the specified region in addition to
the specific account filters listed on each row.
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� Adding, removing, and reordering data rows
Using the Row Editor area, you can add data rows to a section, remove unneeded rows, and reorder
rows. Each data row represents a record of data that you want to query from the database and display
within the report.

To add new data rows to a section:
l Select the section header row, then click the plus sign and select Add Data Row.

Option to add a new data row

The new row is added to the bottom of the section. You can continue to add as many new rows to the
section as needed.

Section with a newly added data row
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Once you have added data rows, you can make further row changes as follows:
l To reorder rows: Select the data row that you want to move, and then drag and drop it to a new

location within the same section. For example, if you want a newly added row to be at the top of
the section instead of the bottom, then you can drag and drop it to that location. But you cannot
drag and drop the row to a different section, not even to subsections of the current section.

l To delete a row: Select the data row that you want to delete and then click the delete icon (trash
can). The row is deleted.

IMPORTANT: Make sure you no longer need the row before clicking the delete icon. The row
will be deleted immediately with no confirmation prompt. If you deleted a row by accident,
then you can exit the row structure editor without saving, but you will also lose any other
unsaved changes that you havemade during the current session.

Only data rows can be individually added, deleted, and reordered. Section header rows and section total
rows are not considered to be data rows and aremanaged as part of the section. Note the following:

l The delete icon on section header rows does not delete the header row; it deletes the entire
section. If you do not want a particular section to have a header row, you can configure the
section to hide the header row.

l Section total rows do not have delete icons. If you do not want a particular section to have a total
row, you can configure the section to hide the total row.

l Section header rows are always located at the top of the section. When you drag and drop a
section header row you aremoving the entire section, not just the header row. It is not possible
to move just the header row.

l Section total rows can be located at either the top or bottom of the section, but not by dragging
and dropping. When you configure the section, you can specify the location of the total row.

� Row properties
To configure the properties for a data row, select the row and then complete the Row Properties in the
right-hand pane.

Example Row Properties area
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Item Description

Row Text The text to display on the data row. By default, this is set to "NewData Row".
The row text should be edited to reflect the data shown on this row.

For example, if this row is going to display data for the Travel account, the row
text should be something like "Travel" or "Account 5000 - Travel".

Data Filter A filter criteria statement to define the data to query into this row. Only applies
when Use Dimension Mapping is disabled. If dimension mapping is enabled,
then use the Dimension Mapping tab to map the data for this row.

Row filters use normal filter syntax for Axiom Financial Planning. You can type
the filter, or you can use the Filter Wizard to create a filter based on the
specified Dimension Table for the row structure.

For example, if the data filter is Acct.Category='Revenue', then this row
will display data for all revenue accounts when this row structure is used in a
report. The specific data returned will depend on the data columns used in the
report, and any other filters applied to the report.

Each row's data filter is independent from any other row, and does not need to
use the same grouping level or even the same dimension as other rows. For
example, one row can be Acct.Acct=4000, while another row is
Acct.Category='Marketing', and a third row is Fcst.Acct=670.
However, keep in mind the following:
l If you use the Filter Wizard to make the filter, it is limited to the table

selected as theDimension Table for the row structure. If you want to use a
different table for a particular row, you must manually write the filter.

l Although there are no restrictions on the individual row filters, all of the
filters used must be compatible with the eventual primary table selected for
the report, when the fixed row structure is used in a report.

If the row uses a data filter, then the row's data filter will be combined with any upstream section data
filters (using AND). For example, imagine the row structure has sections and rows configured as follows:

Parent Section Filter Dept.Company='Company A'

Current Section Filter Dept.Region='US West'

Row Filter Acct.Acct=4000

Then the data for this row is determined as follows:

Dept.Company='Company A' AND Dept.Region='US West' AND Acct.Acct=4000
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Using the Dimension Mapping editor

Using the Dimension Mapping editor, you can assign dimension items to specific rows of a fixed row
structure. When the row structure is used in a web report, the rows will display data for the assigned
dimension items.

For example, if the row dimension is Acct, you can assign one or more accounts to each row in the row
structure. If a row is assigned Acct 4000, then that rowwill display data for Acct 4000, for each of the
columns used in the report.

� Dimension Mapping editor overview
The Dimension Mapping editor is only accessible when creating or editing a row structure. IfUse
Dimension Mapping is enabled for the row structure, then a Dimension Mapping tab displays next to
the Row Editor tab. You can click this tab to open the Dimension Mapping editor and assign dimension
items to each row.

Dimension Mapping tab available in row structure when Use Dimension Mapping is enabled
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Example Dimension Mapping editor

l The left side of the Dimension Mapping editor displays a simplified view of the row structure
defined on the Row Editor tab. You can select a data row in the row structure in order to map
dimension items to that row.

o Each data rowmust be assigned at least one dimension item when using dimension
mapping. It is not possible to mix use of data filters and dimension mappings.

o The number to the left of the row label shows howmany dimension items have been
assigned to that row.

l The two columns on the right side of the Dimension Mapping editor are used to map dimension
items.

o The Current Mappings column in themiddle of the page shows the dimension items
mapped to the currently selected data row.

o The dimension column on the right side of the page shows the remaining unmapped
dimension items. The dimension used for themappings is determined by the specified
Dimension Table in the Row Editor tab. In this example, the dimension table is Acct and
the column shows the list of accounts defined in that table.

o You can use the arrow buttons between the columns to move dimension items from the
dimension column to the Current Mappings column and vice versa.

Each dimension item can only be assigned to a single row in the row structure. Once a dimension item is
moved to the Current Mappings column, it is removed from the list of unmapped dimension items and
cannot be assigned to another row.
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� Assigning dimension items to data rows
Each data row in the row structuremust be assigned at least one dimension item. When the row
structure is used in a report, the dimension mappings determine what data displays in each row.

To assign one or more dimension items to a data row:
1. In the row structure on the left side of the page, select the data row that you want to map. If any

dimension items are already mapped to this row, those dimension items display in the Current
Mappings column.

2. In the dimension column on the right side of the page, select the dimension item or items that
you want to map to the data row.

l Click a dimension item once to select it. If you select a dimension item by accident, click it
again to de-select it.

l Note that using the Shift key or the CTRL key to select multiple dimension items at once
does notwork here. You must individually click on each dimension item that you want to
assign.

You can search and filter the dimension list to help find the desired dimension items.

3. Once all of the dimension items that you want to assign are highlighted, click the left arrow to
move the selected dimension items to the Current Mappings column.

If you want to remove a mapped dimension item from a data row, you can select the item in the Current
Mappings column and then click the right arrow to move it back to the dimension column.

In the following example, two accounts have been mapped to the Expenses Line 1 data row. When this
row structure is used in a report, this rowwill display summed data for the Software Expense and
Computer Expense accounts. (In a real report, the label text for this data rowwould likely be defined as
"Software and Computer Expenses" or something similar.)

Example data row with mapped dimension items
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The two accounts that aremapped to this data row no longer display in the dimension column and
cannot bemapped to any other row. You can optionally enable Show Mapped Dimension Items to see
all items in the dimension column, but mapped items will display as grayed out and cannot be selected.

� Searching and filtering the dimension column
You can search and filter the dimension column to more easily find the dimension items that you want to
map.

l You can type into the search box at the top of the column to find items by dimension value. The
search matches any dimension value that contains the search text. Currently, the description text
is not included in the search.

l You can select a grouping column so that the dimension column is filtered to only show values for
a particular grouping. For example, you may have a grouping column of Category, which you can
use to show accounts within a particular category—such as Revenue, Capital, or Marketing.

If you use Select All when the list is filtered by a search or by a grouping value, then only the currently
visible items are selected. This can be a convenient way to find, select, and map multiple dimension items
at a time.

To filter the dimension column by a grouping value:
1. Click the down arrow icon in the column header, and then click Choose Grouping Column.

2. In the Choose a Grouping Column dialog, select the grouping column that you want to use, and
then click OK.

The dimension column becomes filtered by the first value in the selected grouping column. This
value displays in the column header.

3. To filter the dimension column by a different value in the grouping column, click the down arrow
icon in the column header, and select the desired value.

In the following example, "Balance Sheet" was the automatically-selected value from the grouping
column, and we are now going to select "Marketing" instead.
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The dimension column is now filtered to only show accounts that belong to theMarketing
category.

If you want to clear the grouping column filter, click the down arrow icon in the column header, and
select Clear Grouping Column.

Opening web reports
In order to open an existing web report, you must have at least read-only access to the report, as defined
in Axiom Financial Planning security. Web reports can be opened from either theWeb Client or the
Desktop Client.
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This topic discusses the default ways to access and viewweb reports. Your system may be designed so
that you can open web reports in other ways, such as:

l Using the Navigation panel in theWeb Client
l Using links within your home page or product pages
l Using links within a task pane or ribbon tab in the Desktop Client

� Opening web reports from the Intelligence Center
The Intelligence Center in theWeb Client is a hub where you can access all of your available reports,
regardless of the report type. The Intelligence Center is automatically filtered to show only the reports
that you have access to.

To open a web report from the Intelligence Center:

1. Click themenu icon in the Global Navigation Bar. From the Area menu, select Intelligence
Center.

2. In the left-hand panel, select the Reports tab if it is not already selected.

3. Do one of the following to locate the report that you want to open:

l Use the folder tree in the left-hand panel to navigate to the folder where the report is
located.

OR

l Use the Search box to search for the report by name.

For more information on how to search, filter, and sort the Intelligence Center, see Intelligence
Center overview.

4. Once the report displays in the Intelligence Center grid, click on the report name to open it.

The report opens in the current browser tab. You can now view and explore the data using various
features. For more information, see Viewing and exploring data in web reports.
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� Opening web reports from the Desktop Client
You can open a web report from the Reports Library in the Desktop Client (Excel Client or Windows
Client). You can differentiate web reports from other types of Axiom Financial Planning reports using the
following icons:

Web report

Visualization report

Axiom form

Spreadsheet Axiom file

To open a web report from the Desktop Client:
1. On the Axiom tab, in the Reports group, click Reports to bring up the Reports menu.

NOTE: In systems with installed products, this featuremay be present on a different ribbon
tab, such as theMain tab.

TIP: You can also open reports from the Explorer task pane or Axiom Explorer.

2. Use the Reports Library folders at the bottom of themenu to navigate to the specific web report
that you want to open, and then click on it.

The web report opens in theWeb Client using your default browser. You can now view and explore the
data using various features. For more information, see Viewing and exploring data in web reports.

Viewing and exploring data in web reports
Once a web report is opened, you may have access to a variety of features to view and explore the data
in the report, including filtering, sorting, and drilling. Additionally, web reports may be configured with
report parameters, which can be used to dynamically change the data shown in the report.

NOTE: The features described in this topic apply to web reports created in the Report Builder. Web
reports created from templatemay have similar features, but do not work in exactly the sameway.
For more information on viewing and exploring data in a web report created from template, consult
the product documentation for the product that provided the template.

� Drilling data
If the web report has been configured to enable drilling, you can drill any data row in the report. Total
rows, subtotal rows, and section header rows are not drillable.

Administrator's Guide Axiom Financial Planning │ 403



To drill a data row:
1. Hover your cursor over the far left column in the report so that a magnifying glass icon appears on

the row.

The tooltip for themagnifying glass will be either "Drill" (if multiple drill paths are available) or "Drill
to <path>" (if a single drill path is available). For example, the tooltip will say "Drill to Acct" if the
Acct drill path is the only available drill path.

2. Click the icon to drill the row.
l If multiple drill paths are available, these paths display in a menu when you click the icon.

Click the drilling path that you want to view.

l If a single drill path is available, that path is automatically used when you click the icon to
drill.

Hover and click to drill

The drill results are presented within the current tab, replacing the original report. The current row being
drilled and the current drill level display at the top of the drill results.

Example drill results with drilling path displayed at the top
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You can continue drilling the drill results if additional drill paths are available. You can return to a
previous path by clicking on that path name in the header. When you are finished viewing the drill
results, you can click the X icon in the drill path to clear the drill and return to the original report.

� Using report parameters
If the web report is configured with report parameters, you can use the Report Parameters panel along
the left-hand side of the report to dynamically change the data shown in the report.

Example report with report parameters

The Report Parameters panel contains one or more parameters that you can set as needed. If the report
requires you to select a parameter value in order to refresh data in the report, then when you open the
report themessage "Waiting for input" displays in the report grid. Otherwise, the report opens and
refreshes data using default values defined for report parameters as needed.
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You can interact with report parameters as follows:
l You can select one or multiple values for each parameter, depending on the parameter type and

configuration. If a parameter allows multiple values to be selected, the parameter box shows text
such as "3 items selected". You can hover your cursor over this text to view the selected values in
a tooltip.

If the parameter allows selection ofmultiple values, and some values are already selected, then
using the drop-down list to select more items will add to the current list of items. If instead you
want to clear the list of items and start over, click the X icon in the selection text.

l A parameter may start out blank (unset), or it may start with a default value, depending on the
parameter type and configuration.

l Some parameters may be dependent on other parameters. In this case, the dependent parameter
will not become available for use until its parent parameter has a selected value.

l Parameters may be required or optional:

o If a parameter is optional, then you can leave it unset, or you can clear its value using the X
icon to the right of it.

o If a parameter is required, then it cannot be cleared. You can select a different value, but
you cannot fully clear the parameter. Exception: If the parameter allows selection of
multiple values, then you can click the X icon in the selection text to clear the current
selections.

Once you havemade selections for the parameters, you can apply and clear them as follows:
l Click Apply to refresh the report using your parameter selections. The Apply button is not active

until all required parameters have selected values.

l Click Clear to clear all optional parameters. You can then click Apply to refresh the report with the
optional parameters unset.
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NOTES:
l When you share or export a report, it does not honor the report parameter selections, with

one exception. If the report parameter determines the row dimensions of the report, and the
parameter has a default value, the exported report will use that default value.

l The specific parameters available and how they impact the report depends on the report
configuration. Contact your system administrator or the report designer if you have any
questions about how the parameters affect the report data.

� Adjusting column width and order
You can makeminor adjustments to the column display as follows:

l To change the column width, hover your cursor along the right edge of the column header, then
drag to make the column thinner or wider.

l To reorder columns, click on a column header and then drag it to a new location. Note that
columns cannot bemoved in or out of a column group (meaning a set of columns grouped under
header text). If a column belongs to a column group, you can change its order within the group
but you cannot drag it out of the group.

� Sorting data
If the web report uses a data grid with dynamic rows, then you can sort the data by any column in the
grid. To sort the grid by a column, click on the column header. Each click toggles between ascending sort,
descending sort, and no sort. If the grid is currently sorted by a column, the sort direction is indicated by
an arrow on the column header (up for ascending, down for descending).

The web report may only allow sorting by a single column, or it may allow sorting by multiple columns.
This is configured by the report designer. If the grid uses single-column sorting, then it is not possible to
clear the sort on a column. Instead you must click on a different column to change the sort to use that
column.

If the web report uses a fixed row structure, then the row values are fixed in position and cannot be
sorted.

� Filtering by column data
If the web report uses a data grid with dynamic rows, you may be able to filter the report by the column
data. For example, you might want to filter a column to hide zero-value records, or to show all records
above or below a certain value. You might want to filter a dimension column to hide or show certain
dimensions (such as departments, accounts, and so on). The report designer determines whether a
column is enabled for filtering.

If a column allows filtering, the filter icon displays in the column header when you hover your cursor over
the column header.
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Filter icon for a column with filtering enabled

To filter the report based on a column:
1. Click the filter icon in the column header to show the filter options.

2. Set the filter options as desired. You can set up to two filter options, combined with either AND or
OR.

Example filtering options

3. Click Filter.

The report updates to only show records that meet the filter. Additionally, the filter icon in the column
header remains visible to indicate that the grid is filtered by this column.

The filter is retained until you clear it, or until the report is refreshed with new data.

To clear a filter:
1. Click the filter icon in the column header to show the filter options.

2. Click Clear.

The grid updates to clear the filter. The filter icon is now only visible when hovering over the column
header.
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� Viewing paged data
If the web report uses dynamic rows, the data is paged to show a specified number of records per page.
If the data in the grid exceeds the page limit, you can move between pages using the page controls at the
bottom left of the grid.

Page controls for data grids

l Click a page number to move directly to that page.
l Click the single arrow buttons to move one page back or forward.
l Click the double arrow buttons to move to the first page or the last page.

By default, the data grid shows 25 records per page. You can use the drop-down list next to the page
controls to change this to 50, 100, or 500 as needed.

Web report sharing, export, and distribution
The information in web reports can be distributed throughout the organization using a variety of
features:

l You can export a web report as a PDF, Excel, or delimited file, and save it locally or to the Axiom
Financial Planning repository.

l You can share a web report via email to other users, by sending a link to the live file in the system,
or by attaching a PDF or Excel file.

l You can process web reports iteratively over a dimension, and then automatically save and/or
email the report to designated recipients.

Exporting a PDF copy of a web report

You can export a web report as a PDF file, and save the file locally or to the Axiom Financial Planning
repository. The export can be performed while viewing the report, or from the Reports Library in the
Intelligence Center.

l When exporting the report from the Intelligence Center, it is exported using default settings. If the
report requires user input to return data, you should instead open the report and export from the
report viewer.

l When exporting the report from the report viewer, the export honors the current report state
such as sorting, filtering, and drilling. Exception: report parameter selections are not honored
unless the report is built from template.

Any user who can view the report can export to PDF and save it to a local folder location. In order to save
a PDF copy to the Axiom Financial Planning repository, you must have read/write access to at least one
folder in the Reports Library.
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To export a web report as a PDF file:
1. In the Intelligence Center, locate the report in the folder tree, or search to find it.

2. Do one of the following:

l Hover your cursor over theName column to make the three-dots icon visible. Click the icon
then select Export > PDF from themenu.

l Click the report name to open the report. In the top right corner of the report, click Export
> PDF.

3. In the Export Report dialog, enter a file name into the File name field. By default, the file name is
the same as the web report file name.

4. Select the export destination from the Export to drop-down:
l My computer: Save the PDF to your computer.
l Axiom repository: Save the PDF to a folder in the Axiom Financial Planning Reports Library,

or to your My Documents folder.
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NOTES:
l If you save the PDF to a folder in the Reports Library, any user with at least read-only

access to that folder will be able to view the PDF. You should be sure that it is
acceptable for users with permission to the target folder to view the data in the PDF.

l If you do not have read/write access to any folders in the Axiom repository, then the
Export to option is not available and does not display in the dialog. The PDF will be
automatically saved to your computer.

l If you save the PDF to your computer, keep in mind that Axiom Financial Planning does
not enforce any security on the exported file.

5. If you are saving to the Axiom repository, select an Output folder:

l Click the folder icon to the right of the field.

l In the Choose output folder dialog, select a folder in the Reports Library. The dialog only
shows folders where you have read/write access to that folder or a child folder.

NOTE: If you have access to theMy Documents folder, then you can also save reports
to that location for your personal use.

l Click OK to choose the folder and return to the Export to PDF dialog.

The path to your selected folder now displays in theOutput folder field.

6. In the Configuration Settings section, select the following:
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Item Description

Pages If you are exporting from the report viewer and the report has paged data,
select one of the following:
l Current Page: The export will contain the current page of data only. For

example, if you are currently viewing page 2 of the data in the report,
the export will contain that data only.

l All Pages: The export will contain all pages of data, up to 10 pages
maximum.

A "page" refers to a page of data as displayed in the report, not PDF pages.
Report pages can be configured to show 25 (default), 50, or 100 rows. For
example, if you select to export the current page and the page size is 100,
the PDF will contain those 100 rows which may span several PDF pages.

NOTES:
l If you are exporting from the Intelligence Center, this option does not

display and the PDF will contain all data pages (up to themaximum).
l If the report uses a fixed row structure, data is not paged and this

option does not apply. The PDF will contain the full contents of the
report.

Layout Select the page size for the PDF. You can choose from the following
standard page sizes: A3, A4, A5, Legal, Letter, or Tabloid. Letter is the
default size.

Orientation Select the orientation for the PDF, either Portrait or Landscape. Portrait is
the default orientation.

Margin Specifies the PDF pagemargins. Select one of the following:
l None: No margin
l Narrow: 0.5 inch margins all around
l Normal: 1 inch margins all around (default)

Header

Footer

Specify optional header and footer text. The variables {page_number}
and {total_pages} can be used in the header or footer.

You can select from several predefined header and footer options using
variables, or you can type text into the Header or Footer box.

NOTE: If themargin is set to None, then the Header, Footer, and
Alignment options are not available because there is no room to display a
header or footer.

Alignment Specify the alignment of the header and footer text, if defined: Left, Center
(default), or Right.

7. Click Export to create the PDF.
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l If you are saving to the Axiom repository, and you used a file name that already exists in the
target folder, you are prompted to choose whether or not to overwrite the existing file. If
you choose not to overwrite, you are returned to the Export to PDF dialog so that you can
use a different name and/or output folder.

l If you are saving to your computer, the exact behavior is determined by your browser
settings. The default behavior for most browsers is to save the file to theDownloads folder
on your computer.

l In either case, a notification message displays at the top of the page to indicate whether the
PDF creation succeeded or failed.

� Export behavior
When you create the PDF, the web report contents are handled as follows:

l If the grid in the web report has paged data, the PDF will contain either all rows shown on the
current page, or all rows in the report up to 10 pages of data. The number of rows in a page of
data depends on the paging selection in the report (25, 50, or 100).

o Column headers are present on the first PDF page only; headers do not repeat on PDF
pages.

o If the report has a total row, that row is always included in the PDF and always displays the
full total, even if the PDF only contains a partial set of data.

o If exporting from the Intelligence Center, the PDF contains all data pages up to the
maximum, using the default of 25 rows per page.

l If you have sorted, filtered, or drilled the data displayed in the report, these changes are reflected
in the PDF. The exception is if you have reordered columns—columns display in their original
order.

NOTE: Drill results can only be saved as a PDF if the report was created in the Report Builder.
Web reports created from template display drill results slightly differently, and these results
cannot be saved to PDF.

l If the report uses report parameters, those parameter selections are not reflected in the export.
Exception: If the report uses a dynamic column tied to a Column List report parameter, the default
value for that parameter will be used for the export.

NOTE: For reports created from template, refresh variable selections are applied to the export.

Exporting grid data in a web report to Excel

You can export grid data in a web report to a spreadsheet, so that you can further examine the data
using spreadsheet features. You can save the spreadsheet locally, or save it to the Axiom Financial
Planning repository.
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The export can be performed while viewing the report, or from the Reports Library in the Intelligence
Center.

l When exporting the report from the Intelligence Center, it is exported using default settings. If the
report requires user input to return data, you should instead open the report and export from the
report viewer.

l When exporting the report from the report viewer, the export honors the current report state
such as sorting, filtering, and drilling. Exception: report parameter selections are not honored
unless the report is built from template.

Any user who can view the report can save the spreadsheet export locally. In order to save the
spreadsheet export to the Axiom Financial Planning repository, you must have read/write access to at
least one folder in the Reports Library.

To export grid data to an Excel spreadsheet:
1. In the Intelligence Center, locate the report in the folder tree, or search to find it.

2. Do one of the following:

l Hover your cursor over theName column to make the three-dots icon visible. Click the icon
then select Export > Excel from themenu.

l Click the report name to open the report. In the top right corner of the report, click Export
> Excel.
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3. In the Export to Excel dialog, enter a file name into the File name field. By default, the file name is
the same as the web report file name.

4. Select the export destination from the Export to drop-down:
l My computer: Save the spreadsheet to your computer.
l Axiom repository: Save the spreadsheet to a folder in the Axiom Financial Planning Reports

Library, or to your My Documents folder.

NOTES:
l If you save the spreadsheet to a folder in the Reports Library, then any user with at

least read-only access to that folder will be able to view the spreadsheet. You should be
sure that it is acceptable for users with permission to the target folder to view the data
in the spreadsheet.

l If you do not have read/write access to any folders in the Axiom repository, then the
Export to option is not available and does not display in the dialog. The spreadsheet
will be automatically saved to your computer.

l If you save the spreadsheet to your computer, keep in mind that Axiom Financial
Planning does not enforce any security on the exported file.

5. If you are saving to the Axiom repository, select an Output folder:

l Click the folder icon to the right of the field.

l In the Choose output folder dialog, select a folder in the Reports Library. The dialog only
shows folders where you have read/write access to that folder or a child folder.

NOTE: If you have access to theMy Documents folder, then you can also save reports
to that location for your personal use.

l Click OK to choose the folder and return to the Export to Excel dialog.

The path to your selected folder now displays in theOutput folder field.

6. If the current report is enabled for directed drilling, you can optionally choose to Export all drill
levels. If this option is enabled, then the report data is "flattened" using all drill levels. For
example, if the report is currently showing rows by Acct, and the report has configured drilling
levels of Region and Dept, then the exported report contains data rows by unique combination of
Acct/Region/Dept.
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NOTES:
l If this option is enabled, the export ignores any sorting, filtering, or drilling in the

report. The directed drilling columns are added to the report as row dimensions, and all
data is exported at this level.

l This option is not available if the report uses a fixed row structure, or if the report is
built from template.

7. Click Export to create the spreadsheet.

l If you are saving to the Axiom repository, and you used a file name that already exists in the
target folder, you are prompted to choose whether or not to overwrite the existing file. If
you choose not to overwrite, you are returned to the Export to Excel dialog so that you can
use a different name and/or output folder.

l If you are saving to your computer, the exact behavior is determined by your browser
settings. The default behavior for most browsers is to save the file to theDownloads folder
on your computer.

l In either case, a notification message displays at the top of the page to indicate whether the
spreadsheet creation succeeded or failed.

� Export behavior
When the grid data is exported, the behavior is as follows:

l If the data is paged in the report, the export contains all pages of data.

l By default, the basic number format applied to the column is preserved in the export. The
exception is negative numbers, which will always be shown using a minus sign regardless of the
configured format. Other formats such as background colors and borders are not applied to the
exported data.

l Date and DateTime columns are exported as follows:

o Columns configured to display the full date part are exported using the default date or
date-time format, regardless of the format configured to display in the report.

o Columns configured to display other date parts display the numeric value of the date part
only. For example, if the column is configured to display the Quarter part as Q1 format, the
value is exported as only the number (1 for Q1).
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l If you have sorted, filtered, or drilled the data displayed in the report, these changes are reflected
in the export. The following exceptions apply:

o Reordered columns are ignored. Columns are exported in their original order.

o Drill results can only be exported to Excel if the report was created in the Report Builder.
Web reports created from template display drill results slightly differently, and these results
cannot be exported.

o If Export all drill levels is enabled, the export ignores any sorting, filtering, or drilling in the
report. The directed drilling columns are added to the report as row dimensions, and all
data is exported at this level.

l If the report uses report parameters, those parameter selections are not reflected in the export.
Exception: If the report uses a dynamic column tied to a Column List report parameter, the default
value for that parameter will be used for the export.

NOTE: For reports created from template, refresh variable selections are applied to the export.

l Column group headers are omitted from the export. Additionally, if a column has a 2-row header,
only the first row of that header is exported.

l Export to Excel is capped at 150,000 rows. If a report contains over 150,000 rows, only partial data
is exported, and the total row is omitted.

Exporting grid data in a web report to a delimited file

You can export grid data in a web report to a delimited file such as comma-separated (CSV). You can save
the delimited file locally, or save it to the Axiom Financial Planning repository.

The export can be performed while viewing the report, or from the Reports Library in the Intelligence
Center.

l When exporting the report from the Intelligence Center, it is exported using default settings. If the
report requires user input to return data, you should instead open the report and export from the
report viewer.

l When exporting the report from the report viewer, the export honors the current report state
such as sorting, filtering, and drilling. Exception: report parameter selections are not honored
unless the report is built from template.

Any user who can view the report can save the delimited file locally. In order to save the delimited file to
the Axiom Financial Planning repository, you must have read/write access to at least one folder in the
Reports Library.

To export grid data to a delimited file:
1. In the Intelligence Center, locate the report in the folder tree, or search to find it.

2. Do one of the following:
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l Hover your cursor over theName column to make the three-dots icon visible. Click the icon
then select Export > Excel from themenu.

l Click the report name to open the report. In the top right corner of the report, click Export
> Excel.

3. In the Export Report dialog, enter a file name into the File name box. By default, the file name is
the same as the web report file name.

4. For Export to, select the export destination:
l My computer: Save the delimited file to your computer.
l Axiom repository: Save the delimited file to a folder in the Axiom Financial Planning

Reports Library, or to your My Documents folder.
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NOTES:
l If you save the delimited file to a folder in the Reports Library, then any user with at

least read-only access to that folder will be able to view the file. You should be sure that
it is acceptable for users with permission to the target folder to view the data in the file.

l If you do not have read/write access to any folders in the Axiom repository, then the
Export to option is not available and does not display in the dialog. The file will be
automatically saved to your computer.

l If you save the file to your computer, keep in mind that Axiom Financial Planning does
not enforce any security on the exported file.

5. If you are saving to the Axiom repository, select an Output folder:

l Click the folder icon to the right of the field.

l In the Choose output folder dialog, select a folder in the Reports Library. The dialog only
shows folders where you have read/write access to that folder or a child folder.

NOTE: If you have access to theMy Documents folder, then you can also save reports
to that location for your personal use.

l Click OK to choose the folder and return to the Export to Excel dialog.

The path to your selected folder now displays in theOutput folder field.

6. In the Configuration options section, select the desired Delimiter. You can select any of the
following: Comma (default), Space, Period, Pipe, Tab, Semi-Colon, Colon.

If the delimiter is a comma, the file format for the exported file is CSV. For any other delimiter, the
file format is TXT.

7. If the current report is enabled for directed drilling, you can optionally choose to Export all drill
levels. If this option is enabled, then the report data is "flattened" using all drill levels. For
example, if the report is currently showing rows by Acct, and the report has configured drilling
levels of Region and Dept, then the exported report contains data rows by unique combination of
Acct/Region/Dept.

NOTES:
l If this option is enabled, the export ignores any sorting, filtering, or drilling in the

report. The directed drilling columns are added to the report as row dimensions, and all
data is exported at this level.

l This option is not available if the report uses a fixed row structure, or if the report is
built from template.

8. Click Export to create the delimited file.
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l If you are saving to the Axiom repository, and you used a file name that already exists in the
target folder, you are prompted to choose whether or not to overwrite the existing file. If
you choose not to overwrite, you are returned to the Export Report dialog so that you can
use a different name and/or output folder.

l If you are saving to your computer, the exact behavior is determined by your browser
settings. The default behavior for most browsers is to save the file to theDownloads folder
on your computer.

l In either case, a notification message displays at the top of the page to indicate whether the
file creation succeeded or failed.

� Export behavior
When the grid data is exported, the behavior is as follows:

l If the data is paged in the report, the export contains all pages of data.

l If the report uses row dimensions, then the first row of data in the file contains the column
headers. Group headers are omitted from the export. Additionally, if a column has a 2-row header,
only the first row of that header is exported. The total row is excluded from the export.

l If the report uses a fixed row structure, all rows are included in the delimited file, including header
rows and subtotal rows.

l The raw data is exported to the delimited file. No formatting is applied. For example, this means
number formats are not applied, date formats are not applied, and the ShowDescription option is
not applied.

l If a data value in the export contains the delimiter, that value is escaped in double quotation
marks. For example, if the delimiter is a space character, then values with spaces are wrapped in
double quotation marks (such as "Finance Department").

l If you have sorted, filtered, or drilled the data displayed in the report, these changes are reflected
in the export. The following exceptions apply:

o Reordered columns are ignored. Columns are exported in their original order.

o Drill results can only be exported to file if the report was created in the Report Builder. Web
reports created from template display drill results slightly differently, and these results
cannot be exported.

o If Export all drill levels is enabled, the export ignores any sorting, filtering, or drilling in the
report. The directed drilling columns are added to the report as row dimensions, and all
data is exported at this level.
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l If the report uses report parameters, those parameter selections are not reflected in the export.
Exception: If the report uses a dynamic column tied to a Column List report parameter, the default
value for that parameter will be used for the export.

NOTE: For reports created from template, refresh variable selections are applied to the export.

Sharing a web report via email

You can share a web report with other Axiom Financial Planning users via email. The report can be shared
as a link to the live report, or as a PDF or Excel attachment. Sharing can be done while viewing the report,
or from the Reports Library in the Intelligence Center.

l When sharing the report from the Intelligence Center as a PDF or Excel attachment, the
attachment is generated using default settings. If the report requires user input to return data,
you should instead open the report and share from the report viewer.

l When sharing the report from the report viewer as a PDF or Excel attachment, the attachment
honors the current report state such as sorting, filtering, and drilling. Exception: report parameter
selections are not honored unless the report is built from template.

l When sharing the report as a link, the email recipient can click the link to log in to Axiom Financial
Planning and view the report within the application. The recipient must have at least read-only
security permission to the report in order to view it. When using the link, the report is opened in
its default state, and the user can explore the report as needed.

Any user who can view the report can share it. The report can be shared with any user in Axiom Financial
Planning, or any email address that the Axiom Financial Planning system can send email to.

NOTE: When sharing a web report as a PDF or Excel attachment, keep in mind that Axiom Financial
Planning does not enforce any security on these attachments. Any user who receives the email can
view the attachment.

To share a web report via email:
1. In the Intelligence Center, locate the report in the folder tree, or search to find it.

2. Do one of the following:

l Hover your cursor over theName column to make the three-dots icon visible. Click the icon
and select Share from themenu, then select either Excel, Link, or PDF.
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l Click the report name to open the report. In the top right corner of the report, click Share,
then select either Excel, Link, or PDF.

3. If you selected to share as either Excel or PDF, then complete the settings in the Share Report
dialog, and then click Share. The settings are the same as when exporting to Excel or PDF, except
that you do not specify a location to save the exported file—the file will be attached to the sharing
email. For example:

l For PDF, you can specify the file name, layout, orientation, margin size, and header/footer
content.

l For Excel, you can specify the file name and whether to export all drilling levels.
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NOTES:
l The Share Report dialog for Excel only displays if you are sharing from within the report

viewer, and only if the report is configured for directed drilling. Otherwise, the dialog
does not display and the file name of the Excel attachment will always be the report file
name.

l The PDF or Excel attachment is generated using the same behavior as when exporting
the file to PDF or Excel. For more information, see Exporting grid data in a web report to
Excel or Exporting a PDF copy of a web report.

l If you selected to share as a link, this dialog does not display and you are taken directly
to the E-mail dialog.

4. In the E-Mail dialog, select the recipients of the email. You can type email addresses into the To,
CC, and BCC boxes, or you can click the plus icon next to the recipient box to look up email
addresses for Axiom Financial Planning users:

l In the Select Users dialog, select the check boxes next to the users that you want to share
the report with.

l You can search on the user first or last name to find users.

l Once you have selected one or more users, click OK. The recipient box is populated with the
email addresses for the selected users. If the box already contained one or more email
addresses, the newly selected addresses will be added to the existing list.

If you aremanually typing email addresses, separatemultiple addresses with semicolons.
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Example E-mail dialog

5. In the E-Mail dialog, complete the Subject and body text as needed.
l By default, the subject is set to "Sharing FileName".
l If you are sharing a link, the link is pre-populated into the body text.

6. Click Share to share the report and send the email.

l If you are sharing the report as a PDF or Excel file, the attachment is generated at this point.
If the report is large, theremay be a delay while the attachment is generated.

l A notification message displays at the top of the page to indicate whether the email and its
attachment (if applicable) was generated successfully. Once the email is generated, it will
sent by the Axiom Financial Planning server using the standard
System.SMTPMessageDelivery job.
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Production reporting for web reports

Using production reporting features with web reports, you can generate and deliver report "snapshots"
to various audiences as needed.

l You can perform multipass processing on a web report over a specified dimension, such as by
department, region, or entity. The report is iteratively refreshed—one "pass" for each value of the
dimension—and during each pass a filter is automatically applied to limit the data to the current
dimension value.

l The output of each pass is a filtered PDF or Excel "snapshot" of the report. This static snapshot is
then saved to a target folder location—either a local folder in your network or the Axiom
repository—and/or emailed to a specified recipient. Folder locations and email recipients can be
determined dynamically so that the location and recipient changes as needed for each pass.

l Multiple PDF or Excel snapshots can be optionally collected into larger "report books" and then
dynamically saved and/or emailed as needed. For example, you might process three different web
reports by entity, and then collect the three resulting entity snapshots into a single file per entity.

To perform multipass processing on a web report, use the Scheduler taskWeb Report Processing. This
task will process a target report by a specified dimension, and then save and/or email the output files as
configured in the task.

To collect output files into report books, use the File Collect option of File Processing. To do this, you
must create a spreadsheet report, enable it for file processing, and then configure file collect options.
Once it is configured, file collect processing can be run manually in the Desktop Client, or can be run
using the Scheduler task File Processing.

IMPORTANT: In phase one of production reporting for web reports, processing is only supported for
web reports created from product-delivered templates. Ad hoc web reports created in the Report
Builder cannot be processed yet. Support for ad hoc report processing is planned for an upcoming
phase two.

Setting up web report processing

You can perform production reporting for web reports using multipass processing. The report can be
processed multiple times over a dimension, generating a filtered PDF or Excel copy of the report for each
value of the dimension. The report copies can be saved to a designated location and/or emailed to
designated recipients.

To perform multipass processing on a web report, use the Scheduler taskWeb Report Processing. When
you set up this task, you configure the following:

l The web report to process. You can process any web report created from a product-delivered
template.

l The output format of the processing. Each pass will generate a filtered PDF or Excel output file. The
name of the file can be set dynamically using processing variables and job variables.
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l The delivery option for the processing. Each output file can be saved to a folder location, emailed
to a recipient, or both.

o If the output is saved, you specify the location of the target folder (local or Axiom
repository) and the folder path. The folder path can be set dynamically using processing
variables and job variables.

o If the output is emailed, you specify the recipients of the email, and the email subject and
body text. The recipients can bemanually entered into the task settings (and can optionally
use job variables), or you can specify a table column to dynamically look up the recipients.
Recipients can be email addresses, or you can list user and role names to look up email
addresses from Axiom security. The email subject and body text can be set dynamically
using processing variables and job variables.

l The dimension to process. You can specify any dimension that will be compatible against the data
queried in the target web report. The web report will be processed once for each value in the
dimension. If desired, you can define a filter to limit the dimension values to process.

� Configuring a web report processing task
In order to create a Scheduler job with aWeb Report Processing task, you must be an administrator or a
user with the Scheduled Jobs User permission. You must also have read/write access to at least one
folder in the Scheduler Jobs Library to save the job. Scheduler jobs can only be created in the Desktop
Client.

To create a Scheduler job with a web report processing task:
1. On the Axiom tab, in the Administration group, clickManage > Scheduler.

NOTE: In systems with installed products, this featuremay be located on the Admin tab. In
the System Management group, click Scheduler.

2. In the Scheduler dialog, on the Job tab, click New.
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3. Select the Tasks section of the job, then on the Job tab, click Add > Web Report Processing.
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4. Select theWeb Report to Process. This is the report that will be processed by the task.
l Click the Browse button to open the Axiom Explorer dialog.
l Navigate to the web report that you want to process, then select the report and then click

Open.
The selected report is listed in theWeb Report to Process box.

IMPORTANT: Remember, only web reports that are created from a product-delivered
template can be processed. The Axiom Explorer dialog is filtered to only show reports that
were created from template.
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Example task with report selected for processing

5. Complete the general processing properties that determine the processing type and the output:

Item Description

Processing
Type

Select one of the following to determine the output format of each pass:
l Export to Excel (default): The contents of the report are exported to a

spreadsheet (XLSX) file. The output uses the same behavior as when
you export to spreadsheet while viewing the web report.

l Export to PDF: The report is saved as a PDF file. The output uses the
same behavior as when you save to PDF while viewing the web report.

Save or Email
Files

Select one of the following to determine the delivery method for the
output:
l Save Files (default): The output files are saved to the specified output

folder.
l Email Files: The output files are emailed to the specified recipients. The

output files are not saved anywhere on the file system.
l Save and Email Files: The output files are both saved and emailed.
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Item Description

File Generation Select one of the following to determine whether the output is saved as a
single file or multiple files:
l Multiple Output files (default): The results of each pass are saved as

individual output files. For example, if themultipass settings result in
10 passes, then 10 output files are created (one file for each pass).

l Single Output File: The results of each pass are collected into a single
output file. For example, if themultipass settings result in 10 passes,
then the results of all 10 passes are placed in a single output file.
If the output type is Excel, then each pass is a separate sheet in the
Excel file. If the output type is PDF, then the PDF for each pass is
combined into one large PDF file.

File Name Specify how the output file (or files) should be named. You can do the
following:
l You can use processing variables and/or Scheduler job variables to

generate dynamic file names.
l You can type a "hard-coded" file name.
If the task will generatemultiple output files, then the file name (or the
output folder path)must use a processing variable so that the output of
each pass is unique. If the task will generate a single output file, then
variables are not required.

To use a processing variable, you can type the variable or you can click the
pencil icon to open a text editor. From the Insert Variable list, select the
variable that you want to use.

For example, you could set the file name to Income Statement
[Current_Value]. If the report is being processed by region to multiple
output files, this will generate file names such as Income Statement
West, Income Statement East, and so on (where "East" and "West"
are region names).

NOTE: Processing variables and Scheduler variables use different syntax.
Processing variables are enclosed in square brackets. Scheduler job
variables are enclosed in curly brackets.
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Item Description

Sheet Name Specify how the sheet for each pass should be named. This property only
applies when the processing type is Export to Excel. You can do the
following:
l You can use processing variables and/or Scheduler job variables to

generate dynamic sheet names.
l You can type a "hard-coded" sheet name.
If the task will collect all of the output into a single spreadsheet file, then
the sheet namemust use a processing variable so that the output of each
pass is unique. If the task will generatemultiple output files, then variables
are not required.

To use a processing variable, you can type the variable or you can click the
pencil icon to open a text editor. From the Insert Variable list, select the
variable that you want to use.

For example, you could set the sheet name to [Current_Value]. If the
report is being processed by region, this will generate sheet names such as
West, East, and so on (where "East" and "West" are region names).

NOTE: Processing variables and Scheduler variables use different syntax.
Processing variables are enclosed in square brackets. Scheduler job
variables are enclosed in curly brackets.

Example task with general processing properties configured

6. Depending on the selected processing type (PDF or Excel), complete the properties specific to that
processing type:
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Export to PDF Settings

Item Description

PDF
Orientation

Select the orientation for the PDF, either Portrait or Landscape. Portrait is
the default orientation.

Page Size Select the page size for the PDF. You can choose from the following
standard page sizes: A3, A4, A5, Legal, Letter, or Tabloid. Letter is the
default size.

Export to Excel Settings

Item Description

Include Column
Headers

Specifies whether column headers are included in the file output. By
default this is set to On, which means column header text is included in the
first row of the spreadsheet. Column grouping headers and multi-row
headers are not included.

If this option is set to Off, then column headers are omitted from the file
output and the data starts in the first row of the spreadsheet.

Include total
row

Specifies whether the total row is included in the file output. By default this
is set to On, which means that the total row is included in the spreadsheet.

If this option is set to Off, then the total row is omitted from the file
output.

NOTE: This option only applies when the web report being processed is a
dynamic row report with the total row enabled. If the web report being
processed uses a fixed row structure, then the total and subtotal rows
defined in the fixed row structure are always included in the spreadsheet.
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Example task with PDF-specific settings

7. If the processing is set to Save Files or Save and Email Files, complete theOutput File Settings:

Item Description

Output To Select one of the following:
l Local File System (default): The output location is outside of Axiom

Financial Planning, to a location on your local network share. The
specific path is detailed in theOutput Folder setting. Access to output
files is not controlled by Axiom Financial Planning.

l Axiom Repository: The output location is the Axiom Financial Planning
file system, within the Reports Library. The specific path is detailed in
theOutput Folder setting. Access to output files is controlled by
security access to the designated folder within Axiom Financial
Planning.
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Item Description

Output Folder Specify the folder location for the file output. You can type a folder path,
or you can click the folder icon to browse to the folder location. The
browse dialog will display either your local file system or the Axiom file
system, depending on what you selected forOutput To.

The output folder can bemade dynamic as follows:
l If File Generation is set toMultiple Output Files, then processing

variables can be used in the output folder path. For example, you can
include [Current_Value] in the output folder path, and this will be
replaced with the current multipass value. Processing variables are not
valid in the output folder path if the task is configured to generate a
single output file.

l Scheduler job variables can be used in the output folder path.
NOTE: Processing variables and Scheduler variables use different syntax.
Processing variables are enclosed in square brackets. Scheduler job
variables are enclosed in curly brackets.

Local file system
The output folder location must be entered as a UNC path, and must be
accessible by the Scheduler service user account (for on-premise systems)
or the Axiom Cloud Integration Service (for cloud systems).

The ability to save files to the specified location and access them after
saving is controlled by local network security.

Axiom repository
The specified location in the Axiom file system must be within the Reports
Library, and the location must use the full path (meaning:
\Axiom\Reports Library\...). The ability to save files to the
specified location and to create new folders (if necessary) depends on the
Axiom Financial Planning security permissions for the user processing the
file. Users can only create new folders if they have read/write permissions
to the parent folder, and they can only create new files if they have
read/write permissions to the target folder.

Once the files are created within the Axiom file system, access to those files
is dependent on the user's permissions to the output folder. Typically you
should create the output folder in advance (or if you want to create output
folders on-the-fly, create a parent folder to hold the output folders), and
then set permissions for that folder as appropriate in Axiom Financial
Planning security, so that the appropriate users will be able to access the
files after they are created.
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Item Description

Remote Data
Connection

This option only applies when the file output is being saved to your local
file system, and only for Axiom Cloud systems that are using remote data
connections.

Select the name of the remote data connection to use for the file
processing operation. The designated remote data connection will be used
to access the local file system and save output file(s) to the designated
location.

A remote data connection is required to save files locally from an Axiom
Cloud system. For more information, see the section on remote data
connections in the Scheduler Guide.

Purge Setting This option only applies when the file output is being saved to the Axiom
Repository.

If you want the file output to be automatically deleted after a specified
period of time, then click the pencil icon to open the Choose Date
dialog.
l No purge date (default): File output is not automatically deleted.
l Static purge date: Select a specific date, after which the output will be

deleted.
l Relative purge date: Specify a number of days to keep the output after

it has been generated. The output will be deleted after the specified
number of days have passed.
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Example task saving output to the Axiom Repository

8. If the processing is set to Email Files or Save and Email Files, complete the Email Settings:
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Item Description

Recipient
column

Optional. Specify a table column that holds the desired email recipients for
each pass. This option only applies if File Generation is set toMultiple
Output Files, so that each pass will be sent a separate email.

You can type the name of a table column, or click the column button to
select a column from themultipass table or a lookup table. (You must
select a multipass column first before you can use the column button to
select a column.) For example, if themultipass column is Dept.VP, the
recipient column might be Dept.VP.Email.

The specified column can contain any of the following: email addresses,
user login names, and/or role names. The column can contain multiple
values separated by a semicolon. The recipients listed in the column will be
used as the To address for the email (in addition to any recipients listed
directly in the To field). If the column contains a user login name, that
user's email address as defined in security will be used. If the column
contains a role name, the email will be sent to all users in the role.

To verify that the recipient column will resolve as you expect for each pass,
you can click the Preview Multipass List button in theMultipass Data
Settings section. The specified recipient column displays in this preview so
that you can see the recipient column values associated with themultipass
column values.

NOTE: The recipient column must have a one-to-one relationship with the
values in the specified multipass column.

To Specify the To recipient(s) for the email. This is required if a recipient
column is not specified. If a recipient column is specified, the recipients
listed here will be added to the recipients listed in the column for each
pass.

You can type one or more email addresses, user login names, and/or role
names. Separatemultiple recipients with semicolons. If a user login name
is listed, that user's email address as defined in security will be used. If a
role name is listed, the email will be sent to all users in the role.

NOTE: If File Generation is set toMultiple Output Files, the recipients in
the To field will receive a separate email for each pass. The only way to
dynamically send the emails to different recipients per pass is to use the
Recipient Column option.

CC Optional. Specify the CC recipient(s) for the email. This field follows the
same rules as the To field.
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Item Description

BCC Optional. Specify the BCC recipient(s) for the email. This field follows the
same rules as the To field.

From Select one of the following to specify the From address for the email:
l Current User: The email will be sent from the user who executes the

Scheduler job.
l System User: The email will be sent from the designated From user for

Scheduler. This is the same value returned by the
{Scheduler.FromEmailAddress} job variable.

Subject Line Enter the subject line for the email. Processing variables can be used in the
subject line when File Generation is set toMultiple Output Files.

To use a processing variable, you can type the variable or you can click the
pencil icon to open a text editor. From the Insert Variable list, select the
variable that you want to use.

For example, you could set the subject line to Monthly report for
[Current_Value] in order to include the current pass value in the
subject line.

Body Text Enter the body text for the email. Processing variables can be used in the
body text when File Generation is set toMultiple Output Files.

To use a processing variable, you can type the variable or you can click the
pencil icon to open a text editor. From the Insert Variable list, select the
variable that you want to use.

Scheduler job variables can be used in any of the email settings except the From setting.
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Example task looking up email addresses from a recipient column

9. Complete themultipass settings for processing:
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Item Description

Multipass
Column

Specify the column to use for multipass processing. You can type a
Table.Column name, or click the column icon to select the column from
a dialog. You can select any column on a data or reference table, though
typically processing is performed by a dimension such as Dept.Dept, or a
grouping such as Dept.Region.

The report will be processed once for each unique value in the specified
column (except for any values excluded by the Source Filter). A filter is
applied to the data query in the report so that the data is limited to the
current pass value. For example, if you are processing by Dept.Dept, then
the report will be processed once for each department, and the report
data will be limited to only the data for that department.

Keep in mind the difference between processing by a data table column
such as GL2021.Dept, versus a dimension table column such as Dept.Dept.
When processing by GL2021.Dept, the report will be processed by each
department with data in the GL2021 table. When processing by Dept.Dept,
the report will be processed by each department in the Dept table.

To verify the list of values for processing, click the Preview Multipass List
button to view the list of items. The first 100 values are shown, in the order
they will be processed. If the task configuration includes a Recipient
Column (in the email settings) or a Sort By column, these columns are also
shown in the preview.

Current Pass
Header

Optional. Define a header to display in the report output file. This option
only applies if the processing type is Export to PDF.

The current pass header should use processing variables to display
information about the current pass. To use a processing variable, you can
type the variable or you can click the pencil icon to open a text editor.
From the Insert Variable list, select the variable that you want to use.

For example, you can define a header such as:

Processed by [MULTIPASS_COLUMN] [CURRENT_VALUE]

When processing by Dept.Dept, this would resolve such as
Processed by Dept 22000

By default, if the current pass header is left blank, then the PDF output will
not include a header to indicate the current pass information. However, it
is possible that the template used to create the report may have been
designed with a dynamic header that will display this information.
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Item Description

Sort By Optional. Specify one or more sort columns for the list ofmultipass values.
You can type a Table.Column name, or click the column icon to select
the column from a dialog. You can also optionally specify Asc or Desc
after the column name (ascending order is used if not specified). For
example: Dept.Dept Desc. Separatemultiple values with semicolons.

By default, the values are sorted by themultipass column in ascending
order. The Sort By field only needs to be used if you want the values to be
sorted in descending order instead, or if you want the values sorted by a
different column in the same table.

The processing order is only relevant when File Generation is set to Single
Output File, since it determines the order of each individual pass within
the single file. When outputting toMultiple Output Files, the order is still
used during processing but it has no useful impact on the outcome.

Source Filter Optional. Specify a filter to limit themultipass list of items. You can type a
filter, or you can click the filter icon to use the Filter Wizard.

When themultipass list of values is generated, any value that does not
meet the source filter will be excluded from processing.

By default, all values in the specified multipass column are processed if the
source filter is left blank.

Scheduler job variables can be used in any of themultipass settings.
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10. Complete the remaining task and job settings as desired. For more information, see the Scheduler
documentation. Note the following:

l Generally speaking, the Advanced Options displayed at the top of theWeb Report
Processing task should only bemodified as advised by Axiom Support.

l If you want to schedule the job for execution at a later date and/or time, including setting
up recurring execution, use the Scheduling Rules section of the job.

l If you want to use Scheduler job variables in any task settings, these variables should be
defined in the Variables section of the job.

l It is recommended to review theNotification settings for the job and adjust them as
needed. By default, Scheduler jobs are configured to send an email to the user who
executed the job when the job completes, regardless of the job status.

11. On the Job tab, click Save to save the job.

12. In the Axiom Explorer dialog, select a folder location in the Scheduler Jobs Library and define a
name for the job, then click Save.

If the job settings included an active scheduling rule, this rule is evaluated when the job is saved and the
next scheduled execution is added to the Scheduler job queue.
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� Executing web report processing
Once you have set up a Scheduler job with aWeb Report Processing task, you can execute the web
report processing by executing the Scheduler job. Scheduler jobs can be executed on demand by using
the Run Once feature within Scheduler, or you can schedule the job for future execution by defining and
saving a scheduling rule in the job. Scheduler jobs can also be executed on demand using RunEvent,
such as to kick off the Scheduler job from a custom task pane, Axiom form, or spreadsheet Axiom report.

When web report processing is executed, the following occurs:
l The list ofmultipass values to process is obtained using theMultipass Column limited by the

Source Filter, sorted in the default or specified sort order.
l The specified report is processed once for each value in themultipass list.

o The report data query is filtered by the current pass value and the report data is refreshed.
o A PDF or Excel copy of the report is generated, depending on the specified Processing Type.

l If the File Generation is Multiple Output Files, then the output file for each pass is saved and/or
emailed according to the task configuration.

l If the File Generation is Single Output File, then the result of each pass is saved in temporary
storage and then merged into a single file once all passes are complete. This single file is then
saved and/or emailed according to the task configuration.

Each pass ofmultipass processing can succeed or fail independently without affecting the other passes.
For example, imagine themultipass list has 10 items. Pass 1 fails because the specified recipient column
does not contain a valid email address, user name, or role for the pass 1 value. This pass-level failure
does not stop passes 2-10 from being processed. The job status will report partial success in this case.

A Scheduler job can contain multipleWeb Report Processing tasks, followed by a File Processing task to
collect the various output files into "report books", and then save and/or deliver the collected books. For
more information, see Setting up file collect with web report processing.

� Using processing variables
The following processing variables can be used in various settings within theWeb Report Processing task,
in order to dynamically change the setting using information for the current pass.

Item Description

[CURRENT_VALUE] This variable returns the current multipass processing value. For
example, if you are processing by Dept.Dept, and the current pass is
for department 20000, the variable will be replaced by the value
"20000" for this pass.

This variable is typically used in settings such the file name, sheet
name (when generating Excel output), and folder path.
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Item Description

[CURRENT_PASSNUMBER] This variable returns the current pass number. For example, if the
current pass is number 20 of 35 passes, the variable will be replaced
by the value "20" for this pass.

[MULTIPASS_COLUMN] This variable returns the name of themultipass column. For example,
if you are processing by Dept.Dept, the variable will be replaced by
the value "Dept" for all passes.

This variable could be used whenever you want to reference the
name of the dimension processed. For example, instead of just
referencing the current value in the file name, you might want to
reference the column name and the value. A variable construction
like [MULTIPASS_COLUMN] [CURRENT_VALUE]would resolve to
"Dept 20000" when processing by Dept.Dept and the current pass is
for department 20000.

Processing variables can only be used in certain settings, and sometimes only when the output is
multiple files (versus a single file). See the documentation for each individual setting to see if processing
variables are supported in that setting.

NOTE: Processing variables and Scheduler variables use different syntax. Processing variables are
enclosed in square brackets. Scheduler job variables are enclosed in curly brackets.

