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Rolling forward to a new fiscal year

IMPORTANT: Upgrade Axiom to the most current release, and then follow these steps. Also make
sure you're not in an active budget cycle.

As part of the implementation process, a Syntellis Implementation Consultant helps you create a budget
file group for the current year, as discussed the section "Setting up budget plan files" in the online help.

For the next or subsequent file year, however, there are steps you need to complete to set up next year's
file group. These steps include the following:

1. Archive the current year plan file
2. Prepare for the next fiscal year
3. Review other system areas
NOTE: To populate the Bud_Pay27 tables with budgeted hours, we recommend that you run the

Monthly to Biweekly utility located in the Reports Library > Management Reporting Utilities > Payroll.
For more information, see "Payroll utilities" in the online help.
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Running the Budget Checklist
process

Use this process to walk you through the steps needed to create plan files for the next budgeting season.
The Budget Checklist process displays all of the steps to complete on the left side of the window. Those

steps that include sub-steps are indicated with an arrow icon, which you can click to expand or contract
the list.

To run the Budget Checklist process:

1. Inthe Bud Admin task pane, in the Prepare Budget Plan Files section, double-click Budget
Checklist.

Prepare Budget Plan Files a
(27 Build & Process Budget Plan Files
?Rwiew Preliminary Budget
' Recalculate Budgets (as need
&7} Budget Process Checklist I

2. Inthe Process Owner field of the Process Properties tab, do one of the following:
o To assign a specific user as process owner, click Select User.

« To assign users with specific roles as process owners, click Select Role.

NOTE: You must assign a user or role before you can run this process.

A | Edit Process

7 X
| Edit the definition of process "Budget Checklist'.
=
This process is currently inactive, Start process
¥ 23t process

Process Properties | Process Steps | Notifications

Process Name | Budget Checklist

Display Name | Budget Checklist

Description

[2] Process Owner |Admin Admin Select Role... h

Configuration Properties

[] Allow step owners to see all steps in the process task pane

Default Process Assignment | <none selected> V4

3. Click Start Process in the upper right corner of the dialog.
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A | Edit Process

gl Edit the definition of process ‘Budget Checklist’.

ﬂ This process is currently inactive.

Process Name | Budget Checklist

Display Name | Budget Chacklist

Description

[2] Process Owner |Admin Admin

* Start process

Process Properties | Process Steps | Notifications

St ok

4. Atthe Start process '‘Budget Checklist' prompt, click OK.

5. As you complete each step, click Complete step in the upper right corner of the screen.

TIP: An arrow icon displays next to steps that contain sub-steps. Click the icon to expand or
contract the list of sub-steps.

NOTE: You can skip steps that do not apply to your organization.

A | Process Status

(g—}l Process status details for process 'Budget Checklist’.

P Process is Active

Started on 6/17/2019 by Admin Admin

Edit process definition

(@) Stop process @ Pracess history

#l +/ Completestep | Move current step 4% Regenerate tasks

[2) Open report

=} 1- Change Year and Period =)
No due date

» [ 2 - Prepare Data for Budget Go-Live i

Not yet started

» O 3 - Reconcile Data <t

Not yet started

[ 4- Create one plan file for each labor tab ter

Not yet started

[ 5 - Process one plan file for each labor tab te

Not yet started

[ 6 - Create Plan files using the scheduled job

Not yet started

[B) 1- Change Year and Period (Report Step) Status Active

Step Details
Associsted Repert Ve

[ Assigned Role B
[, Due Date (r

Step Activity

01915:45 = Step 1 (Change Year and Period) activated

dmin Admin

6. Inthe Process Action dialog, you can enter any details about the step you performed, and click

OK.

TIP: The dialog also displays the next step in the process.
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A | Process Action *

@ Mark process step as completed in process 'Budget Checklist'.

Current Step MNext Step
B Change Year and Pericd V=) Create one plan file for each labor ta
& Admin Admin (admin) & Admin Admin

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

1000 characters remaining

| QK || Cancel |

7. Ifyou need to stop the process as you work on the different steps, click Stop process in the upper
left corner above the list of steps. This places the process in an inactive status until you are ready
to start the process again.

e
TIP: To view a report of the process history, click Process history in the upper left corner above

the list of steps.

A
A | Process Status ? x
m Process status details for process 'Budget Checklist’.
P Process is Active ed on 6/17/2019 by Admin Admin Edit process definition
|| (@) Stop process | @ Process history +/ Completestep i Move current step <% Regenerate tasks  [2] Open report .
= 1- Change Year and Period B . [E) 1- Change Year and Period (Report Step) Status Active

No due date

Step Details
» 1 2- Prepare Data for Budget Go-Live % Assacisted Report Vea Period.slse
Not yet started

[EE Assigned Role Budgeting Admin
+ [ 3- Reconcile Data #2+ FG DueDate  (no due date)
Not yet started

8. Atthe Are you sure that you want to stop this process? prompt, click OK.
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1. Archiving current year plan files

The Archive Current Year Plan Files command allows you to convert the current plan files in a file group to
static snapshots of the files, for viewing only. This command is intended to be used in cases where
planning is finished for the file group, but you still want the ability to view the finalized plan files.
However, you do not want the plan files to be updated with new data or save data to the database.