� Using Scheduler job variables in task settings
Scheduler job variables can be used in any Web Report Processing task setting that you can directly type
into, such as the file name, sheet name, folder path, and various email settings. To use a Scheduler job
variable, you first define the variable on the Variables tab of the job, then you enter the variable in the
desired setting using curly brackets. For example, if the variable name as defined on the Variables tab is
columnname, then enter {columnname} in the task setting. When the job is executed, the variable in
curly brackets will be replaced by the current value of the variable.

Scheduler job variables are useful when you want a task setting to change dynamically based on a
variable value that gets passed to the Scheduler job. Various processes in Axiom Financial Planning can
trigger a Scheduler job for execution and pass variable values to the job. Additionally, previous tasks in
the job can set a variable value that is then passed to subsequent tasks in the job.

NOTE: Processing variables and Scheduler variables use different syntax. Processing variables are
enclosed in square brackets. Scheduler job variables are enclosed in curly brackets.
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� Using Scheduler job variables to pass refresh variable values
If the web report uses refresh variables, Scheduler job variables can be used to pass variables to these
variables. For example, in some cases the report may require certain refresh variables to be set before
data can be queried. In this case, the Scheduler job must pass values for these required refresh variables.
The refresh variables will be used to refresh data for each pass, in addition to themultipass filter for the
current pass.

In order to pass a Scheduler job variable value to the report as a refresh variable value, special syntax is
used for the job variable:

ReportVariable.VariableID

Where ReportVariable is a dedicated keyword that tells processing to apply the variable as a
report parameter, and VariableID is the name of the specific report parameter.

For example, the report may contain a refresh variable that specifies the grouping level (row dimension)
of the report. This refresh variable takes values such as Dept, WorldRegion, Country, and so on.

Example refresh variable

In this example, the ID of this refresh variable is groupingColumnVar. Therefore to pass a value to this
refresh variable, a Scheduler job variable named ReportVariable.groupingColumnVar can be used.
This variable must be assigned a value that exactly corresponds to a value that can be selected for the
refresh variable within the Refresh Variables panel.
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When this report is processed, the value for this refresh variable will be set to Region.

NOTES:
l The processing variable [Current_Value] can be used as the variable value, if it will resolve

to a valid value for the refresh variable. In this case, the value of the variable will change
dynamically for each pass.

l Because the variable IDs are not exposed on the report, this feature is primarily useful for
product developers to deliver a pre-configured Scheduler job with a product.

Setting up file collect with web report processing

You can combine web report processing with the File Collect feature to create and deliver "report books".
For example, you may have three different reports that you want to process by region, then you want to
collect the output into region-specific report books to deliver to each regional manager.

This process works as follows:
l You set up multipleWeb Report Processing tasks in Scheduler to process the web reports and

save the output to a designated location. The output can be PDF or Excel.
l You set up File Collect in a separate spreadsheet utility to collect the output from theWeb Report

Processing tasks. This configuration specifies:
o The type of files to collect, PDF or Excel.
o The source folder(s) from which to gather the files to collect.
o The file filter to specify the files to collect.
o The file name of the output file, and the file type if applicable—PDF files can only be

collected as PDF, but Excel files can be collected as either PDF or Excel.
o The delivery method of the output file—save only, email only, or save and email—as well as

the output folder and email settings (as applicable).
o Optional common files to include in each output file, such as a cover page.
o Optional multipass column to perform the file collect operation iteratively over a dimension

l You set up a File Processing task in Scheduler and configure it to run the File Collect report utility.
Typically all of the tasks would be in a single Scheduler job, so that theWeb Report Processing
tasks are run first, then the File Processing task runs afterward to perform the final collect
operation.
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File Collect is an option of File Processing. It can be used to collect any PDF or Excel files, regardless of
how they are generated. For more information on how to configure file collect, see the File Collect
documentation.

The following example shows a Scheduler job with threeWeb Report Processing tasks and one File
Processing task. The threeWeb Report Processing tasks are used to process three different web reports
by region and then save the output files to a designated folder in the Axiom Financial Planning
repository.

Example Scheduler job with multiple Web Report Processing tasks

The File Processing task is used to run the File Collect report utility once all of theWeb Report Processing
tasks are completed. Note that the File Processing task simply points to the spreadsheet report that
contains the File Collect configuration; the settings are not defined within the Scheduler job.
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Example Scheduler job with File Processing task to run the File Collect operation

The following screenshot shows an example of how the File Collect settings could be configured within
the spreadsheet report. The File Collect operation will be performed using multipass processing by
region. The file filter will collect all files in the source folder location based on the current pass region
name, then save and email the output file. The email address and file name settings use a formula with a
GetCurrentValue function in order to dynamically set the email address and file name for each pass.
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Example File Collect configuration to collect the PDF output into a PDF report book
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Working with Scenarios
One of themost powerful features of Axiom Financial Planning is the ability to generate and compare
forecasts based on different sets of assumptions to get a sense of your organization's finances in various
possible future scenarios.

Scenario Manager allows you to create scenarios that match one or more financial models to one or
more sets of assumptions. After you have defined scenarios, you can run reports on them for analysis
and comparison.

Create, modify, or copy a scenario
You can create scenarios two ways: from scratch, or by duplicating an existing scenario and editing it

To create, modify, or copy a scenario:
1. In the Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, double-click

Scenario Manager.

11
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2. In the Scenario Manager dialog, click Start.

3. In the Scenariospage, do one of the following:

Option Description

Create a scenario
from scratch

a. Click Create New Scenario.

b. In the Type a Name field, type a name for the scenario.

c. Click Next.

Create a scenario by
duplicating an
existing scenario

a. Click Duplicate Scenario.

b. In the Duplicate a Scenario dialog, from the Select Existing
Scenario drop-down, select the scenario to copy.

c. In the Enter Name for Duplicate field, type a name for the new
scenario.

d. Click OK or Apply.

e. In the Scenario Manager dialog, click Next.

Modify an existing
scenario

a. ClickModify Existing Scenario.

b. From the drop-down, select the scenario.

c. Click Next.

4. In the Select Models for Scenario page, click the check box next to themodels to apply to the
scenario, and click Next.

TIP: To select all of themodels, click the check box in the table header to the left of theName
column.

5. In the Apply Node Settings for Scenario page, do the following, and click Next:
a. From theModel(s) drop-down, select one of the following:

l To apply the selected nodes to all of themodels, select ALL.
l To apply the selected nodes to a specific model, select themodel name.

b. Select the nodes to integrate into the scenario by clicking the check box next to one or
more nodes.

TIP: You can filter nodes by type in the drop-down under theGlobal Set header by
entering the type or selecting from the drop-down.
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6. Click Submit.

7. In the Summary page, click Close.

Reprocess a scenario
All values in scenarios represent a snapshot of the data in Axiom Financial Planning at the time the
scenario was last processed. When you reprocess a scenario, the selected scenarios are overwritten with
the recalculated values. To create a new version of a scenario with updated data while also keeping the
original, copy the scenario.

To reprocess a scenario:
1. In the Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, double-click

Scenario Manager.

2. In the Scenario Manager dialog, click Reprocess Existing Scenario.

3. From the drop-down, select the scenario.

4. Click Next.

5. Review the warning prompt, and do one of the following:
l To continue reprocessing, click OK.
l To quit the process, click Cancel.

6. In the Summary page, click Close.

Rename a scenario
Use these instructions to rename a scenario.

To rename a scenario:
1. In the Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, double-click

Scenario Manager.

2. In the Scenario Manager dialog, click Start.

3. In the Scenarios page, clickManage Scenarios.

Administrator's Guide Axiom Financial Planning │ 452



4. In the Scenario Name column, type a new name for one or more scenarios.

5. Click OK or Apply.

Delete a scenario
To delete a scenario:

1. In the Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, double-click
Scenario Manager.

2. In the Scenario Manager dialog, click the check box in the Delete column (indicated with the trash
can icon) next to the scenario to delete.

3. Click OK or Apply.

4. Review the warning prompt, and do one of the following:
l To continue deleting, click OK.
l To quit the process, click Cancel.
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Managing System Administration
This section includes topics related to system administration tasks for Axiom Financial Planning.

Scheduler Overview
Using Scheduler, you can schedule certain Axiom Financial Planning tasks to be processed on a Scheduler
server at a specific date and time. For example, you can schedule plan file processing or data imports.

Processing tasks using Scheduler has advantages over manual processing, such as:
l Leverages the server's processing power and frees up your computer's resources.
l Enables recurring scheduling of ongoing tasks.
l Allows tasks to be scheduled during "off hours," during periods of low network and system

activity.
l Allows tasks to be performed in batch, including enforcing task dependencies.

Scheduler processes tasks using jobs. Each job is a scheduled unit that can contain one or more tasks.
The tasks in a job can be processed sequentially or concurrently as appropriate.

Only system administrators and users with the Scheduled Jobs User security permission can access
Scheduler.

Most Scheduler setup activities can only be performed in the Desktop Client (Excel or Windows Client).
Therefore, the Desktop Client Scheduler is the primary focus of this document. However, some job
management activities can be performed in theWeb Client, such as monitoring the job schedule, viewing
job results, and running jobs manually on demand. For more information, seeWeb Scheduler.

About Scheduler
This section contains conceptual information about the Scheduler feature in Axiom Financial Planning.

� Scheduler jobs and tasks
The primary unit of Scheduler processing is a job. Each Scheduler job can contain one or more tasks to
be performed as part of that job.

12
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Each Scheduler job defines the following basic properties:
l The tasks to perform for the job and the properties of those tasks
l The schedule of the job, including recurrence (if any)
l The priority of the job
l The notification options for the job

The tasks define the actual activities to be performed by the job, such as importing data or processing
plan files. Some Scheduler tasks correspond to existing features that can also be processed manually
(such as Process Plan Files), while other tasks are Scheduler-specific and can only be processed via
Scheduler. Each task has a unique set of options that are specific to that task and to the activity to be
performed. For more information on the available task types, see Scheduler Task Reference.

The tasks in a job can be processed sequentially or concurrently as appropriate. Tasks can be dependent
on other tasks in the job as needed—for example, you can configure a job so that if a task fails, the job
stops and does not process the next task. Tasks can also be processed iteratively, to perform the same
task repeatedly over a defined set of values.

The Scheduler jobs in your system fall into the following basic categories:
l Client-created: You can create Scheduler jobs as needed to perform tasks in your system.
l System jobs: Axiom Financial Planning provides a set of system jobs to perform necessary system

tasks.
l Product-controlled: When a product is installed, it may include one or more Scheduler jobs to

support the use of that product. Generally speaking, these jobs should not be changed unless the
product documentation says customization is allowed, or as advised by Axiom Support.

� How Scheduler jobs are run
Once a Scheduler job has been created, it can be run using any of the following options:

l The job can be scheduled for execution at a future date and time using a scheduling rule.
Scheduling rules can be one-time only, or recurring.

l The job can be run "one time" manually as needed through Scheduler.
l The job can be triggered for execution using an event handler. This allows Scheduler jobs to be

triggered in various ways, such as by clicking a button in an Axiom form.

Scheduler jobs are processed by one or more servers running the Scheduler service. For Axiom Cloud
systems, the Scheduler service is part of your cloud system and managed by Axiom Support. For on-
premise systems, the Scheduler service is installed on one or more servers in your environment. The
Scheduler service polls the Axiom Application Server periodically to check for any jobs that are ready to
be run. Eligible jobs are then executed on the server, based on their processing priority.
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When a job is executed by Scheduler, it is run using a particular user identity. In order for a job to be
executed successfully, the user must be an active user defined in Axiom Financial Planning security, and
the user must have the appropriate security permissions to perform the tasks in the job. The user
identity for a job is determined as follows:

l If a job is a system job, then it is run as the system-managed identity of System instead of a user
identity.

l If a job is run by using Run Now, then it is run as the user who placed the job on the schedule.
l If a job is run by an active scheduling rule, then it is run as the job owner. The job owner is the

user who last saved the job.
l If a job is run via an event handler, then the job may be run as either the job owner, or the job

requester (the user who raised the event).

� System jobs
System jobs are automatically created by Axiom Financial Planning to support necessary system
functionality. Some system jobs are created as part of the initial installation and are intended to run on
an ongoing basis, while other system jobs are created on-demand in response to system events. Only
administrators can edit these system jobs.

System jobs have two defining characteristics:
l System jobs are run using the system-managed identity of System instead of a user identity. The

System identity has full rights to the system as necessary to perform system tasks.

l System jobs are run by the default System Scheduler service. For on-premise systems, this service
is created and started automatically on the Axiom Application Server, and does not require a
separate installation. This service is exclusively for running system jobs.

Axiom Cloud systems may or may not have a separate System Scheduler service, depending on
the system configuration (as determined by Axiom Support). If your cloud system does not have a
System Scheduler service, then your system jobs are run using the available Scheduler services for
the cloud system.

In the Scheduler dialog (Desktop Client), the System Scheduler service is listed on the Servers tab
using the following naming convention: <ServerName>-System.

If necessary, a product-controlled or client-created job can be flagged as a system job, so that it can be
run using the System identity instead of a user identity. To designate a job as a system job, enableMark
as System Job in theGeneral job properties. The following rules apply to manually-created system jobs:

l Only system administrators can designate a job as a system job.
l The job cannot contain any tasks that are designated as “non-system” tasks. Non-system tasks

are any tasks that might involve spreadsheet processing, such as Process Plan Files.
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� Processing priority for scheduled jobs
Once a job reaches its start time, it is eligible to be processed by Scheduler and joins the processing
queue. For scheduled jobs, the start time is based on the scheduling rule that placed it on the schedule.
For other jobs, the start time is the time that the job was placed on the schedule using Run Once or
triggered by an event handler.

Each Scheduler service has a configured number of threads that are used to process jobs. As a Scheduler
thread becomes available, it takes the next job in the processing queue. The priority of jobs in the
processing queue is determined by the combination of the job's priority category, and its Priority
Elevation setting.

Each job has a priority category, based on how the job execution was initiated. The priority categories
are as follows:

1. Manual: The job was executed manually.

2. Event Handler: The job was executed by a Scheduler event handler.

3. Scheduled Job: The scheduled instance of the job results from an active scheduling rule.

4. Subordinate Job: The job was generated as a subordinate job, from a currently executing job.

Manual jobs are highest priority and are processed first, and subordinate jobs are lowest priority and are
processed last. Within each category, jobs are processed according to their Priority Elevation setting.

For example, imagine that Scheduler has 2 available threads and the following jobs are eligible to be
processed:

Job Priority Category Priority Elevation

A Manual Default

B Event Handler Default

C Scheduled Default

D Scheduled Elevated

l Scheduler will execute jobs A and B first, because those are the highest priority jobs based on their
priority category.

l When the next thread becomes available, Scheduler will execute job D. Although job C may have
entered the queue first, and the two jobs have the same priority category, job D's priority
elevation is set to Elevated so it takes precedence within the category. If instead both jobs were
set to Default, then job C would be executed first if it entered the queue before job D.

l When the next thread becomes available, Scheduler will execute job C.
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NOTE: If a job's Priority Elevation is set to Interrupt, then it is run as soon as it is eligible, regardless
of its priority category and regardless of whether any Scheduler threads are currently available to
process the job. If no Scheduler threads are available, a new one is created to process the job, even if
this temporarily exceeds the number of configured threads for the server.

The Scheduler dialog
The Scheduler dialog is used to create and manage Scheduler jobs.

To access Scheduler:
l On the Axiom tab, in the Administration group, clickManage > Scheduler.

NOTE: In systems with installed products, this featuremay be located on the Admin tab. In
the System Management group, click Scheduler.

The top section of the Scheduler dialog contains a ribbon-style toolbar with two tabs: Job and Service.
l On the Job tab, you can create, run, and edit jobs.
l On the Service tab, you can manage scheduled jobs, view job results, and perform other

Scheduler management activities.

As you perform actions on the Job and Service tabs, additional tabs are opened in the navigation pane of
the dialog. For example, clicking the Scheduled Jobs button on the Service tab opens the Scheduled
Jobs tab in the navigation pane. You can move between any open tab in the navigation pane, regardless
of which tab is selected in the ribbon. The ribbon updates to show the related commands for the
selected item.
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Example Job tab

Example Service tab

When you right-click a tab in the dialog's navigation pane, you can close or save items as follows:
l For all items, you can Close, Close All, or Close All But This.

Administrator's Guide Axiom Financial Planning │ 459



l For jobs, you can Save or Save As. Selecting Save As allows you to save a copy of the job to the
Scheduler Jobs Library in the Axiom Financial Planning file system.

The Scheduler Jobs Library is also accessible via Axiom Explorer.
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Scheduler Job Setup
To perform Axiom Financial Planning tasks using Scheduler, you must create jobs. Each job can execute
one or more tasks. This section discusses how to set up jobs, including how to schedule jobs for future
execution and how to be notified when a job has been completed.

Managing Scheduler jobs and tasks

Using the Axiom Scheduler dialog, administrators can create and edit Scheduler jobs. To access this
dialog:

l On the Axiom tab, in the Administration group, clickManage > Scheduler.

NOTE: In systems with installed products, this featuremay be located on the Admin tab. In
the System Management group, click Scheduler.

This section discusses how to create, edit, and delete jobs and tasks, not how to manage the Scheduler
queue once jobs have been placed on the schedule. If you need to stop or reschedule a scheduled job,
seeManaging scheduled jobs.

Scheduler jobs are saved as XML files and are stored in the Axiom Financial Planning file system at
\Axiom\Scheduler Jobs Library.

� Creating a Scheduler job
You can create a new Scheduler job to perform one or more tasks.

To create a new job:
1. In the Scheduler dialog, on the Job tab, click New.

13
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A new tab appears in the navigation pane, labeled New Job. The left-hand side of the job lists
sections for which you can define various job settings. When you click a section name, the settings
for that section display in the right-hand side of the job.

2. In theGeneral section, define general job settings as desired.

For detailed information on the available settings for a job, see Job properties.

3. In the Scheduling Rules section, specify scheduling details for the job.

You can schedule the job for future execution, for one time or on a recurring basis.

NOTE: If you are always going to run the job manually, and do not need to schedule it for
future execution, then you do not need to define scheduling rules.

For more information, see Defining scheduling rules for a job.

4. In theNotification section, specify email notification options for the job.

You can send email notifications every time the job completes, or only when the job experiences
errors. By default, the job is configured to notify on completion.

For more information, see Setting up notifications for jobs.

5. In the Tasks section, add one or more tasks to the job.

a. On the Job tab of the ribbon, in the Tasks group, click Add. This brings up a list of available
tasks. Select the task that you want to add.

The task is added to the Tasks section, and the settings for the task display in the right-
hand side of the job.

Administrator's Guide Axiom Financial Planning │ 462



b. Complete the settings for the task as desired.

The Task Control section of the task contains standard task settings, and the Task Details
section contains settings unique to the task type. For more information, see Task Control
properties.

If a required setting is not completed, the setting is highlighted in red and error text
appears in the bottom of the dialog. Make sure to complete all required settings for the
task before saving.

Repeat this process until you have added all desired tasks to the job. Tasks are processed in the
order listed. If you need to change task order, select a task and then clickMove Up orMove
Down.

6. In the Job tab of the ribbon, click Save.

7. At the bottom of the Save As dialog, in the File name box, type a name for the job, and then click
OK.

The job is saved as an XML file in the Scheduler Jobs Library.

If the job was saved with an active scheduling rule, Axiom Financial Planning determines the next
scheduled date of execution and schedules the job. You can view the job in the Scheduled Jobs list (on
the Service tab of the ribbon, click Scheduled Jobs).

Advanced job settings
This procedure covers the basic steps of creating a job. Jobs also support the following advanced
options:

l Event handlers: You can create event handlers for the purposes of running the job using the
RunEvent function. This allows users to trigger job execution from within an Axiom file.

l Job variables: You can create job variables and then use those variables within certain job
settings. You can then dynamically pass in values for those variables when using the RunEvent
function to execute the job.

For more information, see Advanced options, Using job variables, and Using RunEvent to execute a
Scheduler job.

� Editing a job
You can edit a job at any time to change job settings, add or remove tasks, change scheduling rules, or
change notification options.

This section describes the general process of opening a job for editing. For more details on the impacts of
editing scheduling rules, see Defining scheduling rules for a job.

To edit a job:
1. In the Scheduler dialog, in the Job tab, click Open.
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The Axiom Explorer dialog opens, showing the Scheduler Jobs Library only.

2. Select the job and then click Open.

The job opens in the Scheduler dialog. Make sure the job is the active tab in the navigation pane
(themost recently opened tab is the active tab by default).

3. Edit the job and task properties as desired.

For detailed information on the available settings for a job, see Job properties. For detailed
information on task settings, see Task Control properties.

4. In the Job tab of the ribbon, click Save.

� Deleting a job
Deleting a job removes any scheduled executions of the job from the scheduled jobs list.

To delete a job:
1. In the Scheduler dialog, in the Job tab, click Open.

The Axiom Explorer dialog opens, showing the Scheduler Jobs Library only.

2. Navigate to the job that you want to delete, then right-click the job and select Delete.

You can also delete Scheduler jobs from Axiom Explorer or the Explorer task pane.

Defining scheduling rules for a job

Once a job has been created, you can run it on demand, or you can schedule it for future execution. Jobs
can be scheduled to be run one time, or on a recurring basis. To schedule a job, you define scheduling
rules for the job.

You can add, edit, and remove the scheduling rules for a job at any time using the Scheduling Rules
section of the job properties. You can also flag a rule as active or inactive. If a job has no scheduling rules,
or if all of its scheduling rules are inactive, then it will not be run unless it is run manually by a user.

If a job is saved with an active scheduling rule, then Axiom Financial Planning determines the next
scheduled instance of the job and places it in the scheduled jobs list. Once that instance has been
processed, the next scheduled instance is determined and scheduled, and so on. Each time the job is run
using an active scheduling rule, it is run as the current job owner (unless the job is a system job, in which
case it is run as the Scheduler Service System identity).

If a job has multiple active scheduling rules, Axiom Financial Planning evaluates all of the rules and
schedules a single instance of the job, for the earliest time allowed by the rules. Multiple scheduling rules
do not result in multiple scheduled instances of the job.
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NOTE: If a time zone is listed on the Scheduling Rules section of the job, then the defined rules will be
evaluated in the context of that listed time zone. Otherwise, scheduling rules are evaluated in the
context of the local time zone for the Scheduler Server. If necessary, the system configuration setting
SchedulingBehaviorTimezone can be used to specify a particular time zone for evaluating scheduling
rules.

� Adding a Scheduling rule
You can add a scheduling rule to a job to schedule it for future execution, either one time or on a
recurring basis.

If you only plan to run the job manually on demand, then you do not need to create a scheduling rule.

To add a scheduling rule to a job:
1. In the Scheduler dialog, open a job to edit or create a new job.

2. In the left-hand side of the job, select Scheduling Rules.

By default, this area is empty. You must add a rule in order to define scheduling for the job.

3. On the Job tab of the Scheduler ribbon, in the Scheduling Rules section, click Add.

A new row appears in the right-hand side of the job. By default, the new row is active, but does
not have start / end dates or any specific recurrence settings.

4. Complete the following settings within the row as needed:

Item Description

Active If you want the job to be placed on the schedule as soon as you save the
job with the new scheduling rule, then you should leave this option
checked.

However, if you just want to save your schedule settings but you are not
ready to begin scheduling the job, then you can clear the Active check box
for the rule. The job will not be scheduled until it is saved with an active
scheduling rule.
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Item Description

Starting On

Ending On

Optional. These dates specify the time frame for the scheduling rule. The
starting date defines the earliest point in time that the job can be
scheduled, and the ending date defines the latest point in time that the
job can be scheduled.

If these dates are not defined (left blank), then the job will be perpetually
scheduled according to the rule settings, as long as the rule is active.

If you want to schedule a one-time job, then set the starting / ending
dates to the same date and time.

NOTE: Your system locale determines the format of dates.

Day ofWeek Specify the day(s) of the week that you want the job to be run:
l * (Default): The job will be run on all days within the start / end range.
l 0-6: The job will be run on the specified day or days, where 0 is Sunday

and 6 is Saturday. Use a comma or a hyphen to separatemultiple days
(hyphen if the days are contiguous, commas if not).

For example, you can enter 1,3,5 for Monday, Wednesday, and Friday,
or enter 1-5 for Monday through Friday.

Hours Specify the time of day (hours) that you want the job to be run, in relation
to the specified days:
l * (Default): The job will be run on all hours.
l 0-23: The job will be run on the specified hour or hours, where 0 is

midnight and 23 is 11:00 PM. Use a comma or a hyphen to separate
multiple hours (hyphen if the hours are contiguous, commas if not).

For example, you can enter 0,12 to run at midnight and noon, or enter 0-
12 to run every hour from midnight to noon.
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Item Description

Minutes Specify the time of day (minutes) that you want the job to be run, in
relation to the specified hours:
l * (Default): The job will be run on all minutes (essentially the job is run

continuously, once per minute).
l 0-59: The job will be run on the specified minute or minutes of the

hour, where 0 is the first minute of the hour and 59 is the last minute of
the hour. Use a comma or a hyphen to separatemultiple minutes
(hyphen if the hours are contiguous, commas if not).

For example, you can enter 0,30 to run at the top of the hour and the half
hour, or enter 0-30 to run every minute from the top of the hour to the
half hour.

NOTE: If you specify an hour, then in most cases you should also specify a
minute (such as 0 to run the job at the top of the specified hour). If you
enter an hour but leave theminutes at the default asterisk, then the job
will run every minute in that hour.

If the Active check box for the rule is selected when the job is saved, then Axiom Financial Planning will
calculate the date and time of the first scheduled execution and will place the job on the schedule.

� Editing a scheduling rule
You can edit a scheduling rule at any time, to toggle between active and inactive, and to change the start
/ end dates and recurrence settings.

NOTES:
l If a pending instance of this job is currently on the schedule, and you edit the scheduling rule,

the pending instance will be updated to match the new schedule.
l If you inactivate a scheduling rule, any currently scheduled instances of the job will be

automatically removed from the schedule.

To edit a scheduling rule:
1. In the Scheduler dialog, open a job to edit or create a new one.

2. In the left-hand pane of the job, select Scheduling Rules.

The defined rules display in the right-hand pane of the job.

3. Make any desired changes directly within the scheduling rules grid.
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� Deleting a scheduling rule
You can delete a scheduling rule at any time. If a job has no active scheduling rules, it will not be
processed unless it is manually run.

To delete a scheduling rule:
1. In the Scheduler dialog, open a job to edit.

2. Select the Scheduling Rules section of the job, and then select the rule that you want to delete.

3. On the Job tab of the Scheduler ribbon, in the Scheduling Rules group, click Remove Selected.

Alternatively, if you want to delete all scheduling rules for the job, click Clear All.

Any jobs in the scheduled jobs queue that were related to the deleted rule(s) are also deleted.

� Scheduling rule examples
The following are some example schedules and the rules used to achieve them:

Schedule Start/End Day of Week Hours Minutes

Weekdays at 11:00
PM

<optional> 1,2,3,4,5 23 0

Every 15minutes <optional> * * 0,15,30,45

Mondays at 11:30 PM <optional> 1 23 30

One time (6/30/2021)
at 1:30 PM
(Option 1)

Start: 06/30/2021 00:00

End: 07/01/2021 00:00

* 13 30

One time (6/30/2021)
at 1:30 PM
(Option 2)

Start: 06/30/2021 13:30

End: 06/30/2021 13:30

* * *

Every Wednesday in
July at noon

Start: 07/01/2021 00:00

End: 08/01/2021 00:00

3 12 0

Continuous <optional> * * *

To schedule a job to executemonthly, create twelve active scheduling rules, one for each month. This is
necessary because scheduling rules do not have a property for day ofmonth, so it is not possible to use
a single scheduling rule to create a monthly schedule. In the following example, the job will be executed
on the first day of each month, at 3:30 AM:

Example scheduling rules to execute a job monthly
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When you save the job, the rules will be evaluated and the first scheduled execution will be placed on the
schedule—in this example, the January 1 execution. Once that scheduled execution is complete, the rules
will be evaluated again, which will cause the next scheduled execution (Feb 1) to be placed on the
schedule, and so on.

Setting up notifications for jobs

Scheduler can be configured to send an email notification when a job completes, or when a job has
errors. In order for an email notification to be sent for a particular job, the following must be set up:

l The job must be configured to send a notification on completion or error. The notification settings
must include valid To and From email addresses (or use system variables).

l The System.SMTPMessageDelivery system job must be configured with a valid SMTP server for
your environment. For more information, see Scheduler setup.

When a job creates an email notification, the notification is first saved to the database. When
notifications are detected in the database, the System.SMTPMessageDelivery system job is triggered to
deliver the notifications.

NOTES:
l By default, all new Scheduler jobs are configured to send an email notification on completion,

to the user who created the job. You only need to edit the notification settings if you want the
job to use different notification behavior.

l Currently, it is not possible to configure a Scheduler job to send notifications within the
application only, instead of by email. However, when a job is run manually, the user who ran
the job may receive an in-application notification of the job status in addition to any
configured email notifications. See Application notifications for Scheduler jobs that are run
manually.

To configure a job to send email notifications:
1. In the Scheduler dialog, open a job to edit or create a new job.

2. In the left-hand side of the job, select Notification.

3. In the Job Notification Level section, select one of the following:

l Send all email notifications: (Default) An email notification is always sent when the job is
executed, regardless of the job status (success, failure, aborted, etc.).

l Send email notification only when the job has errors: An email notification is only sent if
the job experiences errors. If the job completes successfully with no errors, no email
notification is sent.

l None: No email notifications are sent for this job. The only way to check the status of the
job execution is to view the job history.
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l Send email notification to different email addresses when the job has errors or
succeeds: This option works the sameway as Send all email notifications, except that a
separate email address can be specified to receive the error notifications.

4. In theNotification Message Content section, complete the following for the notification email:

Item Description

To The email address(es) to receive the notification email. Separatemultiple
addresses with a semicolon. For example:
l To send the email to two recipients, enter the addresses such as:
jdoe@company.com;dsmith@company.com

l To use a Scheduler job variable to define a notification recipient, enter
the variable namewith curly brackets. You can combine regular email
addresses and variables, such as: {JobOwner.EmailAddress};
jdoe@company.com

By default, the notification is configured to be sent to the user who
executed the job, using the variable {CurrentUser.EmailAddress}.

The entries in the To field must be valid email addresses, or Scheduler job
variables that will resolve to valid email addresses. Currently, it is not
supported to list user or role names, or to look up email addresses from
Axiom Security.

NOTE: When using Send email notification to different email addresses
when the job has errors or succeeds, this user will be notified if the job
completes successfully (including partial success), but not if the job fails.
Job failure notifications are sent to the To (on error) recipients.

From The email address that themessage is sent from. This can be something
like axiomscheduler@company.com, so that the recipient can easily tell
that themessage has been generated by Scheduler.

By default, this is set to the Scheduler "from" email address as defined in
the system configuration settings, using the system variable
{Scheduler.FromEmailAddress}.

NOTE: For installations that are using subsystems, the system variable
{Scheduler.FromEmailAddress}may resolve to a subsystem
administrator email address instead of the Scheduler "from" email
address.

Subject The subject of themessage. By default, this is set to "Axiom Scheduler
Notification."

User Message Optional body text for the email. This text is included in addition to the
Scheduler auto-generated text regarding the job status.
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If Send email notification to different email addresses when the job has errors or succeeds is
enabled, the following additional options are available:

Item Description

To (on error) The email address(es) to receive the notification email when the job result
is Failed. Separatemultiple addresses with a semicolon.

This user only receives a notification if the job fails. If the job result is
Success or Partial Success, this user will not receive a notification (only the
To user will).

Subject (on
error)

The subject of the job failuremessage. By default, this is set to "Axiom
Scheduler Notification."

Job variables can be used in all notification settings.

� Application notifications for Scheduler jobs that are run manually
If you run a Scheduler job manually, you can receive a notification within the application to let you know
the status of the job. This notification will display in the Notifications task pane of the Desktop Client, and
in the Notifications panel of theWeb Client. This notification works as follows:

l The in-application notification is only sent if the Scheduler job is run manually using the Run Now
option in Scheduler (or by using an equivalent "run now" action within a product-specific web
page). In-application notifications are not sent if the job is run via a scheduling rule or an event
handler.

l The in-application notification honors the Notification settings defined for the job to determine
whether the notification is sent. For example, if the job is set to None, then the in-application
notification is not sent. If the job is set to Send all email notifications, then both an email
notification and an in-application notification will be sent when the job completes.

l The in-application notification only reports the status of the job—success, failure, or partial
success. It does not contain any error or success details, and does not include any messaging as
defined in the Notification settings for the job. For more information, view the job results within
the Scheduler dialog in the Desktop Client, or the Scheduler page of theWeb Client.

l The in-application notification is always sent to the user who ran the job manually.

NOTE: If the job is configured to Send email notification to different email addresses when the job
has errors or succeeds, this is treated as Send all email notifications for purposes of sending the in-
application notification. The user who ran the job will be notified when the job is completed,
regardless of the job status.
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Example success notification

Job properties

This topic is a reference for the settings that can be defined for a Scheduler job.

� General
This section defines general settings for the job.

Item Description

Description Optional. The description of the job.

The job description can also be edited in Axiom Explorer, in the Scheduler Jobs
Library.

Job Restart
Behavior

Specifies whether and how the job should be restarted if it is interrupted prior
to completion. Select one of the following:
l Do not reschedule this job. In this case, you must manually reschedule the

job if it needs to be run before its next scheduled execution.
l Restart the job from the first task. The entire job is run again, even if some

of the tasks were completed successfully before the job was interrupted.
l Resume the job beginning with the first uncompleted task. (Default) The

job resumes and only the uncompleted tasks are run.

A job would be interrupted if the Scheduler server processing it was restarted,
or if the Scheduler service on the server was stopped or restarted, or if the
Scheduler server was disabled from the Servers tab (Service > Servers) of the
Scheduler dialog.
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Item Description

Job Results
Cleanup

Specifies whether historical job results are purged when the job is run.

To purge job results:
1. Select Purge historical job results whenever this job runs.

2. In Number of days to keep results for this job, specify the number of
days to keep when purging results. By default this is set to 0, which
means all job results will be purged except the result for the current job
execution.

A day is counted as 24 hours from the time the cleanup task is executed. So if
you specify 1 day, and the task is run at 11:00 PM on Tuesday, then all results
prior to 11:00 PM Monday are purged.

If this option is not selected, then historical job results remain in the database
until the system's Purge System Data task is run.

Priority Elevation Specifies the priority of the job in the scheduled jobs queue, within the job's
priority category. Select one of the following:
l Default: (Default) This job is run on a "first come, first served" basis. The

total number of jobs that can be run at one time is determined by the
configured number of Scheduler threads for the installation.

l Reduced: The job is designated as a low priority job, and remains at the
bottom of the queue until other jobs with Default and Elevated priority have
been run.

l Elevated: The job is designated as a high priority job, and is moved to the
top of the queue to be run before Default and Reduced priority jobs.

l Interrupt: The job is run immediately, regardless of any jobs currently
waiting in the scheduled jobs queue, and regardless of whether any
Scheduler threads are currently available to run it. If no Scheduler threads
are currently available, a new thread is created, even if this exceeds the
configured thread limit for the installation.

Job execution order also depends on the priority category of a specific job
execution. See Processing priority for scheduled jobs.
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Item Description

Mark as System
Job

Specifies whether the job is run as a system job. Only administrators can edit
this check box.

If this check box is selected, the job is run under the "Scheduler Service" system
identity instead of a user identity, and the job is run by the system Scheduler
server which operates on the Axiom Application Server.

Generally, this check box should only be selected for system "support" tasks
that should not depend on individual user rights. This check box is not available
if the job contains non-system tasks (generally, spreadsheet-related tasks).

For more information, see System jobs.

Put the system
in 'admin only'
mode during this
job

If this option is selected, then the system will be placed into administrator-only
mode at the start of the job, and then placed back into full access modewhen
all tasks are completed (including any sub-jobs). This is the same behavior as
going toManage > Security > System Access and selecting Administrators
Only.

NOTES:
l You should make sure that any jobs using admin-only mode do not overlap.

For example, imagine that job A starts and places the system in admin-only
mode. While job A is still running, job B starts and finishes. If job B also uses
admin-only mode, then when job B finishes the system will be placed back
into full access mode, meaning the remainder of job Awill be processed in
full access mode.

l Any job using admin-only modemust be run by an administrator.

Generally speaking, any job set to run using admin-only mode should be run at
a timewhen no end users will be logged into the system and no other Scheduler
jobs will be running.

� Job Variables
This tab has two sections for job variables:

l In the Job values section at the top of the tab, you can manage user-defined variables for use in
the current job.

To add or remove variables, use the Add, Remove Selected, or Clear All commands in the Job
Variables group of the Job tab. This group is only available when you have selected the Job
Variables section in the left-hand side of the job.

When creating user-defined variables, do not add curly brackets to the variable name. Curly
brackets are only required when you use the variable in a job or task setting.
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l In the System defined values section at the bottom of the tab, you can view the system variables
available for use in the job.

You can right-click any variable in this section (user-defined or system-defined) and select Copy variable
name to clipboard. You can then navigate to the setting where you want to use the variable, and then
paste it. The variable will be pasted with the necessary curly brackets.

For more information, see Using job variables.

� Scheduling Rules
Each row in this section defines a scheduling rule for the job. Jobs will be automatically scheduled
according to the settings in this section.

To add or remove scheduling rules, use the Add, Remove Selected, or Clear All commands in the
Scheduling Rules group of the Job tab. This group is only available when you have selected the
Scheduling Rules section in the left-hand side of the job.

For more information, see Defining scheduling rules for a job.

Item Description

Active Specifies whether the scheduling rule is active. If this check box is not selected,
then the rule is ignored for purposes of scheduling the job.

Starting On Optional. Specifies the earliest date and time for the scheduling rule to take
effect.

If you want the job to run one time only, set Starting On and Ending On dates
to the same date/time.

Ending On Optional. Specifies the expiration date and time for the scheduling rule. Once
this date is past, no further executions will be scheduled for this rule.

Day ofWeek Specifies the day(s) of the week that you want the job to be run:
l * (Default): The job will be run on all days within the start / end range.
l 0-6: The job will be run on the specified day or days, where 0 is Sunday and 6

is Saturday. Use a comma or a hyphen to separatemultiple days (hyphen if
the days are contiguous, commas if not).

Hours Specifies the time of day (hours) that you want the job to be run, in relation to
the specified days:
l * (Default): The job will be run on all hours.
l 0-23: The job will be run on the specified hour or hours, where 0 is midnight

and 23 is 11:00 PM. Use a comma or a hyphen to separatemultiple hours
(hyphen if the hours are contiguous, commas if not).
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Item Description

Minutes Specifies the time of day (minutes) that you want the job to be run, in relation
to the specified hours:
l * (Default): The job will be run on all minutes (essentially the job is run

continuously, once per minute).
l 0-59: The job will be run on the specified minute or minutes of the hour,

where 0 is the first minute of the hour and 59 is the last minute of the hour.
Use a comma or a hyphen to separatemultiple minutes (hyphen if the hours
are contiguous, commas if not).

� Event Handlers
If an event handler is associated with the job, it is listed here. There are two types of event handlers:

l System event handlers, for completing system-triggered tasks. SeeManaging event handlers.
l User-defined event handlers, for running jobs via RunEvent. See Advanced options.

To add or remove event handlers, use the Add, Remove Selected, or Clear All commands in the Event
Handlers group of the Job tab. This group is only available when you have selected the Event Handlers
section in the left-hand side of the job.

Item Description

Active Specifies whether the event handler is active or not within the current job. If
inactive, then actions that trigger the event handler will ignore this job.

Event Name The name of the event handler.

Multiple jobs can have an event handler with the same name; all those jobs will
be affected when the event handler is triggered.

Execute As The user identity under which the job will be run when the event handler is
triggered.
l Owner: For system-managed event handlers, the owner is the system

Scheduler identity. For user-defined event handlers, the owner is the user
who last saved the job.

l Requester: For all event handlers, the requester is the user who caused the
event handler to be triggered.

� Notification
This section defines email notification settings for the job. For more information, see Setting up
notifications for jobs.

Job variables can be used in this section. For more information, see Using job variables.
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Item Description

Job Notification
Level

Specifies when email notifications are sent for the job. Select one of the
following:
l Send all email notifications (Default)
l Send email notification only when the job has errors
l None
l Send email notification to different email addresses when the job has

errors or succeeds

If anything other than None is selected, then you must complete the remaining
fields.

To The email address(es) to receive the notification email. Separatemultiple
addresses with a semicolon.

To (on error) The email address(es) to receive the notification email when the job fails.
Separatemultiple addresses with a semicolon. Only applies when Send email
notification to different email addresses when the job has errors or succeeds
is enabled.

From The email address to use as the "From" address for the notification email.

Subject The subject text for the notification email.

Subject (on
error)

The subject text for the notification email when the job fails. Only applies when
Send email notification to different email addresses when the job has errors
or succeeds is enabled.

User Message Optional. The body text for the notification email.

Text entered here will be appended to the body text generated by Scheduler.

� Tasks
This section defines the tasks in the job. In the ribbon, task commands are available on the Job tab, in
the Tasks group.

l To add a task, click Add.
l To change the order of tasks, select a task and then clickMove Up orMove Down.
l To delete a task, select the task and then click Remove Selected.
l To delete all tasks, click Clear All.
l To copy a task, right-click the task and then click Copy. You can copy the task within the same job,

or to another open job in the Scheduler window. Right-click any task (or the Tasks section header)
and then select Paste. The job is pasted underneath the job you right-clicked (or at the end of the
list if you right-clicked the Tasks section header).
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l To rename a task, double-click the task name to make it editable, and then type the new name.
For example, if you have a job with multiple File Processing tasks, then you may want to edit the
name of each task so that you knowwhich file each task relates to at a glance. (You can also right-
click and select Rename.)

Tasks are processed in the order they are listed in the job. By default, when you add a new task to a job,
it is placed at the bottom of the list. Make sure to move the new job if it should not be processed last.

Tasks can be processed concurrently instead of sequentially if they are configured to be run as a
subordinate job within the parent job.

Each task type has its own unique settings in addition to the standard task settings. For more
information, see Scheduler Task Reference.

� Job Results
Displays historical results for the job. This section is blank if the job has never been run.

Job results may be purged periodically by using the Job Results Cleanup option for the job, or by the
system Purge System Data task.

NOTE: Users with the Scheduled Jobs User security permission only see results for jobs that they
executed. Administrators see results for all executions.

For more information on job results, see Viewing job results.

Advanced options

Creating event handlers for a job

You can create user-defined event handlers in a job, for the purposes of automatically triggering the job
for execution when the event name is called by another feature. Axiom Financial Planning supports
several features that can be used to raise an event:

l The RunEvent function and command
l File Group triggers
l The Raise Event Scheduler task

Event handlers are defined by name. Multiple jobs can have an event handler with the same name.
When that event handler is called, it will affect all jobs that contain the event handler with thematching
name.

To create an event handler in a job:
1. In the Scheduler dialog, open a job to edit or create a new job.

2. In the left-hand side of the job, select Event Handlers.

3. On the Job tab of the ribbon, in the Event Handlers group, click Add.
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A new event handler is added to the job.

4. Double-click the Event Name field so that the field becomes editable, and then type the desired
event handler name.

For example, if the event handler will be used to trigger Process Plan Files jobs, you might name
the event handler ProcessPlanFiles.

This event name is the name that will be used in features such as RunEvent to trigger this job for
execution.

5. In the Execute As field, select one of the following to determine the user identity that will be used
to run the job when it is executed via the event handler:

l Owner: The job will be run under the identity of the job owner.

The job owner is the user who last saved the job. If you are not sure who the current job
owner is, you can check the Job Variables tab. The current job owner is listed in the System
defined values section.

l Requester: The job will be run under the identity of the user who triggered the event
handler.

By default, event handlers are set to run as theOwner. You should carefully consider this option
as it may affect whether the job can be run and how the job is run.

For example, if the event handler is set to Requester, but the user who triggered the job does not
have access to the file group specified for a Process Plan Files task, then the task will fail.

This may be the desired outcome—you may want the job to be dependent on the user's rights,
and therefore you should specify Requester. On the other hand, you may want the job to run in
the sameway every time, regardless of the user that triggers the job. In that case you should
specify Owner.

By default, the event handler is set to Active, which means it will be found by any process that triggers
the event handler. If you want to temporarily exclude this job from event handler processing, you can
clear the Active check box.

� Associating an event handler with a file group
If a Scheduler job with an active event handler is stored in a file group Utilities folder, then the event
handler is associated with that file group. When using RunEvent to trigger jobs for execution, you can
optionally specify a file group context so that only event handlers associated with that file group (or no
file group) are considered.

In order to store a Scheduler job within a file group, you must first create and save the job within the
Scheduler Jobs Library. Then, you can use Axiom Explorer to move the job from the Scheduler Jobs
Library to the file group Utilities folder. If the file group and its utilities are later cloned using any
process—such as regular file group cloning, scenario creation, or file group rollover—then the event
handler is also cloned and will be associated with the new file group.
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� Deleting an event handler
If you no longer need an event handler, you can delete it from the job. Select the event handler and then
click Remove Selected. You can also Clear All to remove all event handlers from the job.

User-defined event handlers display along with the system event handlers in the Event Handlers tab
(Service > Event Handlers). If you right-click a user-defined event handler in this location and select
Remove event handler, it does not delete the event handler from any jobs that use it, but it does set the
event handler to inactive.

Using job variables

You can use job variables within a Scheduler job, to define the value of the variable when the job is run.
Job variables aremanaged in the Job Variables section of the job.

There are two types of variables:
l User-defined variables: You can create a variable and then use it within any job or task setting

that supports variables, but only within that particular job. The primary use for user-defined
variables is to run a job via RunEvent (either the function or the command), and pass in a variable
value at that time.

l System variables: Axiom Financial Planning provides a number of system variables that can be
used within relevant job and task settings. For example, instead of specifying a "hard-coded"
email address for the job notification, you can use a system variable to specify that whoever ran
the job should receive the notification.

In all cases, to use a variable within a job or task, enter the variable name into the desired setting,
enclosed in curly brackets. For example: {variable}

TIP: If you want to use a variable in a job, you can right-click the variable and then select Copy
variable name to clipboard. Navigate to the setting where you want to use the variable, and then
paste it into the setting (the curly brackets are added automatically).

At the job level, variables can be used in any of theNotification Message Content settings in the
Notification tab. At the task level, in general, variables can be used in any task field that accepts typed
user input.

When the job is run, the variable values used for the job display in the job results under Job Values, and
also in the email notification (if applicable).

� User-defined variables
User-defined variables are created in the Job Variables tab. You define the name of the variable (without
brackets), and if desired, define a default value for the variable.
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When the job is run, the user-defined variable will be replaced with a value as follows:
l If the job was scheduled using RunEvent (function or command), and RunEvent sent a name /

value pair that matches the name of the job variable, that value is used.

l If the job was scheduled as a result of a file group trigger, and the trigger has a defined variable
that matches the name of the job variable, that value is used. Multiple values are returned as a
comma-separated list.

l If the job contains a Process Document List task or a Process Plan Files task with a defined post-
processing variable that matches the name of a job variable, that value is used after that task has
been processed.

l Otherwise, the default value defined in the Job Variables tab is used.

If the value is blank, then the job or task setting using the variable will be evaluated as blank. If the
setting cannot be blank, then an error will result when the job is executed.

� System variables
The available system variables are listed at the bottom of the Job Variables tab. Most of these variables
relate to user names and addresses, for use within the job notification settings.

When the job is run, the system variable is replaced with the applicable system value.

The following values are available:

Variable Description
{CurrentUser.EmailAddress}

{CurrentUser.LoginName}

{CurrentUser.FullName}

Returns the current user's email address,
login name, or full name.

The current user is the user identity under
which the job is currently being run.
Generally, this is the user who executed the
job. If the job was executed via an event
handler and the event handler is set to
owner, then the current user will be the job
owner.

{JobOwner.EmailAddress}

{JobOwner.LoginName}

{JobOwner.FullName}

Returns the job owner's email address, login
name, or full name.

The job owner is the user who last saved the
job.

{Scheduler.ConfiguredFromEmailAddress} Returns the system's default "from" address,
as defined in the system configuration
settings.

Administrator's Guide Axiom Financial Planning │ 481



Variable Description
{Scheduler.FromEmailAddress} This returns a value as follows:

l If the current user belongs to a
subsystem, this returns the subsystem
administrator's email address.

l If the current user does not belong to a
subsystem, this returns the default
configured "from" address.

{CurrentSubsystem.AdminEmailAddress} Returns the email address of the subsystem
administrator for the subsystem that the
current user belongs to.
l If the subsystem has multiple

administrators, the email is sent to the
first administrator.

l If the user belongs to multiple
subsystems, the first returned subsystem
for the user will be used. No specific logic is
applied to determine the "correct"
subsystem for any particular job.

l If the user does not belong to a
subsystem, then no email address is
returned.

{EventHandler.EventName} Returns the name of the event handler that
caused the job to be scheduled, if applicable.
Otherwise the variable returns blank.

{NotificationAddress} Returns the notification address defined for
the plan codes that triggered a Scheduler job.

This variable only applies when the job is
executed as a result of a file group trigger, and
only if the optional notification address
settings are defined for the file group.
Otherwise, no email address is returned.

{Task.CurrentIterationValue}

{Task.IterationNumber}

Returns the current iteration value and the
current iteration number. These variables
only apply when using the Iteration feature
for a task.

For more information, see Using iterative task
processing.
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Processing tasks in parallel

Each Scheduler job can havemultiple tasks. By default, each task in the job is processed sequentially, in
the order that the tasks are listed in the job.

If desired, you can configure tasks so that they are processed concurrently (in parallel) instead of
sequentially. If appropriate, this may speed up the processing of the job.

� Configuring tasks for parallel processing
In order to process tasks in parallel, the tasks must be configured to run as subordinate jobs (sub-jobs).
To do this, edit the following settings in the Task Control section for each task:

l Select Create a Subordinate Job for this Task.
l Ensure that the following setting is not selected:Wait for all Subordinate Jobs to complete

before proceeding to the next Task.

In the following example, if all four tasks are configured to be run as subordinate jobs, then they can be
run in parallel (depending on the available Scheduler threads).

Scheduler task configured to run as a subordinate job to enable parallel processing

� How parallel processing works
When a task is configured to execute as a subordinate job, then it is not processed within the "parent"
job. Instead, a sub-job is created for the task. The sub-job joins the Scheduler queue and is eligible for
processing according to the normal Scheduler processing rules. For more information, see Processing
priority for scheduled jobs.

For example, imagine that you have a job with four tasks, and these tasks are not dependent on each
other. If you use the default settings, Scheduler takes the first task in the list and starts processing. The
second task is not started until the first task is complete, and so on.
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If instead you configure each task as a sub-job, then when the "parent" job is processed, it will create
four sub-jobs. If two Scheduler threads are available for processing, then two of the sub-jobs are
processed at the same time. If four Scheduler threads are available, then all four sub-jobs are processed
at the same time. Once all of the sub-jobs are complete, the parent job is completed, and its status
reflects the overall status of all of the sub-jobs.

If tasks are dependent on each other, then you should not process them as sub-jobs, or you should use
theWait setting as appropriate. For example, imagine that the first four tasks in the job can be run in any
order, but the fifth task must be processed last. In that case, you can configure the first four tasks to run
as sub-jobs, but on the fourth task you must enableWait for all Subordinate Jobs to complete before
proceeding to the next Task. This will cause Scheduler to wait for all sub-jobs to finish before it proceeds
to the fifth, final task.

In the following example, the file processing tasks are configured as sub-jobs so that they can be run in
parallel. The last file processing task is configured to wait, so that all of the file processing tasks will be
finished before the file collection task begins.

Scheduler task configured to wait for all subordinate jobs to complete

� Using an Echo task to control jobs with sub-jobs
By default, if a sub-job fails, this failure status will not prevent the parent job from continuing to process
tasks. If you want the parent job to stop processing on sub-job failure, you can use an Echo task to do
this.

If the Task Control optionWait for all Subordinate jobs to complete before proceeding to the next
task is enabled for an Echo task, then the Echo task will inherit the status of the sub-jobs when they are
completed. If one of the sub-jobs fails, then the Echo task will inherit that failed status. By default, this
means that the job will not process any further tasks due to the sub-job failure.

In the previous example, if one of the file processing tasks being run as a sub-job fails, this will not stop
the final file collection task from being processed. To work around this, you can place an Echo task after
the file processing tasks and configure it to wait, and then if any of the file processing sub-jobs fail the
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Echo task will fail. This task failure within the parent job will stop the final file collection task from being
processed. (When using this configuration, the fourth file processing task does not need to be configured
to wait, because the job will wait on the Echo task instead.)

Using iterative task processing

You can configure a Scheduler task to use iterative processing, so that the task is repeated multiple times
using a designated list of values. Each iteration of the task uses a different item in the list, until all items
have been processed.

When you enable iterative processing for a task, you define the list of values by specifying a table column
and an optional filter. The task will then be processed for each unique item in the table column. You can
reference the column values within the task properties by using a built-in Scheduler job variable. As each
iteration of the task is processed, the variable is replaced with the column value for the current iteration.
Using this approach, the task can dynamically change for each iteration.

For example, you may have an import that you want to perform for four different entities in your
organization. The import configuration is exactly the same except that the source file or query is different
for each entity. If the import uses entity as a variable, then you can set up a single import task and
configure it to iterate over the list of entities. Each iteration uses a different entity name or code, which
you can pass into the import variables so that the import uses the correct source file or query for the
current entity.

� Enabling iterative processing
Iterative processing is enabled in the Task Control properties of the task. Select the task within the
Scheduler job, then click Task Control to expand that section. Any task can use iterative processing,
though it is more useful for certain task types such as Import ETL Package.

Complete the following properties in the Iteration section of the Task Control properties.

Item Description

Iterate this Task Specifies whether iterative processing is enabled for the task. If enabled,
then the task will be performed N times, where N is the number of unique
items in the specified iteration column. Job variables can be used to apply
the current iteration value and iteration number to the task.

Create a Subordinate
Job for each iteration

Specifies whether each iteration is processed as a separate subordinate
job. By default, this is disabled, which means that all iterations are
processed sequentially within the overall subordinate job created to
process the iterations.

If enabled, then each iteration is processed as a separate subordinate job,
enabling concurrent execution ofmultiple iterations. This option should
only be enabled if the order of iteration processing is not important.
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Item Description

Column The column that contains the values to iterate over. Use Table.Column
syntax to specify the column. Multiple-level lookups can be used.

For example, if you specify Dept.Region, then the task will be processed
once for each unique region value in the column (after applying any filter
to limit the list of values).

Group By Optional. By default, the group by column is the same as the iteration
column, so that the task is processed once for each unique value in the
iteration column. However, if needed, you can specify a different grouping
level.

You can use any column or columns that would be valid as the "sum by"
level for an Axiom query, where the primary table is the table specified for
the iteration column.

Order By Optional. By default, the values are sorted based on the iteration column,
in ascending order. You can specify a different sort column, or use the
same sort column but change the order to descending.

The sort order is ascending unless the keyword desc is used to specify
descending order. For example:

Dept.Dept desc

Filter Optional. A filter criteria statement to limit the list of values for the iterative
processing. You can use any filter that is valid against the source table (the
table of the iteration column).

When iterative processing is enabled for a task, the iterations are always processed within a subordinate
job. Therefore, enabling the Task Control option of Create a Subordinate Job for this Task is
unnecessary.

If your job has multiple tasks, and you want the tasks after the iterative task to wait for all iterations to
complete before executing, then you must enable the following Task Control option for the iterative task:
Wait for all Subordinate Jobs to complete before proceeding to the next Task.

� Configuring the task to change for each iteration
In order for the Scheduler task to apply the current iteration value to each iteration, you must use the
built-in iteration variables within the task. These variables are job variables, and can be used like any
other job variable. The following variables are available:

Variable Description
{Task.CurrentIterationValue} Returns the current value from the iteration list.
{Task.IterationNumber} Returns the number of the current iteration.
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To continue the previous example, imagine that you are setting up an import for iterative processing by
entity. To define the list of entities, you set up the Iteration settings in the Task Control section like the
following:

This example will iterate over the list of entities in the Entities column, limited to only those entities
where the Costing column is set to True. If this resolves to 4 entities, then the task will be processed 4
times, once for each entity.

The import is configured with a variable {Entity}, which it uses to process the correct entity source file.
In order to pass the current task iteration value to the import variable, you can use the job variable
{Task.CurrentIterationValue} in the import task settings. For example:
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When the first iteration is performed, the {Task.CurrentIterationValue}will be resolved as
Entity_1, so the import will be processed using Entity_1 as the value for the {Entity} import variable.
For the second iteration, the value Entity_2will be used, and so on. Using this approach, the import will
be processed for all entities in the iteration column.

Conditionally processing tasks in a job

You can configure a task so that it is only processed if a particular condition is met. This feature is
configured in the task settings, in the Task Control section, under Process task only if the value of this
expression is true.

To enable conditional processing, you must specify a logical expression that will resolve to either true or
false when the job is executed. If true, then the task is processed as normal. If false, then the task is
skipped.
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The logical expression is evaluated using an IF function on the Scheduler server as follows:

=IF(Expression, 1, 0)

You can enter any expression that would be valid in an IF function. You can use Excel functions, Axiom
functions, and Scheduler job variables in the expression. If you use a job variable, it must be placed in
quotation marks unless you expect the variable value to be resolved and evaluated as a number.

If the task is not processed because the condition resolves to false, this is not considered a failed task. If
there are other tasks in the job, they will be processed. If you want an entire job to be conditional, you
can do either of the following:

l Repeat the condition in each individual task settings. Keep in mind that the condition will be
evaluated for each individual task, which means that if it is possible for the condition to change in
between tasks, some tasks might be processed while others aren't.

l Use the condition on a Raise Event task that then triggers another job for processing. For more
information, see Raise Event task.

� Examples
The following are some example expressions for conditional processing:

GetData("Process","FG='2012 Budget'","SystemStatus")=1

If this GetData function returns 1, the expression resolves to true and the task is processed. If not, it is
false and the task is skipped.
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AND("{EventHandler.EventName}"="ProcessPlanFiles",{Dept}=1000)

If this job was triggered for execution by the ProcessPlanFiles event handler, and if the job variable Dept
resolves to 1000, then this expression is true and the task is processed. Note that in the first part of the
expression, the event handler variable will return a string value so it must be placed in double quotation
marks. In the second part of the expression, the department variable will return a number so it is not
placed in quotation marks.

AND(Day(Now())<=7,Weekday(Now())=2)

This expression will return true if it is the first Monday of themonth, otherwise it will return false.

Using RunEvent to execute a Scheduler job

Using RunEvent, you can trigger the execution of a Scheduler job from various contexts, such as within
Axiom files, task panes, or Axiom forms. There are two different versions of RunEvent:

l RunEvent function: The RunEvent function can be used in Axiom files to trigger the execution of a
Scheduler job from a spreadsheet.

l RunEvent command: The RunEvent command can be used in task panes or Axiom forms to trigger
the execution of a Scheduler job.

Both the function and the command work in the sameway and use similar parameters. Some limitations
apply depending on the context where RunEvent is being used. It is assumed that an administrator (or a
power user with the necessary rights) sets up the desired jobs within Scheduler, and then sets up
RunEvent in the appropriate context so that end users can trigger it.

The end user who triggers the job using RunEvent does not need to have file permission to the job or
any access to Scheduler. The job itself can be configured to execute its tasks using the permissions of the
job owner or using the permissions of the end user who triggered the job (the requester). If the job is run
as the requester, then the end user must have the appropriate permissions to the files impacted by the
job (for example to the target file for File Processing, or to the target file group and plan files for Process
Plan Files).

NOTE: You can also use the Raise Event Scheduler task to trigger the execution of a Scheduler job
from a different Scheduler job. This works in a similar manner as the RunEvent features.

� Setting up a Scheduler job for RunEvent
All uses of RunEvent require the same job setup in Scheduler:

l The job that you want to execute via RunEvent must already be created within Scheduler. When
setting up the job, consider items such as the notification settings. Do you want the notifications
to go to the user that executed the job, or to the job owner, or both?

Administrator's Guide Axiom Financial Planning │ 490



l The job must contain an event handler that will be used to trigger the job execution. When
creating the event handler, consider whether you want the job to run as the job owner, or as the
requester (the user who clicks on the RunEvent function). This may impact email notifications and
determines the user rights under which the job will run.

For more information, see Advanced options.

l Optionally, the job can use variables. Variable values can be defined in the RunEvent function or
command and passed to the job. You would do this if aspects of the job need to be dynamic; for
example, if you want to use a different filter depending on which user is running the job or based
on a user selection in the file. For more information see the Variable example section below.

� Setting up RunEvent
RunEvent uses the following properties to trigger Scheduler jobs:

l The event handler name that identifies the Scheduler job(s) to trigger for execution.
l An optional confirmation message to present to the user before proceeding with the event. Not

available when using the command within an Axiom form.
l An optional success message to present to the user after the event has been raised.
l An optional file group context to target the job execution to only event handlers that are

associated with a particular file group (or no file group). For the RunEvent command, this is an
optional parameter. For the RunEvent function, the current file group context is automatically
applied if the file with the function belongs to a file group.

l If variables are being used, one or more variable names and values to pass to the Scheduler job.
This is available in all contexts, however, task panes do not currently support the ability to
determine the variable values dynamically.

The following shows an example RunEvent function for use in an Axiom file:

=RunEvent("Click here to process plan files","ProcessPlanFiles","You are
about to process plan files for the "&C3&" region. Do you want to
continue?",,"filter = "&C4)

The first parameter defines the display text for the function, while the second parameter specifies the
event handler name. In this example we have also defined a custom confirmation message for the user
and a variable value to pass a filter to the job. The following screenshot shows the function in the
spreadsheet:
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The next screenshot shows a RunEvent command set up on a Button component for an Axiom form. You
can see the same event name and the filter variable also being read from a sheet location.
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� RunEvent behavior and user experience
The behavior and user experience for RunEvent depends on the context and whether you are using
optional custom messages.

l The user starts the process by doing one of the following:
o Double-clicking the RunEvent function in the spreadsheet.
o Clicking the Button component that is configured for RunEvent in the Axiom form.
o Double-clicking the RunEvent item in the task pane.

l A confirmation prompt displays to the user, asking them to confirm that they want to proceed.
The user can click Yes to proceed, orNo to cancel. Default text is used if no custom text is defined
in the RunEvent properties.

NOTE: This step does not apply when executing RunEvent from an Axiom form. The Axiom
form context does not support a confirmation message. However, you can configure the
Button component to display a confirmation message before executing the RunEvent
command.

l Axiom Financial Planning checks the list of event handlers in Scheduler to see if any match the
specified event handler name in RunEvent. This check works as follows:

o If RunEvent has a file group context, then Axiom Financial Planning only tries to match with
event handlers that are associated with the same file group, or with no file group. Any
event handlers associated with a different file group are ignored. The RunEvent command
has a file group context if a file group is specified in the shortcut parameters, whereas the
RunEvent function automatically has a file group context if the file with the function belongs
to a file group.

o If RunEvent does not have a file group context, then all event handlers are eligible to match.

If any matching event handler names are found, then all Scheduler jobs that reference the event
handler are triggered for execution. If multiple jobs reference thematching event handler, then all
of those jobs will be executed.

If variable values are defined in the RunEvent properties, those values are passed to the job and
are used when the job is executed.
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l A confirmation message displays to the user as follows:
o If no jobs were found that contained the specified event handler, the user is notified that

no jobs were found.

o If jobs were placed on the schedule, the user is notified that the specified event was
scheduled. Default text is used if no custom text is defined in the RunEvent properties.

NOTE: If executing RunEvent from an Axiom form, this message displays in the bottom left
corner of the form, not in a separatemessage dialog.

When the job is finished processing, email notifications are sent according to the settings in the job.

� Variable example
When using RunEvent to execute a Scheduler job, you can pass a variable value to the job. For example,
imagine that you want to execute a Process Plan Files job, and you want to send a filter value to the job.

Step 1: Set up the variable in the job
The first step would be to create a job variable in the job, and then use the job variable in the filter
setting.

Example job variable

NOTE: In this case, we have defined a default value for the filter variable (1=0) that does not result in
any plan files. This is because we do not want to process any plan files unless a filter is provided by
RunEvent. If we left the default value blank, that would mean all plan files would be processed if no
filter was provided by RunEvent.
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Example use of variable in job settings

For more information on Scheduler job variables, see Using job variables.

Step 2: Configure RunEvent to use the Variable
Now that the job is set up to use the filter variable, you must configure RunEvent to pass in a value for
that variable. If you are using the RunEvent function in an Axiom file, you use the following syntax within
the function parameters:

variablename=variablevalue

These name / value pairs can be placed in the RunEvent function starting in the fifth parameter of the
function. If you have two name / value pairs to pass to the job, you can use the fifth and sixth
parameters, and so on.

For example, to pass the filter DEPT.Region='North' to the job, the RunEvent function would be
constructed as follows:

=RunEvent("Double-click to process plan
files","ProcessPlanFiles",,,"filter=dept.region='North'")

More likely, you would be reading the variable value from another place in the sheet, so the function
would look something like:

=RunEvent("Double-click to process plan
files","ProcessPlanFiles",,,"filter="&C4)

Where the filter value is read from cell C5.

When the job is executed by use of this RunEvent function, the value DEPT.Region='North'will be
placed in the Plan File Filter box of the Process Plan Files task, and the job will be run using that filter.
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When using RunEvent in an Axiom form, the variables and their values are defined in the Event Variables
section. In this context you place the name of the variable in the left-hand box, and then in the right-
hand box you enter the cell reference (in brackets) where the variable value will be read.

The Event Variables section is also present when configuring RunEvent for use in a task pane, however in
this context the only option is to "hard-code" the values in the RunEvent properties.

Run another Scheduler job from within a Scheduler job

Scheduler jobs have two ways to run another Scheduler job:
l Raise Event task: This task uses an event handler name to trigger one or more Scheduler jobs for

execution. The jobs triggered by the event handler are run independently from the job containing
the Raise Event task.

l Run Scheduler Job task: This task runs a specified Scheduler job as a subordinate job within the
current "parent" job. Essentially, the tasks in the target job are run within the parent job, which
means that other tasks in the parent job can reference the results of those tasks.

The decision of which task to use depends on several factors, but themost important is whether the
Scheduler jobs are independent or dependent. If the first job is dependent on the execution of the
second job, then you must use the Run Scheduler Job task. When the Raise Event task is used, the
triggered jobs are run independently.

The following chart details some comparison points between the two tasks:

Comparison Raise Event Run Scheduler Job

Can pass variables to target job Yes Yes

Can execute target job as requester or owner Yes No

Can wait for target job to complete before
continuing

No Yes

Can use results of target job in subsequent tasks No Yes

� Using the Raise Event task
The Scheduler Raise Event task is typically used when you need to trigger another job for execution once
the current job is complete. The Scheduler job(s) triggered by the event handler are added to the
schedule and then executed independently from the current job. For example, you might place the Raise
Event task at the end of the task list, so that all tasks in the current job must complete successfully
before the Raise Event task is run.
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Because the jobs triggered by the event handler are run independently, you cannot perform additional
tasks in the current job that depend on the results of the triggered jobs. The current job will not wait for
the triggered jobs to be run.

Event handlers can be configured to run a job as either the job owner or as the requester (meaning the
user that triggered the event). This allows some additional flexibility in how the triggered jobs are run.
For example, you may want to trigger a job that needs to be run using administrator permissions. As
long as the event handler is configured to run as job owner (and the owner is an administrator), then
that triggered job will always have the necessary permissions, regardless of the user who is running the
job with the Raise Event task.

� Using the Run Scheduler Job task
The Run Scheduler Job task is typically used when you need to run another job and then perform
additional tasks once that job is complete. Because the target job is run as a subordinate job within the
"parent" job, the parent job can wait for the "child" job to complete before it continues processing tasks.
Later tasks in the parent job can reference the results of the completed child job, such as querying data
saved from the child job, processing plan files created by the child job, and so on.

Keep in mind that if you want the parent job to stop processing tasks if the target job fails, thenWait for
all Subordinate Jobs to complete before proceeding to the next Taskmust be enabled for the task and
If this Task fails, continue executing subsequent Tasksmust be disabled for the task. This is the default
configuration.

The child job is run using the same user permissions as the parent job. The user running the parent job
must have the appropriate permissions to complete all tasks in both the parent job and the child job.

� Chaining multiple Scheduler jobs
You can "chain" multiple Scheduler jobs together using either approach. For example, you may have
three Scheduler jobs that you want to run, in a particular order.

You can placemultiple Run Scheduler Job tasks in a parent job, where each task triggers a separate job.
Because these tasks run as subordinate jobs, and the parent job can wait for each child job to complete,
it is easy to run the jobs in order.

To chain jobs using Raise Event, the last task in each job can be a Raise Event task. Each job will perform
its tasks and then trigger the next job in the chain. When using this approach, the chain automatically
stops if failure occurs, because if a task in the job fails then the job stops and will not proceed to the
Raise Event task. The disadvantage of this approach is that the jobs cannot also be run separately, unless
you manually disable the Raise Event tasks or configure the Raise Event tasks to not run based on a
condition.
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Running a job
If a job is saved with an active scheduling rule, then the job is automatically placed on the schedule to be
run according to that rule. Each time the job is run according to the rule, it is run as the current job
owner (unless it is a system job, in which case it is run as the System identity).

However, you can also choose to run a job manually. If you run a job manually, the job is added to the
Scheduled Jobs list with a start time of now, to be processed according to its job priority settings. The
job will be run using your user identity (again, unless it is a system job).

Running a job manually does not impact any scheduled executions of the job as determined by
scheduling rules. For example, if a job is scheduled to be run at 10:00 PM tonight, and you run the job
manually at 2:00 PM, the job will still be run as scheduled at 10:00 PM.

To manually run a job:
1. In the Scheduler dialog, in the Job tab, click Open.

The Axiom Explorer dialog opens, showing the Scheduler Jobs Library only.

2. Select the job and then click Open.

The job opens in the Scheduler dialog. Make sure the job is the active tab in the navigation pane
(themost recently opened tab is the active tab by default).

3. In the Job tab of the ribbon, click Run Once.

A confirmation message informs you that the job has been placed on the schedule.

NOTE: When you click Run Once, any unsaved changes to the job are automatically saved. This save
will designate you as the job owner (if you are not already the job owner).

You can also run jobs manually using the Scheduler area of theWeb Client. For more information, see
Running a job manually in theWeb Client.

Scheduler Task Reference
Each Scheduler task in a job has two sections of task properties:

l Task Control: Common task properties that apply to all task types. For more information, see
Task Control properties.

l Task Details: Properties specific to the current task type. For more information, see the topics for
each individual task type.

The following task types are available:
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Task Description

Active Directory
Import

Import users from Active Directory into Axiom Financial Planning. This task
adds new users, and can also disable users that no longer exist in the
Active Directory domain.

Collect Worksheets Collect worksheets from multiple files into a single file.

Copy On Demand
Plan Files

Copy plan files from one on-demand file group to another.

Create Plan Files Create new plan files (same as the Create Plan Files utility for file groups).

Echo Task Test the Scheduler server. This task sends a message to the Scheduler
server and asks it to send themessage back.

Execute Command
Adapter

Execute a command from the Command Library.

Export ETL Package Export data to an external database, using an export utility defined in the
Exports Library.

File Processing Perform file processing actions on a report. You can use the report's native
file processing settings, or override the settings.

Import ETL Package Import data into Axiom Financial Planning, using an import utility defined
in the Imports Library.

Process Document
List

Process any set of Axiom files—for example, driver files or report utilities.
The task calculates and saves the files, and can also refresh Axiom queries
and save data to the database.

Process Plan Files Process plan files (same as the Process Plan Files utility for file groups).

Process Template List Process a template file. The task runs designated Axiom queries, time-
stamps the queries, and saves the template.

Purge System Data Purge old Scheduler results and system temp tables.

Raise Event Trigger another Scheduler job for execution, using a named event handler.

Run Scheduler Job Run another Scheduler job as a subordinate job.

SMTP Message
Delivery

Deliver email notifications resulting from Scheduler jobs.

Start Process Start a process definition for Process Management.

Update Indexes and
Constraints

Update the indexes and constraints in your Axiom Financial Planning
database.

Web Report
Processing

Process web reports for production reporting.
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Task Control properties

The following task properties are available for all Scheduler task types. To edit these properties, select the
task in the Scheduler job, then expand the Task Control section.

Item Description

Skip this Task If selected, the task will not be run when the job is processed.

By default, this option is not selected, which means this task will be run.

Process task only if
the value of this
expression is true

Optional. Enter a logical expression to conditionally process this task
depending on whether the expression resolves to true or false at the time
the job is executed. If true, the task is processed as normal. If false, the
task is skipped.

The logical expression is evaluated by the Scheduler server using an IF
function. The expression can be any statement that would be valid within
an IF function. You can use Excel functions, Axiom functions, and
Scheduler job variables in the expression. If you use a job variable in the
expression, you must place the variable in double quotation marks unless
you expect it to be resolved and evaluated as a number.

For more information, see Conditionally processing tasks in a job.

If this Task fails,
continue executing
subsequent Tasks

If selected, the job will continue processing even if this task fails.

By default, this option is not selected. If a task in a job fails, the job is
canceled and no further tasks are processed.

Create a Subordinate
Job for this Task

If selected, this task will be processed as a subordinate job to the current
job.

Selecting this check box enables concurrent processing of different tasks, if
the option toWait for all Subordinate Jobs to complete before
proceeding to the next Task is not selected.

NOTE: This option is not available for Process Plan File tasks.

Wait for all
Subordinate Jobs to
complete before
proceeding to the
next Task

If selected, the job will wait for any subordinate jobs to complete before
moving to the next task.

If this check box is not selected, and the option Create a Subordinate Job
for this Task is selected, then tasks can be processed concurrently instead
of sequentially.

This check box is selected by default for Plan File Refresh and File
Processing tasks. For other task types, this option is not selected by
default.
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Item Description

Override Log Level for
this Task

By default, Scheduler jobs perform logging at the same level that is
specified for the application. If necessary, you can override the logging
level for a particular task, so that it always runs at a specified logging level.
You may want to do this if you encounter performance issues for tasks
that generate a lot of logged messages.

To do this, select the check box forOverride Log Level for this Task, then
select the desired logging level from the drop-down list.

NOTE: This option is only available for File Processing tasks.

NOTE: Older systems may see a setting namedWorkbook processing engine to use. If this option is
present, it should always be set to Axiom Web Engine. Use of Excel for processing on the Scheduler
server is no longer supported. All Scheduler tasks that involve spreadsheet processing are processed
using the same spreadsheet emulation engine as theWindows Client.

Iteration
This section can be used to optionally enable iterative processing for the task. For more information, see
Using iterative task processing.

Item Description

Iterate this Task Specifies whether iterative processing is enabled for the task. If enabled,
then the task will be performed N times, where N is the number of unique
items in the specified iteration column. Job variables can be used to apply
the current iteration value and iteration number to the task.

Create a Subordinate
Job for each iteration

Specifies whether each iteration is processed as a separate subordinate
job. By default, this is disabled, which means that all iterations are
processed sequentially within the overall subordinate job created to
process the iterations.

If enabled, then each iteration is processed as a separate subordinate job,
enabling concurrent execution ofmultiple iterations. This option should
only be enabled if the order of iteration processing is not important.

Column The column that contains the values to iterate over. Use Table.Column
syntax to specify the column. Multiple-level lookups can be used.

For example, if you specify Dept.Region, then the task will be processed
once for each unique region value in the column (after applying any filter
to limit the list of values).
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Item Description

Group By Optional. By default, the group by column is the same as the iteration
column, so that the task is processed once for each unique value in the
iteration column. However, if needed, you can specify a different grouping
level.

You can use any column or columns that would be valid as the "sum by"
level for an Axiom query, where the primary table is the table specified for
the iteration column.

Order By Optional. By default, the values are sorted based on the iteration column,
in ascending order. You can specify a different sort column, or use the
same sort column but change the order to descending.

The sort order is ascending unless the keyword desc is used to specify
descending order. For example:

Dept.Dept desc

Filter Optional. A filter criteria statement to limit the list of values for the iterative
processing. You can use any filter that is valid against the source table (the
table of the iteration column).

Active Directory Import task

This task imports users from Active Directory groups into Axiom Financial Planning security. For more
information on using Active Directory integration with Axiom Financial Planning, see the Security Guide.

This task has three tabs of settings: Source Directory, Notification, and Preview Import.

NOTE: The user running this task must be an administrator or have the Administer Security
permission.

For Axiom Cloud systems, the Active Directory Import task can import users from your local Active
Directory by use of the Axiom Cloud Integration Service. If you have a remote data connection that is
enabled for user authentication, this task will use that connection when the job is executed by Scheduler.

� Source Directory tab
On this tab, you specify the domain to import from and the groups to import.

Administrator's Guide Axiom Financial Planning │ 502



Item Description

Domain or
Server

Select either Domain or Server to specify the source domain for the import.
l If you select Domain, enter the name of the domain.
l If you select Server, enter the name of the domain controller server.

The server option is available in case you are not currently logged into the
source domain, and your current domain does not have access to the source
domain. In this case, you must use domain credentials in order to access the
source domain.

Only one domain can be selected per import task. If you want to import users
from multiple domains into an Axiom Financial Planning system, then you must
createmultiple import tasks.

Credentials Specifies the credentials to use when accessing Active Directory for the import.
Select one of the following:
l Use process credentials: (Default) Use the credentials of the network service

account for Axiom Scheduler Server (on-premise installations) or Axiom
Cloud Integration Service (Axiom Cloud systems).

l Specify domain credentials: Enter the credentials of a specified domain User
and Password. This option is required if you identified the source domain
using the server name instead of the domain name.

Never Enable
Users

Specifies whether the import enables imported users as part of the process:
l If unchecked (default), then newly imported users are enabled as part of the

import. Additionally, any existing imported users who have been changed to
disabled are re-enabled.

l If checked, then newly imported users are not enabled as part of the import.
A security administrator must modify the security settings after the import is
complete to enable the new users. Existing imported users retain their
current enabled status.

Groups to
import

The Active Directory groups for which members will be imported into Axiom
Financial Planning Security.
l Click Add to select from a list of groups for the specified domain. If the

specified domain name is not valid or if Axiom Financial Planning cannot
connect to it, then an error will result when attempting to add groups.

l If you need to remove a group, select the group and click Remove.
l Click Role Mapping to definemappings for the selected groups. If a mapping

exists for a group, then when users are imported for that group they are
automatically assigned to themapped role and subsystem. See the
discussion following this table for more information.
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Role mapping
In the Role Mapping dialog, click Add mapping (the plus icon) to add a role mapping for a group. Then
complete the following:

l In theDirectory Group column, select the Active Directory group to bemapped.

l In the Axiom Role column, select the role to be assigned to users in that group. If you want to
map the group to more than one role, add another mapping row. You can select None if you do
not want the users in the group to be assigned to any role.

l In the Subsystem column, select the subsystem for users in that group. If you want to map the
group to more than one subsystem, add another mapping row. This option only displays if
subsystems are enabled for your system.

l In theUser Type column, select the license type for the imported users. The default license type is
Standard.

l In the Authentication Type column, select the authentication type for the imported users,
Windows User or SAML. The default authentication type is Windows User. Note that the selected
authentication type will be assigned to users regardless of whether that authentication type is
currently enabled for the system.

You can map each group to multiple roles and subsystems. If a group has no defined mappings, then the
users will not be assigned to any roles or subsystems. If the import creates new users without mappings,
the assigned user type is Standard and the assigned authentication type is Windows User.

To remove a mapping, select themapping in the grid and then click Remove mapping (the X icon). If
users have already been imported using this mapping, removing themapping will not remove the users
from the role or subsystem in subsequent imports (unless other group mappings in the import use the
same role or subsystem, and the users are not also part of that group).

NOTE: If a user belongs to multiple mappings—either multiple mappings for a single group, or
multiple mapped groups—then the user will be assigned to the user type and the authentication
type for the last-processed mapping.

� Notification tab
On this tab, you specify users to be notified when changes aremade in Axiom Financial Planning Security
due to the import.

Type in one or more email addresses to be notified. Separatemultiple addresses with a semi-colon. For
example:

jdoe@axiomepm.com;jsmith@axiomepm.com
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When the import task is run, if any users are created or modified in the Axiom Financial Planning system,
an email notification will be sent to the addresses specified here. The email summarizes the changes
made. This email notification is independent of any job-level notification settings (which notify based on
overall job completion or failure).

We recommend setting up this task-level notification to send emails to the security administrator(s)
responsible for maintaining the security settings in Axiom Financial Planning, so that he or she can define
security settings for newly added users, validate changes made to existing users, and perform any other
follow-up tasks.

Scheduler job variables can be used in this setting.

� Preview Import tab
On this tab, you can preview the import results to test that the import is set up as desired.

To preview the results, click Preview. Axiom Financial Planning processes the import task but does not
actually make the changes to the system. Instead, the tab displays a summary of the changes that would
result.

The preview shows a list of users that would be added, changed, or disabled.

NOTE: The preview is always executed locally, even for Axiom Cloud systems. The remote data
connection to the Cloud Integration Service is only used when the task is executed by Scheduler.

Collect Worksheets task

This task collects sheets from multiple source workbooks and combines them into a single target
workbook. You can then save the target workbook to a specified file location, and/or email the
workbook.

NOTE: This task is primarily intended for backward-compatibility only. Themain method of
performing a file collect operation is to use the file processing feature with the File Processing
Scheduler task. For more information on setting up a file collect report using file processing, see the
Axiom File Setup Guide.

Typically, this task would be used at the end of a job with multiple File Processing tasks, to take the
results of those tasks and collect them into a single workbook.
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Item Description

Save or Email
Workbook

Specifies the delivery option for the target workbook. Select one of the
following:

l Save Workbook: The target workbook is saved to the specified output
folder.

l Email Workbook: The target workbook is emailed to the specified recipients.
The file is not saved anywhere on the file system.

l Save and Email Workbook: The target workbook is both saved and emailed.

� Target Workbook
Complete the following settings to define the target workbook:

Item Description

Output Folder The folder location where the target workbook will be saved (if you are saving
the workbook). Click the folder icon to select a folder location, or type a folder
location.

If the specified folder does not already exist, Axiom Financial Planning attempts
to create it.

Job variables can be used in this setting.

Output File
Name

The name of the target workbook. Job variables can be used in this setting.

File Type The file type of the target workbook. Select XLS, XLSX, or XLSM.

NOTE: PDF displays as an option, but it is not supported in this context.

� Email Settings
This section only applies if you are emailing the target workbook. The "From" address is always the
Scheduler default From address (as defined in the system configuration settings).

Item Description

To Enter the email addresses to receive the target workbook via email. Separate
multiple addresses with a semicolon.

Subject Line The subject line for the email.

Body Text The body text for the email.
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� Source Workbooks
In this section, you specify one or more source workbooks from which to collect worksheets. Workbooks
are identified by folder location. Within a folder location, you can specify one or more workbooks by
name, or by using wildcards, or by using *.* to collect all workbooks at the location.

All sheets in each source workbook will be collected. Ideally, you will be collecting from workbooks that
only contain relevant sheets (for example, no blank "Sheet2," etc.), and where the sheets have unique
names. If multiple workbooks have sheets with the same name, the sheets will be incremented by
number in the target workbook.

To add a workbook, click the Add button. In the Edit Workbooks Source dialog,
complete the settings as described below, then click OK to add the workbook to the
list.

To remove a workbook, select the workbook in the list and then click the Remove
button. Only one workbook can be selected at a time.

To change the order of workbooks, select the workbook in the list and then click the
arrow buttons to move the workbook up or down. Source workbooks are processed
in the order they are listed in the grid.

Item Description

Folder Path The folder location of the source workbook(s). Click the folder icon to select a
folder location.

NOTE: The Folder Path location must be accessible by the Scheduler service
user account. If you specify a network folder location using the Browse button,
the location is automatically entered as a UNC path. If you specify a C: drive
location, that will be evaluated as the C: drive of the Scheduler server.

Job variables can be used in this setting.

Workbooks The workbooks from which you want to collect worksheets, within the specified
folder path.

l Specify *.* if you want to collect all files in the folder path.
l Specify individual file names to collect from specific files. Separatemultiple

file names with semicolons.

You can use wildcards (* or ?) to specify groups of files that share naming
conventions. For example: North*.xls to collect all XLS files where the file
name starts with "North".

Only files with the following file types are valid to be collected: XLS, XLSX, XLSM.
If you are using wildcards, thematches must be valid file types, or else the task
will fail with an error.

Job variables can be used in this setting.
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Once you have saved a source workbook location, you can edit it by double-clicking the row.

Copy On Demand Plan Files task

This task copies on demand plan files from one file group to another. It performs the same actions as the
Copy On Demand Plan Files command in the Command Library.

This is an advanced feature and should only be used if it is the only way to achieve the desired
population of plan files between two related file groups. It is the responsibility of the solution designer to
ensure that the copied plan files will behave as expected in the target file group. For example, the plan file
must be designed to dynamically save to the appropriate tables and columns within the context of the
new file group.

The Copy On Demand Plan Files task uses two tabs to define the properties of the task.
l Options: Defines the options to be used for the copy operation
l Plan Files: Specifies the plan files to copy

� Options tab
The following options are available on the Options tab. Note that all of these options can be changed
dynamically by using system variables.

Item Description

Source File
Group

The file group to copy plan files from. Click the folder icon to select a file group.
You can select any on-demand file group, or any file group alias that currently
points to an on-demand file group.

Destination File
Group

The file group to copy plan files to. Click the folder icon to select a file group. You
can select any on-demand file group, or any file group alias that currently points
to an on-demand file group.

Keep original
plan file creator

Specifies whether the plan file creator for the copied plan files is set to the same
creator as the original plan files. By default, this option is enabled.

If this option is disabled, then the plan file creator for the copied plan files is set
to the user identity used by the Scheduler job when it is run.
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Item Description

Use default
template

Specifies whether the copied plan files have the option to adopt the default
template of the new file group. This is primarily intended to be used when
copying plan files to a file group that uses virtual, form-enabled plan files, so
that the copied plan files can be converted to virtual files and use the new
template.
l If disabled (default), then the target file group must contain copies of the

original templates that were used to create the plan files from the source file
group. If these templates are not present, then the copy process will fail.

l If enabled, then the copied plan files will be assigned a template as follows:
o If the target file group contains copies of the original templates that were

used to create the plan files from the source file group, the copied plan
files use those templates.

o If the target file group does not contain copies of the original templates,
the copied plan files use the default template specified for the target file
group in the file group properties.

If the target file group does not contain copies of the original templates and
does not have a designated default template, then the copy process will fail.

Copy plan file
attachments

Specifies whether plan file attachments are copied to the target file group when
a plan file is copied. By default, this option is enabled.

If this option is disabled, then plan file attachments will not be copied to the
target file group.
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Item Description

Save plan files
after copy

Specifies whether the new plan files are processed and saved in the target file
group after the copy is performed. This is intended to perform a save-to-
database within the context of the new file group. By default, this option is
disabled.

If you enable this option, then after the plan files are copied to the new file
group, they are opened, refreshed, and saved (including a save-to-database).
The refresh includes all active Axiom queries where Refresh during document
processing is enabled.

Regardless of whether this option is enabled, if it is ever intended to save the
copied plan files in the target file group, then they must be designed so that
they save data to the appropriate tables after being copied.

NOTES:
l If Process with Utilities is enabled for the target file group, then utility

processing is performed instead of normal processing. The default data
source is used.

l If you enable this option but also specify a Copy data utility, then the new
plan files are not processed and saved. Instead, the designated utility file is
processed for each new plan file.

Copy data utility Optional. Specifies a utility file to process for each copied plan file. You can select
any file in the Utilities folder of the target file group, or a file in the Reports
Library.

The primary purpose of this option is to handle copying virtual plan files
between file groups. Because the plan files are virtual, no data exists in the file
itself and therefore saving the new plan file will not populate data for the new
file group. Instead, you should create a utility file that queries in the necessary
data for the original plan file, then saves the necessary data for the new plan file
to the appropriate tables for the new file group. Reserved document variables
are available to return information in the utility file such as the old plan file code
and the new plan file code.

For more information, see Copy data utility.

NOTE: Save plan files after copymust be enabled in order to specify a copy
data utility. If a utility is specified, then the new plan files are not saved and
instead the utility file is processed for each new plan file.

Default Values Optional. This section can be used to apply default values to any columns in the
target plan code table, when the new record is created in the target file group.
For more information, see Defining default values.
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� Plan Files tab
On the Plan Files tab, specify the plan files from the source file group that you want to copy to the target
file group. There are three different options that you can use to specify the plan files: Choose from list,
Use filter, and All.

Themost common option when copying plan files using Scheduler is to define a filter. You can
dynamically copy a subset of designated plan files using the filter. If the Scheduler task is triggered by
using RunEvent, you can pass in the filter from the source of the RunEvent (such as an Axiom form).

Copy a filtered set of plan files
To use a filter to copy a subset of plan files, select Use Filter. When the Scheduler task is executed, Axiom
Financial Planning will process only the plan files that meet the filter. You can specify the filter directly, or
use a job variable.

To specify the filter, click the Filter Wizard button. You can also manually type a filter criteria statement
into the filter box. The filter must use the plan code table of the source file group, or a lookup table. For
example: CapReq2020.Transfer=1, where CapReq is the plan code table.

Once you have entered a filter, you can click Refresh plan file list to show the plan files that currently
match the filter. The refresh feature is intended to help you determine whether you have defined the
filter correctly.

If you want to set the filter dynamically, you can use the Filter system variable to override the filter
defined in the task. This is intended for use when running Scheduler jobs via RunEvent. If a variable value
is specified when triggering the event, such as the value CapReq2020.CapReq IN (45,67,98) , then
that filter statement is used to determine the plan files to be copied instead of the filter defined in the
task.

Copy all plan files
To copy all plan files, select All. When the Scheduler task is executed, Axiom Financial Planning will copy
all plan files in the file group (except for those hidden via the Show on List column). This is not a common
use case for the copy feature, but can be used if needed.

Copy selected plan files
To copy certain plan files, select Choose from list, and then select the check boxes for the plan files that
you want to copy. When the Scheduler task is executed, Axiom Financial Planning will copy only the
selected plan files. This is not a common use case for the copy feature, but can be used if needed.

NOTE: This option is not available when using a file group alias as the source file group for the task.
This is because the alias could change to point to any file group, which could result in a different list of
plan files.
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� Defining default values
When the copy action is performed, the columns for the new record are populated as follows:

l If a value has been defined for a column in theDefault Values section, that value is used.
l Otherwise, the value from the original record in the source file group is used. This only occurs if

the column names match in the source and target tables, and if the column in the target table is a
compatible data type to accept the copied value.

If a column exists in the source table but not the target table, that value is ignored and does not cause an
error. If a column exists in the target table but not in the source table, then it is only populated during
the copy action if a default value has been defined. If the target table contains columns with lookup
relationships, those columns must be populated with valid values (either from the original record or by
using default values) or else the copy action will fail.

To define default values for the new records:
l Click the plus button to add a new column/value pair to theDefault Values section.

l In the left-hand box, type the name of the column in the target plan code table. For example:
SourceID. Do not use Table.Column syntax.

l In the right-hand box, type the value to be placed in this column. You can enter a "hard-coded"
value, or you can enter the name of a column from the source plan code table in brackets to use
the value from that column. For example, [CapID]. The column reference is only necessary if you
want the source column value to be placed in a column that has a different name than the source
column. If the columns have the same name, the value will be copied automatically as noted
previously in this section.

For both the column name and the value, you can use file group variables via a file group alias. Axiom
Financial Planning looks up the current target of the alias, and finds the current value of the designated
variable within that file group. Built-in variables and custom variables can both be used. To reference a
variable, use the following syntax:

{FileGroupAliasName.VariableName}

For example: {CP_CurrentYear.FileGroupYear} returns the file group year for the file group
that is currently the target of the CP_CurrentYear alias.

Scheduler job variables can also be used in the column name and in the value.

� Overriding task settings using system variables
All of the settings for the Copy On Demand Plan Files task can be overridden using system variables. This
is intended for use when the task is being triggered by RunEvent (such as from within an Axiom form),
and you want to pass in variable values to determine how the task is run.

The variable names for this task are as follows:
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Variable Description

CopyDataSourceFileGroupID Overrides the Source File Group. Must be set to a valid file group ID.
File group names or alias names cannot be used.

CopyDataTargetFileGroupID Overrides theDestination File Group. Must be set to a valid file
group ID. File group names or alias names cannot be used.

CopyDataUtilityPath Overrides the Copy data utility. Must be set to a valid document
path in Axiom Financial Planning.

Filter Overrides the Plan File Filter to specify the plan files to copy. Must
be set to a valid filter criteria statement.

KeepOriginalPlanFileCreator Overrides the option Keep original plan file creator. Must be set to
a valid Boolean value (True/False).

UseDefaultTemplate Overrides the option Use default template. Must be set to a valid
Boolean value (True/False).

CopyPlanFileAttachments Overrides the option Copy plan file attachments. Must be set to a
valid Boolean value (True/False).

SavePlanFilesAfterCopy Overrides the option Save plan files after copy. Must be set to a
valid Boolean value ( True/False).

To override task properties using these variables:
l Add the variables that you want to use to the Job Variables tab. For example, if you want to

override the source and target file groups, the copy data utility, and the plan file filter, then add
those variables to the Job Variables tab. You do not need to add a variable name if you do not
plan to override it.

Example Job Variables tab to override certain settings for the copy task

You do not need to define a default value for the variable. If the value is blank, then the setting
defined in the task is used. The corresponding task property will only be overridden if the variable
has a defined value.

l You do not need to add the variables to the task properties. The variables automatically overwrite
the task properties if they have defined values.
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l When configuring RunEvent, define values for the variables as needed. For example, you could
have a form where you allow the user to select the source and target file group for the copy
action. Based on the user's selected file group names, you can use the GetFileGroupID function to
determine the IDs for those file groups. You can then pass those IDs as variable values for the
variables CopyDataSourceFileGroupID and CopyDataTargetFileGroupID.

Example RunEvent properties to pass certain variable values to the copy task

� Plan file process considerations
If the target file group has an active plan file process, the new plan file is started in that process as part of
the plan file creation. The process initiator for the plan file is set as follows:

l If the plan file process has a designated Process Initiator Column, the user listed in that column is
the process initiator.

l If the plan file process does not have a Process Initiator Column, or the column value is blank,
then:

o If Keep original plan file creator is enabled for the command, then the original plan file
creator is the process initiator.

o Otherwise, the user performing the copy operation is the process initiator.
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� Copy data utility
If a Copy data utility is specified, this processing is performed as follows:

l The selected plan files are first copied to the new file group. If the plan files are virtual, then the
placeholder document records are copied instead of physical plan files.

l The utility file is opened once before processing begins. Any data lookups or Axiom queries that
are configured to refresh on open are executed at that time.

l The utility file is then iteratively processed for each new plan file as follows:
o Document variables are set in the utility, and the workbook is calculated.
o Axiom queries set to Refresh during document processing are refreshed.
o A save-to-database is executed.

The utility file is not closed and reopened for each new plan file. All processing occurs within the same file
session, similar to when performing multipass file processing.

The following reserved document variables are available to the utility file, to be returned using
GetDocumentInfo. These variables return necessary information about the copied plan files and the
source and target file groups.

Variable Description

SourceFileGroupID The ID of the source file group. You can use this ID in functions such as
GetFileGroupVariable—for example, to return the name of the data table
to query from the source file group.

SourcePlanCode The plan code of the original plan file from the source file group. You can
use this code to filter Axiom queries to return data for the original plan file.

TargetFileGroupID The ID of the target file group. You can use this ID in functions such as
GetFileGroupVariable—for example, to return the name of the data table
to save data to for the target file group.

TargetPlanCode The plan code of the new plan file in the target file group. You can use this
code to save data for the new plan file.

For example, GetDocumentInfo("Variable","SourceFileGroupID") returns the ID of the source
file group.

Create Plan Files task

This task creates plan files for a file group. It works the sameway as the Create Plan Files utility that is
available from the file group menu.

This task has two tabs of settings in the Task Details area: General and Plan Files.
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NOTE: If you are using Create Plan Files to create new on-demand plan files, those plan files will be
automatically started in the designated Plan File Process for the file group. This only applies when
creating a brand new plan file. If an existing plan file is overwritten, its process status will be left as is.

� General tab
The following settings are available on the General tab:

Item Description

Select File Group The file group for which plan files will be created. You can select any file group or
file group alias.

If the Scheduler job is stored in a file group Utilities folder, then you can select
Use Current File Group to automatically use the file group that the Scheduler
job belongs to. This is the recommended approach when the Scheduler job
belongs to a file group, so that it will automatically update to point to the
current file group when the file group is cloned.

NOTE: If the task uses an alias, then you cannot select individual plan files on
the Plan Files tab. Only theUse Filter and All options are available.

Overwrite
existing plan
files?

By default, this option is not selected, which means that existing plan files will
not be overwritten, even if the plan file is selected to be created.

If selected, existing plan files will be overwritten.

� Plan Files tab
On the Plan Files tab, specify the plan files that you want to create. This tab lists all plan codes that you
have the right to access. (If a plan code has been set to False in the designated Show On List Column for
the plan code table, then it is not available in this list.)

You can create plan files in any of the following ways:
l Create all plan files: To create all plan files, select All. This will cause all plan files to be created, for

all existing and future plan codes.

Alternatively, you can select Choose from list and then select the check box in the column header,
causing all plan codes to be selected, but then the list of plan codes is fixed and will not adjust for
any future changes. For example, if you add a new department in the future, that new
department will only be created by this task if you use the All option.
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l Create selected plan files: To create certain plan files, select Choose from list and then select the
check boxes for the desired plan codes.

To find the plan files you are looking for, you can sort, filter, and group the list using standard
Axiom grid features. You can show additional columns and hide columns by right-clicking in the
column header. If you have filtered the list, you can select the check box in the header to select
only the plan codes that currently display in the dialog.

NOTE: This option is not available if the file group for the task is an alias. This is because the list
of plan files could change when the alias target changes.

l Create a subset of plan files using a filter: To use a filter to create a subset of plan files, select
Use filter, and then type a filter into the filter box. You can also use the Filter Wizard to build the
filter. The filter must use the plan code table or a reference table that the plan code table links to.
For example: DEPT.Region='West'.

Once you have entered a filter, you can click Refresh plan file list to show only those plan codes
that currently match the filter. This feature is to help you determine whether you have defined the
filter as intended. The filter will be applied to the list of plan codes when the Scheduler job is
processed, so if changes have been made to the plan code table since then, the actual list of plan
files processed will reflect those changes.

You can also use a job variable for the filter. For example, you can define a job variable named
"filter" and then place the text {filter} in the filter box. This is intended for use when running
Scheduler jobs by using the RunEvent function. If a value is specified in the RunEvent function,
such as "Filter=dept.region='west'", then that filter will be used in place of the {filter} variable
to determine the list of plan files to be created.

NOTE: If you use a variable, and you leave the default value for that variable blank within the
Job Variables tab, then all plan codes will be created if no value is passed by the RunEvent
function (or if the value is invalid). You may want to define a default filter that results in no
values (such as 1=0), so that plan files are only created if a valid filter value is passed.

IMPORTANT: For all of these options, theOverwrite existing plan files option on the General tab
determines whether all selected plan files are created, or only the plan files that do not already exist.

Echo task

This task is primarily used for testing purposes, to check whether a Scheduler server is running and
operational. The task sends a message to the Scheduler server, and asks it to send themessage back (an
"echo"). If successful, themessage displays in the job results. No other action is performed.
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Item Description

Message to Echo Themessage to send to the Scheduler server for testing.

Job variables can be used in this setting.

Sleep Time The time to pause in between message echoes, in seconds. Scheduler will echo
themessage once, then wait the specified sleep time, then echo themessage
again.

� Using an Echo task to control jobs with sub-jobs
If the Task Control optionWait for all Subordinate jobs to complete before proceeding to the next
task is enabled for an Echo task, then the Echo task will inherit the status of the sub-jobs when they are
completed. If one of the sub-jobs fails, then the Echo task will inherit that failed status. By default, this
means that the job will not process any further tasks due to the sub-job failure. This behavior can be
used to stop a job from processing tasks if previous sub-jobs fail.

For example, you could have a Scheduler job with several import tasks configured to run as sub-jobs,
followed by some document processing tasks. Since the document processing tasks depend on the
imported data, you do not want the document processing tasks to be run if any of the import tasks fail.
However, because the import tasks are running as sub-jobs, the sub-job failure does not stop the parent
job from continuing to process tasks. You can place an Echo task after the import tasks and configure it
to wait, and then if any sub-jobs fail the Echo task will fail.

Execute Command Adapter task

This task executes a selected command from the Command Library.

� Task properties
This task has one property named Command Name that specifies the command to execute.

To select a command to execute:
1. Click Edit Command.

2. In the Shortcut Properties dialog, click the browse button [...] to the right of the Shortcut Target
box.

3. In the Axiom Explorer dialog, select the desired command from the Command Library, then click
Open.

This returns you to the Shortcut Properties dialog. The selected command is now listed in the
Shortcut Target box, and the Shortcut Parameters section displays the parameters for the
command.

4. Complete the Shortcut Parameters for the command as needed. The available parameters
depend on the selected command.

You can later edit the shortcut parameters or select a different command by clicking Edit Command.
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� Supported commands
Only certain commands are available for execution in this context. The following commands are available:

l File Group Rollover
l Create File Group Scenario

l File Group Rollover
l Create File Group Scenario

Systems with installed products may have Scheduler jobs that use the following additional commands:
l Create File Group From Prototype
l Upgrade File Group To Prototype Version

These commands can only be configured by product developers. Clients looking for more information on
how to use a particular product-delivered Scheduler job should consult their product documentation.
Syntellis employees should consult internal resources for more information on this feature as needed.

Export ETL Package task

This task exports data from Axiom Financial Planning to an external database (same as executing an
export from the Exports Library).

This task has one setting, Select ETL Export Package. This is the name of the export package to process.
You can select any export that is defined in the current system.

File Processing task

This task performs file processing on a specified report file or file group utility. The file must already be
enabled for file processing. You can use the file processing settings that are already in the file, or you can
override any setting.

The following settings must be completed for the task:
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Item Description

File to Process The report to process for the task. Click the Browse button to open the Axiom
Explorer dialog, and then select a report to process. You can select any report
that you have access to within the Reports Library or a file group Utilities folder.

Only one report can be selected for each File Processing task. If you want to
process multiple reports, you can add multiple File Processing tasks to the
Scheduler job.

TIP: Once the file is selected, only the file name displays in the task. If you want
to know the folder location of the selected file, hover your cursor over the field.
The folder location is listed in the tooltip.

If this Scheduler job is stored in a file group Utilities folder, then you can
optionally navigate to the report through the Current File Group node at the
top of the file groups list. When you do this, the path to the file is stored relative
to the current file group, which means that it will automatically update when
the file group is cloned. This is the recommended method of referencing the
report to process when both the Scheduler job and the report belong to the file
group.
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Item Description

Override file to
process

Optional. Specifies a Scheduler job variable to override the file to process. The
override file will then be used for processing instead of the original file. This
feature allows you to pass in an alternate file to process, when using Run Event
or Raise Event to trigger the Scheduler job for processing.

To use a job variable, enter the variable name in curly brackets, such as
{MyFile}. When the job is executed, this variable must resolve to a valid file
path in the Axiom Financial Planning file repository. Note that it is not valid to
leave the variable value blank (the task will not use the original file to process).

NOTES:
l The override feature is only exposed to product developers. It is only

visible in client systems if the job is delivered as part of a product package
and an override variable is specified in that job.

l The File to Process field must point to a valid file for file processing when
the override feature is used, even though that file will never actually be
processed by the task. If the file to process is missing or invalid, then the
task validation will fail.

Process
Multipass

Specifies whether the report will be run using multipass processing.
l If this option is selected, multipass processing is performed. This is

equivalent to selecting File Output > File Processing > Process File
Multipass.

l Otherwise, multipass processing is not performed and multipass settings do
not display in the task. This is equivalent to selecting File Output > File
Processing > Process File.

NOTE: If you select Process Multipass, but the file does not have any defined
multipass settings, then you must override the blank multipass settings for the
file and define them in the equivalent of "advanced mode." If you want to use
"basic mode" settings (specify only a source column and Axiom Financial
Planning automatically completes the rest of the settings for you), then you
should edit the file to define the basic modemultipass settings so that they can
be inherited by the task.

Enable iterative
calculation while
processing

Specifies whether iterative calculations are enabled for the file during
processing. In most cases you will leave this option disabled.

If this option is selected, then iterative calculations are enabled for the file
during the Axiom query refresh process. The iterative calculation settings are
fixed at a maximum of 100 iterations and a maximum change value of .001.

For more information on iterative calculations, see theMicrosoft Excel Help.
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� Advanced options
This section only displays if multipass processing is enabled for the task, and the task uses settings that
are eligible for parallel processing. Click on the down arrow next to the title to expand the section and
view the options.

Parallel processing for file processing tasks is performed based on multipass passes. With certain task
settings, multiple passes can be separated into sub-jobs, which can then be processed at the same time
(in parallel). This can improve the performance of the task.

For example, imagine that you aremultipass processing a file by department. If the task is processed
sequentially, then the task would process Dept 100 and finish it, then move to Dept 110 and finish it, etc.
When parallel processing is used instead, Depts 100-199 can be separated into one sub-job, Depts 200-
299 into another sub-job, etc. Because the sub-jobs are processed in parallel, multiple departments are
processed at the same time, so the overall task can completemore quickly.

Item Description

Maximum
Parallel Jobs

Themaximum number of subordinate jobs to run in parallel. The default
number is 4.

This is the total number of sub-jobs that can be run at the same time for this
task. Ultimately the number of sub-jobs that are run in parallel depends on the
number of Scheduler threads that have been configured for use at your
organization, and the number of Scheduler threads that are currently available
(threads that are not processing other higher-priority jobs).

Processing Batch
Size

The number ofmultipass passes to include in each sub-job at a time. The
default number is 10 for eligible snapshot and export processes, and 7000 for
eligible save-to-database processes (save once at end).

Passes are determined based on themultipass list of items. For example, if you
are processing by department (DEPT.DEPT), then each department is a separate
pass. If the batch size is set to 10, then each sub-job would process 10
departments at a time.

In most cases, the default settings are sufficient. If you are experiencing lengthy
processing times and want to optimize performance, you can adjust this setting
as follows: divide the number of passes by the number of available Scheduler
threads. For example, if there will be 100 passes and there are 4 Scheduler
threads, set the batch size to 25.
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NOTES:
l For save processes, only "save once at end" processes are eligible for parallel processing. In

this case, the records to be saved to the database are extracted after each pass to a central
temporary table. Once all passes are complete, then all records are saved to the database
from the temporary table. Save processes where data is saved directly after each pass are not
eligible, because these processes may depend on sequential processing.

l There is no way to disable parallel processing if the task is eligible; however, you can adjust the
parallel processing settings if desired.

� File processing settings
Once you have selected a file to process, the file processing settings from that file display within the task
as read-only. You can leave the settings as they are, or you can override any setting.

l To override a setting, select theOverride check box to the right of the setting. The setting
becomes editable, and you can change it. The change only applies to the file processing task—the
setting remains unchanged within the file.

l If you override a setting, make sure that any related settings make sense in the context of the
change. For example, if File Generation is set toMultiple Output Files, and you override it to be
Single Output File, then you should also check the Sheet Names setting to make sure that you
will end up with unique sheet names within the file.

NOTE: If the target file for the task uses File Collect or Batch processing, then it is not possible to
override the settings on the File Collect Configuration Sheet or the Batch Control Sheet.

For more details on file processing settings, see the Axiom File Setup Guide.

Note the following requirements when running file processing using Scheduler:
l TheOutput Folder location must be accessible by the Scheduler service user account (for on-

premise systems) or the Axiom Cloud Integration Service (for cloud systems). If you specify a
network folder location using the Browse button, the location is automatically entered as a UNC
path. If you specify a C: drive location, that location will be evaluated as the C: drive of the
Scheduler server.

l If the file processing type is Print, the Scheduler server(s) must be configured to access the
specified printer. This may require the assistance of your IT department.

Job variables can be used in any file processing setting that accepts a typed user input.

� Batch variables
If the file has defined batch variables, you can specify variable values to be used for the file processing
task. When the task is executed, any specified variable values are temporarily placed within the file,
within the designated cell for that variable value. The file can be set up to use the variable value in some
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way during processing.

Item Description

Variable Names The names of the variables, as defined in the File Processing Control Sheet for
the source file. If no names are listed, then no variables are defined in the file.

Variable Values The variable values to be placed within the file when the file processing task is
executed.

Job variables can be used in the batch variable settings. For example, a job variable can be used as the
value for a batch variable.

Import ETL Package task

This task imports data into Axiom Financial Planning (same as executing an import from the Imports
menu).

NOTE: If the import package is configured to Ignore lookup and key errors, then if errors are found
the execution status of the job will be Partial Success. This will trigger an email notification if the job is
configured to notify only on error.

Item Description

Select ETL
Import Package

The import package to process. You can select any import that is defined in the
current system.

Source Filename The path and name of the source file. This option only applies in the following
situations:

l The import is configured to pull data from a source file (instead of a database
table).

l The import is configured to prompt the user for the source file during
execution.

If the import is configured to always use the same source file, then that file
displays for reference in the Source Filename box, but it is grayed out and
cannot be changed.

Job variables can be used in this setting.

Package
Variables

Specifies values for any variables used in the import package.

Variables are listed in the right-hand side of the grid. Use the drop-down list next
to the variable name to select from the defined set of choices, or type in a value.

Job variables can be used in this setting.
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Process Plan Files task

This task processes plan files in a file group. It performs the same actions as the Process Plan Files utility
available from the file group menu.

The Process Plan Files task uses several tabs to define different options. The available tabs and the
options on those tabs depend on the selected Processing Mode on theOptions tab.

l Options: Defines the overall processing mode and processing options
l Plan Files: Specifies the plan files to process
l Axiom Queries: Specifies which Axiom queries to run in plan files (only applies to Normal

Processing)
l Utilities: Specifies which data source to use for utility processing (only applies to Process with

Utilities)
l Processing Variables: Defines variables to pass into plan files from Scheduler, and to Scheduler

from plan files

� Options tab
The following options are available on the Options tab:

Item Description

Processing Mode Select the type of processing to perform:
l Normal Processing: Plan files are opened, refreshed, and saved. You

can configure which actions occur.
l Process with Utilities: A list of utilities is iteratively processed per plan

file. Utilities are opened, refreshed with data for each plan code, and
saved. This is primarily intended for processing form-enabled plan files
with embedded forms.

l Update Persistent Plan Files: Update existing plan files for text,
formatting, or formula fixes. This is an advanced feature.

l Process with Custom Utility: Plan files are processed using a custom
utility provided by Axiom Support. This is an advanced feature.