When you run this command, the system first creates a plan file restore point, so that you can restore
the plan file if a user accidentally executes it. Then, the system opens each plan file and normal "open
processes" occur, including applying default views, hiding sheets, and executing refresh-on-open Axiom
queries and data lookups.

NOTE: The plan file starts out in the same state it would be in if the user executing the command
opened the file normally.

The system then processes each plan file as follows:

o Converts all formulas in the plan file to values.

o Deletes all control sheets. This disables any process that depends on a control sheet, such as
Axiom queries or save-to-database.

« Disables refresh variables, action codes, and data lookups by prefixing the primary tags with an x.
For example: [xActionCodes].

o Applies workbook and worksheet protection, as configured on the original default Control Sheet.

o Saves the plan file in this static state.

When a plan file is opened after being archived by the command, data queries will not run because there
is no longer any Control Sheet, and no formulas are left to be calculated. Manually refreshing the file will
have no effect. Users can still save the file if they have read/write access to it, but save-to-database
processes will no longer execute because there is no longer any Control Sheet.

( I
IMPORTANT: The system processes all plan files using the permissions of the user who is executing

the command. This means that the plan files will be opened, refreshed, and then "frozen" based on
the permissions of that user. All users who open the archived files will see the plan files in the same
state. For example, if the "live" plan file used formulas to dynamically show and hide sheets based on

the current user's permissions, this will no longer apply to the archived file.
|\ J

To archive current year plan files:

1. Inthetask pane, in the Budget System Maintenance section, double-click Archive Current Year
Plan Files.
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Budget System Maintenance -~
DChange Payroll 27 Tables-Current Period

¥ AlView Dimension Tables
/. Dimension Maintenance
LI—_*'IReview Paytype Mapping

» AlValidation Tables

¥ A Other Dimension Utilities

| £ Archive Current Year Plan Files |h

2. Atthe Are you sure you wish to archive file group 'Budget-year' file group? prompt, to
continue, click Yes.

NOTE: The system determines the budget file group to archive based on the file group
associated with the current year's budget plan.

IMPORTANT: Confirm your File Group Alias for Current Year is pointed to the file group you
intend to archive.
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2. Preparing for the next fiscal year

If you are applying the update, then it is likely you are ready to prepare your system for the next fiscal
year. This section includes some of the common steps, but it may not be an exhaustive list so please
contact Syntellis Support with any questions.

Update system periods
Update year and period tables
Update payroll dates tables

o Update the current payroll schedule

The new budget file group is now active, but see 3. Reviewing other systems for the new fiscal year to
make sure all systems have been reviewed and updated before you begin working with the new budget

file group.

Updating system periods

To update system periods:

1. Inthe Admin ribbon tab, click Imports & Data Utilities > System Period/Year.

IMAIN

P »

Admin Task
Panes

ADMIN

< Axiom Assistant

BUDGET ADMINISTRATION

Home

Security Locked System Scheduler
- ltems  Browser

(T

™I C Y
Y
A ¥| Formula Bar £
Process Imperts & Data File ) System
Management * Headings Tools =

o5 | Table Current Periods
L | Data Utilities

& |Imports

Click image to view full size

Protection ~

i 0| m

Help Close

Recovery s
- Xom

13

kL
E

2. Inthe System Current Period dialog, modify the System Current Period, as applicable.
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8" Systemn Current Period

Change the value below to update the System Current Period,

Systern Current Period

Current Yalue |g Mews Yallue |g

System Current Year

Current Yalue 2017 Mew Yalue 2017

Cancel

Click image to view full size

In the Admin ribbon tab, click Import & Data Utilities > Table Current Periods.

VAN

ADMIN Home

0

Recovery

Panes * ems Browser Management = Utilities = Protection = Headings Tools ~

] > P Q| o
L)
E ) e g/ | Formula Bar d ‘!‘
Admin Task | Security Locked System  Scheduler Process Imports & Data File System Help Close
. I

Axiom SW

ECF? System Period / Year
« iviom Asstant © tome | [E2 e cren reris_| emm
IL. | Data Utilities ]
BUDGET ADMINISTRATION = Al
L | imports »
Documentation = -

Click image to view full size

Update the Financial, Payroll, and Provider (if applicable) table periods.