The default processing mode is Normal Processing. However, if the file
group has been configured so that utility processing is the default
processing mode for that file group, then Process with Utilities is selected
by default.
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Item Description

Select File Group The file group for which plan files will be processed. You can select any file
group or file group alias, including file group scenarios (click Show
Scenarios in the Choose File Group dialog to show scenarios in the file
group list).

If the Scheduler job is stored in a file group Utilities folder, then you can
select Use Current File Group to automatically use the file group that the
Scheduler job belongs to. This is the recommended approach when the
Scheduler job belongs to a file group, so that it will automatically update to
point to the current file group when the file group is cloned.

NOTE: If the task uses an alias, then you cannot select individual plan files
on the Plan Files tab. Only theUse Filter and All options are available.

Advanced Options:
Worker Batch Size

Optional. Specifies the number of plan files to be processed in each batch.
The batch size must be a number between 10 and 100.

By default this is left blank, which means that the batch size is
automatically calculated based on the number of plan files to be processed
divided by the total number of threads on all enabled Scheduler servers.
Generally speaking, you should not customize this setting unless you are
advised to by Axiom Financial Planning Support.

NOTE: Each batch of plan files is processed by a subordinate job. These
subordinate jobs are automatically created for the Process Plan Files task
and are processed in parallel, dependent on the number of Scheduler
threads that are available at any one time.

Options for Normal Processing mode
If Normal Processing is the selected processing mode, the following additional options are available on
the Options tab:
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Option Description

Save document
after processing

Specifies whether plan files are saved during processing. This option is selected
by default.

This option does not cause a save-to-database to be performed—that option
must be selected separately.

NOTES:
l If this option is not selected, then the utility will open the file as read-only

and will not attempt to acquire the document lock before processing.
l If the file group uses virtual plan files, this option does not apply because the

plan files cannot be saved. However, if the option is enabled, Axiom Financial
Planning will attempt to acquire the document lock before processing, which
is not necessary. This option should not be enabled when processing virtual
plan files.

Run Save To
Database on
plan files after
processing

Specifies whether a save-to-database is performed in plan files during
processing. This option is selected by default.

This option does not cause the file itself to be saved—that option must be
selected separately. It is not required to save the file in order to perform a save-
to-database.

Create a plan file
restore point
before
processing

If selected, then a plan file restore point will be created before processing
begins. This option is not selected by default.

Restore points can be used to restore plan files to the state they were in before
changes weremade.

NOTE: If the file group uses virtual plan files, this option does not apply. Plan
files are not saved and therefore restore points are irrelevant.

Options for Process with Utilities
If Process with Utilities is the selected processing mode, there are no additional options on the Options
tab.

Plan files are not saved when using Process with Utilities, and plan file restore points are not created.
When using this mode, the processing is being performed in the utility files, not in the plan files, so it is
not necessary to save the plan files. Additionally, in most cases the plan files used with this mode are
virtual form-enabled plan files, so the save and restore options are irrelevant.

Options for Update Persistent Plan Files
IfUpdate Persistent Plan Files is the selected processing mode, the following additional option is
available on the Options tab:
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Option Description

Report File Click the Browse button to select the report file that is configured with the
PlanFileReconfig_ControlSheet. This file must be saved in the Reports Library.

This control sheet contains the settings that will be applied to plan files during
processing.

Plan files are always saved when using this processing option, and plan file restore points are always
created before processing. A save-to-database is not performed in this mode, so if you need to save
data, you should process plan files using Normal Processing after you have verified the results of the plan
file update.

Options for Process with Custom Utility
If Process with Custom Utility is the selected processing mode, the following additional options are
available on the Options tab:

Item Description

Report File Click the Browse button to select theMicrosoft Excel spreadsheet file that
contains the VBA custom utility. The file must be saved in the Reports Library.

VBAModule Select the VBA module to run as part of this utility. The drop-down list shows
the VBA modules available in the selected file.

VBA Function Select the VBA function to run as part of this utility. The drop-down list shows
the VBA functions available in the selected module.

Plan files are always saved when using this processing option, and plan file restore points are always
created before processing. A save-to-database is not performed in this mode, so if you need to save
data, you should process plan files using Normal Processing after you have verified the results of the
custom utility processing.

� Plan Files tab
On the Plan Files tab, specify the plan files that you want to process. There are three different options
that you can use to specify the plan files: Choose from list, Use filter, and All. You should use the option
that corresponds to howmany plan files you want to process—all plan files, or a subset of plan files. If
you want to process a subset of plan files, you can select individual files to process or you can use a filter
to define the subset.
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NOTES:
l If a plan file is locked by another user when the task is executed, then processing for that file

will fail. Failures are noted in the result history for the job.

l If a plan file has not yet been created for a particular plan code, then that plan code will not
display in this list and will be ignored when processing. Scheduler does not support creating
plan files as part of the Process Plan Files task (you must use the separate Create Plan Files
task for this purpose).

l If the file group uses a Show on List column, then any plan code that is set to Falsewill not
display in the plan file list and will be ignored when processing.

Process all plan files
To process all plan files, select All. The list of all plan files is generated each time the Scheduler task is
executed, so that if new plan files have been added then those new plan files will be included in the
processing (the reverse is also true if any plan files have been removed).

Alternatively, you can select Choose from list and then select the check box in the column header,
causing all current plan codes to be selected. However, in this case the list of selected plan codes is fixed
and therefore will not automatically adjust for any future changes.

Process selected plan files
To process certain plan files, select Choose from list, and then select the check boxes for the plan files
that you want to process. When the Scheduler task is executed, Axiom Financial Planning will process
only the selected plan files.

To find the plan files you are looking for, you can sort, filter, and group the list using standard Axiom grid
features. You can show additional columns and hide columns by right-clicking in the column header. If
you have filtered the list, you can select the check box in the header to select only the plan files that
currently display in the dialog.

NOTE: This option is not available if the file group for the task is an alias. This is because the list of
plan files could change when the alias target changes.

Process a filtered set of plan files
To use a filter to process a subset of plan files, select Use Filter. When the Scheduler task is executed,
Axiom Financial Planning will process only the plan files that meet the filter.

You can use the Filter Wizard to create the filter, or you can manually type a filter criteria statement into
the filter box. The filter must use the plan code table or a lookup table. For example: DEPT.Region='US
West'where Dept is the plan code table.
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Once you have entered a filter, you can click Refresh plan file list to show the plan files that currently
match the filter. The refresh feature is intended to help you determine whether you have defined the
filter correctly.

You can also use a job variable for the filter. For example, you can define a job variable named "filter" and
then place the text {filter} in the filter box. This is intended for use when running Scheduler jobs via
RunEvent. If a variable value is specified when the event is triggered, such as the value
dept.region='west', then that filter statement will replace the {filter} variable and will be used to
determine the list of plan files to be processed.

NOTE: If you use a variable, and you leave the default value for that variable blank within the Job
Variables tab, then all plan codes will be processed if no value is passed by the RunEvent function.
You may want to define a default filter that results in no values (such as 1=0), so that plan files are
only processed if a valid filter value is passed.

� Axiom Queries
On the Axiom Queries tab, select the queries that you want to run in the plan files. By default, all listed
queries are selected. This tab only applies when using Normal Processingmode.

If you do not want to run a particular query, you can clear the check box. You can select or clear
individual check boxes, or you can use the check box in the header to select or clear all queries currently
displayed in the list. You can sort, filter, and group the list using standard Axiom grid functionality.

Example Axiom Queries tab

The list of Axiom queries is based on the source templates that were used to create the plan files. Only
Axiom queries that meet the following criteria are eligible for selection:

l Active is set to On, or the setting uses a formula.
l Refresh during document processing is set to On.
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If a query uses a formula for the Active setting, this means the query is dynamic and may or may not be
run, depending on how the formula resolves in each plan file to be processed. When a particular plan file
is processed, each selected query will be evaluated based on the current settings in that plan file. If both
Active and Refresh during document processing areOn for that plan file, then the query will be run. If
either or both settings areOff for that plan file, the query will not be run. You can tell whether a query is
dynamic or not by looking at theDynamic column in the query list.

If a query is not selected on this tab, then that query will not be run in any plan files during processing,
regardless of whether Active or Refresh during document processing are enabled in the plan file.

The plan file selection on the Plan Files tab affects the Axiom query list as follows:
l If you have selected individual plan files, then only the eligible queries for the source templates of

the selected plan files are shown.
l If you have selected All or Use Filter, then all eligible queries for all used templates are shown. If

the file group has templates that have not been used to create any plan files, then those
templates are not included in the list.

The listed queries are identified by template, worksheet, and query name. The following additional
properties are also listed for each query:

l Refresh On Open: Indicates whether the Axiom query is configured to refresh automatically when
the file is opened. This is for information purposes only, to help you determine whether the query
needs to be included in the processing. The Refresh on Open status is ignored by Process Plan
Files—if the query is selected it will be run along with the other selected queries, and if it is not
selected it will not be run.

l Dynamic: Indicates whether the query is dynamically enabled. Truemeans that the query uses a
formula for the Active setting.

NOTE: If a query is listed on this tab but it is grayed out and unavailable for selection, that means
that although the query is active (either directly or dynamically), the query is not eligible to be run
using Process Plan Files (because the setting Refresh during document processing is set to Off). This
query is listed for your information only, so that you understand the query cannot be run as part of
the process.

� Utilities tab
On theUtilities tab, select the ProcessPlanFileUtilities data source to use during processing. This data
source determines which utility files are processed and the processing order. This tab only applies when
using Process with Utilitiesmode.
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Example Utilities tab

For each template listed, use theUtilities Data Source field to select the data source to use for plan files
created from that template.

l If the template only has one data source, that data source is selected.
l If the template has multiple data sources, then the data sourcemarked as the default data source

is selected by default. If desired, you can use the drop-down list to select a different data source.

When plan files are processed, Axiom Financial Planning reads the specified data source in each plan file
to determine the utilities to be processed for that plan file.

The plan file selection on the Plan Files tab affects the Utilities list as follows:
l If you have selected individual plan files, then only the templates used to create the selected plan

files are shown.
l If you have selected All or Use Filter, then all used templates are shown. If the file group has

templates that have not been used to create any plan files, then those templates are not included
in the list.

� Processing Variables
This tab can be used to define variables to pass into plan files before processing begins, and to pass
variables back to the Scheduler job after processing has been performed. This tab is optional and is only
used in special situations.

Pre-Processing Document Variables
This section can be used to pass document variables into plan files before processing. This can impact the
processing of plan files if the files are configured to use the variable values in someway.

For each pre-processing document variable, you can specify a variable name and a variable value. The
plan files must be set up with GetDocumentInfo functions that return the values for the specified
variables.
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To add a variable, click the Add button to add a row to the list. Complete the settings
for the variable as described below.

To remove a variable, select the variable in the list and then click the Remove button.
Only one variable can be selected at a time.

To edit the variable settings, double-click the applicable cell to make the cell contents editable. When you
are finished editing, you can press the Enter key or Tab key to exit the cell, or click outside of the cell.

Item Description

Variable Name The name of the variable. Do not enclose the variable name in curly brackets
(you are not using the variable here, you are defining its value).

Variable Value The value of the variable. The value can be a "hard-coded" value, or it can be a
job variable that will be resolved at time of processing.

If you use a job variable to define the value, the job variable must be enclosed
in curly brackets.

Pre-Processing Workbook Variables
This section can be used to pass values into plan files before processing. This can impact the processing
of plan files if the files are configured to use the values in someway.

For each pre-processing variable, you can specify a workbook location to place the value, and the value
to be placed.

Item Description

Workbook
Location

The location in the workbook for the value to be placed. Any existing value in
this location will be overwritten for the duration of the processing. If the file is
saved as part of the processing, then the value will be saved in the file.

The location can be specified using SheetName!CellRef syntax (for example:
Report!A13), or by using a named location in the file.

Formula The value to be placed in the specified workbook location. The value can be a
"hard-coded" value, or a formula, or a job variable that will be resolved at time
of processing.

If the value is a formula, the formula is placed into the target cell and calculated
in the plan file. The formula can be any formula that would be valid within a
spreadsheet in the Axiom client. This includes using Excel functions and Axiom
functions. The formula can also use job variables, which will be resolved before
placing the formula in the target cell.
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The specified location and value will apply to all plan files being processed by the task. If you are going to
use pre-processing variables, the location should be predefined in the template and therefore available
to all plan files built using that template. If the plan files will be built using multiple templates, then all
templates should be set up with the same designated location, or you should set up separate processing
tasks based on template type.

Post-Processing Workbook Variables
This section can be used to pass a value from plan files back to the Scheduler job after processing has
been performed. This can impact the processing of subsequent tasks in the job if those tasks are
configured to use the value in someway.

For each post-processing variable, you can specify the location in the workbook to find the value, and
the job variable to use that value.

NOTE: If this task processes multiple plan files, the resulting variable value will be from the last file
that was processed.

Item Description

Workbook
Location

The location in the workbook to find the value to be passed to Scheduler. This
value will become the value for the assigned job variable for the duration of
executing the current job (unless a later process within the same job overwrites
the value for the same job variable).

The location can be specified using SheetName!CellRef syntax (for example:
Report!A13), or by using a named location in the file.

Job Variable The job variable that you want to use the value in the specified workbook
location. Do not enclose the variable name in curly brackets (you are not using
the variable here, you are simply referencing the variable name).

If the job variable does not already exist in the job (on the Job Variables tab),
then it will be created. However, in most cases you will want the variable to be
already set up with a default value, so that the job does not have validation
errors that prevent saving.

The specified location and job variable will apply to all plan files being processed by the task. If you are
going to use post-processing variables, the location should be predefined in the template and therefore
available to all plan files built using that template. If the plan files will be built using multiple templates,
then all templates should be set up with the same designated location, or you should set up separate
processing tasks based on template type.

Even though the task may process many plan files, only the job variable value from the last-processed
plan file will be used. The plan files must be set up so that all plan files result in the same value after
processing, or else your results will vary depending on which plan file was the last file to be processed.

Administrator's Guide Axiom Financial Planning │ 534



Process Document List task

This task processes a user-defined set of documents. The process operation always calculates the files. In
addition, you can opt to run Axiom queries in the files, process alerts in the files, and then perform a
save-to-database and/or save the files.

You can process any Axiom-managed Excel files by using this task. The primary intent of the task is to
process files such as driver files or report utilities. For example, you may be using Axiom queries and
GetData functions in your driver files that need to be updated regularly. Rather than opening, refreshing,
and saving each driver file, you can use this task to define the set of files and schedule processing.

NOTES:
l Generally speaking, plan files should not be processed using this task. Instead, the Process

Plan Files task should be used.

l This task does not perform file processing actions on the file. File processing can be set up for
report files and driver files, and can be used to perform actions such as file delivery, using
standard or multipass processing. If you want to perform file processing using Scheduler, use
the File Processing task.

� Documents to process
Specify the documents to be processed when the task is run. Documents are processed sequentially in
the order listed.

To add a document, click the Add button. In the Axiom Explorer dialog,
select the file or files that you want to add, and then click Open.

To remove a document, select the document in the list and then click the
Remove button. Only one document can be selected at a time.

To change the order of documents, select the file in the list and then click
the arrow buttons to move the file up or down.

Only Axiom-managed Excel files are valid to be processed in the task.

Selecting a document using a file group alias
You may want to specify the document to process using a file group alias, so that the task does not have
to bemanually updated after rolling over to a new file group for a new year of planning. When you are
selecting a document in the Axiom Explorer dialog, you can expand the file group alias to see all of the
files in the current target of the alias.

For example, in the following screenshot, the file group alias Current Budget is expanded. Because the
alias currently points to the file group Budget 2018, the folders and files under the alias are from Budget
2018. When you select a file or folder, you can see the real file path in the top of Axiom Explorer.
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Selecting a document to process using a file group alias

When you select a document underneath an alias, the file path is written using alias syntax, so that the
Scheduler task will look for the document within the current target of the alias. This path is visible in the
tooltip that displays when you hover your cursor over a selected document.

File path using file group alias syntax

When the file group alias is updated to point to a new file group, the Scheduler task will use the file in the
new file group automatically. If the file does not exist in the new file group, the task will fail with an error.

� Processing Options
By default, both options are selected. Axiom queries are refreshed before the save-to-database occurs.

If neither option is selected, then the files are calculated and then saved.
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Item Description

Perform all enabled
Axiom Queries in
selected workbooks

If this option is selected, then all eligible Axiom queries in all selected files
will be refreshed when the task is run. This option is selected by default.

Axiom queries are eligible for processing if they are active and use either of
the following refresh behaviors: Refresh on File Open and Refresh During
Document Processing.

Enable iterative
calculation while
processing

Specifies whether iterative calculations are enabled for the file during
processing. In most cases you will leave this option disabled.

If this option is selected, then iterative calculations are enabled for the file
during the Axiom query refresh process. The iterative calculation settings
are fixed at a maximum of 100 iterations and a maximum change value of
.001.

For more information on iterative calculations, see theMicrosoft Excel
Help.

Save document after
processing

If selected, then files will be saved after processing. This option is selected
by default. The user executing the task must have Read/Write access to
the files.

This option does not cause a save-to-database to be performed—that
option must be selected separately.

NOTE: If this option is not selected, then the utility will open the file as
read-only and will not attempt to acquire the document lock before
processing.

Run Save To Database
on plan files after
processing

If selected, then a save-to-database will be performed after processing.
This option is selected by default. The user executing the task must have
the Allow Save Data permission to the files.

This option does not cause the file itself to be saved—that option must be
selected separately. It is not required to save the file in order to perform a
save-to-database.

Process alerts in
selected workbooks

If selected, then alerts in the file will be processed. The file must contain an
Alert Control Sheet and one or more alerts must be defined in the file.

If Axiom queries are enabled for processing as well, the queries will be run
before alerts are processed.

� Pre-Processing Document Variables
This section can be used to pass document variables into the target files before processing. This can
impact processing if the files are configured to use the variable values in someway, such as to filter an
Axiom query.
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For each pre-processing document variable, you can specify a variable name and a variable value. The
target file must be set up with GetDocumentInfo functions that return the values for the specified
variables.

To add a variable, click the Add button to add a row to the list. Complete the settings
for the variable as described below.

To remove a variable, select the variable in the list and then click the Remove button.
Only one variable can be selected at a time.

To edit the variable settings, double-click the applicable cell to make the cell contents editable. When you
are finished editing, you can press the Enter key or Tab key to exit the cell, or click outside of the cell.

Item Description

Variable Name The name of the variable. Do not enclose the variable name in curly brackets
(you are not using the variable here, you are defining its value).

Variable Value The value of the variable. The value can be a "hard-coded" value, or it can be a
job variable that will be resolved at time of processing.

If you use a job variable to define the value, the job variable must be enclosed
in curly brackets.

The following example screenshot defines the value for the document variable Dept. The value is defined
using the value of a Scheduler job variable {Dept}. A value for Dept can be passed into the Scheduler
job when the job is started, and then passed into the target file using the document variable.

� Pre-Processing Workbook Variables
This section can be used to pass values into the file before processing. This can impact processing if the
files are configured to use the values in someway. For each pre-processing variable, you can specify a
workbook location to place the value, and the value to be placed.

NOTE: The specified value will be placed in all files listed to process. Therefore, unless all files are set
up to use the same location and the sameway of deriving the value, you will need to create a
separate Process Document List task for each file. If you are not using pre-processing variables, then
this does not matter.
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To add a variable, click the Add button to add a row to the list. Complete the settings
for the variable as described below.

To remove a variable, select the variable in the list and then click the Remove button.
Only one variable can be selected at a time.

To change the order of variables, select the variable in the list and then click the
arrow buttons to move the variable up or down.

To edit the variable settings, double-click the applicable cell to make the cell contents editable. When you
are finished editing, you can press the Enter key or Tab key to exit the cell, or click outside of the cell.

Item Description

Workbook
Location

The location in the workbook for the value to be placed. Any existing value in
this location will be overwritten for the duration of the processing. If the file is
saved as part of the processing, the value will be saved in the file.

The location can be specified using SheetName!CellRef syntax (for example:
Report!A13), or by using a named location in the file.

Formula The value to be placed in the specified workbook location. The value can be a
"hard-coded" value, or a formula, or a job variable that will be resolved at time
of processing.

If the value is a formula, the formula is placed into the target cell and calculated
in the target file. The formula can be any formula that would be valid within a
spreadsheet in the Axiom client. This includes using Excel functions and Axiom
functions. The formula can also use job variables, which will be resolved before
placing the formula in the target cell.

� Post-Processing Workbook Variables
This section can be used to pass a value from the file back to Scheduler after processing has been
performed. This can impact the processing of subsequent tasks in the job if those tasks are configured to
use the value in someway. For each post-processing variable, you can specify the location in the
workbook to find the value, and the job variable to use that value.

NOTES:
l If this task processes multiple documents, the resulting variable value will be from the last

document processed.

l If the task is run as a sub-job, then the post-processing variable is not passed back to the
"parent" job. The task must be executed as a regular task within the job in order to pass the
variable value back to the job.
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To add a variable, click the Add button to add a row to the list. Complete the settings
for the variable as described below.

To remove a variable, select the variable in the list and then click the Remove button.
Only one variable can be selected at a time.

To change the order of variables, select the variable in the list and then click the
arrow buttons to move the variable up or down.

To edit the variable settings, double-click the applicable cell to make the cell contents editable. When you
are finished editing, you can press the Enter key or Tab key to exit the cell, or click outside of the cell.

Item Description

Workbook
Location

The location in the workbook to find the value to be passed to Scheduler. This
value will become the value for the assigned job variable for the duration of
executing the current job (unless a later process within the same job overwrites
the value for the same job variable).

The location can be specified using SheetName!CellRef syntax (for example:
Report!A13), or by using a named location in the file.

Job Variable The job variable that you want to use the value in the specified workbook
location. Do not enclose the variable name in curly brackets (you are not using
the variable here, you are simply referencing the variable name).

If the job variable does not already exist in the job (on the Job Variables tab),
then it will be created when the job is executed. However, in most cases you will
want the variable to be already set up with a default value, so that the job does
not have validation errors that prevent saving.

Process Template List task

This task processes a user-defined list of file group templates. During processing, any Axiom queries with
Refresh during template processing enabled are executed and time-stamped, and then the template
files are saved.

The primary purpose of this task is to enable use of time-stamped Axiom queries with virtual plan files.
Because virtual plan files are re-created from template each time they are accessed, Axiom queries
cannot be time-stamped within the plan files. Virtual plan files can use the time stamp from the template,
but under normal circumstances, Axiom queries are not time-stamped when they are run in templates.
However, when Axiom queries are run during template processing, the Last refresh time for the query is
updated, which means that the queries can be configured to only run if the primary table has changed.

To use this task to enable time-stamped Axiom queries for virtual plan files, do the following:
l In the template, enable Refresh only if primary table changed since last refresh and Refresh

during template processing for the Axiom queries that you want to be time-stamped.
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l In Scheduler, create a job with a Process Template List task and add the template to the task.
Define a scheduling rule for the job as appropriate. For example, you might want the template to
be processed nightly.

When the template is processed, the designated Axiom queries will be run if the primary table has
changed, and the time stamps are updated. When a virtual plan file that uses this template is opened,
the queries will not be run again if the primary table has not changed.

This task should only be used to process Axiom queries that meet the requirements of time-stamped
queries.

� Templates to process
Specify the templates to be processed when the task is run. Templates are processed sequentially in the
order listed. If you havemultiple templates to process (in the same or different file groups), you can run
them all in the same task.

To add a template, click the Add button. In the Axiom Explorer dialog,
select the file or files that you want to add, and then click Open.

To remove a template, select the file in the list and then click the Remove
button. Only one file can be selected at a time.

To change the order of templates, select the file in the list and then click the
arrow buttons to move the file up or down.

Normal template behavior rules apply during processing. For example, save-to-database and action
codes are not run in templates. The only exception to normal template behavior during this task is that
any executed Axiom queries will be time stamped.

Selecting a template using a file group alias
You may want to specify the template to process using a file group alias, so that the task does not have
to bemanually updated after rolling over to a new file group for a new year of planning. When you are
selecting a template in the Axiom Explorer dialog, you can expand the file group alias node to see all of
the files in the current target of the alias.

For example, in the following screenshot, the file group alias Current Budget is expanded. Because the
alias currently points to the file group Budget 2018, the folders and files under the alias are from Budget
2018. When you select a file or folder, you can see the real file path in the top of Axiom Explorer.
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Selecting a template to process using a file group alias

When you select a template underneath an alias, the file path is written using alias syntax, so that the
Scheduler task will look for the template within the current target of the alias. This path is visible in the
tooltip that displays when you hover your cursor over a selected template.

File path using file group alias syntax

When the file group alias is updated to point to a new file group, the Scheduler task will use the file in the
new file group automatically. If the file does not exist in the new file group, the task will fail with an error.

Purge System Data task

The Purge System Data task is intended to clean up old data in your system, to help keep your system
running efficiently.

NOTE: Scheduler automatically creates a system job for this task (System.SystemDataPurge), which
administrators can edit as needed.
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This task purges the following data when it is run:
l Scheduler job result history
l Scheduler and system email notifications
l System temp table data
l Audit history
l Alerts

For each category of data, you can specify a number of days of data to keep when the task is run. All
results older than the specified number of days will be deleted. Note that 0 days means that no data is
purged for that category.

Section Item Description

Scheduler
Results

Number of days to keep
result history

The number of days of job result history to keep
when the task is run. By default, this is set to 15
days.

SMTP Messages Number of days to keep
delivered messages and
attachment data

The number of days of delivered message data
to keep when the task is run. By default, this is
set to 15 days.

Temporary
Tables

Number of days to keep
temp table data

The number of days of temp table data to keep
when the task is run. By default, this is set to 15
days.

Audit History Number of days to keep
system history

The number of days of system audit history to
keep when the task is run. By default, this is set
to 15 days.

"System history" encompasses all audit data—
including prior document versions and deleted
documents—except table audit data.

Table History Number of days to keep
table history

The number of days of table audit history to
keep when the task is run. By default, this is set
to 15 days.

Table audit data is tracked for tables where
Audited is set to True.

Alerts Number of days to keep
alerts

The number of days of alerts to keep when the
task is run. By default, this is set to 60 days.

Job variables can be used in all of these settings.
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Each purge routine in the task is limited to purging a specific number of rows at a time (50000). If the
number of rows to be purged exceeds this limit, then the excess data is retained until the next time the
task is run. If you notice data in the database that you expected to be purged, most likely the amount of
data to be purged exceeded the limit, and the data will be purged next time the task is run.

� Other purged data
This task also cleans up the following items in your system:

l Deleted columns. When a column is deleted from a table in Axiom Financial Planning, the column
is immediately deleted from the associated view (which prevents it from being accessed in the
system), but it remains in the base table. This task finishes the process of removing obsolete
columns from the base tables.

l Orphaned user folders. If the system contains any user folders that do not match up with existing
users, these folders are deleted. Although user folders are deleted when a user is deleted from
security, orphaned user folders can result from other processes, such as migrating a system
between different management databases.

These items are not associated with any specific task settings; the delete process is performed whenever
the task is executed.

Raise Event task

The Raise Event task can be used to trigger other Scheduler jobs for execution, using a named event
handler. This task has one required setting:

Item Description

Event Name Enter the name of the event that you want to raise for execution. This name
must match a defined event handler name in one or more other Scheduler jobs.

When this task is run, it looks for any jobs that contain the specified event
handler name. These jobs are added to the schedule and are eligible to be
processed immediately, depending on Scheduler thread availability and any
other higher-priority jobs already in the queue.

NOTE: It is not possible to specify a file group context for the event handler
when using Raise Event. Axiom Financial Planning will run all jobs that contain
the specified event handler name, regardless of whether the event handler is
associated with a file group.

Event Variables
This section can be used to pass variables into the jobs triggered by the event handler. If the jobs are
configured to use the variables, these values can impact how the jobs are processed.
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To add a variable, click the Add button to add a row to the list. Complete
the settings for the variable as described below.

To remove a variable, select the variable in the list and then click the
Remove button. Only one variable can be selected at a time.

For each variable, you can specify a variable name and a variable value. To edit the variable settings,
double-click the applicable cell to make the cell contents editable. When you are finished editing, you can
press the Enter key or Tab key to exit the cell, or click outside of the cell.

Item Description

Variable Name The name of the variable. Do not enclose the variable name in curly brackets
(you are not using the variable here, you are defining its value).

Variable Value The value of the variable. The value can be a "hard-coded" value, or it can be a
job variable that will be resolved at time of processing.

If you use a job variable to define the value, the job variable must be enclosed
in curly brackets.

Run Excel Macro task

This task runs an Excel macro on an Axiom file.

NOTE: This task is no longer supported because it requires Excel processing on the Scheduler server.
It is still available on the task list, but cannot be executed.

Please contact Axiom Financial Planning support if you need assistance with this task.

Item Description

Workbook Path The path and name of the file to run themacro on.

You can click the Browse button to navigate to the file.

Macro Name The name of themacro to run.

Macro
Arguments

If themacro takes arguments, you can enter the argument values here.

Click Add to add an argument, Remove to delete the selected argument, or
Clear to clear all arguments.

Job variables can be used in all of these settings.

Run Scheduler Job task

This task runs a specified Scheduler job as a subordinate job within the current job. The job containing
the Run Scheduler job task is the parent job, and the target job for the task is the child job.
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By default, the parent job waits until the child job is complete before continuing to the next task in the
parent job. This means that tasks after the Run Scheduler Job task can be reference the results of the
child job. For example, the child job may perform a save-to-database. The subsequent tasks in the
parent job can access the data saved by the child job.

� Task Control options
When you create the Run Scheduler Job task, the options in the Task Control section are pre-set as
follows:

l The option Create a Subordinate Job for this Task is grayed out. This is because the target job is
always run as a subordinate job.

l The optionWait for all Subordinate Jobs to complete before proceeding to the next Task is
enabled by default. This means that tasks after the Run Scheduler Job task can be dependent on
the target job and reference the results of that job. If you disable this option, then the parent job
will continue to the next task in the job immediately after creating the subordinate job—it will not
wait for the subordinate job to complete.

Keep in mind that if you want the parent job to stop processing tasks if the target job fails, thenWait for
all Subordinate Jobs to complete before proceeding to the next Taskmust be enabled for the task and
If this Task fails, continue executing subsequent Tasksmust be disabled for the task. This is the default
configuration.

If needed, you can use the option Process task only if the value of this expression is true to detect
whether a subsequent task in the parent job should be processed. For example, if you know that the
child job saves a particular value to the database, you can check for the existence of that value to
determine whether to process the task. For more information on using this option, see Conditionally
processing tasks in a job.

� Target Scheduler job
In the Task Details section, use the Browse button to select the target Scheduler Job. You can select any
job that you have access to in the Scheduled Jobs Library.

When the Run Scheduler Job task is executed, it creates one or more subordinate jobs as needed to
execute the tasks in the target Scheduler job. As long asWait for all Subordinate Jobs to complete
before proceeding to the next Task remains enabled in the Task Control options, the parent job waits
for all subordinate jobs to be completed beforemoving on to the next task in the parent job.

NOTE: The user executing the job does not need to have security access to the target Scheduler job
for Run Scheduler Job. It is assumed that if the user can execute the parent job, the user should be
able to execute the target job.
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� Child Job Values
If the target job for the Run Scheduler Job task has defined job variables, those variables and their
default values are listed in this section. The default values are determined as follows:

l If the parent job and the child job have a variable with the same name, the default value is the
value defined in the parent job. This value will be passed to the child job and used when the child
job is run.

l Otherwise, the default value is the value defined in the child job.

To override a variable value, select theOverride check box and then click inside theOverride Value field
to enter a value. You can enter a hard-coded value or use a job variable from the parent job. Enter the
variable name in curly brackets to use that variable's value as the override value.

For example, imagine that both the parent job and the child job have a variable of {Dept}. In the parent
job, the value of {Dept} is set to 20000, and in the child job the value is set to 40000. The Run Scheduler
Job task will display the parent value of 20000 as the default value, and that value will be used when the
child job is executed.

Now imagine that the parent job has a variable of {StartDept} set to 20000, and the child job has a
variable of {Dept} set to 40000. In this case, the Run Scheduler Job task will display the value of {Dept}
as defined in the child job (40000). If you want to use the parent job value for {StartDept} instead,
then you must select the Override check box and enter {StartDept} as the Override Value. Now the
value of {Dept} in the child job will be overridden and set to 20000.

SMTP Message Delivery task

This task delivers email notifications for Scheduler jobs.

NOTE: Scheduler automatically creates a system job for this task (System.SMTPMessageDelivery),
which administrators can edit as needed.

Item Description

Server name The server name of the SMTP email server.

Port number The port number for the SMTP email server. By default, the port is 587, but you
can specify a different port number if needed.

Server requires
authentication

Select this check box if the SMTP email server requires authentication.

If selected, type a Username and Password.
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Item Description

Test Mode Specifies whether the task is run in test mode. If this check box is selected, the
task verifies that it can successfully connect to the SMTP server to send email
notifications, but no emails are actually sent.

For the System.SMTPMessageDelivery job, new systems are automatically set
to test mode. If you restore a database, the restore process also sets the
system job to test mode. You must disable test mode before any emails will be
sent.

Start Process task

This task starts a process for Process Management. You can use this task to automatically start a process
at a specific point in time, including recurring schedules (such as to automatically start a monthly
process).

This task can be used to start a generic process definition or a plan file process definition.

Item Description

Process to start The process definition to start. Click the Browse button to select the process
definition file. You can select any process definition that you have access to
within the Process Definition Library or within a file group Process Definitions
folder.

If the Scheduler job is stored in a file group Utilities folder, then you can
optionally navigate to the process definition file through the Current File Group
node at the top of the file groups list. When you do this, the path to the file is
stored relative to the current file group, which means that it will automatically
update when the file group is cloned. This is the recommended method of
referencing the process definition file when the Scheduler job belongs to a file
group.
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Item Description

Restart process if
it is already
running

Specifies whether the Scheduler task will restart the process if it is already
running, or if the process will be left as is.
l Select this option if you want to start the target process regardless of

whether it is already running. The current process instance will be aborted
and a new process instance will start over at step 1. This option is selected by
default.

l Clear this option if you want to leave the existing process instance running.
In this case, the Scheduler task will take no action if the target process is
already running.

Web Report Processing task

This task performs multipass processing on a web report. The report is processed over a dimension with
a filter automatically applied to limit the data in the report to the current dimension value. The result of
each pass is either a PDF or Excel output file, which can be saved to a designated folder location and/or
emailed.

IMPORTANT: Only web reports created from product-delivered templates can be processed by this
task. Consult the separate product documentation for more information on any web report
templates delivered with your product. Web reports that were created in the Report Builder cannot
be processed at this time.

� General task properties
The general task properties at the top of the task settings determine the report to process.

Item Description

File to Process The web report to process for the task. Click the Browse button to open the
Axiom Explorer dialog, and then select a report to process. You can select any
template-based web report that you have access to within the Reports Library.

Only one report can be selected for each File Processing task. If you want to
process multiple reports, you can add multiple File Processing tasks to the
Scheduler job.

TIP: Once the file is selected, only the file name displays in the task. If you want
to know the folder location of the selected file, hover your cursor over the field.
The folder location is listed in the tooltip.
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Item Description

Override file to
process

Optional. Specifies a Scheduler job variable to override the file to process. The
override file will then be used for processing instead of the original file. This
feature allows you to pass in an alternate file to process, when using Run Event
or Raise Event to trigger the Scheduler job for processing.

To use a job variable, enter the variable name in curly brackets, such as
{MyFile}. When the job is executed, this variable must resolve to a valid file
path in the Axiom Financial Planning file repository. Note that it is not valid to
leave the variable value blank (the task will not use the original file to process).

NOTES:
l The override feature is only exposed to product developers. It is only

visible in client systems if the job is delivered as part of a product package
and an override variable is specified in that job.

l The File to Process field must point to a valid file for file processing when
the override feature is used, even though that file will never actually be
processed by the task. If the file to process is missing or invalid, then the
task validation will fail.

Advanced options
When the task is configured to output multiple files (File Generation is set toMultiple Output Files),
then multiple passes can be separated into sub-jobs, which can then be processed at the same time. This
parallel processing can improve the performance of the task.

For example, imagine that you aremultipass processing a report by department. If the task is processed
sequentially, then the task would process Dept 100 and finish it, then move to Dept 110 and finish it, and
so on. When parallel processing is used instead, Depts 100-199 can be separated into one sub-job, Depts
200-299 into another sub-job, etc. Because the sub-jobs are processed in parallel, multiple departments
are processed at the same time, so the overall task can completemore quickly.

Item Description

Maximum
Parallel Jobs

Themaximum number of subordinate jobs to run in parallel. The default
number is 4.

This is the total number of sub-jobs that can be run at the same time for this
task. Ultimately the number of sub-jobs that are run in parallel depends on the
number of Scheduler threads that have been configured for use at your
organization, and the number of Scheduler threads that are currently available
(threads that are not processing other higher-priority jobs).
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Item Description

Processing Batch
Size

The number ofmultipass passes to include in each sub-job at a time. The
default number is 10.

Passes are determined based on themultipass list of items. For example, if you
are processing by department (DEPT.DEPT), then each department is a separate
pass. If the batch size is set to 10, then each sub-job would process 10
departments at a time.

In most cases, the default settings are sufficient. If you are experiencing lengthy
processing times and want to optimize performance, you can adjust this setting
as follows: divide the number of passes by the number of available Scheduler
threads. For example, if there will be 100 passes and there are 4 Scheduler
threads, set the batch size to 25.

NOTE: There is no way to disable parallel processing if the task is eligible; however, you can adjust
the parallel processing settings if desired.

� Report processing properties
The report processing properties in themiddle of the task settings determine the output of the task.

Item Description

Processing Type Select one of the following to determine the output format of each pass:
l Export to Excel (default): The contents of the report are exported to a

spreadsheet (XLSX) file. The output uses the same behavior as when you
export to spreadsheet while viewing the web report.

l Export to PDF: The report is saved as a PDF file. The output uses the same
behavior as when you save to PDF while viewing the web report.

Save or Email
Files

Select one of the following to determine the delivery method for the output:
l Save Files (default): The output files are saved to the specified output folder.
l Email Files: The output files are emailed to the specified recipients. The

output files are not saved anywhere on the file system.
l Save and Email Files: The output files are both saved and emailed.
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Item Description

File Generation Select one of the following to determine whether the output is saved as a single
file or multiple files:
l Multiple Output files (default): The results of each pass are saved as

individual output files. For example, if themultipass settings result in 10
passes, then 10 output files are created (one file for each pass).

l Single Output File: The results of each pass are collected into a single output
file. For example, if themultipass settings result in 10 passes, then the
results of all 10 passes are placed in a single output file.
If the output type is Excel, then each pass is a separate sheet in the Excel file.
If the output type is PDF, then the PDF for each pass is combined into one
large PDF file.

File Name Specify how the output file (or files) should be named. You can do the following:
l You can use processing variables and/or Scheduler job variables to generate

dynamic file names.
l You can type a "hard-coded" file name.

If the task will generatemultiple output files, then the file name (or the output
folder path)must use a processing variable so that the output of each pass is
unique. If the task will generate a single output file, then variables are not
required.

To use a processing variable, you can type the variable or you can click the
pencil icon to open a text editor. From the Insert Variable list, select the
variable that you want to use.

For example, you could set the file name to Income Statement [Current_
Value]. If the report is being processed by region to multiple output files, this
will generate file names such as Income Statement West, Income
Statement East, and so on (where "East" and "West" are region names).

NOTE: Processing variables and Scheduler variables use different syntax.
Processing variables are enclosed in square brackets. Scheduler job variables
are enclosed in curly brackets.

Administrator's Guide Axiom Financial Planning │ 552



Item Description

Sheet Name Specify how the sheet for each pass should be named. This property only
applies when the processing type is Export to Excel. You can do the following:
l You can use processing variables and/or Scheduler job variables to generate

dynamic sheet names.
l You can type a "hard-coded" sheet name.

If the task will collect all of the output into a single spreadsheet file, then the
sheet namemust use a processing variable so that the output of each pass is
unique. If the task will generatemultiple output files, then variables are not
required.

To use a processing variable, you can type the variable or you can click the
pencil icon to open a text editor. From the Insert Variable list, select the
variable that you want to use.

For example, you could set the sheet name to [Current_Value]. If the report
is being processed by region, this will generate sheet names such as West,
East, and so on (where "East" and "West" are region names).

NOTE: Processing variables and Scheduler variables use different syntax.
Processing variables are enclosed in square brackets. Scheduler job variables
are enclosed in curly brackets.

Export to Excel Settings
Complete the following properties if the processing type is Excel.

Item Description

Include Column
Headers

Specifies whether column headers are included in the file output. By default this
is set to On, which means column header text is included in the first row of the
spreadsheet. Column grouping headers and multi-row headers are not
included.

If this option is set to Off, then column headers are omitted from the file output
and the data starts in the first row of the spreadsheet.

Include total row Specifies whether the total row is included in the file output. By default this is
set to On, which means that the total row is included in the spreadsheet.

If this option is set to Off, then the total row is omitted from the file output.

NOTE: This option only applies when the web report being processed is a
dynamic row report with the total row enabled. If the web report being
processed uses a fixed row structure, then the total and subtotal rows defined
in the fixed row structure are always included in the spreadsheet.
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Export to PDF Settings
Complete the following properties if the processing type is PDF.

Item Description

PDF Orientation Select the orientation for the PDF, either Portrait or Landscape. Portrait is the
default orientation.

Page Size Select the page size for the PDF. You can choose from the following standard
page sizes: A3, A4, A5, Legal, Letter, or Tabloid. Letter is the default size.

Output File Settings
Complete the following properties if file output is being saved. These settings do not apply if the output
is email only.

Item Description

Output To Select one of the following:
l Local File System (default): The output location is outside of Axiom Financial

Planning, to a location on your local network share. The specific path is
detailed in theOutput Folder setting. Access to output files is not controlled
by Axiom Financial Planning.

l Axiom Repository: The output location is the Axiom Financial Planning file
system, within the Reports Library. The specific path is detailed in the
Output Folder setting. Access to output files is controlled by security access
to the designated folder within Axiom Financial Planning.
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Item Description

Output Folder Specify the folder location for the file output. You can type a folder path, or you
can click the folder icon to browse to the folder location. The browse dialog will
display either your local file system or the Axiom file system, depending on what
you selected forOutput To.

The output folder can bemade dynamic as follows:
l If File Generation is set toMultiple Output Files, then processing variables

can be used in the output folder path. For example, you can include
[Current_Value] in the output folder path, and this will be replaced with
the current multipass value. Processing variables are not valid in the output
folder path if the task is configured to generate a single output file.

l Scheduler job variables can be used in the output folder path.

NOTE: Processing variables and Scheduler variables use different syntax.
Processing variables are enclosed in square brackets. Scheduler job variables
are enclosed in curly brackets.

Local file system
The output folder location must be entered as a UNC path, and must be
accessible by the Scheduler service user account (for on-premise systems) or the
Axiom Cloud Integration Service (for cloud systems).

The ability to save files to the specified location and access them after saving is
controlled by local network security.

Axiom repository
The specified location in the Axiom file system must be within the Reports
Library, and the location must use the full path (meaning: \Axiom\Reports
Library\...). The ability to save files to the specified location and to create
new folders (if necessary) depends on the Axiom Financial Planning security
permissions for the user processing the file. Users can only create new folders if
they have read/write permissions to the parent folder, and they can only create
new files if they have read/write permissions to the target folder.

Once the files are created within the Axiom file system, access to those files is
dependent on the user's permissions to the output folder. Typically you should
create the output folder in advance (or if you want to create output folders on-
the-fly, create a parent folder to hold the output folders), and then set
permissions for that folder as appropriate in Axiom Financial Planning security,
so that the appropriate users will be able to access the files after they are
created.
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Item Description

Remote Data
Connection

This option only applies when the file output is being saved to your local file
system, and only for Axiom Cloud systems that are using remote data
connections.

Select the name of the remote data connection to use for the file processing
operation. The designated remote data connection will be used to access the
local file system and save output file(s) to the designated location.

A remote data connection is required to save files locally from an Axiom Cloud
system. For more information, see the section on remote data connections in
the Scheduler Guide.

Purge Setting This option only applies when the file output is being saved to the Axiom
Repository.

If you want the file output to be automatically deleted after a specified period of
time, then click the pencil icon to open the Choose Date dialog.
l No purge date (default): File output is not automatically deleted.
l Static purge date: Select a specific date, after which the output will be

deleted.
l Relative purge date: Specify a number of days to keep the output after it

has been generated. The output will be deleted after the specified number of
days have passed.

Email Settings
Complete the following properties if file output is being emailed. These settings do not apply if the
output is saved only.
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Item Description

Recipient
column

Optional. Specify a table column that holds the desired email recipients for each
pass. This option only applies if File Generation is set toMultiple Output Files,
so that each pass will be sent a separate email.

You can type the name of a table column, or click the column button to
select a column from themultipass table or a lookup table. (You must select a
multipass column first before you can use the column button to select a
column.) For example, if themultipass column is Dept.VP, the recipient column
might be Dept.VP.Email.

The specified column can contain any of the following: email addresses, user
login names, and/or role names. The column can contain multiple values
separated by a semicolon. The recipients listed in the column will be used as the
To address for the email (in addition to any recipients listed directly in the To
field). If the column contains a user login name, that user's email address as
defined in security will be used. If the column contains a role name, the email
will be sent to all users in the role.

To verify that the recipient column will resolve as you expect for each pass, you
can click the Preview Multipass List button in theMultipass Data Settings
section. The specified recipient column displays in this preview so that you can
see the recipient column values associated with themultipass column values.

NOTE: The recipient column must have a one-to-one relationship with the
values in the specified multipass column.

To Specify the To recipient(s) for the email. This is required if a recipient column is
not specified. If a recipient column is specified, the recipients listed here will be
added to the recipients listed in the column for each pass.

You can type one or more email addresses, user login names, and/or role
names. Separatemultiple recipients with semicolons. If a user login name is
listed, that user's email address as defined in security will be used. If a role name
is listed, the email will be sent to all users in the role.

NOTE: If File Generation is set toMultiple Output Files, the recipients in the To
field will receive a separate email for each pass. The only way to dynamically
send the emails to different recipients per pass is to use the Recipient Column
option.

CC Optional. Specify the CC recipient(s) for the email. This field follows the same
rules as the To field.

BCC Optional. Specify the BCC recipient(s) for the email. This field follows the same
rules as the To field.
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Item Description

From Select one of the following to specify the From address for the email:
l Current User: The email will be sent from the user who executes the

Scheduler job.
l System User: The email will be sent from the designated From user for

Scheduler. This is the same value returned by the
{Scheduler.FromEmailAddress} job variable.

Subject Line Enter the subject line for the email. Processing variables can be used in the
subject line when File Generation is set toMultiple Output Files.

To use a processing variable, you can type the variable or you can click the
pencil icon to open a text editor. From the Insert Variable list, select the
variable that you want to use.

For example, you could set the subject line to Monthly report for
[Current_Value] in order to include the current pass value in the subject
line.

Body Text Enter the body text for the email. Processing variables can be used in the body
text when File Generation is set toMultiple Output Files.

To use a processing variable, you can type the variable or you can click the
pencil icon to open a text editor. From the Insert Variable list, select the
variable that you want to use.

Scheduler job variables can be used in any of the email settings except the From setting.

� Multipass properties
Themultipass properties at the bottom of the task determine how the report will be processed over a
dimension.
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Item Description

Multipass
Column

Specify the column to use for multipass processing. You can type a
Table.Column name, or click the column icon to select the column from a
dialog. You can select any column on a data or reference table, though typically
processing is performed by a dimension such as Dept.Dept, or a grouping such
as Dept.Region.

The report will be processed once for each unique value in the specified column
(except for any values excluded by the Source Filter). A filter is applied to the
data query in the report so that the data is limited to the current pass value. For
example, if you are processing by Dept.Dept, then the report will be processed
once for each department, and the report data will be limited to only the data
for that department.

Keep in mind the difference between processing by a data table column such as
GL2021.Dept, versus a dimension table column such as Dept.Dept. When
processing by GL2021.Dept, the report will be processed by each department
with data in the GL2021 table. When processing by Dept.Dept, the report will be
processed by each department in the Dept table.

To verify the list of values for processing, click the Preview Multipass List
button to view the list of items. The first 100 values are shown, in the order they
will be processed. If the task configuration includes a Recipient Column (in the
email settings) or a Sort By column, these columns are also shown in the
preview.

Current Pass
Header

Optional. Define a header to display in the report output file. This option only
applies if the processing type is Export to PDF.

The current pass header should use processing variables to display information
about the current pass. To use a processing variable, you can type the variable
or you can click the pencil icon to open a text editor. From the Insert
Variable list, select the variable that you want to use.

For example, you can define a header such as:

Processed by [MULTIPASS_COLUMN] [CURRENT_VALUE]

When processing by Dept.Dept, this would resolve such as Processed by
Dept 22000

By default, if the current pass header is left blank, then the PDF output will not
include a header to indicate the current pass information. However, it is
possible that the template used to create the report may have been designed
with a dynamic header that will display this information.
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Item Description

Sort By Optional. Specify one or more sort columns for the list ofmultipass values. You
can type a Table.Column name, or click the column icon to select the column
from a dialog. You can also optionally specify Asc or Desc after the column
name (ascending order is used if not specified). For example: Dept.Dept
Desc. Separatemultiple values with semicolons.

By default, the values are sorted by themultipass column in ascending order.
The Sort By field only needs to be used if you want the values to be sorted in
descending order instead, or if you want the values sorted by a different column
in the same table.

The processing order is only relevant when File Generation is set to Single
Output File, since it determines the order of each individual pass within the
single file. When outputting toMultiple Output Files, the order is still used
during processing but it has no useful impact on the outcome.

Source Filter Optional. Specify a filter to limit themultipass list of items. You can type a filter,
or you can click the filter icon to use the Filter Wizard.

When themultipass list of values is generated, any value that does not meet
the source filter will be excluded from processing.

By default, all values in the specified multipass column are processed if the
source filter is left blank.

Scheduler job variables can be used in any of themultipass settings.

� Using processing variables
The following processing variables can be used in various settings within theWeb Report Processing task,
in order to dynamically change the setting using information for the current pass.

Item Description

[CURRENT_VALUE] This variable returns the current multipass processing value. For
example, if you are processing by Dept.Dept, and the current pass is
for department 20000, the variable will be replaced by the value
"20000" for this pass.

This variable is typically used in settings such the file name, sheet
name (when generating Excel output), and folder path.

[CURRENT_PASSNUMBER] This variable returns the current pass number. For example, if the
current pass is number 20 of 35 passes, the variable will be replaced
by the value "20" for this pass.
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Item Description

[MULTIPASS_COLUMN] This variable returns the name of themultipass column. For example,
if you are processing by Dept.Dept, the variable will be replaced by
the value "Dept" for all passes.

This variable could be used whenever you want to reference the
name of the dimension processed. For example, instead of just
referencing the current value in the file name, you might want to
reference the column name and the value. A variable construction
like [MULTIPASS_COLUMN] [CURRENT_VALUE]would resolve to
"Dept 20000" when processing by Dept.Dept and the current pass is
for department 20000.

Processing variables can only be used in certain settings, and sometimes only when the output is
multiple files (versus a single file). See the documentation for each individual setting to see if processing
variables are supported in that setting.

Scheduler tasks for database maintenance

Scheduler provides several built-in tasks that are intended for databasemaintenance. By default, these
tasks are included in the System.IndexMaintenance job, which runs regularly to maintain your database.

The following databasemaintenance tasks are available:
l Rebuild Database Indexes task
l Update Indexes and Constraints task

You can use the Source Axiom Database field to specify whether the task is executed against the system
database or the audit database.

For the SQL Command Text, the actual SQL code used by each task is generated automatically by Axiom
Financial Planning when the task is executed. This ensures that the tasks always use themost current
SQL code for each task as defined by Axiom Financial Planning.

Web Scheduler
Although most Scheduler setup activities can only be performed in the Desktop Client, some job
management can be performed in theWeb Client. Using the "Web Scheduler", you can monitor and
manage the job schedule, review job results, and process existing jobs on demand.

To access Scheduler in the Web Client:

1. In theWeb Client, click themenu icon in the Global Navigation Bar. From the Area menu,
select System Administration.
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2. From the Navigation panel, select Tools > Scheduler.

When you access the Scheduler area, a Scheduler panel becomes available in the left side of the Task Bar.
You can use this panel to change the current Scheduler view.
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Example Scheduler area in Web Client

Managing the job schedule in the Web Client

In the Scheduler area of theWeb Client, you can view the status of all jobs that are currently on the
schedule. If necessary, you can view the job details, remove the job from the schedule, or run the job
now.

To view the current job schedule:
l On the Scheduler page, from the Scheduler panel, select Scheduled Jobs.

The Scheduled Jobs grid displays all jobs that are scheduled to be processed, or are currently in process.
This includes scheduled jobs, jobs executed manually via Run Now, and jobs that were triggered for
execution via an event handler.
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Example Scheduled Jobs grid

You can use the Actions column in the right side of the grid to perform any of the following actions on a
job:

View the job properties and results.

Remove the job from the schedule.

IMPORTANT: If the job is on the schedule due to a scheduling rule, this
action disables the scheduling rule and removes all future executions from
the schedule as well. If you want future scheduled instances of the job to
proceed, you must edit the job to re-enable the scheduling rule.

Run the job now.

This action places the job on the schedule for immediate execution (if
another manual instance of the job is not already pending). The future
scheduled instance of the job remains on the schedule.

To refresh the list, click the Refresh icon in the Task Bar.

For each job on the schedule, you can view the following information:

Item Description

Job The name of the job.

User The user identity that the job will be run as. If the job is a system job, the user is
System.

This is typically the name of the user who placed the job on the schedule, but not
always (for example, when using an event handler that is set to run as the job owner
instead of as the requester).
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Item Description

Status Job status is either Pending (waiting to be executed) orWorking (currently being
executed).

Server If a job is currentlyWorking, then the server executing the job is listed here.
Otherwise, this column is blank.

Priority The priority category for the job:

1. Manual: The job was executed manually.

2. Event Handler: The job was executed by a Scheduler event handler.

3. Scheduled Job: The scheduled instance of the job results from an active
scheduling rule.

4. Subordinate Job: The job was generated as a subordinate job, from a
currently executing job.

The priority category determines how jobs are evaluated for processing order, in
conjunction with the job's Priority Elevation setting. Manual jobs are highest
priority, and subordinate jobs are lowest priority. For more information, see
Processing priority for scheduled jobs.

Start Time The start time of the job. The job is eligible for immediate execution if the start time is
now or passed. Jobs may not be executed right at the start time if no Scheduler
threads are currently available to execute the job, or if other eligible jobs have higher
priority.

If the job is on the schedule due to a scheduling rule, the start time is based on the
scheduling rule. If the job was manually executed via Run Now or triggered by an
event handler, the start time is the time the execution was initiated.

Due In The length of time until the job is due to be processed. For example, if the job is
scheduled to run at noon and it is currently 11:50 AM, then the job is due to be run in
10minutes.

This column is intended to make it easy to see when a job will be run, without
needing to calculate it based on the start time.

NOTE: If a job has a scheduling rule with a recurring schedule, only the first scheduled execution
appears in the Scheduled Jobs list. For example, if you have a job that is scheduled to run once a
month for a year, you will not see all twelve scheduled executions in the list—you will only see the
first scheduled execution. Once that instance has been run, the scheduling rule is re-evaluated and
the next scheduled execution appears in the list.
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Viewing job results in the Web Client

In the Scheduler area of theWeb Client, you can view the results of jobs that have been executed. For
each job, you can see when it was run, and whether it completed successfully or had errors.

To view job results:
l On the Scheduler page, from the Scheduler panel, select Job Results.

The Job Results grid shows a list of jobs that have been recently executed. The grid shows the following
summary information:

l The name of the job, and the ID of the particular execution of that job
l The user identity the job was run as
l The status of the job, such as Success or Failure
l The Scheduler server that ran the job
l The start time and duration of the job

To refresh the list, click the Refresh icon in the Task Bar.
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Example Job Results grid

To view detailed results for a particular job execution, hover your cursor over the job and then click the
View icon in the far right column. This opens the job properties to the Job Results section, with the
corresponding execution ID expanded. You can further expand the job results to see the specific tasks
that were executed.

Example Job Results detail showing tasks executed

To view the detailed task results, hover your cursor over the task and then click the View icon in the
far right column. This opens a dialog to display the results for that task. For example, for a file processing
task, the detailed results would contain information such as the processing type and the number of
passes, and the output that was created at the end of the process.
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Once you are viewing the Job Results section of the job properties, you can review all of the available job
history as needed. Expand any execution ID to view the details for that particular execution.

TIP: You can also view job results by opening a job and viewing the job properties, which include the
job results. In some cases it may be easier to open the job and review all of its results rather than
trying to find the job within the overall job results. For more information, see Viewing jobs and event
handlers in theWeb Client.

NOTE: Users with the Scheduled Jobs User security permission can only see job results for jobs that
they executed. Administrators can see job results for all jobs.

� System job results
By default, system job results are hidden in the Job Results grid. System jobs such as the SMTP message
delivery job may run frequently, and can easily fill up the result history, making it difficult to find results
for user-initiated jobs.

If you want to view results for system jobs, you can do one of the following:
l Clear theHide system jobs check box above the Job Results grid. The list immediately updates to

include system jobs.
l Open the system job directly, and view its job results within the job. For example, you can go to

the Scheduled Jobs page and double-click the System.SystemDataPurge job to view all results for
that job.

� Job result availability
Job results are purged periodically to help optimize system performance. The availability of job results in
your system depends on the configuration of the system job System.PurgeSystemData. This system job
runs periodically to purge old data in your system, including old job results. By default, when this job is
run, it purges job history older than 15 days.

The configuration of this system job can only be viewed and edited in the Desktop Client, and only by
administrators. For more information, see Configuring Scheduler system jobs.

Additionally, individual jobs can be configured to purge old results when the job is run. In theWeb
Client, you can view the job properties to see if this option is enabled, but you cannot edit the job
properties. The option is displayed in theGeneral section of the job, under Job Results Cleanup. For
more information on viewing job properties, see Viewing jobs and event handlers in theWeb Client.

Running a job manually in the Web Client

In the Scheduler area of theWeb Client, you can run a job manually as needed.
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When using this approach, the job is run now. It is not possible to run a job manually and specify a
future execution time. If you want to schedule a job for future execution, you must define a scheduling
rule on the job, which can only be done in the Desktop Client. For more information, see Defining
scheduling rules for a job.

To run a Scheduler job manually:
1. On the Scheduler page, from the Scheduler panel, select Job Explorer.

2. In the Job Explorer page, locate the job that you want to run. This page lists all jobs in the
Scheduler Jobs Library that you have permission to access.

3. Hover your cursor over the job, then click the Run Once icon in the far right column.

The job is added to the schedule with a start time of now, and is eligible for immediate execution
(pending available Scheduler threads and any higher-priority jobs already in the queue). You are
automatically taken to the Scheduled Jobs area of Scheduler, so that you can see the job on the
schedule.

Running a job manually does not impact any scheduled executions of the job as determined by
scheduling rules. For example, if a job is scheduled to be run at 10:00 PM tonight, and you run the job
manually at 2:00 PM, the job will still be run as scheduled at 10:00 PM.

Viewing jobs and event handlers in the Web Client

In the Scheduler area of theWeb Client, you can view Scheduler jobs and event handlers.

� Viewing jobs
You can view any job in the Scheduler Jobs Library that you have permission to access.
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Scheduler jobs are read-only in theWeb Client. You can view the job properties to better understand the
purpose of a particular job and the tasks that it performs. TheWeb Client does not support creating new
jobs, editing existing jobs, or deleting jobs. If you need to perform any of those actions, you must use
the Desktop Client. For more information, see Scheduler Overview.

To view a Scheduler job:
1. On the Scheduler page, from the Scheduler panel, select Job Explorer.

2. In the Job Explorer page, locate the job that you want to view. This page lists all jobs in the
Scheduler Jobs Library that you have permission to access.

3. Hover your cursor over the job, then click the View icon in the far right column.

The job opens, and the Scheduler panel updates to show the viewable sections of the job. You can
switch between sections by selecting section names in the Scheduler panel. By default, theGeneral
section is shown.
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Example job properties

All job properties are defined in the Desktop Client. The following is a brief overview of the job properties
shown in theWeb Client.

Section Description More Information

General General job properties that impact the job's
processing priority and processing behavior.

Job properties

Variables Variables used by the job.
l If the job has defined variables, those variables

display in the Job Variables section at the top of
the page. Most likely, the tasks in the job are
configured to use these variables. This typically
means that the job is designed to be run using an
event handler, and the necessary variable values
will be passed to the job when it is triggered.

l The System Variables section displays the job's
values for various system-defined variables. This
section can help you understand who the owner
of the job is, and how other system variables will
resolve for the job.

Using job variables
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Section Description More Information

Scheduling Rules Scheduling rules to schedule jobs for future
execution. If the job has an active scheduling rule, the
job will be executed according to the rule (one time or
recurring, depending on how the rule is configured).
l Day of Week, Hours, andMinutes specify when

the job will be executed within the start / end
range of the rule. An asterisk in any of these fields
means "all"—for example, if Hours is set to * then
the job is run every hour.

l Starting On and Ending On determine the start /
end range of the rule. If they are blank, then the
rule has no start or end date.

Defining scheduling
rules for a job

Event Handlers If the job is designed to be run using an event
handler, the event handler name is listed here. The
Execute As property determines whether the job is
run as the requester or the job owner when it is
triggered for execution.

Viewing event
handlers

Notifications Notification settings for the job. The job can be
configured to send email notifications when the job
completes, or only when the job has errors. Variables
can be used to determine the notification recipients.

Setting up
notifications for jobs

Tasks Tasks to be executed by the job, listed by name and
task type. No other task properties are available in
theWeb Client. If you want to seemore information
about the task, you must view the job in the Desktop
Client.

Scheduler Task
Reference

Results Detailed results of the previous job executions.
Results are organized by execution ID and displayed
in execution order (themost recent listed first).

Viewing job results in
theWeb Client

� Viewing event handlers
You can view the event handlers that are defined in the system. Event handlers are used to trigger
Scheduler jobs based on an event.

For example, an Axiom form can have a Button component that is configured with the RunEvent
command. When a user clicks the button, the specified event name is passed to Scheduler, and any jobs
associated with that event are triggered to run. Variable values can also be passed from the form to the
Scheduler job as part of this process.
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Event handlers are read-only in theWeb Client. If you need to create, edit, or delete an event handler,
this can only be done in the Desktop Client. For more information, seeManaging event handlers.

To view Scheduler event handlers:
l On the Scheduler page, from the Scheduler panel, select Event Handlers.

The Event Handlers grid lists all of the event handlers as follows:
l Event Name: Name of the event handler. This is the name used in features such as RunEvent to

trigger execution of a Scheduler job.

l Job: Name of the job where the event name is used. When the event is raised by a feature such as
RunEvent, this job will be executed.

l User: The user identity that will be used to execute jobs triggered by the event handler. If the
event handler is configured to run as the requester, then Requester is listed here. If the event
handler is configured to run as the owner, then the owner name is listed here (either a specific
user name, or System).

Security
All users of Axiom Financial Planning must be defined within Security. Within Security, you can:

l Manage users and roles
l Control user access by file group
l Control user access to data in the database
l Control user access to specific features
l Control user access to data imports
l Control user access to files and folders
l Specify files to open on system startup
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Security Overview
Using Axiom Financial Planning Security, you can create users and roles, and assign access rights. This
section explains how security is applied in Axiom Financial Planning.

Users can be created manually within Axiom Financial Planning, or you can import them from Active
Directory. Once a user account is created, you must define the permissions for that user, at the user level
or at the role level (or both). The security permissions determine which files, features, and data that the
user can access within the Axiom Financial Planning system.

The following users can access and manage security:
l Users designated as a system Administrator. Administrator users have full rights to all areas of the

system, including security.

l Users who are granted the Administer Security permission. Administer Security users have full
rights to security, except for a few features which are limited to administrators-only.

l Users who are assigned as a Subsystem Admin for a subsystem. Subsystem administrators can
manage users and roles within the subsystem.

� Users and roles
To streamline security settings, you can define a number of roles, and then assign users to those roles.
Users inherit the security settings defined for their assigned roles. Additionally, Axiom Financial Planning
provides a built-in Everyone role, for security settings that apply to all users.

Systems with installed products may also have roles that are designed for use with the product. These
roles are product-controlled and delivered with the product. For example, a system with the Capital
Planning product may have roles for Capital Planning Admin and Capital Planning User. You can assign
users to these roles based on the level of permissions they need to the product.

The specific way that security settings are inherited depends on the type of setting. Generally, roles grant
permissions, they do not deny permissions. For more information, see How role settings are applied to
users.

� Authentication behavior
There are several options to authenticate users into Axiom Financial Planning. The basic authentication
type is Axiom Prompt authentication, which means that users will be prompted for an Axiom user name
and password each time they want to access Axiom Financial Planning.

If desired you can use an integrated authentication option instead, which means that users are
authenticated based on certain supported external credentials—such as the user's Windows domain
credentials or LDAP credentials. These options are typically enabled and configured during the
installation of Axiom Financial Planning. For more information, see Axiom Financial Planning can
integrate with your organization's existing network security. You can:.
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� Security subsystems
If desired, you can create security subsystems and assign users to subsystems. Subsystems allow you to:

l Define a maximum level of permissions for a subset of users. Any user that is assigned to the
subsystem cannot be granted rights that exceed the subsystem rights.

l Assign a user as a subsystem administrator, so that the user can manage security permissions for
the users and roles that belong to the subsystem.

In systems with installed products, subsystems are used to control access to specific products. These
subsystems are product-controlled and delivered with the product. For example, you may have
subsystems for Capital Planning and Budget Planning. You can assign users to subsystems based on the
specific products they should be able to access.

For more information, see Security Subsystems.

The Security Management dialog
All security settings for Axiom Financial Planning are controlled in the Security Management dialog. To
access this dialog:

l On the Axiom tab, in the Administration group, clickManage > Security > Security Manager.

NOTE: In systems with installed products, this featuremay be located on the Admin tab. In
the System Management group, click Security > Security Manager.

Only users with the following permissions can access the Security Management dialog:
l System administrators
l Users with the Administer Security permission
l Users assigned as a subsystem administrator

� Viewing users, roles, and subsystems
Users, roles, and subsystems are listed in the left-hand side of the dialog. To switch between items, select
one of the radio buttons at the top of the dialog. By default, users are displayed.
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l You can sort the user list by last name, first name, and login name. To change the sort, select the
desired option from the Sort By list. By default, the list is sorted by last name.

l To search for a particular user, role, or subsystem, type the name into the search box at the top of
the list. To clear the search, click the Clear filter icon to the right of the search box. Note that
this will search the user's login name as well as first and last name.

l To show or hide users by their enabled status, use the Enabled and Disabled check boxes. By
default, both check boxes are selected which means that all users are shown (enabled and
disabled).

When a user, role, or subsystem is selected in the list, the settings for that item display in the right-hand
side of the dialog, organized by tabs.

TIP: You can double-click on any user, role, or subsystem name listed in the Assigned Users /
Assigned Roles / Assigned Subsystems sections to open that record.

NOTE: Subsystems are optional in systems without installed products. Subsystem features are only
available if you have enabled them using the system configuration settings.
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� Editing security
Changes made in the Security Management dialog are reflected in "real-time" within the dialog. If a
required setting is missing, a validation message appears in the bottom left of the dialog. You can click on
themessage to be taken to the applicable setting. This issuemust be resolved before you can save any
changes.

At any time you can save changes by clicking Apply (to leave the dialog open) orOK (to close the dialog).
In most cases, changed security permissions will be effective within seconds of being saved; the user
does not need to log out and log back in before changes are applied.

� Effective permissions
Several tabs of the Security Management dialog, such as the File Groups tab and the Tables tab, display
the effective permissions for the user. This is the permission that the user has after applying all of the
relevant security settings, including inherited role permissions, subsystem restrictions, and
administrator permissions. This allows you to understand exactly what permission the user has.

For example, if you select a table type or a table in the Tables tab, the Configured Permissions section
displays what permissions have been granted at the user level, and the Effective Permissions section
displays the actual access rights of the user. In the following example screenshot, although the user
herself has no configured access to the table type, her effective permission is full access. This means that
either the user is assigned to a role with full access to the table type, or the user has been granted
administrator rights. You can see exactly which rights contribute to the effective permissions by clicking
the Show Details link.
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Example effective permissions

As edits aremade in the dialog, those changes are reflected in the effective permissions immediately. For
example, if you grant a user permission to Administer Imports, and then switch to the Files tab, the
effective permissions for the Imports Library will reflect that the user has full permissions to all imports,
even though the change has not yet been saved.

Managing Users and Roles
All users of Axiom Financial Planning must be defined within security. Users can be assigned access rights
on an individual basis, and/or they can be assigned to specific roles and inherit the rights of the role.

The total number of active users that can be defined for your implementation depends on your license
agreement with Syntellis. If you have any questions, please contact Axiom Support for assistance.

The total number of available licenses and currently active users are displayed in the upper right-hand
corner of the Security Management dialog. This area also displays the total number of users who have
been granted administrator rights. For example: 20 of 25 licenses in use, 3 admins.
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NOTE: In addition to the Security Management dialog, you can also manage users and roles in bulk
via a spreadsheet interface. For more information, see Bulk edit of security.

Axiom Financial Planning user roles

You can assign each user in Security to one or more roles to define the user's security permissions.
Generally speaking, the permissions of each assigned role are combined with any user permissions to
result in themost permissive set of rights available to the user. There are some exceptions. For more
information, see How role settings are applied to users.

You can assign users to roles from the user record or from the role record. Users have an Assigned Roles
section that lists their assigned roles. Roles have an Assigned Users section that list their assigned users.

NOTE: Access to integrated products depends on your system’s integrations. For example, if your
system is integrated with Axiom Capital Planning, system users may have access to additional tables
and files not listed in the following role descriptions.

All users are automatically assigned the Axiom Everyone role. This role provides access to the Axiom
platform functions with which Axiom Financial Planning is integrated. All Axiom Financial Planning users
are given this role by default when they are added to Axiom Financial Planning if they do not already
have this role from having access to another Axiom product. For information on the type of access this
role provides, see The Everyone role.

The standard available roles in Axiom Financial Planning include the following:

� Financial Planning User
This is the baseline role in Axiom Financial Planning. This role grants end-user level access to plan files and
reports. Access privileges are detailed in the following table.

Tab Access to

Permissions None

File Groups Financial Planning (year) –

l Create plan files, create new records, run Axiom queries
l Plan files – Read/Write, save data, insert calc methods
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Tab Access to

Tables l Dimensions >
o MODEL – OTIS: Read
o MODEL(year) – OTIS: Read

l FinancialPlanning – Full Access, OTIS: None
o FPDefaults – R/W, OTIS: None
o Medians – R/W, OTIS: None

l FinPlan Custom Data – Full Read access

Files > Reports Library l Financial Planning Reports – Read Only, with show in Explorer, save
data, process files

l Financial Planning Utilities >
o Everyone – Read Only, with save data
o Other Utilities – Read Only

l System Files >
o Documents > User > Financial Planning – Read Only, with show

in Explorer
o Forms > Financial Planning – Read Only, with save data
o FP Drills – Read Only
o Home Files > Financial Planning – Read Only, with show in

Explorer

Files > Scheduler Jobs
Library

Financial Planning – Read Only

Files > Task Panes Library Financial Planning – Read Only

Exception: No Access to Financial Planning Admin pane

Files > Ribbon Tabs
Library

Read Only

Files > Process Definition
Library

Financial Plan Processes – Read Only

Files > File Groups Financial Planning (year) –

l Drivers – Read Only, with save data
l Process Definitions – Read Only
l Templates – Read Only, with save data
l Utilities – Read Only, with save data
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� Financial Planning Admin
This role grants the user access to the Admin ribbon tab, the FP Admin task pane, as well as
administrative rights to all file groups, reports, and utilities for Axiom Financial Planning. Access privileges
are detailed in the following table.

Tab Access to

Permissions l Administer Axiom Explorer
l Administer Exports
l Administer File Groups
l Administer Imports
l Administer Locked Items
l Administer Tables
l Browse Audit History
l Scheduled Jobs User
l User Documents Folder Access

File Groups Financial Planning (year) –

l Modify file group, create plan files, create new records, process plan files, run
Axiom queries

l Plan Files – Read/Write, with save data, unprotect files, use Sheet Assistant,
insert calc methods
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Tab Access to

Tables > l No Type –
o JobCodeSummary – Read/Write, OTIS: None
o MRtoFP (if integrated) – Read/Write, OTIS: None
o RFtoFP (if integrated) – Read/Write, OTIS: None
o TransferToFPOptions – Read/Write, OTIS: None

l Dimensions >
o CODE – OTIS: Read
o MODEL– OTIS: Read/Write
o MODEL(year) – OTIS: Read/Write
o NODE – OTIS: Read/Write
o NODE (year) – OTIS: Read
o PAYOR – OTIS: Read/Write
o SCENARIO – OTIS: Read/Write
o SCENARIO (year) – OTIS: Read/Write

l FinancialPlanning – Full Access, OTIS: Read/Write >
o FPDefaults – Full Access, OTIS: Read/Write
o Medians – Full Access, OTIS: Read/Write

l FinPlan Custom Data – Full Access, OTIS: Read/Write
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Tab Access to

Files > Reports
Library

l Financial Planning Reports – Read Only (except as noted in Exception), with
show in Explorer, save data, unprotect files, use Sheet Assistant, process files
Exception:
o _My Reports – Read/Write

l Financial Planning Utilities – Read Only (except as noted in Exceptions), with
show in Explorer, save data, unprotect files, use Sheet Assistant, process files
Exceptions:
o _My Utilities – Read/Write, with show in Explorer, save data, allow

unprotect, use Sheet Assistant, process files
o Report Distribution > SourceFiles – Read/Write, with show in Explorer
o Report Distribution > Security Setup – Read Only, with show in Explorer,

save data, allow unprotect

l System Files >
o Dashboards > FP – Read Only, with show in Explorer, save data, allow

unprotect, use Sheet Assistant, process files
o Dimension Maintenance > Dimension Maintenance – Read Only, with

show in Explorer, save data, process files
o Documents > Admin > Financial Planning – Read Only, with show in

Explorer
o Documents > User > Financial Planning – Read Only, with show in Explorer
o Forms > Financial Planning – Read Only, with save data
o FP Drills – Read Only
o Home Files > Financial Planning – Read Only, with show in Explorer, save

data
o Home Files > Home, HomePage, HK – Read Only, with show in Explorer,

save data

o Home Files > StandardHome – Read/Write, with show in Explorer
o Images – Read Only
o Suite Variables – Read/WRite, with show in Explorer, save data

Files >
Scheduler
Library

Financial Planning – Read Only, with show in Explorer

Files > Exports
Library

Financial Planning – Read/Write, with show in Explorer, Execute

Files > Imports
Library

Financial Planning – Read/Write, with show in Explorer, Execute
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Tab Access to

Files > Task
Panes Library

l Financial Planning – Read Only
l Suite – Read Only

Files > Ribbon
Tabs Library

Read Only, with access to Admin tab

Files > Process
Definition
Library

Financial Planning – Read/Write, with show in Explorer

Files > Data
Diagrams
Library

Financial Planning – Read Only, with show in Explorer

Files > File
Groups

Financial Planning (year) >

l Drivers – Read/Write, with show in Explorer, save data, process files
l Process Definitions – Read/Write with show in Explorer
l Templates – Read Only, with show in Explorer
l Utilities – Read/Write, with show in Explorer, save data, process files

Managing users

Using the Security Management dialog, you can create new users, edit existing users, and delete users.
To access this dialog:

l On the Axiom tab, in the Administration group, clickManage > Security > Security Manager.

NOTE: In systems with installed products, this featuremay be located on the Admin tab. In
the System Management group, click Security > Security Manager.

To work with users, make sure that Users is selected in the top left-hand corner of the dialog. To save
changes, click Apply (orOK if you are finished editing security settings).

NOTE: Subsystem administrators can only work with users that belong to their assigned subsystem.
The user list is filtered to only show these users.

� Creating users
You can create a new blank user, or you can clone the settings of an existing user. If you clone a user, all
of that user's settings are copied to the new user, except for unique personal information (name, email,
login, password).
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To create a user, click one of the following buttons located underneath the user list:
l To create a new blank user, click Create user .
l To clone an existing user, select that user in the list and then click Clone user .

The new user is added to the list. You can define the security settings for the new user as desired,
including assigning the user to one or more roles.

If you are a subsystem administrator, then all users that you createmust belong to a subsystem. If you
are an administrator for only one subsystem, then any new users are automatically added to that
subsystem. If you are an administrator for multiple subsystems, then the user is automatically assigned
to one of the subsystems—you can later change the assignment as needed.

� Editing user properties
To edit user properties, select a user from theUsers list, then make any changes to that user. Changes to
user settings are applied to that user when the changes are saved.

� Deleting users

IMPORTANT: If a user has made any changes to the system or data, deleting the user will have
implications on auditing. In order to comply with SOX, HIPAA, and other protocols for standard
security practices, it is strongly recommended to disable existing user records instead of deleting
them. Generally speaking, a user record should only be deleted if it is newly created and has not been
used.

To delete a user, select a user from theUsers list, then click Delete user . You are prompted to confirm
that you want to delete the user.

If you delete a user, that user is removed from Axiom Financial Planning security entirely. Alternatively,
you can disable a user if you want to keep the user record, but prevent the user from accessing Axiom
Financial Planning. On theGeneral tab, clear the Enabled check box.

When a user is deleted, the user's associated user folders in \Axiom\Axiom System\User Folders
are also deleted (such as My Favorites and My Documents) .

NOTE: Only Axiom Support users can delete other Axiom Support users.
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Managing roles

Using the Security Management dialog, you can create new roles, edit existing roles, and delete roles. To
access this dialog:

l On the Axiom tab, in the Administration group, clickManage > Security > Security Manager.

NOTE: In systems with installed products, this featuremay be located on the Admin tab. In
the System Management group, click Security > Security Manager.

To work with roles, select Roles in the top left-hand corner of the dialog. To save changes, click Apply (or
OK if you are finished editing security settings).

NOTE: Subsystem administrators can only work with roles that belong to their assigned subsystem.
The role list is filtered to only show those roles.

� Creating roles
You can create a new blank role, or you can clone the settings of an existing role. If you clone a role, all of
that role's settings are copied to the new role, including assigned users.

To create a role, click one of the following buttons located underneath the role list:
l To create a new blank role, click Create role .
l To clone an existing role, select that role in the list and then click Clone role .

The new role is added to the list. You can define the security settings for the new role as desired, and you
can assign users to the role.

If you are a subsystem administrator, then all roles that you createmust belong to a subsystem. If you
are an administrator for only one subsystem, then any new roles are automatically added to that
subsystem. If you are an administrator for multiple subsystems, then the role is automatically assigned
to one of the subsystems—you can later change the assignment as needed.

� Editing roles
To edit a role, select a role from the Roles list, then make any changes to that role. Changes to role
settings are applied to users who are assigned to that role when the changes are saved.

� Deleting roles
To delete a role, select a role from the Roles list, then click Delete role . You are prompted to confirm
that you want to delete the role.

A role cannot be deleted if users are assigned to it.
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TIP: If you have a role that you want to delete and many users are assigned to it, you can delete it
using the Open Security in Spreadsheet feature. The users will be automatically updated to remove
the role assignment. For more information, see Bulk edit of security.

How role settings are applied to users

Axiom Financial Planning supports role-based security. Each user can be assigned to one or more roles,
and that user inherits the security settings defined for those roles. This topic explains how role-level
rights are inherited by individual users.

In general, role rights are additive. Users are granted themost permissive set of rights among their own
personal security settings and any roles that they are assigned to. Roles are intended to grant
permissions, not deny permissions.

Role inheritance works slightly differently for different areas of security, as detailed in the following
sections. When configuring security settings for a user, be sure to review the Effective Permissions
section that is available in most areas of the dialog. This section displays the user's effective permissions
after taking into account all applicable factors, including role inheritance, subsystem restrictions, and
administrator status.

NOTE: If subsystems are being used, then role inheritance works in the sameway, but users'
effective permissions are limited by the subsystem's maximum permissions. For more information,
see Security Subsystems.

� Permissions
The Permissions tab of security defines access rights for specific Axiom Financial Planning features. By
default, users inherit security permissions from any roles that they are assigned to. However, you can
override role inheritance for a user on a per permission basis.

If a permission is set to inherited, then the user is granted themost permissive set of rights among any
roles the user is assigned to. For example, imagine the following settings for the Browse Audit History
permission:

User Inherited

Role1 Unchecked

Role2 Checked

If the user is assigned to both Role1 and Role2, then the user inherits the permission and can access the
audit history for the system.

If instead you select to Override a permission for a user, then that permission is no longer inherited from
roles. The user is granted or denied the permission based on whether the Permission box is checked for
the user.
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The following screenshot shows what the Permissions tab looks like in all possible states:

Example Permissions tab

In this screenshot, the example permissions are treated as follows:
l Administer Announcements: Inherited from role. The Budget Process role grants this permission

to the user, so the Permission check box shows as checked, and the role name is listed in the
details to the right.

l Administer Axiom Explorer: Inherited from role. None of the roles that the user belongs to
currently grant this permission, so the Permissions check box shows as unchecked.

l Administer Exports: The Override check box is checked, so the user does not inherit this
permission from any roles. The Permission check box is not checked, so the user does not have
this permission.

l Administer File Groups: The Override check box is checked, so the user does not inherit this
permission from any roles. The Permission check box is also checked, so the user has this
permission.

� Startup documents
The Startup tab of security specifies files to open when a user starts Axiom Financial Planning, such as the
home page, task panes, and ribbon tabs. Users inherit startup files from roles in addition to their own
individually assigned startup files.

Each user can have only one home page. If a user has an individually assigned home page, that file will be
used and any role settings are ignored. Otherwise, the user will inherit the home page from a role. If no
home page is assigned, the default home page is used.

For more information about startup file inheritance, see Assigning startup files (Startup tab), and review
the section for the applicable type of startup file.
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� File groups
The File Groups tab of security defines access rights for plan files in file groups. For file groups, you can
configure role inheritance to be handled in a variety of ways. You can specify that role settings are
combined with user settings, or that role settings are inherited independently from user settings, or that
role settings are ignored entirely and not inherited.

For more information and examples of how role file group permissions apply to users, see Understanding
role inheritance options for file group permissions.

� All other areas
For all other areas of Security, the user inherits themost permissive set of rights among their own
personal security settings and any roles that they are assigned to. This applies to the Tables tab and the
Files tab.

For example, imagine the following access level settings for a report folder:

User Read-Only

Role1 None

Role2 Read/Write

If the user is assigned to both Role1 and Role2, then the user has Read/Write access to that report folder,
because that is themost permissive set of rights available to the user.

Each tab has an Effective Permissions section where you can view the rights that the user will be granted
after taking into account role inheritance, administrator status, and folder inheritance (where applicable).

NOTES:
l For table access, if both the user and a role have filtered access, the filters are concatenated

using OR. So if a user has a table filter of DEPT.Region='North' and a role the user is
assigned to has a table filter of DEPT.Region='South', then that user's full filter is:

DEPT.Region='North' OR DEPT.Region='South'

That user has access to data for either the North or South regions.

l For table access, you can choose to ignore role inheritance. If this option is enabled for a user,
then any applicable role access settings for the table are not inherited (including the Full
Access setting) and the only filter applied is the user's filter.

Assigning users to roles

Each user in security can be assigned to one or more roles to define the user's security permissions.
Generally speaking, the permissions of each assigned role are combined with any user permissions to
result in themost permissive set of rights available to the user. There are some exceptions; for more
information see How role settings are applied to users.
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Users can be assigned to roles from the user record or from the role record. Users have an Assigned
Roles section that lists their assigned roles. Roles have an Assigned Users section that list their assigned
users.

NOTE: Alternatively, you can use the Security Manager page in theWeb Client to assign users to
roles. For more information, seeWeb Security Manager.

To assign roles to a user from the user record:
1. In the Security Management dialog, select the user.

2. On theGeneral tab, in the Assigned Roles section, click the Add button .

3. Use the Assign Roles dialog to assign one or more roles to the user:
l Use the Add and Remove buttons to move role names between Available Roles and

Assigned Roles. All roles listed in the Assigned Roles box will be assigned to the user.

l You can also double-click role names to move them between the boxes.

4. When you have finished assigning roles, click OK to close the Assign Roles dialog, and then Apply
orOK to save the changes to the user record.

To assign users to a role from the role record:
1. In the Security Management dialog, select the role.

2. On theGeneral tab, in the Assigned Users section, click the Add button .

3. Use the Assign Users dialog to assign one or more users to the role:
l Use the Add and Remove buttons to move user names between Available Users and

Assigned Users. All users listed in the Assigned Users box will be assigned to the role.

l You can also double-click user names to move them between the boxes.

4. When you have finished assigning users, click OK to close the Assign Users dialog, and then Apply
orOK to save the changes to the role record.

Granting administrator-level permissions

In Security, users can be designated as a system administrator, by enabling the Administrator option on
theGeneral tab.

System administrators have full rights to all features and all data for the system. Although you can
configure security settings for administrators, such as to define file access or table filters, these settings
will be overridden as long as the Administrator check box is enabled for the user. The Effective
Permissions will reflect the user's full access.
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� Administrator-only features
Administrators have access to all features and files in the current Axiom Financial Planning system. While
non-admin users can be granted access to many features and files, some features are only available to
administrators:

l The ability to make another user a system administrator
l The ability to lock non-admin users out of the system, and the ability to log into a locked system
l The ability to restore a deleted file
l The ability to modify system configuration settings using Save Type 4, or using the System

Configuration page in the AxiomWeb Client
l Access to Scheduler administration features in the Scheduler dialog (such as viewing all job

history, managing system jobs and event handlers, managing Scheduler servers, and managing
remote data connections)

l Access to system folders in Axiom Explorer (therefore, any file management for system files that
cannot be done using system utilities can only be done by administrators)

l Access to certain underlying file group folders such as the Plan Files folder, Plan File Attachments
folder, and the Calc Method Libraries folder

l Access to theDeveloper > Toolsmenu on the Axiom Designer ribbon (though some of the
features on this menu are available elsewhere without the administrator restriction)

l Access to the technical administration features in the AxiomWeb Client, such as: Reset Services,
Rebuild Table Views, System Logs, and Update License

l Ability to create and edit imports that use the current Axiom database as the source data

� Security access for non-administrators
If you want a user to be able to access and edit security settings, but you do not want to make the user
an administrator, there are two options:

l You can give the user the Administer Security permission. Users with this permission can add,
edit, and delete users, roles, and subsystems, and can access security tools such as System Access
and Logged in Users.

l If you are using subsystems, you can assign a user as a subsystem administrator. Users with this
permission can edit the security settings for users that belong to the subsystem, and can also
create and delete users within the subsystem. For more information, see About subsystems.

These users do not have access to the Administrator check box in Security. They cannot make
themselves or any other user an administrator.

The Everyone role

The Everyone role is a built-in role for each Axiom Financial Planning system. The purpose of this role is to
define security settings that apply to every user in the system. All users automatically belong to the
Everyone role.

Administrator's Guide Axiom Financial Planning │ 591



The Everyone role has the following default settings:
l Document reference tables.When a new document reference table is created, the Everyone role

is automatically granted full read access to that table. This permission grants all users the right to
query the data in document reference tables. In most cases, this is the desired level of rights. If
you have some particular document reference tables that you do not want every user to have
access to, then you can do one of the following:

o Modify the Everyone role to remove access to those tables, and instead grant access
directly to specific users and roles.

OR

o Leave the Everyone role at the default of full access, and instead modify certain users to
ignore role inheritance for that table.

l On-demand file groups.When a new on-demand file group is created, the Everyone role is
automatically granted the Create New Records permission for that file group. Effectively, this
means that any user who also has access to plan files in the file group will also have permission to
create new plan files. If you do not want this behavior—meaning that you want some users to be
able to access plan files in the file group without being able to create new plan files—then you can
remove the permission from the Everyone role and instead grant it to individual users and roles as
needed.

l Startup task panes. By default, the Everyone role is configured to open the Explorer and Process
task panes on startup, as non-closeable task panes. You can modify the Everyone role to remove
any of these task panes, and instead grant access directly to specific users and roles (or do not
grant access to anybody, if you do not want to use these task panes at all). Only the Explorer task
pane will open automatically for all users; the Process task pane only displays when it is relevant
to the user.

NOTE: In systems with installed products, your Everyone role may have been modified to not
open these task panes on startup, and instead open different task panes.
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l Startup ribbon tabs. By default, the Everyone role is configured to open the Axiom and Axiom
Designer ribbon tabs on startup.

o The Axiom ribbon tab shows for all users and provides the default menu for the Desktop
Client. You should not remove this tab from the Everyone role unless you have created one
or more custom ribbon tabs that you plan to assign to the necessary users and/or roles
instead.

o The Axiom Designer ribbon tab is limited to administrators only. You can modify the
configuration of the startup file so that it displays to other users, or you can remove it from
the Everyone role and instead grant access directly to specific users and roles (or do not
grant access to anybody, if you do not want to use the ribbon tab at all).

NOTE: In systems with installed products, your Everyone role may have been modified to not
open these task panes on startup, and instead open different task panes.

If desired, you can modify the Everyone role to grant additional rights to every user. Any right granted at
the Everyone level will be inherited by every user, except for rights that have been overridden at the user
level. Subsystem restrictions, if applicable to the user, still apply.

Note the following about the Everyone role:
l The Everyone role cannot be renamed or deleted. The security settings for the role can be

modified in either the Security Management dialog or by using Open Security in Spreadsheet.

l Users cannot be explicitly assigned to the role, nor can they be removed from the role. All users
permanently belong to this role.

l The Everyone role is not recognized by GetSecurityInfo("InRole") or when querying security tables
via Axiom query. It is assumed that all users belong to the role; therefore it is not listed as a role
assignment.

Configuring Security Settings
Security settings for users, roles, and subsystems are organized by tabs in the Security Management
dialog. The following tabs are available:

Tab Description

General Define general settings such as name and email, as well as role assignments and
system access.

Permissions Set permissions for individual features.

File Groups Set access rights for file groups.

Tables Set access rights for tables.

Files Set access rights for files in the Axiom Financial Planning file system. This includes
reports, imports, task panes, and Scheduler jobs.

Startup Specify certain files to open automatically on system startup.
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Defining user properties (General tab)

The following settings are available for users on theGeneral tab.

� User Details
Each user has the following general properties:

Item Description

First Name

Last Name

The user's first and last name.

This information can be referenced by using the function GetUserInfo.

Email The user's email address. This address is used to send user notifications, such as
for process management.

This information can be referenced by using the function GetUserInfo.

License Type The user's license type. By default, users are Standard users unless a different
user type is selected. Standard users have the potential to access any feature or
file in Axiom Financial Planning, limited by their security permissions.

In addition to standard users, the following user types are available:
l Axiom Support users are intended to allow Axiom Financial Planning

support representatives to log into your system as part of requested
support activities. Any user accounts assigned to this license typemust
acknowledge that they are Axiom representatives when they log into the
system.
Once a user has been assigned an Axiom Support license, that license can
only be removed by another Axiom Support user. Support users must use
either Axiom Prompt authentication or Internal AD authentication (Axiom
Cloud systems only).
NOTE: The Axiom Support license type is primarily intended for use in on-
premise systems. For Axiom Cloud systems, active Axiom support
representatives can access your system to troubleshoot reported issues
without requiring a support user to be created in the system.

l Consultant users are intended to allow Axiom Financial Planning consultants
to log into your system as part of contracted consulting engagements. Any
user accounts assigned to this license typemust acknowledge that they are
Axiom representatives when they log into the system.
Only Axiom support users can create a consultant user. Consultant users
must use Internal AD authentication for Axiom Cloud systems, and Axiom
Prompt authentication for on-premise systems.
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Item Description

l Viewer users allow for view-only access to Axiom Financial Planning. Viewer
users can access files as read-only, but they cannot save files or data, and
they cannot otherwise perform "change actions" on the files (such as
submitting a plan file for process management). Viewer users also cannot
perform any administration functions.
Security permissions for viewer users can be set as normal, but any settings
above read-only access to files will be ignored. The Effective Permissions will
note that the user is being limited due to the Viewer license. However, if you
switch the user to a Standard license, the settings will be honored.

The number of users that can be created and assigned to each license type
depends on your Axiom Financial Planning license.

Authentication Themethod used to authenticate the user for access to Axiom Financial
Planning. By default, new users will be assigned to your installation's configured
authentication mode; however, this can be changed on a per user basis as
needed.
l Axiom Prompt: Select this option if you want the user to be authenticated

by using their Axiom Financial Planning user name and password. You would
use this option if your installation is not configured to enable an external
authentication method, or if you are using an external authentication
method but you want to create a user who can log in directly.

l Windows User: Select this option if you want the user to be authenticated
based on their Windows credentials. This option is only valid if your
installation is configured to enableWindows Authentication. For more
information, see Using Windows Authentication.

l LDAP Prompt: Select this option if you want the user to be authenticated via
your LDAP directory. This option is only valid if your installation is configured
to enable LDAP Authentication. For more information, see Using LDAP
Authentication.

l OpenID: Select this option if you want the user to be authenticated using an
OpenID provider. This option is only valid if your installation is configured to
enable OpenID Authentication. For more information, see Using OpenID
Authentication.

l SAML: Select this option if you want the user to be authenticated using a
SAML identity provider. This option is only valid if your installation is
configured to enable SAML Authentication. For more information, see Using
SAML Authentication.
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Item Description

l Internal AD: This option can only be used with Consultant and Support
license types, and only for Axiom Cloud systems. It allows the consultant or
support user to be authenticated using Syntellis' internal Active Directory.
The login namemust match the email address for the user within Active
Directory. For example, if the user's email address is jdoe@syntellis.com,
then the user's Axiom login namemust be jdoe@syntellis.com.
In order to log in using Internal AD authentication, the user must go to the
following page for the system:
https://ClientName.axiom.cloud/internal.

An additional option ofUnspecified exists to support backwards-compatibility
for systems upgraded from older versions. Upgraded users may be assigned to
it, but it cannot be selected otherwise. If you have users assigned to this option,
we recommend changing their assignment to the appropriate authentication
type.

Login The user's login name.

If the user's authentication type is anything other than Axiom Prompt, then the
user's login namemust match the user's login name for the designated
authentication source (for example, it must match the user's Windows login
namewhen using Windows Authentication). See the information on the
appropriate authentication type for login name requirements.

For Windows Authentication only, you can validate that the login name
matches a user name in one of the allowed domains by clicking the Validate
icon to the right of the box. Amessage box will let you knowwhether the
namewas found or not. This feature is only available ifWindows Authentication
is enabled and at least one valid domain name has been specified as an allowed
domain.

This information can be referenced by using the function GetUserInfo.
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Item Description

Password The user's Axiom Financial Planning password. Click the ... button to the right of
the box to set or change the user's password. All users must have a non-blank
password.

Users can change their own password later from within the application.

NOTES:
l By default, Axiom Financial Planning enforces a basic set password rules. If

desired, you can disable these rules and allow any password. See Enabling
password rules.

l The Password setting only displays for Axiom Prompt users. For all other
authentication types, a randomly generated password will be created for the
user and cannot be changed. Users cannot log in with this randomly
generated password; they can only log in using their specified authentication
type.

If you are an administrator and you need to log into Axiom Financial Planning as
another user in order to test that user's security settings, you do not need to
know that user's password. For more information, see Testing user security.

Enabled Specifies whether the user can access Axiom Financial Planning. If this check box
is not selected, the user cannot log into any Axiom Financial Planning system.

NOTE: System administrators cannot disable other system administrators. The
Administrator permission must be removed before the user can be disabled.

Locked Out If a user has become locked out of the system due to exceeding the configured
number of failed login attempts, then the system will automatically select this
check box. You can clear the lockout by clearing this check box.

This setting only displays if you havemanually configured a lockout threshold.
For more information, please contact Financial Planning Support.

If an administrator becomes locked out, and no other administrator accounts
are available to clear the lockout, the Financial Planning SoftwareManager can
be used to reset the administrator's password and clear the lockout.

Administrator Specifies whether the user has administrator-level permissions. If this check box
is selected, then the user has access to all features and data in the current
system. For more information, see Granting administrator-level permissions.

NOTE: This check box only displays to users who have the Administrator
permission. In other words, a user cannot make themselves an administrator,
they have to be granted the right by a user who is already an administrator.
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Item Description

Directory Sync
Enabled

Specifies whether the user will be synched with Active Directory the next time an
Active Directory import is performed. This is enabled by default.
l If enabled, then the user will be synchronized with Active Directory according

to the settings in the Scheduler task for the import. For more information
about how this import and synchronization occurs, see HowActive Directory
user synchronization works.

l If disabled, then the user will not be affected by the Active Directory import,
even if the user namematches a user name in the import.

NOTE: This check box only displays if Active Directory import has been enabled
for your system.

� Assigned Roles
Users can be assigned to one or more roles. If the user is already assigned to roles, those roles are listed
here.

l To add a user to a role, click Add . In the Assign Roles dialog, you can select roles for the user.
l To remove a user from a role, select the role in the list and then click Remove .

Role assignments can bemadewhen editing either the user or the role. Any changes made in one area
are automatically applied to the other area.

NOTE: The Everyone role is not listed in the Assigned Roles box. All users belong to the Everyone role
and cannot be removed; therefore it is not listed as a role assignment.

For more information, see How role settings are applied to users.

� Assigned Subsystems
This section only displays if subsystems are enabled for your system. See Security Subsystems.

If you are using subsystems, you can optionally assign the user to one or more subsystems. If the user is
already assigned to subsystems, those subsystems are listed here.

l To add a user to a subsystem, click Add . In the Assign Subsystems dialog, you can select
subsystems for the user.

l To remove a user from a subsystem, select the subsystem in the list and then click Remove .

IMPORTANT: If you remove a user from a subsystem, that subsystem's maximum permission limit
will no longer apply to that user.

Subsystem assignments can bemadewhen editing either the user or the subsystem. Any changes made
in one area are automatically applied to the other area.
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NOTE: If you are a subsystem administrator, then all users that you have access to must belong to a
subsystem. If you are an administrator for only one subsystem, then any new users you create are
automatically added to that subsystem. If you are an administrator for multiple subsystems, then
the user is automatically assigned to one of the subsystems; you can change the assignment as
needed.

Configuring role properties (General tab)

The following settings are available for roles on theGeneral tab.

� Role Details
Each role has the following general properties:

Field Description

Name The name of the role.

NOTE: The name of the built-in Everyone role cannot be changed.

Description A description of the role. The description is for the administrator's use only, to
help explain the purpose of the role.

� Assigned Users
Multiple users can be assigned to a role. If the role already has assigned users, those users are displayed
here.

l To add a user to the role, click Add . In the Assign Users dialog, you can select users to add to
the role.

l To remove a user from the role, select the user in the list and then click Remove .

Role assignments can bemadewhen editing either the user or the role. Any changes made in one area
are automatically applied to the other area.

NOTE: This section is not available when editing the built-in Everyone role. All users belong to the
Everyone role and cannot be removed.

For more information, see How role settings are applied to users.

Configuring feature permissions (Permissions tab)

On the Permissions tab of the Security Management dialog, you can specify which features a user or role
has access to. The Permissions tab works slightly differently depending on whether you are defining
rights for a user or a role.
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NOTE: If you are defining permissions for a subsystem, see Defining maximum permissions for
subsystems.

� Setting permissions for users
For users, each permission has three available settings:

l Inherited: The permission is not set for the user. The permission is grayed out and the text
"inherited from role" appears to the right of the permission name. If the user is assigned to a role,
this permission can be inherited from the role.

l Denied: If theOverride check box is selected, but the Permission check box is not selected, this
means that the user explicitly does not have access to the feature. The user will not inherit the
permission from any roles.

l Allowed: If theOverride check box and the Permission check box are selected, this means that
the user explicitly has access to the feature, regardless of any role settings.

By default, all user permissions are left unset and are inherited from any role assignments. If you want to
override role inheritance and explicitly set a permission for the user, then you must select theOverride
check box and then leave the permission unchecked (to deny the permission) or checked (to allow the
permission).
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NOTES:
l When a permission is inherited from a role, it displays the effective permission for the user.

For example, if a user is assigned to a role that has the Administer Imports permission, and
that permission is eligible for inheritance, then the check box for that permission displays as
grayed out and selected. The name of the role from which the permission is inherited is also
listed. For example:

l If a user has administrator rights to the system, that user has all permissions. In this case, the
permissions list is grayed out and cannot be edited, and all permissions display as selected.
The text "user is an admin" displays next to the permission names.

l If the user belongs to a subsystem, and the subsystem settings do not allow a particular
permission to be granted to users in the subsystem, then the permission is grayed out and
cannot be edited. The text "disallowed by subsystem" (including the subsystem name)
displays next to the permission name.

� Setting permissions for roles
For roles, the Permission box for each permission is either checked or unchecked. If a permission is
checked for a role, then users who have that permission set to "inherited" will inherit rights to that
permission when they are assigned to that role.

� Permissions
The following permissions are available:

Permission Description

Administer
Announcements

The user can create, edit, and delete announcements and announcement
categories. The user must have access to a form-enabled file with an
Announcements component in order to use this permission.
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Permission Description

Administer
Axiom Explorer

The user can access the Axiom Explorer dialog. The user's other security
permissions determine what folders they can viewwithin this dialog and what
actions they can perform on them.

NOTE: This permission has no impact on the availability of the Explorer task
pane. Any user can use the Explorer task pane.

Administer
Exports

The user can create exports in the Exports Library.

The user must also have read/write permissions to at least one folder within the
Exports Library (as configured on the Files tab), or else they will have no place to
save their created exports. Execute permissions are also managed on the Files
tab.

Administer File
Groups

The user has general administrative permissions to all file groups. The user can:
l Create and delete file groups
l Edit file group settings
l Clone file groups
l Manage scenarios for file groups
l Manage restore points for file groups
l Manage categories for file groups
l Manage file group aliases
l Use the Delete Plan Files command to delete any plan file from an on-

demand file group

NOTE: Generally speaking, this permission does not grant access to any files
within the file groups, such as plan files, templates, and drivers. The user must
be granted access to these files separately if the user is expected to manage or
use these files. There are two exceptions: the user can delete any on-demand
plan file using Delete Plan Files, and the user can restore any plan file when
using restore points.

Administer
Imports

The user can create import utilities.

The user must also have read/write permissions to at least one folder within the
Imports Library (as configured on the Files tab), or else they will have no place
to save their created imports. Execute permissions are also managed on the
Files tab.

Administer
Locked Items

The user can remove file locks on documents and tables, and can remove save
locks on Axiom forms.

The list of locked items is limited to the files and tables that the user has some
level of access to. The user cannot see or unlock items that the user does not
have access to.
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Permission Description

Administer
Picklists

The user can administer picklist tables using theWeb Client TableManager. The
user can create new picklist tables. For existing picklist tables, the user can edit
table properties and delete tables (as long as the user has at least read-only
permission to the table, otherwise the table does not display in the table
manager).

Administer Picklist users do not gain access to the table administration features
in the Desktop Client.

Administer
Security

The user can access and edit security settings for the current system. The user
can also access security-related tools such as System Access and Logged in
Users.

The Administrator check box is not available to users with this permission.

Administer
Tables

The user has general table administration permissions. The user can:
l Create and delete tables
l Edit table structure
l Open tables using Open Table in Spreadsheet
l Use other table utilities available on the table administration menu

(Administration > Tables > Table Administration

The user's read and write filters (as set on the Tables tab) are honored for
purposes of viewing and saving table data.

Administer Task
Panes

The user can create and edit task panes and ribbon tabs, as allowed by the
user's folder / file access rights defined for the Task Panes Library and the
Ribbon Tabs Library (as set on the Files tab).

Administer
Updates

The user can apply product updates to the Axiom Financial Planning installation.

CreateWeb
Reports

The user can create web reports and fixed row structures. The user must also
have read/write access to at least one folder in the Reports Library in order to
save any newly created web reports.

This permission only controls creation of newweb reports and fixed row
structures. Users with the appropriate read/write access can still edit and delete
existing web reports and fixed row structures.

NOTE: Currently, this is the only report type with an explicit permission to
control creation of new reports. For all other report types, any user can create a
report as long as they have access to a location to save the report.
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Permission Description

Browse Audit
History

The user can view audit history for the system.

NOTE: Users with this permission can see audit records for all changes, including
changes made to tables that the user does not otherwise have access to. Use
caution in granting this permission.

Excel Client
Access

The user can launch and use the Axiom Financial Planning Excel Client. If the
user does not have this permission, the Excel Client icon does not display on the
Quick Launch menu or the default Home page.

PowerPoint Add-
In Access

The user can launch and use the PowerPoint Add-In for Axiom Financial
Planning. If the user does not have this permission, the PowerPoint Add-In icon
does not display on the Quick Launch menu.

Remove
Protection

The user can remove workbook and worksheet protections, for any Axiom file
that the user can access.

NOTE: Alternatively, you can grant unprotect rights for individual report files
and folders on the Files tab, or for plan files on the File Groups tab.

Scheduled Jobs
User

The user can access the Scheduler dialog for the purposes of working with
scheduled jobs.

The user can create jobs, edit jobs, run jobs, and delete jobs, as allowed by the
user's folder and file access rights defined for the Scheduled Jobs Library (as
configured on the Files tab of Security). For example, you might create a sub-
folder for each user and only grant the user rights to that folder.

The user can view the results of jobs that the user has executed. Other job
history is not available to the user.

The user cannot manage Scheduler servers, edit system jobs, or use other
Scheduler administration features.

NOTE: Generally speaking, task-level security is not applied to users with this
permission, within the context of Scheduler. However, file-level rights are
enforced. For example, the user can create and/or run a Process Plan Files task
within a Scheduler job, even if the user does not have the Process Plan Files
permission. But within that task, the user can only process file groups and plan
files that the user otherwise has access to.
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Permission Description

User Documents
Folder Access

The user can access a My Documents folder in their My Files section.

The user can save files to My Documents. The user has read/write access over
any file saved to this area. Typically this permission is only granted to power
users who may need a place to save their own "personal" reports or an area to
temporarily save "in progress" files.

Administrators can access any user's My Documents folder. Other users cannot
access it.

NOTE: If a user has this permission and then later it is removed, the user's
existing My Documents folder is not deleted; it is simply hidden from the user in
Explorer dialogs. If desired, an administrator can delete the folder in
\Axiom\Axiom System\User Folders.

Windows Client
Access

The user can launch and use the Axiom Financial Planning Windows Client. If the
user does not have this permission, theWindows Client icon does not display
on the Quick Launch menu or the default Home page.

Word Add-In
Access

The user can launch and use theWord Add-In for Axiom Financial Planning. If
the user does not have this permission, theWord Add-In icon does not display
on the Quick Launch menu.

NOTE: Generally speaking, if a user does not have rights to a feature, themenu item associated with
that feature does not show on that user's ribbon tabs or other applicable areas.

Configuring file group permissions (File Groups tab)

On the File Groups tab of the Security Management dialog, you can manage user access to plan files and
to file group features. On this tab, you can specify the following:

l Which plan files a user can access
l The level of access to those plan files (read-only or read/write)
l What features are available in those plan files (such as saving data or inserting calc methods)
l Which file group administration features the user can access (such as Create Plan Files or Process

Plan Files)

NOTES:
l The settings on this tab do not apply to administrators. Administrators have access to all plan

files and all file group features.
l If you are defining permissions for a subsystem, see Defining maximum permissions for

subsystems.
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IMPORTANT: This tab does not control access to other files in a file group, such as templates, drivers
and utilities. To give users access to these files, use the Files tab.

File group permissions

The settings on the File Group tab define permissions for each file group. The left-hand side lists the
available file groups for the system. When you select a file group in the list, you can define the security
settings for the user or role using the two sub-tabs on the right-hand side.

l File Group: Manage access to file group administration features such as Create Plan Files and
Process Plan Files. This tab can be ignored for most end users.

l Plan Files: Manage access to plan files. It is necessary to configure access on this tab if you want
the user to have any access to plan files in the file group.

Example File Groups tab, configuring permissions to plan files

File groups are listed by display name, followed by the file group code in parentheses. If the name of the
file group is different than the display name, that name is also displayed in the parentheses.

The Effective Permissions section displays the full permissions of the user, taking into account any
inherited role rights and other settings such as administrator rights.

NOTE: If a non-admin user has no effective permissions for a file group (either on the File Groups tab
or on the Files tab), then that user cannot see the file group in Axiom Explorer, the Axiom ribbon tab,
and other lists of file groups.
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� File Group tab
Use the File Group tab to configure user access to administration features for the file group. This tab is
optional and can be ignored for most end users.

To grant a user access to one of these features, select the check box. By default, all check boxes on this
tab are not selected, which means the user does not have access to any of these features.

Item Description

Modify File
Group

This permission grants general administrative rights to the file group. The user
can:
l Edit the file group settings
l Clone the file group
l Manage scenarios for the file group
l Manage restore points for the file group

Create Plan Files The user can create plan files for the file group, using the Create Plan Files
feature. This permission is limited to those plan files where the user has
read/write access, as defined in the File Groups tab of Security.

This permission also grants access to the Copy Plan Files feature for standard
file groups, which can be used in certain specialized configurations to copy plan
files from one file group to another. In this case the user must have read/write
access and Create Plan Files permission to the target file group.

NOTE: If the file group is an on-demand file group, then users do not need this
permission in order to create new plan files "on demand." Instead, users need
the Create New Records permission.

Create New
Records

The user can create new plan files for the on-demand file group. This process
includes creating a new identity record in the plan code table and then creating
a plan file for that record using either its assigned template or by copying an
existing plan file (when using the Clone selected item feature). This permission
only applies to on-demand file groups.

By default, this permission is automatically enabled on the Everyone role when
a new on-demand file group is created. This means that any user with at least
Read-Only access to plan files in this file group will also have the ability to create
new plan files. (This includes plan file permission sets with the potential to be
elevated to read-only access or higher, due to the Interacts with Process
Management permission.) If you do not want all users with access to the file
group to be able to create new plan files, then you can remove the permission
from the Everyone role and instead grant it to individual users and roles.
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Item Description

Process Plan
Files

The user can process plan files for the file group, using the Process Plan Files
feature. This permission is limited to plan files where the user has at least read-
only access, as defined in the File Groups tab of Security.

The user can run Axiom queries and save data as part of the process, but the
user can only save the file if they have read/write access to it.

Run Axiom
Queries

The user can refresh Axiom queries in plan files, using the Refresh feature.

By default, non-admin users cannot use the Refresh feature in plan files. If you
have a plan file design where users should be able to refresh the queries in the
file as needed, then you should enable this permission.

NOTES:
l This permission does not apply to "refresh on open" Axiom queries, or to

queries run using the RunAxiomQueryBlock function. These queries will
always run, regardless of whether the user has this permission.

l This permission does not apply to form-enabled plan files (when viewed as
an Axiom form). Axiom queries in form-enabled plan files will refresh
according to the standard form refresh behavior, regardless of whether the
user has this permission.

Manage Calc
Methods

The user can perform all management activities for calc method libraries in the
file group, including adding new calc methods, editing calc methods, deleting
calc methods, as well as use any other calc method features available on the CM
Librarymenu. The user can also insert or change calc methods in any file group
files that the user has access to, and can override any calc method controls.

� Plan Files tab
Use the Plan Files tab to configure user access to plan files for the file group. Each plan file permission set
defines the following: 

l The plan files that the permission set applies to (all plan files or a filtered subset)
l The permissions to be applied to those plan files (such as: access level, ability to save data, and

calc method permissions)
l The role inheritance to be applied to the permission set (none, combine, or independent)

Users can havemultiple permission sets per file group—for example, to define read/write access to one
set of plan files and read-only access to another set of plan files. These permission sets can be configured
for the user directly or inherited from one or more roles. Roles can only have one defined permission set
per file group.

You can add, edit, and delete permission sets as follows:
l To add the first permission set for a user or a role, click Add a Permission.
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l To add an additional permission set for a user, click the plus icon .
l To edit a permission set, double-click it. You can also select it and then click the edit icon .
l To delete a permission set, select it and then click the delete icon .

NOTES:
l If a user has no configured permission sets, the user will inherit role permissions using

independent inheritance. Each role's permissions will be inherited as a separate unit. For more
information on role inheritance behavior for file groups, see Understanding role inheritance
options for file group permissions.

l If a user has multiple configured permission sets, only the first permission set displays in Open
Security in Spreadsheet.

When creating or editing a permission set, the Plan File Permission dialog opens. Within this dialog, you
can configure all permissions relating to this permission set.

Item Description

File access level The level of access that the user or role has to the plan files covered by this
permission set. Select from one of the following:
l No Access: The user or role has no access to plan files.

The No Access option is intended to be used in conjunction with Interacts
with Process Management and/or with Combine role inheritance. You can
define other permissions for the plan files, and those permissions will apply
when the user's access level is elevated due to a plan file process, or
combined with another permission set to result in a higher level of access.

l Read Only: The user or role has read-only access to plan files.
l Read/Write: The user or role has read/write access to plan files in the file

group.

NOTES:
l The ability to save data to the database from within a file is controlled

separately, using the Allow Save Data permission.
l If you are using a plan file process with this file group, select the level of

access that you want the user to have when they are NOT the current step
owner. For example, you may want the user to have no access if they are not
the step owner, or read-only access.

l If the file group uses virtual spreadsheet plan files, and you want file locking
behavior to apply to the plan files, then users must have Read/Write access
to the files instead of Read-Only access (even though the virtual files cannot
be saved).
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Item Description

Allow Save Data Select this check box if you want the user or role to be able to save data to the
database from the plan files covered by this permission set.

NOTES:
l If you are using a plan file process to manage access to plan files, you do not

need to select this option. When the user is a step owner of a plan file, the
user's permissions will be "elevated" as needed, including the ability to save
data to the database. Generally you would only enable Allow Save Data for
a user if you want the user to be able to save the data at all times, regardless
of process step ownership.

l If a user has Read Only access and Allow Save Data, then the user will be
able to save data to the database but not save changes to the file. Generally
this configuration would only be used with form-enabled plan files. Users
with this combination of rights can save data from the file at any time,
regardless of whether the file is locked to another user.

l In most cases, this option is only selected if the user also has Read/Write
access to the file group, so that file changes and data changes can be saved
in sync.

Allow Calc
Method Insert

Select this check box if you want the user or role to be able to insert calc
methods into plan files.

This option enables or disables the user's overall ability to insert calc methods.
Within individual templates/plan files, calc method controls can be used to
further control which calc methods can be inserted and where they can be
inserted.

It is valid to select this option even if the user has No Access or Read Only
access to plan files, if the user's access will be elevated by a plan file process or
combined with another permission set. It is also valid to insert calc methods in
read-only plan files when using form-enabled plan files.

NOTE: This setting does not apply if the user has been granted theManage Calc
Methods permission. Users with this permission can perform any calc method
action in any plan file that they have access to within the file group.
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Item Description

Allow Calc
Method Change

Select this check box if you want the user or role to be able to change
methodologies in the plan file by overwriting one calc method with another.

This option enables or disables the user's overall ability to change calc methods.
Within individual templates/plan files, calc method controls can be used to
further control which calc methods can be used to overwrite and where
overwrite is allowed.

It is valid to select this option even if the user has No Access or Read Only
access to plan files, if the user's access will be elevated by a plan file process or
combined with another permission set.

NOTE: This setting does not apply if the user has been granted theManage Calc
Methods permission. Users with this permission can perform any calc method
action in any plan file that they have access to within the file group.

AllowUnprotect Select this check box if you want the user or role to be able to unprotect the
worksheet and workbook within plan files. If enabled, the user will have access
to the Protect toggles in the Advanced group on the Axiom ribbon.

This option should only be granted in special situations. Normally, end users are
not allowed to unprotect plan files.

Allow Sheet
Assistant

Select this check box if you want the user or role to see the Sheet Assistant.
Generally, you should only expose the Sheet Assistant if the user is expected to
edit file settings, including Axiom query settings.

Enabling this permission also has the following impacts:
l The user has access to the Control Sheet. The Control Sheet is hidden by

default in plan files but the user can unhide it via the Sheet Assistant.
l The Drilling Control Sheet will not be hidden if the user has the Sheet

Assistant permission.
l If the user has read/write permission and the Sheet Assistant permission,

then the user can enable forms for the file and can see the Form Assistant
and Form Control Sheet.

l The Data Source Assistant is also available if the Sheet Assistant is available.

If this check box is not selected, then the user cannot see the Sheet Assistant or
the other related items as described above.

This option should only be granted in special situations. Normally, end users are
not allowed to edit settings in plan files.
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Item Description

Allow File
Processing

Select this check box if you want the user or role to be able to perform file
processing on the file. If selected, then the user has access to file processing
features, including the File Processing button on themenu and the File
Processing task pane. The related control sheets will also be visible to the user.

If this check box is not selected, then the user cannot perform file processing
actions and cannot see the related menu items, task panes, or control sheets.

This option should only be granted in special situations. Normally, end users do
not perform file processing in plan files.

Apply settings to Select one of the following to determine the plan files that this permission set
applies to:
l All Plan Files: The configured permissions apply to all plan files in the file

group.
l Filtered Plan Files: The configured permissions apply to a subset of plan files

in the file group, as defined using a filter. For more information on defining a
plan file filter, see Defining plan file filters.

Interacts with
Process
Management

This option specifies whether this permission set interacts with plan file
processes. It is enabled by default for users, and disabled by default for roles.

Enabling this option has the following effects, for plan files covered by this
permission set:
l If the access level of the permission set is No Access, the permission set will

still be considered for step ownership when the user is directly assigned as
the step owner. If "interacts" is disabled, then the permission set is only
considered if the access level is at least Read Only.

l If the ownership assignment is through a role, enabling this option tells the
process to consider this permission set when evaluating which role members
should be step owners. If this option is not enabled, then this permission set
will be ignored by the plan file process when evaluating the role permission.

Settings for users only
The following settings apply only to users, not to roles. These settings specify how the user will inherit file
group rights from any roles that the user is assigned to. For more information, see Understanding role
inheritance options for file group permissions.
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Item Description

Role Inheritance Specify how the user will inherit file group permissions from roles:
l None: The user will not inherit file group permissions from roles. Only the

user's configured permissions will be applied. Role permissions will be
ignored.

l Combine: The user's permissions and any role permissions will be combined,
so that the user will be granted themost permissive set of rights among all
the plan file access settings. Using the Role(s) setting, you can specify
whether this applies to all roles that the user belongs to, or only a specific
role.

l Independent (default): The user will inherit permissions from roles, but the
user's configured permissions and the role's inherited permissions will be
applied separately. Using the Role(s) setting, you can specify whether this
applies to all roles that the user belongs to, or only a specific role.

Role(s) Select which roles the role inheritance settings apply to. This setting only applies
if the role inheritance is set to Combine or Independent.
l If you select (all roles), then the specified inheritance settings apply to all

roles that the user belongs to. This is the default setting.
l If you select a particular role, then the specified inheritance settings apply to

only that particular role. If the user belongs to other roles, and those other
roles are not selected in additional file group permission sets for the user,
then those role permissions are ignored.

� Defining plan file filters
To define a filter to control access to plan files, select the Filtered Plan Files option and then use the
Filter Wizard to construct the filter. (You can also type a filter directly into the filter box.) The filter
must be based on the plan code table for the file group, or on a reference table that the plan code table
links to. When using the Filter Wizard, the wizard only displays the eligible tables.

After defining a filter, you can validate it by clicking the Validate filter button . This check is to ensure
that the filter syntax is valid. You can test to make sure that a file group filter is operating as you expect
by logging in as the user (or as a user assigned to the role) and checking to see which plan files display in
theOpen Plan Files dialog for the file group.

Filter variables can be used in plan file filters, to set a filter that is based on a user's login name (see
example below) or on another related user property. This is useful to be able to set a filter at the role
level, yet resolve the filter dynamically for each user in the role. For more information, see Filter
variables.
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NOTE: You can leave the filter blank only if you are using Combine role inheritance. This assumes
that either the user or the role has a filter that will apply after the permissions are combined. If the
filter remains blank after inheritance, then the user will have no access to plan files.

Example filters
DEPT.Dept IN (200,400)

This example limits the user to accessing plan files for departments 200 and 400.

DEPT.Region='North'

This example limits the user to accessing plan files for departments assigned to the North region.

DEPT.Owner='{CurrentUser.LoginName}'

This example limits the user to accessing plan files for departments that are assigned to that user (by the
presence of the user's login name in the Owner column). This type of filter would most likely be set on a
role, so that the filter could be set once yet resolve dynamically for each user in the role. For example, for
user JDoe, this filter would resolve as DEPT.Owner='JDoe'.

Configuring plan file security for use with plan file processes

This section provides basic guidelines for setting user permissions when you intend to use a plan file
process with the file group. There aremany nuances to file group security settings and how they can
interact with plan file processes, especially if you are using advanced security configurations such as
multiple permission sets for plan files or the combine option for role inheritance.

Generally speaking, you should configure security permissions for plan files to reflect the "baseline"
permissions that you want the users to have when they are not process step owners. When the users
are step owners, their permissions will be temporarily "elevated" as needed so that they can complete
the process task. For example, a user may have Read-Only access to a plan file configured in security, so
this is their baseline permission. But when the user is the step owner of an edit step, their permission will
be elevated to Read/Write and Allow Save Data so that they can edit and save the plan file.

Additionally, the Interacts with Process Management setting for plan file permissions can be used as
follows:

l If you want a user to only have access to the plan file when they are the step owner, you can
configure a permission set to the plan file with No Access and Interacts with Process
Management enabled. This causes the permission set to be considered for step ownership of a
plan file even though the access level is No Access. The user must still have a plan file filter that
includes the plan file.

l If the ownership assignment is through a role, enabling Interacts with Process Management tells
the process to consider this permission set when evaluating which role members should be step
owners. If "interacts" is not enabled when using a role assignment, then this permission set will be
ignored by the process.
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� Example user permissions for use with a plan file process
The first step in configuring plan file permissions for use with a plan file process is deciding what level of
permissions that you want the user to have when the user is not a process step owner. This is the user's
baseline level of security permissions that they will always have.

NOTE: All of the example permission sets below assume that the user's plan file filter includes the
plan file where the user is assigned as a step owner. The user must have a configured or inherited
permission set that includes this plan file. The plan file process cannot not grant permissions to plan
files, they can only elevate existing permissions to those files.

No Access If you want a user to have no access to the plan file when the user is not a
process step owner, then set the permissions as follows:
l File Access Level: No Access
l Allow Save Data: Unchecked
l Interacts with Process Management: Checked

When the user is a step owner, the process will elevate the user's permissions as
appropriate.

Read-Only Access If you want a user to have read-only access to the plan file when the user is not a
process step owner, then set the permissions as follows:
l File Access Level: Read-Only
l Allow Save Data: Unchecked
l Interacts with Process Management: Checked if the ownership assignment

comes through a role (can be left unchecked if the user will be assigned
directly)

When the user is a step owner, the process will elevate the user's permissions as
appropriate.

Full Access If you want a user to have full edit rights to the plan file when the user is not a
process step owner, then set the permissions as follows:
l File Access Level: Read/Write
l Allow Save Data: Checked
l Interacts with Process Management: Checked if the ownership assignment

comes through a role (can be left unchecked if the user will be assigned
directly)

These permissions can be set at the user level, or at a role level, or at some combination of the two (if
using Combine role inheritance). All other plan file permissions can be enabled or not as appropriate for
the user. In some cases, the other permissions will only be relevant when the user's access level has been
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elevated by the process. For example, if the user has No Access plus Allow Calc Method Insert, then the
ability to insert calc methods is only relevant when the user is a step owner (because otherwise they will
be unable to see or open the plan file).

� Enabling Interacts with Process Management
When creating new permission sets for users, Interacts with Process Management is enabled by default.
You can disable this permission for the user if:

l The permission set grants Read-Only access or higher.

AND

l The permission set does not need to be considered when using role ownership assignments.

When creating new permission sets for roles, Interacts with Process Management is disabled by default.
You should consider whether to enable the option or leave it disabled, based on how you are granting
permissions to users and how you are assigning step owners. Keep in mind the following:

l If ownership assignments aremade through a role, then users who belong to the role must have
permission to the plan file and Interacts with Process Management enabled in order to be a step
owner.

l If the role assignment is configured to consider All permissions, then it is not necessary to enable
Interacts with Process Management on the role that will be used as the assignment. In this case,
the role simply defines the pool of eligible users. If a user has any permission set with access to the
plan file and "interacts" enabled, then they will be a step owner.

l If the role assignment is configured to considerOnly permissions associated with the assigned
role, then either Interacts with Process Managementmust be enabled on the role so that users
in the role inherit it, or the users must have an individual permission set with the "interacts"
permission that is also configured to combine with the role.

Understanding role inheritance options for file group permissions

Role inheritance for file group permissions is handled differently than in other areas of Security. For each
set of permissions defined for a user on the File Groups tab, you can specify whether role permissions
are inherited and how they are inherited.

File group permissions have three different role inheritance options:
l None
l Combine
l Independent

By default, if no file group permissions are configured for a user, the role inheritance is set to
independent. This means that users will inherit file group settings from all roles that they are assigned to,
but those inherited settings will be applied independently instead ofmerged.

The following sections explain how each role inheritance option works.
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� No inheritance
TheNone option means that no role inheritance applies. Role settings are ignored for this particular
permission set. If the user only has one permission set, then role settings are ignored entirely (for
settings on the File Groups tab).

The following is an example of how file group settings are treated with no inheritance, assuming that the
user belongs to the role:

File Group Settings User Configured
Settings

Role Configured
Settings

User Effective
Permissions

File Access Level Read Only Read/Write Read Only

Allow Save Data Unchecked Checked Unchecked

Allow Calc Method Insert Checked Checked Checked

Allow Calc Method Change Unchecked Checked Unchecked

Apply settings to Filtered Plan Files:

DEPT.Region='North'

Filtered Plan Files:

DEPT.Region='South'

Filtered Plan Files:

DEPT.Region='North'

In this example, the role settings are ignored, and the user has only his or her configured permissions.

� Combine inheritance
The Combine option means that the user's permissions are combined with role permissions. The user is
granted themost permissive rights as defined for either the user or the role, on a per permission basis.

The following is an example of how file group settings are treated with combine inheritance, assuming
that the user belongs to the role:

File Group Settings User Configured
Settings

Role Configured
Settings

User Effective
Permissions

File Access Level Read Only Read/Write Read/Write

Allow Save Data Unchecked Checked Checked

Allow Calc Method Insert Checked Checked Checked

Allow Calc Method Change Unchecked Checked Checked

Apply settings to Filtered Plan Files:

DEPT.Region='North'

Filtered Plan Files:

DEPT.Region='South'

Filtered Plan Files:

(DEPT.Region='North')
OR
(DEPT.Region='South')
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In this example, the user and role permissions are combined, and the user is granted themost
permissive set of rights available for each individual setting.

When you select combine inheritance, you can choose to combine with all roles that the user is assigned
to, or to combine with a specific role. For example, imagine that the user belongs to role A and role B,
and the permissions are as follows:

File Group Settings User Configured
Settings

Role A Configured
Settings

Role B Configured
Settings

File Access Level Read Only Read/Write Read Only

Allow Save Data Unchecked Checked Unchecked

Allow Calc Method Insert Checked Checked Unchecked

Allow Calc Method Change Unchecked Checked Unchecked

Apply settings to Filtered Plan Files:

DEPT.Region='North'

Filtered Plan Files:

DEPT.Region='South'

Filtered Plan Files:

DEPT.Country='France'

In this case, the effective permissions of the user depend on whether the combine inheritance is set to all
roles, or to a specific role:

File Group
Settings

Combine: All Roles Combine: Role A Combine: Role B

File Access Level Read/Write Read/Write Read Only

Allow Save Data Checked Checked Unchecked

Allow Calc Method
Insert

Checked Checked Checked

Allow Calc Method
Change

Checked Checked Unchecked

Apply settings to Filtered Plan Files:

(DEPT.Region='North') OR
(DEPT.Region='South')
OR
(DEPT.Country='France')

Filtered Plan Files:

(DEPT.Region='North')
OR
(DEPT.Region='South')

Filtered Plan Files:

(DEPT.Region='North') OR
(DEPT.Country='France')

When combined with all roles, the user is granted themost permissive set of rights across all of the roles.
When combined with only one of the roles, the second role is effectively ignored. Unless the user has
another set of permissions that allows inheritance from the second role, the user will not inherit any file
group settings from the second role.
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� Independent inheritance
The Independent option means that the user inherits permissions from roles, but the role permissions
are applied independently from the user's configured permissions. The user and role permissions are not
merged, as they are when using the combine option. The user effectively has two sets of permissions:
one set based on the user's configured permissions, and one set based on the role's inherited
permission. Additionally, if the user belongs to multiple roles, each role's permissions are inherited
independently from each other (assuming that the independent inheritance is set to apply to "all roles").

The following is an example of how file group settings are treated with independent inheritance,
assuming that the user belongs to the role:

File Group Settings User Configured
Settings

Role Configured
Settings

File Access Level Read Only Read/Write

Allow Save Data Unchecked Checked

Allow Calc Method Insert Checked Checked

Allow Calc Method Change Unchecked Checked

Apply settings to Filtered Plan Files:

DEPT.Region='North'

Filtered Plan Files:

DEPT.Region='South'

In this example, the user's effective permissions are the same as the user configured permissions and the
role configured permission, except applied separately. When the user accesses a plan file that belongs to
the North region, it will be read only, and the user will not be able to change calc methods. When the
user accesses a plan file that belongs to the South region, it will be read/write, and the user has all of the
other plan file permissions as defined for the role.

If there is any overlap between the two independent permissions, then the user will be granted themost
permissive set of rights for the area of overlap only. In the above example the filters cannot overlap, but
imagine that the user and role filters were instead something like the following:

User Filter: DEPT >= 5000 and DEPT < 6000

Role Filters: DEPT >= 4000 and DEPT < 6000

In this case, the role permissions alone would apply to any departments from 4000 up to 4999. Where
the permissions overlap, for departments 5000 to 5999, the user and role permissions would be
combined.

NOTE: If you use independent inheritance with a specific role instead of all roles, that configuration
blocks inheritance from all other roles unless the user has another permission set that allows the
inheritance from the other roles.
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� Multiple permission sets
For each file group, a user can havemultiple sets of permissions that apply to the plan files in that file
group. This allows you to define different permissions for different subsets of files. For example, you
might want to give a user full read/write access to plan files belonging to the North region, but only read
access to plan files belonging to the South region. In this case, you can create two sets of permissions for
the user.

If a user has multiple permission sets, each permission set has its own role inheritance settings. For
example, you may want to define filters at the user level, but define other access rights at the role level,
as shown in the following example:

File Group Settings User Configured
Settings (Set 1)

Role A Configured
Settings

User Effective
Permissions
(Combine: Role A)

File Access Level None Read/Write Read/Write

Allow Save Data Unchecked Checked Checked

Allow Calc Method Insert Unchecked Checked Checked

Allow Calc Method Change Unchecked Checked Checked

Apply settings to Filtered Plan Files:

DEPT.Region='North'

Filtered Plan Files:

<Blank Filter>

Filtered Plan Files:

DEPT.Region='North'

User Permission Set 1, Combine: Role A

File Group Settings User Configured
Settings (Set 2)

Role B Configured
Settings

User Effective
Permissions
(Combine: Role B)

File Access Level None Read Only Read Only

Allow Save Data Unchecked Unchecked Unchecked

Allow Calc Method Insert Unchecked Checked Checked

Allow Calc Method Change Unchecked Unchecked Unchecked

Apply settings to Filtered Plan Files:

DEPT.Region='South'

Filtered Plan Files:

<Blank Filter>

Filtered Plan Files:

DEPT.Region='South'

User Permission Set 2, Combine: Role B

The ability to definemultiple permission sets with separate inheritance settings is a very flexible feature,
able to meet a wide variety of security needs. When using multiple permission sets, keep in mind that it
is possible to configure settings that cancel out or contradict the settings of another set.
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For example, if you configure one permission set with no role inheritance, and then you configure a
second permission set with independent inheritance, then the no inheritance setting on the first set is
pointless (since you are already independently inheriting all role settings from the second set). On the
other hand, it can bemeaningful to have no inheritance on the first permission set, and then combine
inheritance on the second permission set (for either all roles or a specific role). Make sure that you
understand the purpose of each permission set, and check the effective permissions section for the user
to ensure that permissions are being inherited as intended.

Configuring table permissions (Tables tab)

On the Tables tab of the Security Management dialog, you can manage user access to tables. You can
control what data a user can query from a table (read access), and what data a user can save to a table
(write access).

Table access can bemanaged at the table level and at the table type level. By default, users have the
following permissions:

l All table types, and stand-alone data tables and reference tables, start at "no access" for both read
and write. You must configure access to these table types and tables on a per user or role basis. If
access is defined for a table type, then any tables added to the table type will automatically inherit
that access.

l All document reference tables are automatically set to full read access, via the Everyone role.

NOTES:
l If a user is an administrator, the settings on this tab are ignored. Administrators can access

data in all tables.
l If you are defining permissions for a subsystem, see Defining maximum permissions for

subsystems.

Understanding table permissions

This section explains how the table access settings in Security work.

� Read access and write access
Each table and table type can have read access permissions and write access permissions.

l Read access defines what data a user can query from a table—for example, via a GetData function
or by running an Axiom query. For each table or table type, a user can have no read access, full
read access, or filtered read access.
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l Write access defines what data a user can save to a table. For most users this means via a Save
Type 1 process set up in a plan file or a report, but it also applies to Open Table in Spreadsheet (if
the user has access to it). For each table or table type, a user can have no write access, full write
access, or filtered write access.

NOTE: Table write access does not apply to document reference tables (Save Type 3).
Document reference tables can only be created and edited via a source document; therefore
the ability to write data to the table is controlled by the user's access rights to the source
document. Also, write access is ignored for import packages—if the user has execute rights to
an import, then they can save the imported data to the specified destination table, regardless
of their write access to that table.

By default, the write access for a table or table type is set to the same level as the read access. If that is
the desired level of access, then you only need to configure the read access; the write access will be
automatically set. You can see this inheritance for the write access in the Effective Permissions box after
you set the read access.

However, if you want differing levels of read and write access for a table or table type, then you must
select the Specify custom write access check box, and then configure the specific write access.

For example, imagine the following settings for the table GL2021:

If the read access is set to... And the write access is set to... The user's permission is...

Full Access (Default) Read: Full Access

Write: Full Access

Filter: DEPT.Region='North' (Default) Read: DEPT.Region='North'

Write: DEPT.Region='North'

Full Access Specify custom write access:

Filter: DEPT.Region='North'

Read: Full Access

Write: DEPT.Region='North'

Full Access Specify custom write access:

Filter: <Blank Filter>

Read: Full Access

Write: No Access

No Access Specify custom write access:

Full Access

Read: No Access

Write: Full Access
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NOTES:
l For reference tables, the read access settings are only applied when the reference table is

queried directly—for example, when viewing the reference table using Open Table in
Spreadsheet, or when the reference table is the primary table of an Axiom query. The read
access settings defined on a reference table are not applied when queries aremade against a
data table that joins to the reference table.

Therefore if you want to restrict access to data, the filter must be defined on the data table or
its table type. For example, if you want to restrict a user to only viewing planning data for the
North region, then you must define that filter on the data table or the table type, not on the
DEPT reference table.

l Read filters are not applied to data that already exists in a spreadsheet. For example, when the
administrator runs the Process Plan Files utility to process Axiom queries in plan files, the plan
files are populated with data according to the administrator's data rights. When individual
users open these plan files, they see all of the data that was populated into the spreadsheet.
The read filters of the individual users would only be applied if the users processed Axiom
queries by using the Refresh feature. If you would like to limit data access in plan files, you can
consider dynamically hiding sheets that you do not want particular users to access.

l Keep in mind that just because a user has write access to a table, it does not mean that the
user actually has themeans to save any data. For example, in order for a user to save data to a
table from a plan file, the user must have access rights to the plan file, and the permission to
save data from the file, and the file must be configured to save data to the table. If a user does
not have access to files and/or features that facilitate saving data to the database, then the
user cannot save any data, regardless of his or her write access permissions.

� How table type access and table access combine
Tables inherit any rights set at the table type level, and then combine that access with any rights set at
the table level, resulting in themost permissive set of rights for the table.

l If a table type is set to full or filtered access, then all tables in that table type inherit the full or
filtered access. You cannot "override" the table type setting at the table level to deny access to a
specific table in the table type. You can set individual tables to havemore permissive access than
the table type, but not less permissive.

l If desired, you can leave the table type access unset, and instead configure access at the table
level. The user will be granted whatever access is set at the table level.

l If access filters are set at both the table type level and the table level, the filters are concatenated
using OR (meaning the filters are combined to result in themost permissive set of rights for the
table).

For example, imagine a table type of GL, which contains a table named GL2021:
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If the table type GL is
set to...

And the table GL2021 is
set to...

The user's permission is...

Full Access No Access (nothing is
configured)

Full Access

Full Access DEPT.Region='North' Full Access

No Access (nothing is
configured)

DEPT.Region='North' DEPT.Region='North'

DEPT.Region='South' Full Access Full Access

DEPT.Region='South' DEPT.Region='North' (DEPT.Region='South') OR
(DEPT.Region='North')

Tables that do not belong to a table type only have their individual table access rights.

� Table visibility to users
If a user does not have any read access to a table, then that table will not display in lists of tables
throughout the system, such as in the Sheet Assistant, or the Filter Wizard. Table Library folders and
table types will only display if the user has read access to at least one table within the folder or the table
type. (Exception: if the user has the Administer Tables permission, then that user will see all Table Library
folders and table types for the purposes of creating new tables.)

Table permissions

The settings on the Tables tab define access for each table or table type. The left-hand side of the tab lists
the available tables in the system, organized by table type. Tables that do not belong to a table type are
listed under (No Type). When you select a table or a table type in the list, you can configure the security
settings for the user or role within the Configured Permissions section in the right-hand side of the tab.
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Example Tables tab

The Effective Permissions section displays the full permissions of the user for the selected item, taking
into account any rights inherited from the table type or a role, and other settings such as administrator
rights or subsystem restrictions. Make sure to check this section to ensure that users are being granted
rights as you expect.

Because table permissions can be set at any point in the treeview, it can be difficult to later tell which
items have been configured. To change the view to only show items with configured permissions, select
the check box for Show configured items only. If the treeview is blank after selecting this check box, this
means that the user or role has no configured permissions.

NOTE: By default, the Everyone role grants all users full read access to document reference tables.
Any changes made to document reference tables in the Tables tab will not apply to users unless you
modify the Everyone role to remove full access (or unless you configure the user to ignore role
inheritance for that table).

� Read access settings
The following settings apply to all tables and table types, to define read access to data. By default, the
write access is automatically set to the same level as the read access. If that is the desired level of access,
then you do not need to do anything further to configure write access for a table or table type.
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Item Description

Full access

(Full read access)

Select this check box if you want the user or role to have full access to the table
or table type.

By default, this check box grants full read and write access. If you want to
configure write access separately, then you must enable the separate option to
Specify custom write access. Selecting that option exposes additional settings
for write access, and renames this check box to Full read access.

NOTE: If you are defining access for a table that belongs to a table type, and full
access has already been granted at the table type level, then this check box is
effectively ignored. However, the setting will be stored at the table level and
could apply in the future if the table type access is ever changed, or if the table is
removed from the table type. Be sure to check the Effective Permissions
section of the dialog to see what level of access is being granted due to
inheritance.

Filter

(Read filter)

If you want the user or role to have filtered access to the table or table type,
specify the filter. For example:

l ACCT.Acct>10000 restricts the user to only accessing data for accounts
over 10000.

l DEPT.Dept=100 restricts the user to only accessing data for department
100.

l DEPT.Region='North' restricts the user to only accessing data for
departments assigned to the North region.

By default, the filter applies to both read and write access. If you want to
configure write access separately, then you must enable the separate option to
Specify custom write access. Selecting that option exposes additional settings
for write access, and renames this option to Read filter.

NOTE: If you are defining a filter for a table that belongs to a table type, the filter
will be concatenated to the table type filter using OR. If full access has been
granted at the table type level, then the table level filter is effectively ignored.
However, the filter will be stored for the table and could apply in the future if the
table type access is ever changed, or if the table is removed from the table type.
Be sure to check the Effective Permissions section of the dialog to see what
level of access is being granted due to inheritance.
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To define a filter for a table or table type, type the filter into the Filter box, or use the Filter Wizard .
Note the following:

l If the filter is for a table type, the filter should be based on key columns that are common to all
tables in the table type (using either the key column itself, or a column in the lookup table that the
key column links to). For example, if the GL table type has two required key columns, ACCT and
DEPT, then you can create a table type filter that uses one or both of these columns, or one that
uses grouping columns in the associated reference tables. Filters using any other columns may be
invalid.

l If the table type has required columns, then any filter defined must be based on those required
columns. If the required columns do not have lookups, then no valid filters can be defined.

l When selecting key columns in the Filter Wizard, the Filter Wizard automatically uses the lookup
column in the reference table instead of the column in the data table. For example, if you select
the column Acct in the GL2021 data table, the filter wizard automatically uses ACCT.ACCT in the
filter (instead of GL2021.ACCT).

After defining a filter, you can validate the filter syntax by clicking the Validate filter button .

IMPORTANT: If you define a write filter on a reference table, then any columns used in the filter must
also be included in the save definition when saving to that table using Save Type 1. For example, if
the table is DEPT and the filter uses DEPT.Region, then the Region column must be included in the
save definition in order for the user to save data.

� Write access settings
The following settings only apply if you want to configure write access at a different level than the read
access.

NOTE: Write access settings do not apply to document reference tables. Document reference tables
are only created and edited via a source document; therefore the ability to write data to the table is
controlled by the user's access rights to the document.

Item Description

Specify custom
write access

Select this check box if you want to configure write access at a different level
than the read access.

When this check box is selected, two additional settings become available in the
dialog to set the write access: Full write access andWrite filter.

If you want the user to have no write access to the table, then select this check
box and ignore the other write access settings. If Full write access is unchecked
andWrite filter is blank, then the user has no write access.
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Item Description

Full write access Select this check box if you want the user or role to have full write access to the
table or table type.

NOTE: If you are defining access for a table that belongs to a table type, and full
access has already been granted at the table type level, then this check box is
effectively ignored. However, the setting will be stored at the table level and
could apply in the future if the table type access is ever changed, or if the table is
removed from the table type. Be sure to check the Effective Permissions
section of the dialog to see what level of access is being granted due to
inheritance.

Write filter If you want the user or role to have filtered write access to the table or table
type, specify the filter. For example:

l ACCT.Acct>10000 restricts the user to only saving data for accounts over
10000.

l DEPT.Dept=100 restricts the user to only saving data for department 100.
l DEPT.Region='North' restricts the user to only saving data for

departments assigned to the North region.

NOTE: If you are defining a filter for a table that belongs to a table type, the filter
will be concatenated to the table type filter using OR. If full access has been
granted at the table type level, then the table level filter is effectively ignored.
However, the filter will be stored for the table and could apply in the future if the
table type access is ever changed, or if the table is removed from the table type.
Be sure to check the Effective Permissions section of the dialog to see what
level of access is being granted due to inheritance.

To define a filter for a table or table type, type the filter into the Filter box, or use the Filter Wizard .
Note the following:

l If the filter is for a table type, the filter should be based on key columns that are common to all
tables in the table type (using either the key column itself, or a column in the lookup table that the
key column links to). For example, if the GL table type has two required key columns, ACCT and
DEPT, then you can create a table type filter that uses one or both of these columns, or one that
uses grouping columns in the associated reference tables. Filters using any other columns may be
invalid.

l If the table type has required columns, then any filter defined must be based on those required
columns. If the required columns do not have lookups, then no valid filters can be defined.

l When selecting key columns in the Filter Wizard, the Filter Wizard automatically uses the lookup
column in the reference table instead of the column in the data table. For example, if you select
the column Acct in the GL2021 data table, the filter wizard automatically uses ACCT.ACCT in the
filter (instead of GL2021.ACCT).
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After defining a filter, you can validate the filter syntax by clicking the Validate filter button .

IMPORTANT: If you define a write filter on a reference table, then any columns used in the filter must
also be included in the save definition when saving to that table using Save Type 1. For example, if
the table is DEPT and the filter uses DEPT.Region, then the Region column must be included in the
save definition in order for the user to save data.

� Other table permissions
The following permissions can also be defined for tables and table types:

Item Description

Open Table in
Spreadsheet

This option specifies whether the user can view the table in Open Table in
Spreadsheet, and at what level of access. Select one of the following:
l None (default): The user cannot view the table in Open Table in Spreadsheet.
l Read-Only: The user can view the table as read-only in Open Table in

Spreadsheet.
l Read/Write: The user can view the table as read/write in Open Table in

Spreadsheet.

Granting this permission gives the user access to the Table Library, so that the
user can launch Open Table in Spreadsheet for the table.

This permission does not apply to document reference tables. Document
reference tables cannot be opened via Open Table in Spreadsheet.

This permission can only be assigned if the user has read or read/write
permission to the table data (either configured on the user or inherited from a
role). If the user inherits Open Table in Spreadsheet permission from a role but
does not have any corresponding access to table data, then the permission will
be ignored. If the user is granted read/write access to Open Table in
Spreadsheet but only has read access to the table, then the spreadsheet access
will be limited to read-only.
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Item Description

Allow changing
table structure

Select this check box if you want the user to be able to edit the table structure
and table properties. If selected, then the user can open the Edit Table dialog
for the table. The user can add, modify, and delete table columns, as well as
modify other table properties.
Granting this permission gives the user access to the Table Library, so that the
user can launch Edit table structure for the table.

By default this option is not selected, which means the user cannot edit the
table structure or table properties.

This permission does not apply to document reference tables. The table
structure of document reference tables is controlled via the source file.

This permission can be granted regardless of whether the user has access to the
table data.

Ignore role
inheritance

Select this check box if you do not want the user to inherit table access settings
from a role (including the Everyone role).
l If selected, then only the user's individual settings will be used to determine

access to data in the table or table type.
l If this check box is not selected, then the user will be granted themost

permissive set of rights among the user's configured settings and any roles
that the user belongs to. If both the user and a role have filtered access,
then the filters are concatenated using OR.

� Restricting access to document reference tables
By default, all users have full read access to document reference tables, via the Everyone role. In most
cases this is the desirable level of access. However, in some cases you may need to restrict access to a
subset of users. To restrict access to a document reference table, you must do the following:

l In the Everyone role, clear the Full Access check box for the table. Now no non-admin users have
access to the table.

l For each individual user or role that you want to grant full or filtered access to the table, modify
the table access settings as desired.

TIP: Alternatively, you could leave the Everyone role at full access, and then modify specific users to
Ignore role inheritance for the table. Those users would then have no access to the table.

Write access settings do not apply to document reference tables. Document reference tables are only
created and edited via a source document; therefore the ability to write data to the table is controlled by
the user's access rights to the document.
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NOTE: If you have restricted access to a document reference table created by a driver file, keep in
mind that your security changes will not be cloned when the file group is cloned. This is because the
table itself is not cloned; the driver file is. If you want to apply the same changes to the new table
created by the new driver file, then you will need to manually configure access to this table after
processing the drivers for the new file group.

Grant user access to specific drivers

Security administrators can give selected users access to specific drivers by making them available in the
Fin Plan task pane. This is useful for non administrators who need to manage certain drivers, such as
global assumptions. Themanage driver utility only displays drivers to which the user has access, and
only users with access to at least one driver will see the Financial Plan Assumptions section in the Fin Plan
task pane.

To grant a user access to specific drivers:
1. On the Admin ribbon tab, in the System Management group, click Security > Security Manager.

2. In the Security Manager dialog, in the user list on the left, select the user.

3. On the right, click the Files tab.

4. In the Edit Axiom file system permissions pane, scroll down to and expand File Groups.

5. Under File Groups, expand the Financial Planning year for which the user needs driver access (for
example, Financial Planning - 2018).

6. Under the year, expand Drivers, and then in the list of drivers, select the driver to grant access to.

Configuration settings for the driver display on the right:
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7. In the driver permissions section, select the Configured Permissions check box.

8. From the Access drop-down, select Read/Write.

9. In the list of permissions, select Show in Explorer and Allow Save Data.

10. Click Apply.

11. If the user needs access to the driver for an additional year, repeat steps 5 through 10.

12. Click OK.

It is a good idea to log in as the user to verify that you have provided the correct access to the desired
driver for the desired year(s).

Configuring file access (Files tab)

On the Files tab of the Security Management dialog, you can control access to files in the Axiom Financial
Planning file system. The following areas can be controlled:

l The Reports Library
l The Data Diagrams Library
l The Filter Library
l The Imports Library and the Exports Library
l The Process Definitions Library
l The Scheduler Jobs Library
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l The Task Panes Library
l The Ribbon Tabs Library
l Certain supporting files for file groups: Templates, Drivers, Utilities, and Process Definitions

NOTES:
l File permissions do not apply to users with administrator rights. Administrators always have

full access to all files.
l File permissions must be defined within the Security Management dialog. The bulk editing tool

Open Security in Spreadsheet does not support configuring file and folder permissions.
l If you are defining file permissions for a subsystem, see Defining maximum permissions for

subsystems.

� Configuring file permissions
The left-hand side of the Files tab displays the available folders and files. When you select a folder or a file
in the list, you can define the security settings for the user or role within the Configured Permissions
section in the right-hand side of the tab.

Example Files tab
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File permissions can be set at the folder level and at the file level. By default, all sub-folders and files
underneath a parent folder inherit the rights of the parent folder, unless rights are explicitly set for the
sub-folder or file.

You can set permissions at the library level and then override those permissions for specific sub-folders
and files as needed, or you can set permissions for specific sub-folders and files only.

By default, each user or role has no access to any files or folders on this tab. You must define file
permissions for each user or role.

To configure permissions to a file or folder:
1. Select the file or folder in the treeview, and then select Configured Permissions.

If this check box is selected for a sub-folder or a specific file, the sub-folder or file will no longer
inherit any permissions set for the parent folder. You can clear the check box, and the sub-folder
or file will once again inherit permissions from the parent folder.

2. Select the applicable permission options as desired.

Each type of file (reports, import, etc.) has slightly different security settings that can be defined
on this tab. For more information on the file-specific options, see the detailed sections.

If a new folder or file is added to any library, a user will have access to it if the folder or file is placed
underneath an existing parent folder that the user has rights to. For example, if a user has rights to the
entire Reports Library, that user will have access to any new folders and files added to the Reports
Library. If a user only has rights to a specific sub-folder in the Reports Library, that user will have access to
new folders and files added to that sub-folder.

The Effective Permissions section displays the full permissions of the user, taking into account any
inherited role rights, and other settings such as administrator rights. This section also takes into account
rights that are inherited from a parent folder.

NOTE: Because file permissions can be set at any point in the treeview, it can be difficult to later tell
which items have been configured. To change the view to only show items with configured
permissions, select the check box for Show configured items only. If the treeview is blank after
selecting this check box, this means that the user or role has no configured permissions.

� Reports Library
The following permissions can be set for files in the Reports Library:
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Option Description

Access Select one of the following:
l No Access: The user or role cannot access the folder or file.
l Read Only: The user or role has read-only access to the folder or file.

Users with read-only access to reports can open and refresh reports, but
cannot save changes. If read access is set at the folder level, users cannot
save new reports to that folder.

l Read/Write: The user or role has read/write access to the folder or file.
If the item is a file, the user can save changes to the file. If the item is a folder,
the user can also save new files to the folder, create sub-folders, and delete
and rename files and folders.

Show in Explorer Select this check box if you want the file to display in the Explorer task pane and
other "Explorer views" of the file library (such as Axiom Explorer, libraries
displayed on the ribbon menu, and libraries displayed when saving files). This
check box becomes selected by default when you assign an access level of Read
Only or higher.

If this check box is cleared, and the user has Read Only access or higher, then
the file does not display in Explorer views but the user can still open the file if the
user has access to a feature that indirectly opens the file. This includes features
such as custom drilling, GetDocument functions, and file shortcuts in task panes
and ribbon tabs. The idea is that the user never needs to directly open the file
from a folder structure, but the user needs access to the file in order to use
these other features.

If the user's access level is No Access, then this setting is ignored.

For example, you might clear this check box for the target report of a custom
drill. The user only needs to be able to access this report when performing a
custom drill on the source file. Displaying the file in the Reports Library would
just clutter the list of files because the user never needs to open the file from
that location.

NOTE: The Reports Library dialog (accessible from Reports > All Reports) does
not honor this permission. If a user has at least read-only access to a report, it
will show in this dialog, regardless of the Show in Explorer permission.
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Option Description

Allow Save Data Select this check box if you want the user or role to be able to save data to the
database for the folder or file. If a report is set up to use Save Type 1, 3, or 4, the
user will be able to save data to the database.

If this check box is not selected, then the user cannot save data to the database
from the report.

NOTE: If a user has Read Only access and Allow Save Data, then the user will be
able to save data to the database but not save changes to the file. Note that
users with this combination of rights can save data from the file at any time,
regardless of whether the file is locked to another user.

AllowUnprotect Select this check box if you want the user or role to be able to remove workbook
and/or worksheet protection for this folder or file.

Users with this permission can use the Advanced > Protect options on the
ribbon to remove workbook or worksheet protection from Axiom files.

IMPORTANT: If you enable this permission at the folder level, then the user will
be able to unprotect any file that they save to the folder (assuming that the user
has read/write access to the folder).

NOTE: This setting is ignored for users with the Remove Protection permission
on the Permissions tab; those users can remove protection for any file.

Allow Sheet
Assistant

Select this check box if you want the user or role to see the Sheet Assistant.
Generally, you should only expose the Sheet Assistant if the user is expected to
edit file settings, including Axiom query settings.

Enabling this permission also has the following impacts:
l The user has access to the Control Sheet. If the Control Sheet is hidden in

the document, the user can make it visible by double-clicking any field name
in the Sheet Assistant.

l If the user has read / write permission and the Sheet Assistant permission,
then the user can enable forms for the file and can see the Form Assistant
and Form Control Sheet.

l The Drilling Control Sheet, if present in the file, is not hidden if the user has
the Sheet Assistant permission.

l The Data Source Assistant is also available if the Sheet Assistant is available.

If this check box is not selected, then the user cannot see the Sheet Assistant or
the other related items as described above.
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Option Description

Allow File
Processing

Select this check box if you want the user or role to be able to perform file
processing on the file. If selected, then the user has access to file processing
features, including the File Processing button on themenu and the File
Processing task pane. The related control sheets will also be visible to the user.

If this check box is not selected, then the user cannot perform file processing
actions and cannot see the related menu items, task panes, or control sheets.

NOTE: If a user does not have access to any report files or folders, then the Reports menu item does
not display on themenu, and the user cannot create reports.

� Filter Library
The following permissions can be set for files in the Filter Library:

Option Description

Access Select one of the following:
l No Access: The user or role cannot access the folder or filter.
l Read Only: The user or role has read-only access to the folder or filter.

Users with read-only access to saved filters can load those filters into the
Filter Wizard for use. If read access is set at the folder level, users cannot
save new filters to that folder.

l Read/Write: The user or role has read/write access to the folder or filter.
If the item is a filter, the user can save changes to the filter. If the item is a
folder, the user can also save new filters to the folder, create sub-folders,
and delete and rename filters and folders.

Show in Explorer Select this check box if you want the file to display in the Explorer task pane and
other "Explorer views" of the file library (such as Axiom Explorer, libraries
displayed on the ribbon menu, and libraries displayed when saving files). This
check box becomes selected by default when you assign an access level of Read
Only or higher.

If this check box is cleared, and the user has Read Only access or higher, then
the file does not display in Explorer views but the user can still open the file if the
user has access to a feature that indirectly opens the file. This includes features
such as custom drilling, GetDocument functions, and file shortcuts in task panes
and ribbon tabs. The idea is that the user never needs to directly open the file
from a folder structure, but the user needs access to the file in order to use
these other features.

If the user's access level is No Access, then this setting is ignored.
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� Scheduler Jobs Library

NOTE: Users must also have the Scheduled Jobs User permission (on the Permissions tab) in order
to access any files in the Scheduler Jobs Library.

IMPORTANT: Users do not have to have any file permissions to a Scheduler job in order to execute
that job via an event handler (such as when using Run Event or Raise Event).

The following permissions can be set for files in the Scheduler Jobs Library:

Option Description

Access Select one of the following:
l No Access: The user or role cannot access the folder or file.
l Read Only: The user or role has read-only access to the folder or file.

Users with read-only access to Scheduler jobs can open jobs and can
manually execute jobs, but cannot save changes. If read access is set at the
folder level, users cannot save new jobs to that folder.

l Read/Write: The user or role has read/write access to the folder or file.
If the item is a file, the user can save changes to the file. If the item is a folder,
the user can also save new files to the folder, create sub-folders, and delete
and rename files and folders.

Show in Explorer Select this check box if you want the file to display in the Explorer task pane and
other "Explorer views" of the file library (such as Axiom Explorer, libraries
displayed on the ribbon menu, and libraries displayed when saving files). This
check box becomes selected by default when you assign an access level of Read
Only or higher.

If this check box is cleared, and the user has Read Only access or higher, then
the file does not display in Explorer views but the user can still open the file if the
user has access to a feature that indirectly opens the file. This includes features
such as custom drilling, GetDocument functions, and file shortcuts in task panes
and ribbon tabs. The idea is that the user never needs to directly open the file
from a folder structure, but the user needs access to the file in order to use
these other features.

If the user's access level is No Access, then this setting is ignored.

For example, you might clear this check box if a user needs to be able to open a
Scheduler job from a shortcut in a task pane, but otherwise the user does not
need to be able to browse to it in the Scheduler Jobs Library.

� Exports Library
The following permissions can be set for files in the Exports Library:
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Option Description

Access Select one of the following:
l No Access: The user or role cannot open the folder or file (however, they can

execute the export, if they have the separate Execute permission).
l Read Only: The user or role has read-only access to the folder or file.

Users with read-only access to exports can open export files to view the
settings, but they cannot edit the settings.

l Read/Write: The user or role has read/write access to the folder or file.
If the item is a file, the user can save changes to the file. If the item is a folder,
the user can also save new files to the folder, create sub-folders, and delete
and rename files and folders.
NOTE: Read/write access to the Exports Library does not allow the user to
create exports. Export creation is controlled by the Administer Exports
permission on the Permissions tab.

Execute Select this check box to give the user execute permissions to the folder or file.
Users with execute permissions can run the export.

NOTE: Table read permissions are honored for export packages. When the user
executes the export, the user's permission to the table will determine the
eligible data to export. If the user does not have access to the table at all, then
no data will be exported.
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Option Description

Show in Explorer Select this check box if you want the file to display in the Explorer task pane and
other "Explorer views" of the file library (such as Axiom Explorer, libraries
displayed on the ribbon menu, and libraries displayed when saving files). This
check box becomes selected by default when you assign an access level of Read
Only or higher.

If this check box is cleared, and the user has Read Only access or higher, then
the file does not display in Explorer views but the user can still open the file if the
user has access to a feature that indirectly opens the file. This includes features
such as custom drilling, GetDocument functions, and file shortcuts in task panes
and ribbon tabs. The idea is that the user never needs to directly open the file
from a folder structure, but the user needs access to the file in order to use
these other features.

For example, you might clear this check box if a user needs to be able to execute
an export from a shortcut in a task pane, but otherwise the user does not need
to be able to browse to it in the Exports Library.

NOTE: If a user has Execute permissions but No Access to the export file, then
you should select this check box if you want the export to display in the Export
Library. When using this configuration, the user can double-click the file to open
the Execute dialog only. If, however, the user will only execute the export from
links in a task pane or other predefined links, then you can leave this option
cleared.

NOTE: The export access permission and the execute permission are independent. A user can have
no access to an export file but still be given execute permissions. Similarly, a user can have read/write
access to the export settings, but not be able to execute it.

� Imports Library
The following permissions can be set for files in the Imports Library:
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Option Description

Access Select one of the following:
l No Access: The user or role cannot access the folder or file (however, they

can execute the import, if they have the separate Execute permission).
l Read Only: The user or role has read-only access to the folder or file.

Users with read-only access to imports can open import files to view the
settings, but they cannot edit the settings.

l Read/Write: The user or role has read/write access to the folder or file.
If the item is a file, the user can save changes to the file. If the item is a folder,
the user can also save new files to the folder, create sub-folders, and delete
and rename files and folders.
NOTE: Read/write access to the Imports Library alone does not allow the
user to create new imports. The user must also have the Administer
Imports permission on the Permissions tab.

Execute Select this check box to give the user execute permissions to the folder or file.
Users with execute permissions can run the import.

NOTE: Table write permissions are ignored for import packages. If a user has
execute rights to an import, then the imported data will be saved to the
configured destination table, regardless of the user's write access to that table.

Show in Explorer Select this check box if you want the file to display in the Explorer task pane and
other "Explorer views" of the file library (such as Axiom Explorer, libraries
displayed on the ribbon menu, and libraries displayed when saving files). This
check box becomes selected by default when you assign an access level of Read
Only or higher.

If this check box is cleared, and the user has Read Only access or higher, then
the file does not display in Explorer views but the user can still open the file if the
user has access to a feature that indirectly opens the file. This includes features
such as custom drilling, GetDocument functions, and file shortcuts in task panes
and ribbon tabs. The idea is that the user never needs to directly open the file
from a folder structure, but the user needs access to the file in order to use
these other features.

If the user's access level is No Access, then this setting is ignored.

NOTE: If a user has Execute permissions but No Access to the import file, then
you should select this check box if you want the import to display in the Import
Library. When using this configuration, the user can double-click the file to open
the Execute dialog only. If, however, the user will only execute the import from
links in a task pane or other predefined links, then you can leave this option
cleared.
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NOTES:
l The import access permission and the execute permission are independent. A user can have

no access to an import file but still be given execute permissions. Similarly, a user can have
read/write access to the import settings, but not be able to execute it.

l The Import Errors folder is system-maintained and therefore does not display in this dialog.
You cannot manually grant or deny access to this folder or the error files within it; access is
automatically granted based on access to the import that generated the error.

l If an import uses an Axiom database as its source, then non-administrators cannot view or
edit that import regardless of their access rights granted here. However, non-administrators
can execute the import if they have that permission.

� Task Panes Library
The following permissions can be set for files in the Task Panes Library:

Option Description

Access Select one of the following:
l No Access: The user or role cannot access the folder or file.
l Read Only: The user or role has read-only access to the folder or file.

Users with read-only access to task panes can view and use task panes but
cannot save changes. If read access is set at the folder level, users cannot
save new task panes to that folder.

l Read/Write: The user or role has read/write access to the folder or file.
If the item is a file, the user can save changes to the file. If the item is a folder,
the user can also save new files to the folder, create sub-folders, and delete
and rename files and folders.
NOTE: Users must also have the Administer Task Panes permission (on the
Permissions tab) in order to create or edit task panes.
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Option Description

Show in Explorer Select this check box if you want the file to display in the Explorer task pane and
other "Explorer views" of the file library (such as Axiom Explorer, libraries
displayed on the ribbon menu, and libraries displayed when saving files). This
check box becomes selected by default when you assign an access level of Read
Only or higher.

If this check box is cleared, and the user has Read Only access or higher, then
the file does not display in Explorer views but the user can still open the file if the
user has access to a feature that indirectly opens the file. This includes features
such as custom drilling, GetDocument functions, and file shortcuts in task panes
and ribbon tabs. The idea is that the user never needs to directly open the file
from a folder structure, but the user needs access to the file in order to use
these other features.

If the user's access level is No Access, then this setting is ignored.

For example, you might clear this check box if a user needs to be able to open
an associated task pane for a file, but otherwise the user does not need to be
able to open the task pane from the Task Panes Library.

NOTES:
l Task panes can contain shortcuts to various files and system features. The ability of a user to

open a file or use a feature from the task pane depends on the user's permission for that file or
feature.

l Users do not need to have access permission to a task pane in order to open it at startup. If a
user is assigned a task pane on the Startup tab of security, it will always open as read-only at
startup, regardless of the user's access permission.

l By default, the Axiom ribbon tab does not contain any command to open task panes. If a user
has rights to a file in the Task Panes Library, then in order to see and open this file manually
the user must have access to either the Explorer task pane or the Axiom Explorer dialog, or
you must include access to the task pane within another custom task pane or ribbon tab file
that is assigned as a startup file to the user. For example, you might create a custom task pane
that includes a link to the Task Panes Library, and if a user has file access rights to any task
panes they could be launched from this location. Users only gain access to theManage > Task
Panesmenu item if they have the Administer Task Panes security permission.

� Ribbon Tabs Library
The following permissions can be set for files in the Ribbon Tabs Library:
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Option Description

Access Select one of the following:
l No Access: The user or role cannot access the folder or file.
l Read Only: The user or role has read-only access to the folder or file.

Users with read-only access to task panes can view ribbon tab files but
cannot save changes. If read access is set at the folder level, users cannot
save new ribbon tab files to that folder.

l Read/Write: The user or role has read/write access to the folder or file.
If the item is a file, the user can save changes to the file. If the item is a folder,
the user can also save new files to the folder, create sub-folders, and delete
and rename files and folders.
NOTE: Users must also have the Administer Task Panes permission (on the
Permissions tab) in order to create or edit task panes.

Show in Explorer Select this check box if you want the file to display in the Explorer task pane and
other "Explorer views" of the file library (such as Axiom Explorer, libraries
displayed on the ribbon menu, and libraries displayed when saving files). This
check box becomes selected by default when you assign an access level of Read
Only or higher.

If this check box is cleared, and the user has Read Only access or higher, then
the file does not display in Explorer views but the user can still open the file if the
user has access to a feature that indirectly opens the file. This includes features
such as custom drilling, GetDocument functions, and file shortcuts in task panes
and ribbon tabs. The idea is that the user never needs to directly open the file
from a folder structure, but the user needs access to the file in order to use
these other features.

If the user's access level is No Access, then this setting is ignored.

This setting does not havemuch use for ribbon tab files because ribbon tabs are
typically configured as startup files for end users, and end users do not need
access permission to be able to open the file at startup.
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NOTES:
l Users do not need to have access permission to a ribbon tab in order to open it at startup. If a

user is assigned a ribbon tab on the Startup tab of security, it will always open as read-only at
startup, regardless of the user's access permission.

l In general, there is no need to grant end users access to the Ribbon Tabs Library unless the
user needs to be able to create and edit ribbon tabs. If a user opens a ribbon tab file directly
from the Ribbon Tabs Library, it will always open in the editor, not in the application ribbon.
There is no way to open a ribbon tab file on demand and have it display in the application
ribbon.

� Process Definition Library
The following permissions can be set for files in the Process Definition Library:

Option Description

Access Select one of the following:
l No Access: The user or role cannot access the folder or file.
l Read Only: The user or role has read-only access to the folder or file.

Users with read-only access to the file can open the process definition from
the Explorer task pane and view the settings.

l Read/Write: The user or role has read/write access to the folder or file.
If the item is a file, the user can save changes to the file. If the item is a folder,
the user can also save new files to the folder, create sub-folders, and delete
and rename files and folders.
Users with read/write access cannot start or stop the process, they can only
edit the process definition settings.
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Option Description

Show in Explorer Select this check box if you want the file to display in the Explorer task pane and
other "Explorer views" of the file library (such as Axiom Explorer, libraries
displayed on the ribbon menu, and libraries displayed when saving files). This
check box becomes selected by default when you assign an access level of Read
Only or higher.

If this check box is cleared, and the user has Read Only access or higher, then
the file does not display in Explorer views but the user can still open the file if the
user has access to a feature that indirectly opens the file. This includes features
such as custom drilling, GetDocument functions, and file shortcuts in task panes
and ribbon tabs. The idea is that the user never needs to directly open the file
from a folder structure, but the user needs access to the file in order to use
these other features.

If the user's access level is No Access, then this setting is ignored.

For example, you might clear this check box if a user needs to be able to open a
process definition from a shortcut in a task pane, but otherwise the user does
not need to be able to browse to it in the Process Definition Library.

� Data Diagrams Library
The following permissions can be set for files in the Data Diagrams Library:

Option Description

Access Select one of the following:
l No Access: The user or role cannot access the folder or file.
l Read Only: The user or role has read-only access to the folder or file.
l Read/Write: The user or role has read/write access to the folder or file.

If the item is a file, the user can save changes to the file. If the item is a folder,
the user can also save new files to the folder, create sub-folders, and delete
and rename files and folders.
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Option Description

Show in Explorer Select this check box if you want the file to display in the Explorer task pane and
other "Explorer views" of the file library (such as Axiom Explorer, libraries
displayed on the ribbon menu, and libraries displayed when saving files). This
check box becomes selected by default when you assign an access level of Read
Only or higher.

If this check box is cleared, and the user has Read Only access or higher, then
the file does not display in Explorer views but the user can still open the file if the
user has access to a feature that indirectly opens the file. This includes features
such as custom drilling, GetDocument functions, and file shortcuts in task panes
and ribbon tabs. The idea is that the user never needs to directly open the file
from a folder structure, but the user needs access to the file in order to use
these other features.

If the user's access level is No Access, then this setting is ignored.

For example, you might clear this check box if a user needs to be able to open a
data diagram from a shortcut in a task pane, but otherwise the user does not
need to be able to browse to it in the Data Diagrams Library.

� File Groups
The following permissions can be set for certain files and folders in file groups. Each file group is listed
separately in this section, with sub-folders for Templates, Drivers, Utilities, and Process Definitions.

NOTE: Permissions cannot be set at the file group level and inherited by the folders. Each folder must
be configured separately.

Option Description

Access Select one of the following:
l Hidden: The user or role cannot access the folder or file.
l Read Only: The user or role has read-only access to the folder or file.

Users with read-only access to files can open and refresh those files, but
cannot save changes. If read access is set at the folder level, users cannot
save new files to that folder.

l Read/Write: The user or role has read/write access to the folder or file.
If the item is a file, the user can save changes to the file. If the item is a folder,
the user can also save new files to the folder, create sub-folders, and delete
and rename files and folders.
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Option Description

Show in Explorer Select this check box if you want the file to display in the Explorer task pane and
other "Explorer views" of the file library (such as Axiom Explorer, libraries
displayed on the ribbon menu, and libraries displayed when saving files). This
check box becomes selected by default when you assign an access level of Read
Only or higher.

If this check box is cleared, and the user has Read Only access or higher, then
the file does not display in Explorer views but the user can still open the file if the
user has access to a feature that indirectly opens the file. This includes features
such as custom drilling, GetDocument functions, and file shortcuts in task panes
and ribbon tabs. The idea is that the user never needs to directly open the file
from a folder structure, but the user needs access to the file in order to use
these other features.

If the user's access level is No Access, then this setting is ignored.

For example, you might clear this check box if a user needs to be able to open
the file from a shortcut in a task pane, but otherwise the user does not need to
be able to browse to it in the Explorer task pane.

Allow Save Data Select this check box if you want the user or role to be able to save data to the
database for the folder or file. If a file is set up to use Save Type 1, 3, or 4, the
user will be able to save data to the database.

If this check box is not selected, then the user cannot save data to the database
from the report.

NOTES:
l If a user has Read Only access and Allow Save Data, then the user will be

able to save data to the database but not save changes to the file. Note that
users with this combination of rights can save data from the file at any time,
regardless of whether the file is locked to another user.

l This permission is ignored for template files and does not apply to process
definitions. Save-to-database processes do not run within file group
templates.
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Option Description

AllowUnprotect Select this check box if you want the user or role to be able to remove workbook
and/or worksheet protection for this folder or file.

Users with this permission can use the Advanced > Protect options on the
ribbon to remove workbook or worksheet protection from Axiom files.

IMPORTANT: If you enable this permission at the folder level, then the user will
be able to unprotect any file that they save to the folder (assuming that the user
has read/write access to the folder).

NOTES:
l This setting is ignored for users with the Remove Protection permission on

the Permissions tab; those users can remove protection for any file.
l This setting does not apply to process definitions.

Allow Sheet
Assistant

Select this check box if you want the user or role to see the Sheet Assistant.
Generally, you should only expose the Sheet Assistant if the user is expected to
edit file settings, including Axiom query settings.

Enabling this permission also has the following impacts:
l The user has access to the Control Sheet. If the Control Sheet is hidden in

the document, the user can make it visible by double-clicking any field name
in the Sheet Assistant.

l If the user has read / write permission and the Sheet Assistant permission,
then the user can enable forms for the file and can see the Form Assistant
and Form Control Sheet.

l The Drilling Control Sheet, if present in the file, is not hidden if the user has
the Sheet Assistant permission.

l The Data Source Assistant is also available if the Sheet Assistant is available.

If this check box is not selected, then the user cannot see the Sheet Assistant or
the other related items as described above.

NOTE: This setting does not apply to process definitions. Also, control sheets
are not hidden in template files.

Allow File
Processing

Select this check box if you want the user or role to be able to perform file
processing on the file. If selected, then the user has access to file processing
features, including the File Processing button on themenu and the File
Processing task pane. The related control sheets will also be visible to the user.

If this check box is not selected, then the user cannot perform file processing
actions and cannot see the related menu items, task panes, or control sheets.

NOTE: This setting does not apply to process definitions.
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� File permission examples
The following examples use the Reports Library, but the concept of folder inheritance applies to all files
on the Files tab.

If a user has read/write access to the Reports Library, that user can access and save files anywhere in the
library, unless a different level of access is explicitly set for a sub-folder or a file. For example:

Sub-folders and files inherit the rights defined for the parent folder, unless permissions are explicitly set
for the sub-folder or file. When you select a sub-folder or file in the folder tree, you can tell if it is
inheriting permissions by whether the Configured permission check box is selected. If this check box is
not selected, then the folder or file is inheriting permissions, and you can view the inherited permissions
in the Effective Permissions section.
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NOTE: The effective permissions also take into account role inheritance and administrator rights (if
applicable). Therefore, the sub-folder or file might show a different level of permissions than its
parent folder, if it is inheriting from a role.

If rights are set at the library level, but you want to set a different level of rights for a specific folder or file,
select Configured permission for that folder or file and define the desired level of rights. In the following
example, the user has read/write access to the Reports Library, but no access to theUtilities sub-folder.
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Note that if the user was assigned to a role that had access to the Utilities folder, then the user would be
granted that level of access even though the folder is explicitly hidden for the user. Users are granted the
highest level of file permissions allowed by their user rights and assigned roles. You cannot override role
inheritance for report file access.

It is also possible to grant a user access to a file or folder, but hide that file/folder in the user's Explorer
task pane and other "Explorer views." In the following example, theDrilling sub-folder contains drill
target files. The user needs read-only access to the files in order to perform the drill, but otherwise the
user never needs to open the files directly or see the files in their Reports Library. By clearing the Show in
Explorer option, this folder and its files will not display to the user.
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Assigning startup files (Startup tab)

On the Startup tab of the Security Management dialog, you can specify which files to open automatically
when a user logs into the system. You can also configure certain startup options.

Startup files are assigned using the following categories:
l Home Page: You can assign an alternate home page for a user or role.
l Task Panes: You can assign custom task panes to open on startup.
l Ribbon Tabs: You can assign custom ribbon tabs to open on startup.
l Other Documents: You can assign additional reports (regular or form-enabled) to open on

startup.

NOTE: Startup files are stored by document ID. If you subsequently change the name of a startup file
or move it to a different location, the startup configuration will still work. If the file is deleted, the
startup item will simply be ignored; it will not cause an error on startup.

Startup files only apply when using the Excel Client or theWindows Client, with one exception: if the
assigned home page is an Axiom form, that page will also display as the user's home page when accessing
forms in theWeb Client.
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Example Startup tab

Assigning home pages

You can optionally assign home pages on a user or role basis. If a home page is specified in Security, this
file will be used instead of the default files in the Startup folders. You can use any Axiom report (including
web reports and Axiom forms), or any normal Excel file stored in the Reports Library.

You can assign each user or role a "global" home page to be used in all clients. You can also override this
assignment to show a different home page in the Desktop Client (Excel Client or Windows Client).

The home page is always opened as read-only. The user does not need to be granted permissions to the
file in order to open it on startup.

To assign a home page to a user or role:
1. On the Startup tab of the Security Management dialog, click the [...] button to the right of either

of the following fields:
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Item Description

Home Page This "global" home page is used in all clients, unless a Desktop Client Home
Page is also specified.

If you want this home page to display in theWeb Client, the selected file
must be web-enabled (either an Axiom form or a web report). If the file is
not web-enabled, then the assignment will be ignored for purposes of the
Web Client.

Desktop Client
Home Page

This home page is used in the Desktop Client only (Windows Client or Excel
Client), overriding the Home Page assignment.

The Shortcut Properties dialog opens so that you can select a file.

2. To specify the file, click the [...] button to the right of the Shortcut Target box. In the Choose
Document dialog, select the desired file from the Reports Library, then click OK.

3. Once the file has been selected, specify any of the following optional Shortcut Parameters:

Item Description

Axiom Tab
Name

An alternate name to display on the file tab. By default, the tab name is
"Home".

Quick Filter AQuick Filter to apply to the file. The Quick Filter must be a valid filter
criteria statement. Once the file is opened, users can clear the filter using
the Quick Filter option on the ribbon.

NOTE: Queries in the target file must be configured to refresh on open, in
order for the filter to be applied to the data when the file is opened.

This option does not apply to web reports.

Non-closeable Specifies whether the user can close the file once it has been opened.

By default, this is not enabled, which means the file is closeable. If a user
closes the home page, they can reopen it using the Show Home button on
the default Axiom ribbon tab.

You might enable this option if you have defined a custom ribbon tab for
end users that does not contain the ShowHome button. This ensures that
users will always have access to the home page by preventing them from
closing it.

View As Form Select this option to open the report as an Axiom form. This option only
applies if the report is form-enabled.

4. Click OK.

The selected file displays in theHome Page box.
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You can change the home page assignment at any time, or remove the assignment by clicking the delete
button.

� Home page priority order
When a user logs into an Axiom Financial Planning client, their home page is determined using the
following priority order. If the first item on the list is defined, then that file is used, otherwise the next
item on the list is used, and so on.

Desktop Client (Excel and Windows)
1. Security-assigned home page at the user level

2. Security-assigned home page for a role the user belongs to (excluding the Everyone role)

NOTE: If a user belongs to multiple roles, and more than one role has an assigned home page,
the home page of the "first" role is used (determined alphabetically by role name).

3. Security-assigned home page for the Everyone role

Axiom Financial Planning first cycles through items 1-3 looking for a Desktop Client Home Page
assignment. If no assignment is found, Axiom Financial Planning cycles through items 1-3 again,
this time looking for a Home Page assignment. If no security home page is found, Axiom Financial
Planning continues to the next item.

4. Default home page in the Axiom System directory
l In theWindows Client, Axiom Financial Planning checks \Startup\Home\Windows
Client first, then moves on to \Startup\Home.

l In the Desktop Client, Axiom Financial Planning checks \Startup\Home\Excel Client
first, then moves on to \Startup\Home.

If no valid home pages are found for the Desktop Client, a blank spreadsheet is used.

Web Client
1. Product-assigned home page

This item only applies in systems with installed products. If a product area in theWeb Client has a
designated home page, that home page takes precedence over all other home page assignments.
When the user logs into theWeb Client, they see the home page for their default product area.

2. Security-assigned home page at the user level

3. Security-assigned home page for a role the user belongs to (excluding the Everyone role)

NOTE: If a user belongs to multiple roles, and more than one role has an assigned home page,
the home page of the "first" role is used (determined alphabetically by role name).
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4. Security-assigned home page for the Everyone role

For theWeb Client, only theHome Page assignment is considered for items 1-3. TheDesktop
Client Home Page is ignored. The Home Page assignment must be a web-enabled file in order to
be used as theWeb Client home page. If no valid assignment is present in Security, Axiom
Financial Planning continues to the next item.

5. Default home page in the Axiom System directory

In theWeb Client, Axiom Financial Planning checks \Startup\Home\Web Client for a web-
enabled file, and uses that file as the home page if present. The \Startup\Home directory is
ignored in this case, even if the file in that directory is web-enabled. If no valid home page is
present in the Axiom System directory, Axiom Financial Planning continues to the next item.

6. Default Web Client home page provided by Axiom Financial Planning

This page displays the user's notifications and web favorites. This built-in page is only used as the
home page if no other home page assignment is found.

Assigning startup task panes

You can assign one or more custom task panes to display automatically when a user logs into the
system. Typically, these settings are defined at the role level rather than at the user level—either on the
Everyone role to display for all users, or on your organization's defined roles.

Users do not need to have file permissions to access the task panes that are designated to open on
startup. Because of this, in most cases you should use theNon-Closeable option to specify that the task
pane cannot be closed. This will ensure that the task pane is always available to the user. Otherwise, the
user could close the task pane and then have no way to open it again, because they do not have access
to the file itself.

Users inherit any task panes defined for roles that they are assigned to, in addition to their own assigned
task panes. Task panes are opened in the following order:

l Task panes defined for the Everyone role, in the order specified on the Everyone role
l Task panes defined for roles (multiple roles sorted in alphabetical order), in the order specified for

the role
l Task panes defined for the user, in the order specified for the user

If a single task pane is listed in more than one place, it is only opened once, the first time it is listed.
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NOTES:
l The startup task pane settings do not control the display of system-controlled task panes such

as the Sheet Assistant or File Processing. These task panes display dynamically when they are
relevant to the current context, if the user has the appropriate rights.

l By default, the Everyone role is configured to open the following built-in task panes on
startup: Explorer and Process. These task panes are not system-controlled; if desired you can
change their security settings or remove the task panes entirely. For more information, see
the discussion on built-in task panes and ribbon tabs in the System Administration Guide.

To assign startup task panes to a user or role:
1. On the Startup tab of the Security Management dialog, click the plus button at the top of the

Task Panes box.

The Shortcut Properties dialog opens.

2. To specify the task pane, click the ... button to the right of the Shortcut Target box. In the Choose
Document dialog, select the desired task pane from the Task Panes Library and then click OK.

3. Once the task pane has been selected, specify any of the following optional Shortcut Parameters:

Item Description

Axiom Tab
Name

Define an alternate tab name for the task pane (by default, the tab name is
the file name).

Non-closeable Select this option to prevent the user from closing the task pane.

This option should be selected for startup task panes if users do not
otherwise have access to the task pane. Most end users are not granted
access to the Task Panes Library and therefore they only see task panes
that are configured to open on startup. In this case, if the user closes the
task pane, they will have no way to reopen it (other than to exit the
system and then log in again). Preventing users from closing the task pane
ensures that it will always be available.

4. Click OK. The selected file displays in the Task Panes box.

You can repeat this process for as many custom task panes that you want to assign to the user or role.

Once one or more task panes have been assigned, you can modify the assignments as follows:
l To adjust the order ofmultiple assigned task panes, select the task pane that you want to move

and then use the arrow buttons to move it up or down.
l To delete an assigned task pane, select the task pane in the list and then click theDelete

button.
l To edit the shortcut parameters of an assigned task pane, double-click the task pane in the list to

reopen the Shortcut Properties dialog.
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Assigning startup ribbon tabs

You can assign one or more custom ribbon tabs to display automatically when a user logs into the
system. Typically, these settings are defined at the role level rather than at the user level—either on the
Everyone role to display for all users, or on your organization's defined roles.

Keep in mind that just because a ribbon tab is opened at startup does not necessarily mean it will display
to the user. You can configure certain ribbon tab options that further control the display. For example,
you can specify that a particular ribbon tab only displays if the user is an administrator, or if the current
file is a plan file. These options make it easier to configure a ribbon tab for the Everyone role, yet still
dynamically control the display so that only the users who need the ribbon tab can see it.

Users do not need to have file permissions to access the ribbon tabs that are designated to open on
startup. Startup is the only time that ribbon tabs can be opened in the ribbon, so in general there is no
reason to give end users file permissions to these files except for the small handful of users who need to
create and edit the ribbon tabs.

Users inherit any ribbon tabs defined for roles that they are assigned to, in addition to their own
assigned ribbon tabs. Ribbon tabs are opened in the following order:

l Ribbon tabs defined for the Everyone role, in the order specified on the Everyone role
l Ribbon tabs defined for roles (multiple roles sorted in alphabetical order), in the order specified for

the role
l Ribbon tabs defined for the user, in the order specified for the user

Custom ribbon tabs display before (to the left of) any Excel ribbon tabs. In the case of theWindows
Client, custom ribbon tabs display before the Home tab.

If a single ribbon tab is listed multiple times, it is only opened once, the first time it is listed.

NOTE: By default, the Everyone role is configured to display two built-in ribbon tabs: Axiom and
Axiom Designer. These ribbon tabs are not system-controlled; if desired you can change the security
settings for these tabs, customize the tab contents, or remove the tabs entirely. For more
information, see the discussion on built-in task panes and ribbon tabs in the System Administration
Guide.

To assign startup ribbon tabs to a user or role:
1. On the Startup tab of the Security Management dialog, click the plus button at the top of the

Ribbon Tabs box.

The Shortcut Properties dialog opens.

2. To specify the ribbon tab, click the ... button to the right of the Shortcut Target box. In the Choose
Document dialog, select the desired ribbon tab from the Ribbon Tabs Library and then click OK.

3. Once the ribbon tab has been selected, specify any of the following optional Shortcut Parameters:
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Item Description

Axiom Tab
Name

Optional. Define an alternate tab name for the ribbon tab (by default, the
tab name is the file name).

Requires Admin Select this check box if the ribbon tab should only be visible if the user is an
administrator.

In general, this option is only used if you are assigning a ribbon tab for the
Everyone role, but you want to limit the display to administrators.

Requires Sheet
Assistant

Select this check box if the ribbon tab should only be visible if the user has
Sheet Assistant permission to the current file.

This option can be used to dynamically display a ribbon tab that contains
tools appropriate for file designers. Keep in mind that the ribbon tab will
dynamically show and hide as the user changes the current file (assuming
the user only has Sheet Assistant permission to certain files).

Visible for doc
type

Optional. Select a document type if the ribbon tab should only be visible
when the current file is a certain type of file. You can specify Plan File,
Template, or Report. By default, this option is set to All, which means the
ribbon tab displays for all file types (assuming it is otherwise eligible to
display).

If you specify a document type, keep in mind that the ribbon tab will
dynamically show and hide as the user switches between different
documents. This may be confusing to the user if the ribbon tab is not very
obviously designed for a particular document type.

4. Click OK. The selected file displays in the Ribbon Tabs box.

You can repeat this process for as many custom ribbon tabs that you want to assign to the user or role.

Once one or more ribbon tabs have been assigned, you can modify the assignments as follows:
l To adjust the order ofmultiple assigned ribbon tabs, select the ribbon tab that you want to move

and then use the arrow buttons to move it up or down.
l To delete an assigned ribbon tab, select the ribbon tab in the list and then click theDelete

button.
l To edit the shortcut parameters of an assigned ribbon tab, double-click the ribbon tab in the list to

reopen the Shortcut Properties dialog.

Assigning other startup documents

You can assign other documents to open automatically when a user logs into the Axiom Financial
Planning Desktop Client. These documents are opened in addition to the home file. You can select any
Axiom report (including web reports and Axiom forms) or any normal Excel file stored in the Reports
Library.
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There is no limit on the number of files that can be opened at startup, however, many files or large files
may slow performance and cause delays starting Axiom Financial Planning.

If a document is assigned to open on startup, then it will always open on startup as read-only, regardless
of the user's file permissions for that document. The user does not need to have permission to access
the file otherwise.

Users inherit any documents defined for roles that they are assigned to, in addition to their own assigned
documents. Documents are opened in the following order:

l Documents defined for the Everyone role, in the order specified on the Everyone role
l Documents defined for roles (multiple roles sorted in alphabetical order), in the order specified for

the role
l Documents defined for the user, in the order specified for the user

If a single document is listed in more than one place, it is only opened once, the first time it is listed. Note
that the home page is always the first document opened.

To assign other startup documents to a user or role:
1. On the Startup tab of the Security Management dialog, click the plus button at the top of the

Other Documents box.

The Shortcut Properties dialog opens.

2. To specify the document, click the ... button to the right of the Shortcut Target box. In the Choose
Document dialog, select the desired file from the Task Panes Library and then click OK.

3. Once the document has been selected, specify any of the following optional Shortcut Parameters:

Item Description

Axiom Tab
Name

An alternate name to display on the file tab. By default, the tab name is
the file name.

If the file is an Axiom form or a web report, then this tab name is only used
when launching theWindows Client, and causes the file to open within the
application instead of the browser.
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Item Description

Quick Filter AQuick Filter to apply to the file. The Quick Filter must be a valid filter
criteria statement. Once the file is opened, users can clear the filter using
the Quick Filter option on the ribbon.

NOTE: The target file must be refreshed in order for the filter to be applied
to the data. One or both of the following settings should be enabled in the
file:

l Refresh all Axiom functions on open (if the file uses functions to
return data instead of an Axiom query)

l Refresh data on file open (for the applicable Axiom queries)
This option only applies to Axiom spreadsheet reports and Axiom forms.

Non-closeable Specifies whether the user can close the file once it has been opened.

By default, this is not enabled, which means the file is closeable. You may
want to enable this option if users do not otherwise have access to the file.
In this case, if the user closes the file, they will have no way to reopen it
(other than to exit the system and then log in again). Preventing users
from closing the file ensures that it will always be available.

You would only do this if the file is something that users need to see
throughout their session. If the file is simply informational and users don't
need to see it again once they have viewed it, then you probably want to
let users close the file.

View As Form Select this option to open the report as an Axiom form. This option only
applies if the report is form-enabled.

4. Click OK. The selected file displays in theOther Documents box.

You can repeat this process for as many additional documents that you want to assign to the user or
role.

Once one or more documents have been assigned, you can modify the assignments as follows:
l To adjust the order ofmultiple assigned documents, select the document that you want to move

and then use the arrow buttons to move it up or down.
l To delete an assigned document, select the document in the list and then click theDelete

button.
l To edit the shortcut parameters of an assigned document, double-click the document in the list to

reopen the Shortcut Properties dialog.
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NOTE: When a user launches the Excel Client, any web-enabled startup documents other than the
Home file will be opened in the browser instead of within the Excel Client. In theWindows Client, if
you define an Axiom Tab Name for the web-enabled document, it will open within the application
instead within the browser.

Assigning startup options

You can configure startup options that impact howAxiom Financial Planning displays when a user logs in.
These options are listed at the bottom of the Startup tab of the Security Management dialog,
underneath the assigned startup files. You can set these startup options at the user level or at the role
level.

Currently there is only one startup option that can be set:
l Show Formula Bar At Start

If this option is enabled, then the formula bar automatically shows when a user logs into the Axiom
Financial Planning Excel Client or theWindows Client. If this option is disabled, then the formula bar is
hidden.

Users can still toggle the formula bar shown or hidden using the Formula Bar check box on the Axiom
ribbon tab. This startup option simply determines the initial state of the formula bar when the user logs
in; it does not prevent the user from changing that state later.

By default, all users are set to show the formula bar at start, via the Everyone role. If you want to change
this behavior, you have several options:

l You can override the behavior for specific users by clicking theOverride check box and then
clearing the check box for Show Formula Bar At Start. This means that the formula bar will be
hidden at start for this user.

l You can clear the Show Formula Bar At Start check box for the Everyone role, and then set the
option as desired for specific users and roles.

NOTE: It is not possible to leave the option enabled for the Everyone role and then override it by
role. If you want some roles to show the formula bar and others to hide it, then you must disable the
option on the Everyone role and then enable or disable it as appropriate for your other roles.

This setting is always enabled for admin users and cannot be disabled. However, for admin users only,
Axiom Financial Planning will remember the last state of the formula bar and apply that on startup,
disregarding this setting.
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Security Subsystems
Security subsystems allow you to define groups of users to bemanaged as a distinct "subset" of users
within the system. Using subsystems, you can:

l Define a group of users to belong to the subsystem and be limited to a certain maximum level of
permissions. When you create a subsystem, you are essentially drawing a permissions boundary
that users who belong to the subsystem cannot cross.

l Assign one or more subsystem administrators who can manage security for the users that belong
to the subsystem. This allows you to give certain users the right to manage other users'
permissions, without needing to grant them full administrator rights or even full security
administration rights.

Subsystems are not an alternative to roles. Roles grant permissions as a group; roles cannot be used to
deny permissions or to grant user management rights. Subsystems are intended for situations where
you need to create independently-managed user groups that work within the same system but only
need access to specific defined areas of that system. Roles can then be used to grant permissions within
the limits of the subsystem.

NOTE: Subsystems are optional in systems without installed products. Subsystem features are only
available if you have enabled them using the system configuration settings.

About subsystems

Subsystems are used to create distinct groups of users who need to be restricted to a certain maximum
level of access. When you create a subsystem, you define:

l Themaximum permissions for the subsystem. Using the standard security permission settings,
you specify themaximum level of permissions that any user who belongs to this subsystem can
have.

l The users who belong to the subsystem. The permissions for these users cannot exceed the
subsystem maximum permissions. Roles can also optionally belong to a subsystem, and will be
limited to the subsystem maximum permissions.

l The subsystem administrators. Subsystem administrators can access Axiom Financial Planning
security for purposes ofmanaging users and roles that belong to the subsystem.

For example, imagine that your organization has three different facilities, and you budget for all of these
facilities within the same Axiom Financial Planning system. Each facility has a set of users, and you want
to limit those users to a specific set of plan files and reports. You also want to allow the financemanager
of each facility to control the user rights for their facility, but you do not want to make them full system
administrators.
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Example system with subsystems

You could use subsystems for this configuration as follows:
l Create a subsystem for each of the facilities. You can assign existing users to the subsystem,

and/or the subsystem administrator can create users for the subsystem.

l Within each subsystem, specify themaximum level of user rights for that facility. This would
include plan file access filters to restrict the set of plan files in a file group, and folder permissions
for the Reports Library (for example, each facility might have their own folder in the Reports
Library, and you would grant each subsystem permission to only the appropriate folder).

l Within each subsystem, assign the facility's financemanager as the subsystem administrator. That
user could then manage the rights for each user in the subsystem, including granting the users
rights to the necessary plan files and reports (either individually or by using roles). The users can
have a lower level of rights than what is allowed by the subsystem, but they cannot have a higher
level.

Each user can belong to one or more subsystems. If a user belongs to multiple subsystems, the limits for
each subsystem will be applied independently (in other words, using OR to concatenate the restrictions
where applicable instead of AND).

In systems with installed products, subsystems are used to control access to specific products. These
subsystems are product-controlled and delivered with the product. For example, you may have
subsystems for Capital Planning and Budget Planning. You can assign users to subsystems based on the
specific products they should be able to access.

About subsystem administrators

When a user is assigned as a subsystem administrator, that user can access security for the purposes of
managing users and roles that belong to the subsystem.
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Subsystem administrators are not administrator-level users. The behavior is similar to being granted the
Administer Security permission, except that the subsystem administrator can only work with users and
roles within the subsystem.

Subsystem administrators can do the following:
l Create, edit, and delete users and roles within the subsystem.

l Assign roles to users in the subsystem. The users can be assigned to subsystem-specific roles or to
"global" roles (roles that do not belong to any subsystem).

l Remove locks held by users in the subsystem. This applies to document and table locks, and save
data locks, where the subsystem administrator has some level of access to the locked item.

l Use Log in as selected user to test the permissions of any user in the subsystem by logging in as
that user. (Note that if a system administrator is assigned to the subsystem, the subsystem
administrator cannot log in as that user.)

Subsystem administrators cannot edit the subsystem settings, except to assign users and roles to the
subsystem. It is assumed that the subsystem is created by a system administrator (or delivered as part
of an installed product), and then the subsystem administrator simply manages the users and roles
within that predefined framework.

The subsystem administrator can be any user. The subsystem administrator may belong to the
subsystem as a user if desired, but that is not a requirement. If the subsystem administrator is also a
member of the subsystem, then the subsystem administrator can edit his or her own user permissions,
but overall those permissions are restricted by the limits of the subsystem.
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Example Security dialog for a subsystem administrator

About subsystems and roles

Subsystems can be used in conjunction with roles. You can assign a user to a subsystem, and then assign
the user to one or more roles to grant security permissions. These permissions are then limited by the
subsystem boundaries.

There are two ways that you can use roles with subsystems:
l You can assign subsystem users to "global" roles, meaning standard roles that don't belong to a

subsystem. These roles can contain users that belong to any subsystem. The role permissions are
inherited "as is" by the user and then the user's effective permissions are restricted by their
assigned subsystem.

l You can assign a role to a subsystem, and then assign users in the subsystem to the role. In this
case, only users who also belong to the subsystem can belong to the role. Also, the role
permissions are restricted by the assigned subsystem before the user inherits the permissions.

Administrator's Guide Axiom Financial Planning │ 667



Subsystem-specific roles are recommended if users may belong to multiple subsystems, due to the small
but crucial difference in how role inheritance and subsystem restrictions interact. Also, subsystem
administrators can create and edit subsystem-specific roles, which provides the subsystem administrator
with greater control over the use of roles with their subsystem users. When using global roles,
subsystem administrators can only assign users to the role, they cannot edit the role or see the role's
permissions.

� Role inheritance and subsystems
If each user only belongs to one subsystem, then there is no difference in the effective permissions when
users inherit permissions from global roles or from subsystem-specific roles. However, if a user can
belong to multiple subsystems, then the effective permissions can vary depending on which type of role
is used.

To illustrate this difference, consider the following plan file filter settings for a file group:

User configured permission: No Access

Role configured permission: All Plan Files

Subsystem maximum permission: DEPT.Facility=5

In this configuration, it doesn't matter whether the role is global or whether it belongs to the subsystem.
In both cases, the user will ultimately be restricted to plan files that are assigned to Facility 5. If the role is
global, then the subsystem restriction of Facility 5 will be applied to the user after the role inheritance. If
the role belongs to a subsystem, then the Facility 5 restriction will be applied to the role before the
permissions are inherited. Either way, the end result of the effective permission is the same.

Now consider what can happen if the role is global and the user belongs to two subsystems instead of
just one:

User configured permission: No Access

Role configured permission: All Plan Files

Subsystem 1maximum permission: DEPT.Facility=5

Subsystem 2maximum permission: All Plan Files

In this configuration, the user inherits the permission from the global role before the subsystem
restrictions are applied to the user. So the user's starting permission is All Plan Files. Because the user's
multiple subsystem restrictions are combined using OR, the ultimate subsystem restriction is
Dept.Facility=5 OR All Plan Files (which effectively means no restriction—the combined subsystem
maximum permission allows access to all plan files). Together with the inherited role permission, this
means the user has access to all plan files.
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The organization may have intended the user to have access to all plan files. The user belongs to
Subsystem 2 and that subsystem allows access to all plan files, so it is a valid result if the user is assigned
to a role that grants access to all plan files. However, a potential issuemay arise if the role assignment
was made by the Subsystem 1 administrator. This subsystem administrator may not know that the user
also belongs to Subsystem 2 and/or may not know that Subsystem 2 has a maximum permission of All
Plan Files. The Subsystem 1 administrator can only consider the impact of his or her subsystem's
restrictions, which would limit the user to plan files from Facility 5. The granting of all plan files via the
Subsystem 2maximum permission may be unintentional.

So if subsystem administrators aremanaging role assignments and users can belong to multiple
subsystems, the only way to ensure that permissions are limited by each respective subsystem is to use
subsystem-specific roles instead of global roles. For example, consider the following configuration where
the user belongs to multiple subsystems and is assigned to subsystem-specific roles:

User configured permission: No Access

Role configured permission (Subsystem 1): All Plan Files

Role configured permission (Subsystem 2): No Access

Subsystem 1maximum permission: DEPT.Facility=5

Subsystem 2maximum permission: All Plan Files

Now the role filters are limited by the subsystem restrictions before the user inherits permissions from
the roles. This gets resolved as follows:

l Subsystem 1 role permission of All Plan Files is restricted by the Subsystem 1maximum
permission of Dept.Facility=5. The user can access only those plan files that belong to Facility 5.

l Subsystem 2 role permission of No Access needs no further resolution—the user is not granted
access to any plan files via this subsystem.

l So even though the user's combined subsystem restriction is the same as in the previous
example, this is no longer an issue because the role permissions are restricted by their respective
subsystems before being inherited by the user. In this case this means the user is only granted the
plan file access from the Subsystem 1 role, meaning the user only has access to plan files for
Facility 5.

Now imagine the same permissions except that the role configured permission for Subsystem 2 is
Dept.VP='Smith' instead of No Access. Now the user's effective permission is as follows:

(DEPT.VP='Smith') OR (DEPT.Facility=5)

This means the user can access any plan files from Facility 5, and any plan files where the assigned
VP is Smith.
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Managing subsystems

Using the Security Management dialog, you can create new subsystems, edit existing subsystems, and
delete subsystems. To access this dialog:

l On the Axiom tab, in the Administration group, clickManage > Security > Security Manager.

NOTE: In systems with installed products, this featuremay be located on the Admin tab. In
the System Management group, click Security > Security Manager.

To work with subsystems, select Subsystems in the top left-hand corner of the dialog.

NOTE: Only administrators and users with the Administer Security permission can create, edit, and
delete subsystems. Subsystem administrators are limited to viewing theGeneral tab of the
subsystem only, for purposes of assigning existing users to the subsystem.

Security dialog with subsystems enabled

To save changes, click Apply (orOK if you are finished editing security settings).
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� Creating subsystems
You can create a new blank subsystem, or you can clone the settings of an existing subsystem. If you
clone a subsystem, all of that subsystem's settings are copied to the new subsystem, except for assigned
users.

To create a subsystem, click one of the following buttons located underneath the subsystem list:
l To create a new blank subsystem, click Create subsystem .
l To clone an existing subsystem, select that subsystem in the list and then click Clone subsystem

.

The new subsystem is added to the list. You can define the settings for the new subsystem as desired,
and you can assign users and roles to the subsystem. You can also assign a user as a subsystem
administrator, to manage the users within the subsystem.

For more information on completing subsystem settings, see:
l Defining subsystem properties (General tab)
l Defining maximum permissions for subsystems

� Editing subsystems
To edit a subsystem, select a subsystem from the Subsystems list, then make any changes to that
subsystem. Changes to subsystem settings take effect when the changes are saved.

� Deleting subsystems
To delete a subsystem, select a subsystem from the Subsystems list, then click Delete subsystem .
You are prompted to confirm that you want to delete the subsystem.

A subsystem cannot be deleted if users are assigned to it.

Defining subsystem properties (General tab)

The following settings are available for subsystems on theGeneral tab.

� Subsystem Details
Each subsystem has the following general properties:

Item Description

Name The name of the subsystem.

Description A description of the subsystem.
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� Subsystem-Specific Roles
Multiple roles can be assigned to a subsystem. If the subsystem already has assigned roles, those roles
are displayed here.

It is not possible to assign roles from the subsystem record. Roles can be assigned to subsystems from
the role record, using the Subsystem box. SeeManaging subsystem roles.

� Assigned Users
Multiple users can be assigned to a subsystem. If the subsystem already has assigned users, those users
are displayed here.

Subsystem assignments can bemadewhen editing either the user or the subsystem. SeeManaging
subsystem users.

� Subsystem Admins
One or more users can be assigned as a subsystem administrator. Only administrators and users with
the Administer Security permission can assign or remove a subsystem administrator. Subsystem
administrators do not see this section when they view the subsystem record.

l To assign a user as a subsystem administrator, click Add . In the Assign Users dialog, you can
select one or more users to add as a subsystem administrator.

Assigning a user as a subsystem administrator does not automatically add the user to the
subsystem. Subsystem administrators are not required to belong to the subsystem. However, if
you want the user to also belong to the subsystem, then you must separately assign the user to
the subsystem.

l To remove a user as a subsystem administrator, select the user in the list and then click Remove
. You can select and removemultiple users at once.

Subsystem administrators can access the Security Management dialog for the purposes ofmanaging
users for the subsystem. Subsystem administrators do not otherwise have administrator-level
permissions. For more information on subsystem administration rights, see About subsystem
administrators.

Defining maximum permissions for subsystems

When defining security settings for a subsystem, you are defining themaximum permission that any
user who belongs to the subsystem can have. Users are not granted these permissions by the
subsystem; they are restricted to having this level of permission or less. Generally this means that you
must define themaximum desired settings on each tab of the dialog, or else no users in the subsystem
can have access to the features controlled by that tab.

Administrator's Guide Axiom Financial Planning │ 672



You can imagine the subsystem permissions as defining an outer boundary of user rights. Users that
belong to the subsystem can be assigned to roles and can be granted individual permissions as normal.
Any user permissions that fall within the subsystem boundary will be given to the user. Any user
permissions that fall outside of the subsystem boundary will be ignored.

At minimum, you must define settings on the following tabs:
l File Groups tab, to specify which file groups the subsystem can access and themaximum allowed

access.
l Tables tab, to specify which tables the subsystem can access and themaximum allowed access.
l Files tab, to specify which folders and files the subsystem can access and themaximum allowed

access. In most cases this will include defining access permissions to reports. Optionally, you can
grant access to scheduler jobs, task panes, and imports.

If users in the subsystem will not need any special permissions, then you can ignore the Permissions tab.
Otherwise, you must define themaximum allowed access on that tab.

NOTES:
l If a user belongs to more than one subsystem, then the allowed permissions in one

subsystem may exceed the permissions allowed in another subsystem. In this case the
permissions "boundary" is the combination of the subsystems, where the user is granted the
more permissive boundary (not restricted to the less permissive boundary). In this
circumstance, you may find it useful to use subsystem-specific roles to grant permissions to
users instead of "global" roles.

l If a system administrator is assigned to a subsystem, the administrator permission takes
precedence over the subsystem limitation. Subsystem limitations do not apply to system
administrators.

� Permissions tab
Select the check boxes for the permissions that you want to be available to users in the subsystem.

For example, if you know that some users in the subsystem need to have access to Scheduler, then you
must select the Scheduled Jobs User permission for the subsystem. The users' individual permissions
and role inheritance will determine which users in the subsystem actually have the Scheduled Jobs User
permission.

If no users in the subsystem need to have any of these permissions, then you can leave the entire tab
unchecked.

NOTE: In most cases, you should not select the Administer Security permission for a subsystem. If a
subsystem user is granted this permission, they will be able to manage all users and roles in the
system, not just the subsystem users and roles. Subsystem administrators do not need to be
granted this separate permission in order to manage the users in the subsystem.
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� File Groups tab
For subsystems, you can define a single permission set for each file group. This maximum permission set
will be applied against all permission sets defined for the user and inherited from the user's roles. If no
permission set is defined for a file group, then the subsystem does not allow access to that file group.

If you want the users in the subsystem to be able to access plan files in a particular file group, then you
must create a permission set and configure it as follows:

l Set the file access level to the highest level that you need to make available to users in the
subsystem. Typically this means setting the access to at least Read-Only. You must also specify
whether the subsystem has access to Allow Save Data, Allow Calc Method Insert, and Allow
Calc Method Change. Remember that if you are using process management to manage access to
plan files, then you do not need to select Allow Save Data because the plan file process will
automatically elevate user permissions as necessary.

NOTE: The setting Interacts with Process Management is not available to subsystem
permissions. There is no way to disable process interaction at the subsystem level.

l Apply the permission settings to themaximum group of plan files that you need to make available
to users in the subsystem.

You must either select All plan files or specify a plan file filter. For example, if you specify a filter
such as DEPT.Facility=5, then users in this subsystem can only access plan files for facility 5.
Any user or role permission that falls outside of that filter is ignored.

If the subsystem has a plan file filter, and a user in the subsystem is assigned a plan file filter (either
individually or via a role), then the subsystem filter and the user filter are concatenated using AND.
This restricts the user to only accessing files that match both the user filter and the subsystem
filter. For example, if the subsystem filter is DEPT.Facility=5 and the user filter is
DEPT.VP='Jones', then the user can only access plan files that are assigned to VP Jones AND
which belong to facility 5.

NOTE: The Create New Recordsmaximum permission is enabled by default for on-demand file
groups. This is set automatically on the subsystem whenever a new on-demand file group is created.
Also, when you create a new subsystem, this permission is automatically set for any existing on-
demand file groups. This behavior is to enable the default permissions for on-demand file groups,
which are automatically set to allow creating new records via the Everyone role.

� Tables tab
If you want the users in the subsystem to be able to access data in particular tables, then you must
define access for the table (at either the table or table type level).
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When granting access, you must define themaximum level of access needed for the subsystem. For
example, if some users in the subsystem need full access to the GL table type, but other users need
filtered access, then you must set the GL table type to full access. The users' individual rights and role
inheritance will determine their actual level of rights within this boundary.

If a subsystem has a table filter, and a user in the subsystem is assigned a table filter (either individually
or via a role), then the subsystem filter and the user filter are concatenated using AND. This restricts the
user to only accessing data that matches both the user filter and the subsystem filter. For example, if the
subsystem filter is DEPT.Facility=5 and the user filter is DEPT.VP='Jones', then the user can only
access data for VP Jones within facility 5.

NOTE: The default maximum permission for document reference tables is full access. This is set
automatically in the subsystem whenever a new document reference table is created. Also, when you
create a new subsystem, themaximum permission is automatically set for any existing document
reference tables. This behavior is to enable the default permissions for document reference tables,
which are automatically set to full access via the Everyone role.

� Files tab
If you want users in the subsystem to be able to access a particular folder or file, then you must define
access to those folders / files.

NOTE: Remember that users do not need to be granted access to files that are configured as startup
files. If the user or role is assigned a file to open on startup, that file will be opened as a startup file,
regardless of whether the subsystem allows access to that file.

Remember that subfolders and files will inherit any permission set at a "parent" folder level (unless
permission is explicitly set for the lower level). For this reason, the effective permissions section displays
for the subsystem, so that you can select a folder or file and see any inherited permissions for that item.

Where applicable, you should attempt to specify permissions at a level that accommodates ongoing
folder and file additions. For example, if each subsystem will have its own reports folder and that is the
maximum access required, then you can define access for just that folder. If the subsystem needs access
throughout the Reports Library, then you most likely want to define themaximum access at the Reports
Library level (perhaps also explicitly blocking access to certain subfolders and files). The users' individual
rights and role inheritance will determine their actual level of rights within this boundary.

� Example
This example illustrates how subsystem maximum permissions limit users who are assigned to the
subsystem.

The following screenshot shows file group maximum permissions for a subsystem named Facility 5. For
file group Budget 2020, the subsystem is limited by the following filter: DEPT.Facility=5. Users who
belong to this subsystem can only access plan files that are assigned to Facility 5.
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Subsystemmaximum permissions

Subsystem settings do not grant any permissions; they only define a maximum boundary of
permissions. Therefore users assigned to the subsystem must also be assigned to roles or be granted
their own individual security permissions. Imagine that some users belonging to the Facility 5 subsystem
are also assigned to the Facility 5Managers role. This role grants access to all plan files within file group
Budget 2020.

Role permissions
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Although the role grants access to all plan files, the subsystem is limited to DEPT.Facility=5. The users in
the subsystem cannot have greater permission than what is allowed by the subsystem (assuming the
users only belong to one subsystem). Therefore the effective permission for this user is DEPT.Facility=5.

User effective permissions once roles and subsystems are applied

Managing subsystem roles

You can create new roles for a subsystem, and you can assign existing roles to a subsystem. When a role
belongs to a subsystem, the role permissions are restricted by the subsystem boundaries, and all users
in the role must also belong to the subsystem.

Administrator's Guide Axiom Financial Planning │ 677



When assigning subsystem users to roles, you can use the subsystem roles or you can use "global" roles
(that do not belong to the subsystem). For more information on the difference in behavior, see About
subsystems and roles.

The subsystem settings should be completed before assigning any roles (unless the roles do not contain
any users yet), to ensure that all desired subsystem restrictions are in place before any subsystem users
log in.

� Assigning a role to a subsystem
When you create or edit a role, you can assign it to a particular subsystem. Use the Subsystem drop-
down list on theGeneral tab to assign the role to a subsystem.

l This assignment can only bemade on the role record. The Subsystem-Specific Roles section on
the subsystem record is for information only; assignment changes cannot bemade there.

l Only administrators and users with the Administer Security permission can assign an existing role
to a subsystem. If the role already has assigned users who do not belong to the subsystem when
the role is assigned to the subsystem, then a validation error displays in the Security Management
dialog. All users in the role must belong to the subsystem in order to assign the role to the
subsystem.

l Subsystem administrators can create new roles for the subsystem. When a subsystem
administrator creates a new role, it is automatically assigned to the subsystem when it is created.
If the subsystem administrator manages multiple subsystems, then the role's subsystem
assignment can be changed to any of those subsystems.

l Only administrators and users with the Administer Security permission can remove a role from a
subsystem. Click the Remove button to clear the assigned subsystem.

Managing subsystem users

You can create new users for a subsystem, and you can assign existing users to a subsystem. When a
user belongs to a subsystem, the user's permissions are limited according to the subsystem boundaries.
Users can belong to multiple subsystems.

The subsystem settings should be completed before assigning any users, to ensure that all desired
subsystem restrictions are in place before any subsystem users log in.
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If the subsystem feature is enabled, then all non-administrator users must be assigned to a subsystem. If
a user does not belong to a subsystem, then that user will be blocked from logging in (unless the user is
an administrator, a subsystem administrator, or a user with theManage Security permission). This
requirement is intended to help ensure that all non-administrator users have a subsystem limit applied
to their security permissions.

NOTE: Alternatively, you can use the Security Manager page in theWeb Client to assign users to
subsystems.

� Assigning existing users to a subsystem
Administrators and users with the Administer Security permission can assign existing users to a
subsystem from either the user record or the subsystem record. Any changes made in one area are
automatically applied to the other area.

l From the subsystem record, on theGeneral tab, click the Add button in the Assigned Users
section to add a user to the subsystem.

l From the user record, on theGeneral tab, click the Add button in the Assigned Subsystems
section to assign the user to a subsystem.

Subsystem administrators cannot assign existing users to a subsystem, because subsystem
administrators can only see user records for users that are already in the subsystem. It is assumed that a
general security administrator will add existing users to the subsystem as needed. (The exception is if a
user is the subsystem administrator for multiple subsystems. In that case, if an existing user belongs to
one of the subsystems but not the other, the subsystem administrator can assign that user to the other
subsystem.)

� Creating new users for a subsystem
Subsystem administrators can create new users for use in a subsystem. When the new user is created,
the user is automatically assigned to the subsystem.

If the subsystem administrator manages multiple subsystems then one of those subsystems will be
assigned at random when the user is created. Once the user has been saved, the subsystem
administrator can edit the user to change the subsystem assignment as needed.

When creating a new user, administrators and users with the Administer Security permission must save
the new user before they are able to assign the user to a subsystem. The Assigned Subsystems box is
not editable until the user has been saved.
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� Removing a user from a subsystem
Administrators, users with the Administer Security permission, and subsystem administrators can
remove a user from a subsystem. This can be done from either the user record or the subsystem record.

l From the subsystem record, on theGeneral tab, select one or more users in the Assigned Users
section and then click the Remove button.

l From the user record, on theGeneral tab, select one or more subsystems in the Assigned
Subsystems section and then click the Remove button.

If a non-admin user is removed from all subsystems, then that user will no longer be able to log into
Axiom Financial Planning. The user must be assigned to a subsystem or granted administrator-level
permissions before they are able to log in again.

Bulk edit of security
You can manage users, roles, and subsystems in bulk by using theOpen Security in Spreadsheet
feature. You can edit, add, and deletemultiple users, roles, and subsystems simultaneously within a
spreadsheet interface.

Only users with access to security can use this feature: administrators, users with the Administer
Security permission, and subsystem administrators. The spreadsheet is limited as appropriate
depending on the user's rights.

The following items cannot be edited in the spreadsheet interface; you must use the Security
Management dialog for these items:

l File and folder access to any Axiom library (settings defined in the Files tab)
l Startup documents (settings defined in the Startup tab)

� Opening security in a spreadsheet
To manage security in a spreadsheet:

1. On the Axiom tab, in the Administration group, click Security > Open in Spreadsheet.

NOTE: In systems with installed products, this featuremay be located on the Admin tab. In
the System Management group, click Security > Open in Spreadsheet.

TheOpen Security in Spreadsheet dialog opens.

2. At the top of the dialog, specify how you want users and roles presented in the spreadsheet:
l Horizontally (default): Users, roles, and subsystems are displayed horizontally across

columns. The security settings are displayed in rows.
l Vertically: Users, roles, and subsystems are displayed vertically down rows. The security

settings are displayed in columns.
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3. Optional. If you want to limit the security settings that display in the spreadsheet, modify the
check boxes in the Select items to include section.

For example, you might only want to work with a particular file group or table type. General user
and role properties (such as name, email, etc.) are always included in the spreadsheet.

Clear the check boxes for any items that you do not want to display in the spreadsheet. You can
select or clear items by major category (File Groups, Tables, etc.), or you can expand themajor
categories to select or clear the individual items (such as individual file groups).

4. Optional. If you want to filter the users that display in the spreadsheet, select the Filter users
check box. By default, the spreadsheet displays all users, roles, and subsystems for the current
system.

If Filter users is checked, you can specify the following options to filter users:

Item Description

Include users
who are

Select the following options to include those users in the spreadsheet:

l Enabled users
l Disabled users
By default, both options are selected, which means that both enabled and
disabled users will be included in the spreadsheet.

If both options are cleared, then only roles (and subsystems, if applicable)
will be included in the spreadsheet.

Include users in
these roles

If you want to only view users that belong to specific roles, select the check
boxes for those roles. You can also choose to view users who do not
belong to any roles. You can use the Select All and Clear All links to select
or clear all roles.

This selection also limits the role records that will be included in the
spreadsheet.

Include users
from these
subsystems

If you want to only view users that belong to specific subsystems, select
the check boxes for those subsystems. You can also choose to view users
who do not belong to any subsystems. You can use the Select All and
Clear All links to select or clear all roles.

This also limits the subsystem records that will be included in the
spreadsheet.

This option only displays if subsystems are enabled for your system.

Selections from multiple categories will be combined. For example, if you select role Finance and
subsystem 5, then the spreadsheet will contain all users that are in either the Finance role or
subsystem 5 (not users who only belong to subsystem 5 and the Finance role).

5. Click OK.
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The spreadsheet opens with the selected security options.

Example security spreadsheet (horizontal orientation)

� Editing existing records
To edit the settings for a user, role, or subsystem, make changes directly in the spreadsheet. See the
following section Security settings in the spreadsheet interface for more information on editing settings
within the spreadsheet interface.

NOTE: You cannot edit user login names or role and subsystem names within the spreadsheet
interface. If the name is changed, it will be saved as a new record, and the existing record will be
unchanged.

For subsystem administrators, only users and roles that belong to their assigned subsystems are
brought into the spreadsheet. Subsystem settings are not brought into the spreadsheet.

� Adding new records
You can add new users, roles, and subsystems within the spreadsheet interface.

To add a new user, type the new user's login name in an empty cell in row 1 or column A (depending on
the spreadsheet orientation), and then complete the desired security settings for that user. Note the
following:

l Last name, first name, and email address are required for new users. If these items are blank, a
save error will result. Other user properties such as license type and authentication type will use
the same default values as when adding a new user in the Security Management dialog.

l You can type a password or leave the password blank. If left blank, the user will be assigned a
randomly generated password.

To add a new role, type the role name in an empty cell in row 1 or column A (depending on the
spreadsheet orientation), prefixed by "role:". For example, type role:MyRole. If the name is not
prefixed by "role:", then it will be interpreted as a user login name. Note the following:

l No other settings are required to save a role.
l To assign users to the new role within the spreadsheet interface, you must add the role name to

each individual user. There is no option to add users directly to the role record, like you can within
the Security Management dialog.

NOTE: Adding subsystems works the sameway as adding roles, except the subsystem namemust be
prefixed by "subsystem:". For example, subsystem:MySubsystem.
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When adding new users, roles, or subsystems to the spreadsheet, all settings must be typed (or copied
and pasted from other records). Drop-down lists are only available when editing existing records. For
more information on the valid inputs for the settings, see the following section Security settings in the
spreadsheet interface.

Users who are subsystem administrators can only create new users and roles. The new users and roles
must be assigned to their subsystem.

� Deleting records
You can delete users, roles, and subsystems within the spreadsheet interface. To delete a user or role,
set Delete to Yes.

NOTE: When editing security in a spreadsheet, you can delete a role or a subsystem regardless of
whether any users are assigned to it. The users will be updated to remove the assignment.

Users who are subsystem administrators can only delete users and roles that belong to their subsystem.

� Saving changes
To save changes made in the spreadsheet:

l On the Axiom tab, in the File Options group, click Save.

A confirmation prompt lists the number of users, roles, and subsystems that you are about to update,
create, or delete.

Settings are validated before the save occurs. If errors are found, they are displayed in the Save Errors
pane. Any errors must be resolved before the save can occur.

After a successful save, you will be prompted to refresh the spreadsheet to bring in themost recent data.

� Security settings in the spreadsheet interface
The following is a reference for completing or editing security settings via the spreadsheet interface.

NOTES:
l If an item is not explicitly discussed here, its input is the same as in the Security Management

dialog. This section only discusses items that are completed differently than in the Security
Management dialog.

l Most check boxes in the Security Management dialog correspond to TRUE (checked) and
FALSE (unchecked) in the spreadsheet interface. Any deviations are noted in the following
table.

Administrator's Guide Axiom Financial Planning │ 683



For more information on the purpose of each security setting, see Security settings for users, roles, and
subsystems are organized by tabs in the Security Management dialog. The following tabs are available:.

Item Description

Login, role,
or
subsystem

The user's login name, the role's name, or the subsystem's name.

Role names must be prefixed by role:. Subsystem names must be prefixed by
subsystem:. For example, to create a role named Finance, type role:Finance.

If users have been imported from Active Directory, those user names are prefixed
with the Active Directory domain. For example: Corporate\JDoe.

NOTE: You cannot rename existing records using the spreadsheet interface. If a
name is changed, it is interpreted as a new record.

Delete Select Yes if you want to delete the record. Otherwise, leave the default ofNo.

General This section works the sameway as the Security Management dialog, with the
following exceptions:
l Role assignments: For users, you can view and edit the list of roles that the user

is assigned to. Each role name is separated by a semicolon. (The same thing
applies to subsystem assignments if subsystems are enabled.)

l User assignments: For roles, you cannot view or edit the list of assigned users in
this interface. If you want to view all users assigned to a role or edit this list from
the role perspective, then you must use the Security Management dialog.

NOTE: The password display is always blank. You can change a user’s password by
entering a new password. When you save and then refresh the spreadsheet, the
password field will return to blank.

Permissions For users, specify one of the following:
l Inherit: The user will inherit the permission from any role assignments.
l True: The user is explicitly granted this permission; role inheritance is ignored.
l False: The user is explicitly denied this permission; role inheritance is ignored.

For roles and subsystems, specify either True or False.

File Groups This section works the sameway as the Security Management dialog, with the
following exceptions:
l FGName [calc method permission]: This item combines the Allow Calc Method

Insert and Allow Calc Method Change options from the Security Management
dialog. Valid entries are Insert, Change, or Insert/Change.

l FGName [create new records]: This item is listed for all file groups, but only
applies to on-demand file groups. A save error will result if this item is set to TRUE
for a standard file group.

l If a user has multiple permission sets, only the first set can be edited within the
spreadsheet interface.
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Item Description

Tables and
Table Types

All table types are listed first, followed by all individual tables.

If [write filter enabled] is False for a table or table type, this means that the user or
role's write access permissions are the same as their read permissions. In this case,
the other write access permissions in the spreadsheet can be ignored, because they
do not apply.

For example, the following user has full read and write access to the GL table type,
because [full read access] is True and [write filter enabled] is False. Even though
[full write access] displays False, it does not matter because the setting does not
apply.

If [write filter enabled] is True, then the [full write access] permission and the
[write filter] permission determine the user's level of write permissions.

Security tools
Axiom Financial Planning provides security tools to control and monitor user access to Axiom Financial
Planning.

Viewing the list of logged in users

Administrators can view a list of users who are currently logged into the system. For example, you may
want to check to make sure that nobody is logged into the system before performing actions such as
system upgrades.

For each user that is currently logged in, the list displays information such as:
l Full name and user name (login name)
l Email address
l Computer where the user is logged in
l Date and time the user logged in
l Date and time of the user's last activity during the session

The list of logged in users is for information purposes only—you can see whether any users are logged in,
but you cannot manually log them off and end their sessions.
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NOTE: Axiom Financial Planning maintains a log of all login attempts, including failed logins. Currently
there is no user interface to view this information, but it can be accessed directly in the system
database in the SystemAccess table. For assistance, please contact Axiom Financial Planning Support.

To view the list of logged in users:
l On the Axiom tab, in the Administration group, clickManage > Security > Logged in Users.

NOTE: In systems with installed products, this featuremay be located on the Admin tab. In
the System Management group, click Security > Logged in Users.

The Currently Logged In Users dialog opens, listing the users who are logged into this system. You can
sort and filter the list using standard Axiom grid functionality.

� Orphaned session records
When a user logs off normally, their session record is removed from the Logged in Users list. If a user's
session ends unexpectedly—for example, due to a software crash or shutting down the computer
without logging off—then the session record will be removed from the list after a fewminutes, once the
session no longer "reports back" to the Axiom Application Server.

NOTE: For Web Client sessions, closing the browser window does not automatically log out the user.
In this case, the orphaned Web Client sessions will be automatically removed from the list in a few
minutes as described above.

Axiom Financial Planning does not automatically remove any session records based solely on time logged
in. As long as the session remains connected and continues to report back to the application server, the
session will continue to be listed indefinitely.

� Removing session records
If desired, you can manually remove any logged in records by selecting the record in the list and clicking
Remove. This simply removes the record from the list; it has no impact on any user's session. If a user is
actually logged on and you remove their session record, the user will remain logged on.

In most cases this action should not be necessary, because sessions that are truly invalid will be
automatically removed from the list in a fewminutes as described above.

Enabling password rules

By default, Axiom Financial Planning enforces a basic set of password rules. These rules apply to users
assigned to Axiom Prompt authentication.

The built-in password rules are as follows:
l Must be at least 8 characters long
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l Must contain at least 1 upper-case letter and at least 1 lower-case letter
l Must contain at least 1 non-alphabetic character (a number or a symbol)

The password rules are only enforced when creating new passwords. If any existing passwords do not
meet these rules, those passwords will continue to be valid.

When the password rules are enabled, a Generate Password link is available on the Set Password dialog
so that you can generate a random password that meets these rules. (This feature is not available if the
password rules are changed from the built-in rules; see the note below.)

Password rules are enabled or disabled by using the system configuration property
EnablePasswordPolicy. This setting is True by default. If you do not want to apply these rules, you can
disable the setting by changing it to False, which means that any password is considered valid. You can
do this by using the SoftwareManager, or by using a Save Type 4 report that has been set up to modify
the system configuration table. Only administrators can modify system configuration settings.

NOTE: The system configuration settings contain two additional options related to
EnablePasswordPolicy. PasswordRegularExpression defines the password rules, and
InvalidPasswordMessage defines the error message displayed if a new password does not meet the
rules. Axiom Financial Planning does not currently provide a methodology for clients to change the
password rules from the built-in rules, therefore, these two options should not be changed from
their default settings. If you have a need to use different password rules, please contact Axiom
Financial Planning support for assistance.

Testing user security

Administrators and other users who manage security may need to log into Axiom Financial Planning as
other users, in order to test security permissions. For example, you may define a table access filter for a
particular security role. In order to test that the filter is providing access to table data as expected, you
can log in as a non-admin user who belongs to that role.

Using the Security Management dialog, you can "log in as" another user, for the purposes of testing their
security settings.

To log in as a different user:
1. On the Axiom tab, in the Administration group, clickManage > Security > Security Manager.

NOTE: In systems with installed products, this featuremay be located on the Admin tab. In
the System Management group, click Security > Security Manager.

2. In the Security Management dialog, select the user whom you want to log in as. The following
limitations apply:

l Subsystem administrators can only log in as users who belong to their subsystem.
l If a user is an administrator, subsystem administrators and users with the Administer
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Security permission cannot log in as that user.
l The "log in as" feature cannot be used with users who are Axiom Support users.

3. In the lower left-hand corner, click Log in as selected user.

A new instance of Axiom Financial Planning is launched, and you are automatically logged in as the
selected user—you do not need to input a user name and password. The client version for the instance is
whichever client version you are currently using (Excel Client or Windows Client).

Creating a permission report

You can create a report that details the effective security permissions for each user, for a particular file
group or for all tables. This report may be useful for auditing purposes and for reviewing permissions to
make sure they are set as intended.

The report is created as an Excel file. Once it is created, you can print it, or save it locally or within the
Axiom file system as needed.

Only administrators and users with the Administer Security permission can create a permission report.
Subsystem administrators do not have access to this feature.

� File group permission report
The file group permission report is created on a per file group basis. When you create the report, you
specify which file group you want to report on.

Each user defined in the system has at least one row in the report:
l If the user is an administrator, then the user has one rowwith a notation of: (Admin-Full Access).
l If the user has no access to the file group, then the user has one rowwith a notation of: (No

Access).
l If the user has access to all plan files in the file group via a single permission, then the user has one

rowwith a notation of: All Plan Files.
l In all other cases, the user has multiple rows in the report—one row for each individual plan file

that they have access to. Each row details the user's permissions to that particular plan code,
including the access level, calc method permissions, ability to save data, etc.

For example, if a non-admin user with access to the file group has permission to 3 plan files, then there
will be 3 rows in the report for that user, one for each plan file.

The permissions displayed in the report are the full effective permissions of the user, taking into account
all factors such as admin status, role inheritance, multiple file group permission sets, and subsystem
restrictions.

NOTE: Permissions granted by process ownership are not reflected in this report. Users may be
temporarily "elevated" to read/write and save data status when they are the assigned owner of an
active process task for a particular plan file.
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To create a file group permission report:
1. On the Axiom tab, in the Administration group, clickManage > Security > File Group Permission

Report.

NOTE: In systems with installed products, this featuremay be located on the Admin tab. In
the System Management group, click Security > File Group Permission Report.

2. In the Permission Report dialog, select the file group for which you want to create the report, and
then click OK.

The report opens as an Excel spreadsheet file. The file group it was generated for and the current
date/time are noted at the top of the report. Excel’s auto-filtering is automatically applied to the columns
to make it easier to sort and filter the data.

� Table permission report
The table permission report details user permissions per table. All tables are included in the report; it is
not possible to filter by a particular table or table type.

Each user defined in the system has at least one row in the report:
l If the user has full access to all tables, then the user has one rowwith a notation of: (Full access to

all tables).
l If the user has no access to any tables, then the user has one rowwith a notation of: (No access

to any tables).

NOTE: It would be a rare situation for a user to have no access to any tables, because by
default all users are granted access to document reference tables using the Everyone role.

l In all other cases, the user has multiple rows in the report—one row for each table that they have
access to. Each row details the user's read and write permissions to that particular table. If a table
is not listed, then the user does not have access to that table.

For example, if a user has access to 5 tables, then there will be 5 rows in the report for that user, one for
each table.

The permissions displayed in the report are the full effective permissions of the user, taking into account
all factors such as admin status, role inheritance, table type inheritance, and subsystem restrictions.

To create a table permission report:
l On the Axiom tab, in the Administration group, clickManage > Security > Table Permission

Report.

NOTE: In systems with installed products, this featuremay be located on the Admin tab. In
the System Management group, click Security > File Group Permission Report.
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The report opens as an Excel spreadsheet file. The current date/time are noted at the top of the report.
Excel's auto-filtering is automatically applied to the columns to make it easier to sort and filter the data.

Security Integration
Axiom Financial Planning can integrate with your organization's existing network security. You can:

l EnableWindows Authentication for user authentication against your Windows domain, including
the option to import users from Active Directory.

l Enable LDAP Authentication for user authentication against your LDAP server.
l Enable SAML Authentication for user authentication against a SAML identity provider.
l Enable OpenID Authentication for user authentication against an OpenID provider.

NOTE: This guide discusses how to set up and use security integration features once they have been
enabled for your system. For information on enabling the associated system configuration settings,
see the System Administration Guide.

Using Windows Authentication

You can enableWindows Authentication for a system, to authenticate users based on their Windows
domain credentials.

� Windows Authentication behavior
When the Axiom Financial Planning login screen displays, users must enter their Windows user name,
domain, and password. If the domain is an allowed domain and theWindows user namematches a user
name in Axiom Financial Planning, then the credentials are passed to Windows for authentication into
Axiom Financial Planning.

If theWindows Authentication configuration for Axiom Financial Planning only allows one domain, then
that domain is assumed for authentication and users do not need to specify it when logging in. If
multiple domains are allowed, then the domain must be specified in one of the following ways:

l The user must include the domain with their user name, such as: DomainName\UserName.
l The user must specify the appropriate domain using theDomain selection list on the login screen.

This is an optional setting that can be enabled for your installation. For more information, see
Domain selection list.

Users must enter their credentials each time they log in, unless they select Remember me to store their
credentials for future use. For more information, see Remember me.

� Setting up Windows Authentication
The following summarizes the setup process for Windows Authentication.

1. Windows Authentication must be enabled for the system.
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For on-premise systems, Windows Authentication can be enabled during the Financial Planning
Application Server installation. If it was not enabled during the installation, you can configure it
later using either of the following options:

l Use the Configure Authentication Methods page of the Financial Planning Software
Manager. For more information, see the Installation Guide.

l Use a Save Type 4 report to modify the applicable system configuration settings
(WindowsAuthEnabled andWindowsAuthAllowedDomains).

When you enableWindows Authentication, you must specify the valid domains for
authentication. You can specify multiple domains, separated by commas. You can also choose to
enable Active Directory Synchronization if you want to import and synchronize users from Active
Directory (for more information, see Synchronizing users with Active Directory).

For Axiom Cloud systems, Axiom Support will enableWindows Authentication for you as part of
the system setup, if that is your chosen authentication method.

2. In security, Axiom Financial Planning users must be set up as follows to support Windows
Authentication:

l The user's Axiom Financial Planning login namemust match their Windows login name.
l The user's Authenticationmethod must be set toWindows User. This is the default setting

for new users ifWindows Authentication is enabled for your installation.
If users are imported from Active Directory, then they will automatically be created with the
appropriate login name and authentication type.

3. Axiom Cloud systems have the following additional requirements:
l Installation of the Cloud Integration Service is required to enable the Axiom Cloud system

to communicate with your localWindows domain, to validate user credentials. For
information on installing the Cloud Integration Service, see the Axiom Cloud Technical
Guide and contact Axiom Support as needed.

l A remote data connection must be created in Scheduler, with the option Use for
authentication service enabled.

All users who are assigned to theWindows Authentication method will be authenticated based on their
Windows credentials. This is the only way that these users can log in—they cannot log in using an
internal Axiom Financial Planning password.

If you need to test the security settings of a Windows Authentication user, you can use the Log in as
selected user feature to log in to Axiom Financial Planning as that user. For more information, see
Testing user security.

� Adding or removing domains for Windows Authentication
If theWindows domain names used by your organization for authentication have changed, you must
update the list of allowed domains in Axiom Financial Planning. Users can only log into Axiom Financial
Planning using Windows Authentication if their domain namematches one of the allowed domain names
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in this list. The list of allowed domains is stored in the system configuration settings
(WindowsAuthAllowedDomains).

For example, when Windows Authentication was originally configured, you may have been using a
domain named CompanyA. After a merger or reorganization, some or all of your users may now be using
a domain named CompanyB. If those users need to log in to Axiom Financial Planning, you must add
CompanyB to the list of allowed domains. You might leave CompanyA on the domain list if your
organization is actively using both domains, or you might remove it if your organization has completely
switched to using the CompanyB domain.

The list of allowed domain names for Windows Authentication can bemanaged in the AxiomWeb Client,
on the System Configuration page.

To add or remove a domain name for Windows Authentication:

1. In theWeb Client, click themenu icon in the Global Navigation Bar. From the Area menu,
select System Administration.

2. From the Navigation panel, select System Status > System Configuration.
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3. On the System Configuration page, locate the row forWINDOWSAUTHALLOWEDDOMAINS, and
then click Edit.
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When you click the Edit button, the Value field on the row becomes editable.

4. Modify the list of domains as needed to add or remove domain names. Multiple domain names
must be separated with commas.

For example, if the list is currently CompanyA, and you need to keep CompanyA but add new
CompanyB, edit the domain names as follows:

5. Click Update to save and apply your changes. The Value field now shows your edited list.

The changed list of domain names takes effect immediately after saving. If you removed a domain name,
users in that domain can no longer log in using Windows Authentication. If you added a domain name,
users in that domain can now log in using Windows Authentication.

Synchronizing users with Active Directory

You can import users from Active Directory, to automatically create users within Axiom Financial Planning
and assign them to the appropriate roles. Subsequent imports can be used to create new users and
synchronize previously imported users.

Active Directory synchronization can only be used in conjunction with Windows Authentication. For
more information, see Using Windows Authentication.

To set up Active Directory synchronization:
1. Enable Active Directory synchronization for your system.
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For on-premise systems, Active Directory synchronization can be enabled during the Axiom
Application Server installation. If it was not enabled during the installation, you can configure it
later using either of the following options:

l Use the Configure Authentication Methods page of the Financial Planning Software
Manager. For more information, see the Installation Guide.

l Use a Save Type 4 report to modify the applicable system configuration setting
(WindowsAuthUserSyncEnabled).

For Axiom Cloud systems, Axiom Support can enable Active Directory synchronization for your
system.

2. Create a job in Scheduler with an Active Directory Import task, and schedule the job to run
periodically as needed for your environment.

Each import task can import users from a single Active Directory domain into the current Axiom
Financial Planning system. The import task specifies the Active Directory domain and groups to
import, role mappings, and notification settings. If you need to import from multiple Active
Directory domains, then you must create an import task for each domain.

For more information, see Creating a Scheduler job to import users from Active Directory.

When the Scheduler job is run, new users are created as needed and existing users are synchronized with
Active Directory. For more information, see HowActive Directory user synchronization works.

Creating a Scheduler job to import users from Active Directory

Once Active Directory synchronization has been enabled for your system, you must create a Scheduler
job in order to import users from Active Directory into Axiom Financial Planning.

The Scheduler job must contain an Active Directory Import task. Each import task can import users from
a single Active Directory domain into the current Axiom Financial Planning system. The import task
specifies the Active Directory domain and groups to import, and role mappings for those groups. When
setting up the job, you can configure a scheduling rule so that it runs nightly, weekly, or whatever
frequency is appropriate for your organization.

If you need to import users from multiple Active Directory domains, then you must create an import task
for each domain. You can create a single Scheduler job with multiple import tasks, or you can separate
the import tasks into multiple Scheduler jobs. If all of the import tasks can use the same schedule, then it
is easiest to create a single job with multiple tasks.

For Axiom Cloud systems, the Active Directory Import task can import users from your local Active
Directory by use of the Axiom Cloud Integration Service. If you have a remote data connection that is
enabled for user authentication, this task will use that connection when the job is executed by Scheduler.
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� Before you begin
Before creating the job, you should make sure you are prepared with the following information:

l The name of your Active Directory domain, or the server name that hosts Active Directory. You
will need to specify one of these to identify the source domain for the import.

l The user credentials to use to access Active Directory. You can specify a user name and
password, or you can use the credentials of the Axiom service that is performing the process.

l The groups to import from Active Directory. You must know the names of the groups that you
want to import from Active Directory. All users in the selected groups will be imported into Axiom
Financial Planning. If you do not have groups that exactly correspond with the users that you
want to create in Axiom Financial Planning, you may need to work with your Information
Technology department to create new groups or refine existing groups.

l The Axiom Financial Planning roles, subsystems, user license types, and authentication types
for each imported group.When users are imported, they can be automatically assigned to one or
more roles and subsystems in Axiom Financial Planning, and assigned a user license type and an
authentication type. Make sure you knowwhich options to use.

� Creating the job
In order to create a Scheduler job, you must be an administrator or have the Scheduled Jobs User
security permission. Non-admin users must also have read/write access to at least one folder in the
Scheduler Jobs Library.

Scheduler jobs can only be created in the Desktop Client. Although you can view the status of existing
jobs in theWeb Client, you cannot create new jobs in that environment.

IMPORTANT: The Active Directory Import task can only be executed by a user who has permission to
create users in security—an administrator, a subsystem administrator, or a user with the Administer
Security permission. If you plan to schedule the job for automated execution, the job owner must
have the required permissions to execute the task. The job owner is the user who last saved the job.
Effectively, this means that the job must be created by a user with the required permissions. If the
job is created by a user who does not have the required permissions, then the job must be saved by
a user with the required permissions in order to re-set the job owner. You can see the current job
owner for the job in the Job Variables section of the job properties.

To create an Active Directory Import job in Scheduler:
1. On the Axiom tab, in the Administration group, clickManage > Scheduler.

Administrator's Guide Axiom Financial Planning │ 696



Scheduler on default Axiom ribbon tab

In systems with installed products, this featuremay be located on the Admin tab. In the System
Management group, click Scheduler.

Scheduler on Admin tab (example product ribbon)

2. In the Scheduler dialog, click New.
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A new job is opened in the dialog, with a tab name ofNew Job.

3. Click Add > Active Directory Import to add the task to the new job.

The task is added to the job, and you can now configure the task properties. In the Task Details
section, the task has three tabs: Source Directory, Notification, and Preview Import.
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4. On the Source Directory tab of the Task Details, select either Domain or Server to specify the
source domain for the import.

l If you select Domain, enter the name of the domain.
l If you select Server, enter the name of the domain controller server.

The server option is available in case you are not currently logged into the source domain, and
your current domain does not have access to the source domain. In this case, you must use
domain credentials in order to access the source domain.

Only one domain can be selected per import task. If you want to import users from multiple
domains into an Axiom Financial Planning system, then you must createmultiple import tasks.

5. For Credentials, specify the user credentials to use when accessing Active Directory for the import.
Select one of the following:

l Use process credentials: (Default) Use the credentials of the network service account for
Axiom Scheduler Server (on-premise installations) or Axiom Cloud Integration Service
(Axiom Cloud systems).

l Specify domain credentials: Enter the credentials of a specified domain User and
Password. This option is required if you identified the source domain using the server name
instead of the domain name.
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6. If you do not want new and synchronized users to be automatically enabled by the import, select
Never Enable Users. This option works as follows:

l If unchecked (default), then newly imported users are enabled as part of the import.
Additionally, any existing imported users who have been changed to disabled are re-
enabled.

l If checked, then newly imported users are not enabled as part of the import. A security
administrator must modify the security settings after the import is complete to enable the
new users. Existing imported users retain their current enabled status.

We recommend enabling this option because in most cases it is necessary for a security
administrator to make further changes to security settings before the user account is fully ready
for use. Additionally, if your system uses subsystems, any newly imported users will not be able to
log in anyway, since the import does not assign users to a subsystem.

7. In theGroups to import section, click Add to select one or more groups to import.

Administrator's Guide Axiom Financial Planning │ 700



The Select Groups dialog opens, displaying a list of groups from the source domain.

l Select the group or groups that you want to add, and then click OK. You can use the search
box at the top of the dialog to find a group by name. You can use the SHIFT or CTRL keys to
select multiple groups in the list.

l The selected group(s) display in theGroups to import box. If you have added a group by
mistake, you can select it and click Remove.

Administrator's Guide Axiom Financial Planning │ 701



8. In theGroups to import section, click Role Mapping to define the role mappings for each selected
group:

l In the Role Mapping dialog, click the Add mapping icon in the top right to add a
mapping row to the dialog.

Administrator's Guide Axiom Financial Planning │ 702



l In themapping row, select a Directory Group to map, then select the following:
o The Axiom Role that you want the users to belong to. You can select None if you do

not want the users to be assigned to a role.
o The Subsystem that you want the users to belong to. This option is only present if

subsystems are enabled for your system.
o TheUser Type for the users. This means license type, such as a Standard license or a

Viewer license.
o The Authentication Type for the users,Windows User or SAML. If you want to use a

different authentication type, then you must update the users after importing to
assign them to the desired authentication type. You may be able to create a Save
Type 4 report to Axiom.Principals to update the users, and process that report
within the same Scheduler job, after the Active Directory import task is performed.
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l Repeat these steps for each group to be imported. If you want the users in a group to
belong to more than one role and/or subsystem, you can createmultiple mapping rows for
that group. If you need to remove a mapping row, select it and then click the Remove
mapping icon in the top right of the dialog.

l When you are finished defining mappings, click OK to return to the Scheduler task
properties.

The defined role mappings do not display in theGroups to import box. If you want to review or
edit the role mappings, click Role Mapping.

NOTES:
l If a group has multiple mapping rows to assign the users to multiple roles and/or

subsystems, then the specified user type and authentication type should be the same
on each row. If the user type or authentication type is different, then the entry on the
last processed mapping will be used.

l If a group has no defined role mappings, then the users will not be assigned to any roles
or subsystems. If the import creates new users without role mappings, the assigned
user type is Standard and the assigned authentication type is Windows User.

9. On theNotification tab of the Task Details, enter one or more email addresses to send a
notification when users have been added or synchronized due to running the Active Directory
Import task. Separatemultiple addresses with a semi-colon.
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When the import task is run, if any users are created or modified in the Axiom Financial Planning
system, an email notification will be sent to the addresses specified here. The email summarizes
the changes made. This email notification is independent of any job-level notification settings
(which notify based on overall job completion or failure).

We recommend setting up this task-level notification to send emails to the security administrator
(s) responsible for maintaining the security settings in Axiom Financial Planning, so that he or she
can define security settings for newly added users, validate changes made to existing users, and
perform any other follow-up tasks.

10. On the Preview Import tab of the Task Details, click Preview to see the changes that will bemade
to Axiom Financial Planning Security when the Active Directory Import task is run.

The preview feature is intended to help you verify that you have set up the task correctly. If the
reported changes are not as you expect, then you can review and adjust the task settings as
needed. No changes aremade to security when preview is run.

This completes the settings for the Active Directory Import task. However, there are a few general
job properties that should also be reviewed and completed as needed.
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11. In the left-hand pane, click Scheduling Rules. Using this section, you can define a scheduling rule
so that the job runs automatically as needed. Typically, organizations want the Active Directory
Import task to run regularly so that users are kept in sync.

Click Add to add a scheduling rule to the job, and then complete the rule as needed based on your
desired schedule. In the following example, this job will run Monday through Friday at 11:00PM.

12. In the left-hand pane, click Notification. Using this section, you can configure the notification
settings for the overall Scheduler job. The job-level notifications are intended to inform interested
parties when the job completes successfully or has errors. These notifications do not contain any
information about user changes to Axiom Financial Planning Security—to inform someone about
specific user changes, you must use the task-level notification settings as described in step 9.

By default, jobs are configured to send a notification whenever the job is run (Send all email
notifications). You can change the Job Notification Level as needed, and you can modify the
recipients, subject, and message. In the following example, a notification is only sent when the job
has errors.
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13. Complete any other job or task properties as needed. In most cases, the default settings are
sufficient.

14. Click Save. You can define a name for the job and save it to the desired location in the Scheduler
Jobs Library.

Once you save the job with an active scheduling rule, the job is immediately added to the schedule to
await the first scheduled execution time. You can see this scheduled instance on the Scheduled Jobs tab.

You can also run the job manually as needed by opening the job and clicking Run Once. Note that when
using Run Once, the job runs as the current user instead of the job owner, so you must have the
required permissions to perform the import.

For more information on what happens when the Active Directory Import task is run, see HowActive
Directory user synchronization works.

How Active Directory user synchronization works

This topic describes how newusers are created and how existing users are updated when an Active
Directory Import job runs in Scheduler.
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NOTE: The Active Directory domain name is always used to determinematching users for purposes
of the Active Directory import. If a user namematches but the domain does not, that user is not
considered to be a matching user.

� Creating new users via Active Directory import
For each unique user name in the import, Axiom Financial Planning looks for a matching user name in
Axiom Financial Planning Security. If no match is found, then a new user is created. If a match is found,
then the user synchronization behavior applies as detailed in the following section.

New users are created with the following user properties:
l Login (from Active Directory)
l Domain (from Active Directory)
l First name (from Active Directory)
l Last name (from Active Directory)
l Email address (from Active Directory)
l License Type (from Scheduler task settings)
l Authentication (from Scheduler task settings)
l Enabled (from Scheduler task settings)
l Assigned Roles (from Scheduler task settings)
l Assigned Subsystems (from Scheduler task settings)
l Directory Sync Enabled (assumed as enabled)

NOTE: The imported user's domain does not display in the Security dialog, but it is stored in the
database and can be reported upon by use of an Axiom query to the Axiom.Principals table. The
relevant domain also displays before each user namewhen using Open Security in Spreadsheet. The
domain is stored in case of a situation where two users with the same user name are imported from
different domains.

� Synchronizing users via Active Directory import
If a user name in the Active Directory import matches an existing user name in Axiom Financial Planning
security, then that user will be updated ONLY if theDirectory Sync Enabled check box remains selected
for thematching user. Matching users are updated as follows:

l User Properties: If the first name, last name, or email address has changed in Active Directory, it is
updated in Axiom Financial Planning.

l User License Type: If the assigned user license type for the Active Directory group has changed,
then the license type is updated in Axiom Financial Planning.

l Authentication Type: If the assigned authentication type for the Active Directory group has
changed, then the authentication type is updated in Axiom Financial Planning.
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l Role and Subsystem Assignments: The user's role and subsystem assignments are updated as
follows:

o If a role or subsystem assignment has been added for the Active Directory group, the user
is assigned to that role or subsystem.

o If a role or subsystem assignment has been removed from the Active Directory group, the
user is only removed from the role or subsystem if another group is mapped to that same
role or subsystem (and the user does not also belong to that other group). If the previously
assigned role or subsystem is not present in themappings at all, then the user is not
removed from the role or subsystem.

o If the user no longer belongs to the Active Directory group, and that group's role or
subsystem mappings still exist, then the user is removed from those roles and subsystems
(unless the user belongs to another Active Directory group in the import that is mapped to
the same roles and subsystems).

l Disabled Users: If the user is disabled in Active Directory, then the user is disabled in Axiom
Financial Planning. If the user is disabled in Axiom Financial Planning but enabled in Active
Directory, then the user will either be re-enabled or left as disabled depending on whetherNever
Enable Users is checked in the Scheduler task settings.

If theDirectory Sync Enabled check box is cleared for thematching user, then that user will be ignored
by the Active Directory synchronization process and left as is.

If theDirectory Sync Enabled check box is selected for a user and that user does NOTmatch a user name
in the Active Directory import, then the user is disabled. If you still need the user account, you can re-
enable the user and clear the Directory Sync Enabled check box so that the user will be ignored by future
imports.

NOTES:
l Rolemappings are processed in role ID order. If a group has multiple mappings, and the user

license type or authentication type does not match on all of themappings, then users in the
group will be assigned to the license type and authentication type associated with the last-
processed role.

l If a role mapping uses a subsystem-specific role, users will be assigned to that role regardless
of whether they also belong to the associated subsystem. This creates an invalid security
configuration that must be corrected after the import.

� Editing imported users
Once an imported user has been created in Axiom Financial Planning, you can edit the user's permissions
in Security as appropriate.
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You can assign the user to additional roles and/or subsystems, and those additional assignments will
persist through subsequent imports. However, if the user is part of an import that contains a mapping
with those roles or subsystems, and the user is not in the group affected by that mapping, then the user
will be removed from those roles or subsystems.

You can edit user properties such as name, email, and authentication type, however, these changes will
be overwritten the next time the Active Directory import task is run, assuming that Directory Sync
Enabled is still checked for the user.

If you do not want the user to be synchronized with Active Directory anymore, but you still want the user
to be active in Axiom Financial Planning, then you should clear theDirectory Sync Enabled check box for
the user. Once this option is disabled, the user will be ignored by the import and will be treated like a
manually created user.

� Treatment of manually created users
If Active Directory Import is enabled for your system, you can still manually create users and exclude
them from the Active Directory import and synchronization process by clearing theDirectory Sync
Enabled check box for the user. The user will be ignored by any future Active Directory Import jobs.

If you manually create a user and leave theDirectory Sync Enabled check box selected, then the user will
be treated as follows the next time an Active Directory Import job is run:

l If the user matches a user name in the Active Directory import, then the user will remain active
and will be synchronized with Active Directory.

l If the user does not match a user name in the Active Directory import, then the user will be
disabled.

Using LDAP Authentication

You can enable LDAP Authentication for Axiom Financial Planning, so that users are authenticated
against your LDAP server when launching Axiom Financial Planning.

NOTE: LDAP Authentication is not supported for use with Axiom Cloud systems.

� LDAP Authentication behavior
When the Axiom Financial Planning login screen displays, users must enter their LDAP user name (with or
without the suffix) and their LDAP password. If the LDAP user namematches a user name in Axiom
Financial Planning, then the credentials are passed to LDAP for authentication into Axiom Financial
Planning.
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If the LDAP Authentication configuration for Axiom Financial Planning only allows one LDAP suffix, then
that suffix will be used for all LDAP authentication. The user can include the suffix or not when logging in,
and the Axiom user name can contain the suffix or not. Axiom will automatically append the suffix as
needed when sending the credentials to LDAP for authentication. However, if multiple suffixes are
allowed, then the suffix must be specified using any of the following approaches:

l The user must specify the appropriate suffix using theDomain selection list. This is an optional
login setting that can be enabled for your installation. For more information, see Domain selection
list.

l The user must include the suffix as part of their user namewhen logging in.
l The user names in Axiom Financial Planning must include the appropriate suffix for each user.

Users must enter their credentials each time they log in, unless they select Remember me to store their
credentials for future use. For more information, see Remember me.

� Setting up LDAP Authentication
The following summarizes the setup process for LDAP Authentication.

To set up LDAP Authentication:
1. LDAP Authentication must be enabled for the system.

LDAP Authentication can be enabled during the Financial Planning Application Server installation.
If it was not enabled during the installation, you can configure it later using the Configure
Authentication Methods page of the Financial Planning SoftwareManager. For more information,
see the Installation Guide.

When you enable LDAP Authentication, you must specify the connection string to the LDAP
server, as well as a user name and password for the connection. You must also specify the allowed
suffix(es) for user names.

2. In security, Axiom Financial Planning users must be set up as follows to support LDAP
Authentication:

l The user's Axiom Financial Planning login namemust match their LDAP login name.

The user name can contain the LDAP suffix or not as desired. Note that the user namemust
include the suffix if there is a naming conflict with another user who is configured with a
different authentication type (or with a different LDAP suffix). For example, if you have an
Axiom Prompt user jdoe, and you have an LDAP user jdoe, then the LDAP user must
include the suffix on their user name to differentiate the two users.

l The user's Authenticationmethod must be set to LDAP Prompt. This is the default setting
for new users if your installation is enabled for LDAP Authentication.

All users who are assigned to the LDAP authentication type will be authenticated by your designated
LDAP directory. This is the only way that these users can log in—they cannot log in using an internal
Axiom Financial Planning password.
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If you need to test the security settings of an LDAP authentication user, you can use the Log in as
selected user feature to log in to Axiom Financial Planning as that user. For more information, see
Testing user security.

Using SAML Authentication

You can enable SAML Authentication for Axiom Financial Planning, so that users are authenticated based
on a designated identity provider (such as Shibboleth or Windows Active Directory Federation Services).
This option is only supported for use with Axiom Cloud systems.

� SAML Authentication behavior
SAML Authentication (Security Assertion Markup Language) is a web-based authentication method.
Users access Axiom Financial Planning by going to the AxiomWeb Client in a browser. Users must enter
their user name and password for their identity provider. Once they are authenticated, if the user name
matches a user name in Axiom Financial Planning, then the user can access the AxiomWeb Client or
install / launch the Axiom Excel Client or Windows Client from the web page.

Users assigned to SAML Authentication can only access Axiom Financial Planning from the web. The Excel
Client and Windows Client cannot subsequently be launched using a shortcut on the user's computer;
the user must continue to log into the AxiomWeb Client in order to start the Desktop Client. When using
SAML Authentication, you may want to configure the Financial Planning Application Server installation so
that no shortcuts are placed on user computers during the client installation, since users will not be able
to use these shortcuts.

� Setting up SAML Authentication
The following summarizes the setup process for SAML Authentication.

1. SAML Authentication must be enabled for the system.

For Axiom Cloud systems, Axiom Support will enable SAML Authentication for you as part of the
system setup, if that is your chosen authentication method.

2. Complete any additional configuration requirements to enable SAML Authentication.

SAML Authentication requires additional setup steps. These steps differ depending on the
designated identity provider. Please contact Axiom Support for assistance in completing the SAML
Authentication setup.

3. In security, Axiom Financial Planning users must be set up as follows to support SAML
Authentication:

l The user's Axiom Financial Planning login namemust match their login name for the SAML
identity provider (with or without an @suffix as appropriate).

l The user's Authenticationmethod must be set to SAML.
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If you need to test the security settings of a SAML Authentication user, you can use the Log in as
selected user feature to log in to Axiom Financial Planning as that user. For more information, see
Testing user security.

� Logging in as an Axiom Prompt user when SAML Authentication is enabled
You can also set up Axiom Prompt users when SAML Authentication is enabled, such as to allow Axiom
Support to access the system without giving them credentials for the SAML identity provider. These
users must go a special area of the web site in order to log in:

https://ServerName/Axiom/Home/Login

Where ServerName is the name of your Axiom Application Server and Axiom is the name of the
virtual directory.

Using OpenID Authentication

You can enable OpenID Authentication for Axiom Financial Planning, so that users are authenticated
based on a designated OpenID provider (such as Google OpenID Connect).

� OpenID Authentication behavior
OpenID Authentication is a web-based authentication method. Users access Axiom Financial Planning by
going to the AxiomWeb Client in a browser. Users must enter their user name and password for their
OpenID provider. Once they are authenticated, if the user namematches a user name in Axiom Financial
Planning, then the user can access the AxiomWeb Client or install / launch the Axiom Excel Client or
Windows Client from the web page.

Users assigned to OpenID Authentication can only access Axiom Financial Planning from the web. The
Excel Client and Windows Client cannot subsequently be launched using a shortcut on the user's
computer; the user must continue to log into the AxiomWeb Client in order to start the Desktop Client.
When using OpenID Authentication, you may want to configure the Axiom Application Server installation
so that no shortcuts are placed on user computers during the client installation, since users will not be
able to use these shortcuts.

� Setting up OpenID Authentication
The following summarizes the setup process for OpenID Authentication.

1. OpenID Authentication must be enabled for the system.

For on-premise systems, OpenID Authentication can be enabled during the Axiom Application
Server installation. If you did not enable it during the original installation, you can use Repair to
change the installation to enable it. For more information, see the Installation Guide.

When you enable OpenID Authentication for Axiom Financial Planning, you must specify the Client
ID and Client Secret for your OpenID provider.
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For Axiom Cloud systems, Axiom Support will enable OpenID Authentication for you as part of the
system setup, if that is your chosen authentication method.

2. Complete any additional configuration requirements to enable OpenID Authentication.

At minimum, you must configure the OpenID provider with the redirect URI to the Axiom Financial
Planning login page (such as <URLtoAxiom>/openid/login). Other setup steps may be
necessary, depending on your particular configuration. Please contact Axiom Support as needed
for assistance in completing the OpenID Authentication setup.

3. In security, Axiom Financial Planning users must be set up as follows to support OpenID
Authentication:

l The user's Axiom Financial Planning login namemust match their login name for the
OpenID provider, including the@suffix.

l The user's Authenticationmethod must be set to OpenID.

If you are an administrator and you need to test the security settings of an OpenID Authentication user,
you can use the Log in as selected user feature to log in to Axiom Financial Planning as that user. For
more information, see Testing user security.

� Logging in as an Axiom Prompt user when OpenID Authentication is enabled
You can also set up Axiom Prompt users when OpenID Authentication is enabled, such as to allow Axiom
Support to access the system without giving them credentials for the OpenID identity provider. These
users must go a special area of the web site in order to log in:

https://ServerName/Axiom/Home/Login

Where ServerName is the name of your Axiom Application Server and Axiom is the name of the
virtual directory.

Login behavior options

The following options apply to all authentication types except SAML and OpenID Authentication.

� Domain selection list
When a user logs in, Axiom Financial Planning looks for a matching user namewithin Axiom security and
applies the specified authentication type for that user. For LDAP Authentication and Windows
Authentication, if only one allowed domain or suffix is specified, that information can be assumed and
the user does not need to include it when logging in. If multiple domains or suffixes are specified, then
the user must include that information as part of their user name. For example:
DomainName\UserName for Windows Authentication.

Alternatively, you can configure your system so that all users must specify their authentication type /
domain when logging into Axiom Financial Planning, using theDomain selection list. The Domain
selection list displays the following:

l Axiom Named User (for Axiom Prompt login)
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l Each allowed Windows Authentication domain (ifWindows Authentication is enabled for the
installation)

l Each allowed LDAP suffix (if LDAP Authentication is enabled for the installation)

When the Domain selection list is enabled, the user must make the appropriate selection in order to log
in. For example, a Windows Authentication user must select their Windows domain name. Because it is
specified separately, the domain or suffix does not need to be added to the user name, even when there
aremultiple allowed domains or suffixes.

The following screenshot shows an example of the Domain selection list. In this example, the installation
has enabled Windows Authentication with two allowed domains. The two domain names display on the
selection list as well as the choice to log in as an Axiom Named User.

The Domain selection list can be enabled or disabled using the
AuthenticationDomainSelectionListRequired system configuration setting. By default this is set to False,
which means the Domain selection list only displays if your system contains duplicate user names that
require the domain to be specified to differentiate those users. If you set this to True, then the Domain
selection list displays at all times.

If the Domain selection list is enabled, and ifWindows Authentication is enabled for the installation, then
by default the user's current domain will be selected in the list (if that domain is one of the allowed
domains). Otherwise, the first option in the list is selected by default. Options are ordered as follows:
LDAP suffixes, Windows domains, Axiom Named User.
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� Remember me
Users can optionally select Remember me at the login screen to store their Axiom Financial Planning
authentication for future use. This information is encrypted and only applies to the current user for the
current machine. The next time the user starts Axiom Financial Planning on the current machine, they will
not be prompted to log in.

Although all Axiom Financial Planning clients have a Remember Me check box on the login screen, note
that the remembered status is stored separately for access to theWeb Client versus the Desktop Client.
For example, a user can choose Remember Mewhen logging into the Excel Client, and then that user will
not be prompted when subsequently accessing either the Excel Client or theWindows Client. However, if
the user attempts to access theWeb Client, they will be prompted for credentials (and can then choose
to be separately remembered for theWeb Client).

NOTE: Logging out of a client will clear the remembered status for that client type. Although the Excel
Client and Windows Client do not have an explicit log out feature, logging out of theWord or
PowerPoint add-in will clear the remembered status for the Desktop Client (but only if you are not
also currently logged into another instance of the Desktop Client).

If you do not want users to have access to the Remember Me option, so that they must log in each time,
then you can disable the feature by setting the system configuration setting ShowRememberMe to
False. This will hide the option from the various login screens. Keep in mind that if a user has already
used the Remember Me option, hiding the setting will not clear the user's stored credentials. The user
will continue to be remembered until they log out and cause their credentials to be cleared.

Filters
This section contains reference information for creating filter criteria statements. Security settings for file
groups and tables can use filters to determine access.

Filter criteria syntax

Several areas of Axiom Financial Planning use criteria statements to define a set of data. The syntax for
these criteria statement is as follows:

Table.Column='Value'

l Table is the name of the database table.
l Column is the name of the column in the database table.
l Value is the value in the column.

If the column is String, Date, or DateTime, the valuemust be placed in single quotation marks as shown
above. If the column is Numeric, Integer (all types), Identity, or Boolean, then the quotation marks are
omitted.
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For example:
l To filter data by regions, the filter criteria statement might be: DEPT.Region='North'. This

would limit data to only those departments that are assigned to region North in the Region
column.

l To filter data by a single department, the filter criteria statement might be: DEPT.Dept=100. This
would limit data to only department 100.

If the table portion of the syntax is omitted, then the table is assumed based on the current context. For
example, if the filter is used in an Axiom query, then the primary table for the Axiom query is assumed. If
the current context supports column-only syntax, and the specified column is a validated key column,
then the lookup table is assumed.

� Operators
The criteria statement operator can be one of the following: =, >,<,<>,<=,>=. Greater than or less than
statements can only be used with numeric values. For example:

ACCT.Acct>1000

SQL IN and LIKE syntax can also be used. For example:
DEPT.Region IN ('North','South')

� Compound criteria statements
You can use AND and OR to combinemultiple criteria statements. If you are creating long compound
criteria statements with multiple ANDs or ORs, you can use parentheses to group statements and
eliminate ambiguity. For example:

(DEPT.Region='North' OR DEPT.Region='South') AND (ACCT.Acct=100 OR
ACCT.Acct=200)

NOTES:
l When filtering on multiple values in the same column, you must use OR to join the

statements, not AND. In the example above, if the statement was instead
DEPT.Region='North' AND DEPT.Region='South', that statement would return no
data because no single department belongs to both the North and South regions. When you
use OR, the statement will return departments that belong to either the North or the South
regions.

l Alternatively, you can use the SQL IN syntax to create a compound statement for values in the
same column. For example, the statement DEPT.Region='North' OR
DEPT.Region='South' can also be written as DEPT.Region IN ('North','South').
The Filter Wizard uses IN syntax by default.
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� Using criteria statements in functions
If you are using a criteria statement in a function, such as GetData, you must place the entire criteria
statement in double quotation marks. For example:

=GetData("Bud1","DEPT.Region='North'","GL1")

You can also place the criteria statement in a cell and then use a cell reference in the function. In this
case, you do not need to use double quotation marks in the function, unless you are concatenating text
and cell reference contents within the function.

� Referencing blank values in filters
If a string column contains a blank value, you may want to create a filter that includes or excludes records
with these blank values. For SQL Server, the blank value is stored as an empty string. This empty string is
indicated with empty quotation marks in the filter. For example: ACCT.CMAssign='' or
ACCT.CMAssign<>''

If you use the Filter Wizard to construct the filter, it will automatically use the appropriate syntax.

� Referencing values with apostrophes in filters
If a string column contains a value with an apostrophe (such as O'Connor), then that apostrophemust
be escaped with another apostrophe so that it is not read as the closing apostrophe for the filter criteria
statement. For example:

Dept.VP='O'Connor'

Invalid. This construction does not work because Axiom Financial Planning reads it as Dept.VP='O'
and then does not knowwhat to do with the rest of the text.

Dept.VP='O''Connor'

Valid. The extra apostrophe tells Axiom Financial Planning that the apostrophe is part of the string
value and is not the closing apostrophe.

NOTE: This syntaxmust use two apostrophe characters in sequence and not a double
quotation mark. If you create the filter using the Filter Wizard, Axiom Financial Planning will
construct the appropriate syntax for you.

� Referencing Date or DateTime values in filters
If your locale uses a date format where the first value is the day, filters using that date or date-time value
will not process correctly. Instead, the date or date-time valuemust be in standard format. Standard
format is YYYY-MM-DDTHH:MM:SS for DateTime and YYYY-MM-DD for Date.

If you use the Filter Wizard to construct the filter, it will automatically convert the date or date-time value
to the appropriate syntax.
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Filter variables

Axiom Financial Planning provides a set of filter variables that can be used in filter criteria statements
throughout the software. Currently, these variables allow filtering based on the current user.

For example, you may have a column on a plan code table such as Dept.Owner, which contains user
login names. When setting up plan file filters in security, you want each user to have a filter such as
Dept.Owner='UserName'. Without using variables, you would need to set up each user with a user-
level filter such as Dept.Owner='JDoe', Dept.Owner='RSandstone', and so on. With variables, you
can instead set up a single role-level filter such as Dept.Owner='{CurrentUser.LoginName}'. For
each user in the role, this filter will be resolved using that user's login name.

Filter variables can be used in any place that takes a filter criteria statement. For example, you can use
the variables to impact data queries in places such as Sheet Filters, Axiom query filters, Web Report data
source filters, Quick Filter, and GetData functions. You can also use the variables in utilities such as
Process Plan Files and Create Plan Files.

To use a filter variable, place the variable in curly brackets within the filter criteria statement. All other
filter rules still apply—for example, if the variable will resolve to a string value such as a user name, the
variable must be placed in single quotation marks. The filter must result in a valid filter criteria statement
once the variable is resolved to its current value.

Variable Resolved Value

{CurrentUser.EmailAddress} The email address of the current user.

{CurrentUser.FirstName} The first name of the current user.

{CurrentUser.LastName} The last name of the current user.

{CurrentUser.LoginName} The login name of the current user.

{CurrentUser.PrincipalID} The database ID of the current user.

{CurrentUser.QualifiedLoginName} The qualified login name of the current user
(domain\username). If the user does not have a defined
domain, the regular login name is used.

Setting up home pages for Axiom Financial Planning
When a user logs into Axiom Financial Planning, a home page opens automatically. This home page can
be customized for your installation. Additionally, you can designate alternate home pages for different
users, as well as use different home pages for each Axiom Financial Planning client.
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� Home page priority order
When a user logs into an Axiom Financial Planning client, their home page is determined using the
following priority order. If the first item on the list is defined, then that file is used, otherwise the next
item on the list is used, and so on.

Desktop Client (Excel and Windows)
1. Security-assigned home page at the user level

2. Security-assigned home page for a role the user belongs to (excluding the Everyone role)

NOTE: If a user belongs to multiple roles, and more than one role has an assigned home page,
the home page of the "first" role is used (determined alphabetically by role name).

3. Security-assigned home page for the Everyone role

Axiom Financial Planning first cycles through items 1-3 looking for a Desktop Client Home Page
assignment. If no assignment is found, Axiom Financial Planning cycles through items 1-3 again,
this time looking for a Home Page assignment. If no security home page is found, Axiom Financial
Planning continues to the next item.

4. Default home page in the Axiom System directory
l In theWindows Client, Axiom Financial Planning checks \Startup\Home\Windows
Client first, then moves on to \Startup\Home.

l In the Desktop Client, Axiom Financial Planning checks \Startup\Home\Excel Client
first, then moves on to \Startup\Home.

If no valid home pages are found for the Desktop Client, a blank spreadsheet is used.

Web Client
1. Product-assigned home page

This item only applies in systems with installed products. If a product area in theWeb Client has a
designated home page, that home page takes precedence over all other home page assignments.
When the user logs into theWeb Client, they see the home page for their default product area.

2. Security-assigned home page at the user level

3. Security-assigned home page for a role the user belongs to (excluding the Everyone role)

NOTE: If a user belongs to multiple roles, and more than one role has an assigned home page,
the home page of the "first" role is used (determined alphabetically by role name).

4. Security-assigned home page for the Everyone role
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For theWeb Client, only theHome Page assignment is considered for items 1-3. TheDesktop
Client Home Page is ignored. The Home Page assignment must be a web-enabled file in order to
be used as theWeb Client home page. If no valid assignment is present in Security, Axiom
Financial Planning continues to the next item.

5. Default home page in the Axiom System directory

In theWeb Client, Axiom Financial Planning checks \Startup\Home\Web Client for a web-
enabled file, and uses that file as the home page if present. The \Startup\Home directory is
ignored in this case, even if the file in that directory is web-enabled. If no valid home page is
present in the Axiom System directory, Axiom Financial Planning continues to the next item.

6. Default Web Client home page provided by Axiom Software

This page displays the user's notifications and web favorites. This built-in page is only used as the
home page if no other home page assignment is found. For more information, see home page (in
Web Client help).

� Assigning home pages in Security
You can assign alternate home pages on a per user or role basis within Security. If a home page is
assigned in Security, it takes precedence over the default home files in the Startup directory.

The Startup tab of the Security Management dialog has two settings to assign a home page to users:

Item Description

Home Page This "global" home page is used in all clients, unless a Desktop Client Home Page
is also specified.

If you want this home page to display in theWeb Client, the selected file must
be web-enabled (either an Axiom form or a web report). If the file is not web-
enabled, then the assignment will be ignored for purposes of theWeb Client.

Desktop Client
Home Page

This home page is used in the Desktop Client only (Windows Client or Excel
Client), overriding the Home Page assignment.

For more information on assigning an alternate home file in Security, see the Security Guide.

� Using default home files in the Startup folders
You can optionally place default home files in the Startup folders. These files will be used as home pages
for users who do not have home page assignments in security.

By default, the Startup folders contain a single system file: \Axiom\Axiom
System\StartUp\Home\Home.xlsx. You can customize this file for your system as desired, or replace
it with a different file. You can also optionally use different Home files on a per client basis.
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To define different default Home files, you can place files in the following folders within the Axiom System
directory. Each folder should only contain a single file. These files can be named whatever you like (it is
not necessary to name them Home.xlsx).

Folder Description
\Startup\Home The file in this folder is used as the home page when the Desktop

Client is launched, if:
l The user does not have a specified home page in Security.
l The applicable client-specific Home folder is empty.

The file in this folder is ignored in theWeb Client, even if the file is
web-enabled.

\Startup\Home\Web
Client

The file in this folder is used as the home page when theWeb Client
is launched, if the user does not have a web-enabled home page in
Security.
This folder does not contain a file by default. If you want to use a
Web Client-specific Home file, you must copy or import a file to this
location. Any file saved to this location must be an Axiom form or a
web report, or else it will be ignored.

\Startup\Home\Excel
Client

The file in this folder is used as the Home file when the Excel Client is
launched, if the user does not have a web-enabled home page in
Security.
This folder does not contain a file by default. If you want to use an
Excel Client-specific Home file, you must copy or import a file to this
location.

\Startup\Home\Windows
Client

The file in this folder is used as the Home file when theWindows
Client is launched, if the user does not have a web-enabled home
page in Security.
This folder does not contain a file by default. If you want to use a
Windows Client-specific Home file, you must copy or import a file to
this location.

NOTES:
l Only one file can be used as the home file in each of the \Startup\Home folders. If any of the

Home folders contain multiple files, the file with the smallest document ID is used.

l If you want to use a form-enabled home file in the Desktop Client, you must assign the file via
Security. If you place a form-enabled file in the \Startup\Home folders, it will be opened as a
spreadsheet file instead of as a form. (The exception to this is theWeb Client folder, where the
file must be form-enabled and only opens as a form.)
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Designing home pages for Axiom Financial Planning
Home files are designed using Axiom reports. They can be regular spreadsheet reports, form-enabled
reports, or web reports. Your organization may use one Home file for all users, or you may usemultiple
Home files that are designed for different roles.

� Using spreadsheet reports as home files
You can use almost any Axiom Financial Planning feature in a spreadsheet home page. For example, you
can use Axiom queries and other query methods in the home page to show current data that refreshes
when the file is opened.

The primary goal of the home page should be to communicate information, not to perform tasks. The
home page can be graphical and use text to communicate information about the planning process to
your end users. Some features, such as save-to-database, cannot be performed in spreadsheet home
pages.

The default Control Sheet is automatically hidden for any spreadsheet file that is used as the home page.
You do not need to manually hide this sheet when designing a spreadsheet Axiom report to be used as a
home page.

NOTE: If a spreadsheet home page has refresh variables, the refresh variables cannot be displayed
when the file is opened. If the file is configured with Refresh Forms Run Behavior of
OnManualRefreshAndOpen orOnOpenOnly, the variables will not display and the refresh-on-open
query will not be run.

� Using Axiom forms as home pages
Many clients use Axiom forms as home pages, because the web presentation is well-suited to the
purpose of a home page, regardless of which client you are using. Web pages can present summary
information in a more attractive and user-friendly way than a spreadsheet.

Additionally, Axiom forms provide pre-built support for certain information that is commonly included in
home pages, such as:

l Announcements
l Current process tasks

Although it is possible to present this information in spreadsheet home pages, it requires developing a
custom solution. Axiom forms support standardized, configurable components that are specifically
designed to present this information.
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� Editing home pages
You can edit home pages just like any other Axiom report. If you are using the default home page in the
Startup folder, only administrators can edit that file. If you are using custom home pages located in the
Reports Library and assigned via Security, access to those files is controlled using normal file security.

If the home page that you want to edit is a spreadsheet file, and it is currently open as your home page in
the Desktop Client, then you must first close the home page so that you can open the file with read/write
permissions.

1. Click the X button on theHome file tab to close the home page (or right-click the file tab and click
Close). Note that you must have at least one other file open before you can close the home page
(otherwise Axiom Financial Planning will close if no files are currently open).

2. Open the file using Axiom Explorer, and edit it as desired. Once you have finished your edits, save
and close the file.

3. You can now re-open the file as the home page by clicking Show Home in the Axiom ribbon.

Because you have reopened the home page, you will see your edits immediately. Other users will see the
changes the next time that they log in (or if they close and then reopen the home page within their
current session).

NOTE: If the home page has been configured as non-closeable in Security, then you will not be able
to close it. In this case, you must use Save As to save the home page with a different name, then
make your edits in that file. To replace the existing file with your new file, you should export the new
file, then rename it locally to have the same name as the original file, then import it over the original
file. This process will retain the document ID of the original file.
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