Setting year and period

Use this table to configure the following for your organization:

Set the fiscal year and the first month of the fiscal year
Define the number of work days in the current year, last year, and next year

Select the standard Full Time Equivalent (FTE) hours worked by employees in a year.

For Budget Planning, the 02 Budget Labor Configuration driver will use the default FTE scale
created in the Year/Period Form but allow for modifications to the default at the Global and

Budget Group level.

NOTE: The standard FTE hours you select in this worksheet displays as the default FTE Hours in the

Budget Labor Configuration.
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Fiscal Year franr] - Fiacal
Fiscal StartMonth | hudy . Cole L i Doncrigticn
i 1 Fi2 Actus
Day Type Calendar Days = [o:] F¥ Busdpet
FTE Scale Wepidy - P o ——
FTE Hours 40 Dottt i 40 howrs e wes FLE T Fy20
1Y 18 FY1E
¥ 19 i
L¥E 1]
Curment Year Last Year Mt ear . -
Working Dayr  WorkingDays  Working Days ) -
Tatinl by by 2009 Foerdl
7 i
] Augus 3 Carvent Last
] Sep " »n Serial Moot Quarter  Year Vear
4 3 z n 1 '
August 1 ]
[ ki z
T 1 aie
[ 1 1 o W
1 Ay 1 It
Fbras 0 " 1]
ik il %
i &3
Fbnary 3 - 3
- . = Wi
5 May 3 1 4 Ap 4
e | Wy 4 o
harse & 23 L]
i 284 159 |
Check 1o Hide ear fable Check 1o Hide Period lable

The FTE Hours you select are reflected on the following tabs in the plan file:

o Expense

o Jobcode

o Staffing

o Employee

e ProviderComp
o altEmployee
o HHLabor

To set year and period:
1. Inthe Management Reporting Admin task pane, in the Data Maintenance section, double-click
Update Year and Period Tables.
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Data Maintenance =
DChange Payroll 27 Tables-Current Penod
DUpdatE VCC Payroll Mapping Table
DUpdatE Payroll Dates Table
Update VCC Threshold Table
Update Year and Pericd Tables I
) Data Imports
J Manual Data Input
) Data Reconciliation

J Payroll Accruals & Aggregation
J Revenue & Usage Utilities

v w w ow

2. Inthe Primary Inputs section, complete the following options:

Option Description

Fiscal Year Select the fiscal year.

Fiscal Start Month Select the month in which the fiscal year starts.

Day Type Select Calendar Days or Work Days.

FTE Scale Select a Daily, Weekly, Monthly, or Yearly scale.

FTE Hours Use one of the option to input the FTE value associated with the

FTE Scale field selected above:

e To usethe standard of the number of days worked multiplied by a
40-hour work week divided by 7, type 2086.

o To use the standard 40-hour work-week multiplied by 52 weeks,
type 2080(default).

o Touseacustom FTE value, type it. To view multiple examples of
how to use this field, see the section Examples of custom FTE
scales below.

3. Inthe Working Days Inputs area, enter the number of working days for the current year, last
year, and next year for each fiscal month.

TIP: To hide the year and/or period tables, click the corresponding check boxes under the
Working Days Inputs section.

NOTE: When you select Work Days from the Day Type drop-down, Daily is the only available
option from the FTE Hours drop-down.

4. After making your changes, click Save.

» Examples of custom FTE scales

You can configure the FTE Scale to suit the needs of your organization in a variety of ways, here are some
examples:
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Yearly

To calculate a full-time equivalent based on the yearly scale, complete the following:
1. Inthe Day Type drop-down, select Calendar Days.
2. Inthe FTE Scale drop-down, select Yearly.

3. Inthe FTE Hours field, type 2085.714.

NOTE: The default of 2080 hours per year displays next to FTE Hours.

Fiscal Year 2020 i
Fiscal Start Month July v
Day Type Calendar Days
FTE Scale Yearly v
FTE Hours 2085.714 Default is 2080 hours per year

The system displays the monthly hours worked based on your configuration in the Period Table section.

focal Year Fiscal
iscal Start Month July ol L i
&y Type Calendar Days -
TE Scale Wearly
[TE Hours 2085. M4 Delault ks 2080 hours par year
Current Year Last Year Next Year )
Working Days ~ Working Days  Wawking Days
Serial Micath 20200 209 202
Current Year Last Year Mt Yoar
Serinl MoAth Quarter FTE Factor FTE Facter FTE Factor
255 269 169
[_ 209374 208501 2085 J

NOTE: After you save your changes, the system will display values based on this configuration in the
Period Table section.
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Daily

To configure a scale for 2080.5 instead of the standard 2086 (2085.71) scale, complete the following:

1. Inthe Day Type drop-down, select Calendar Days.

2. Inthe FTE Scale drop-down, select Daily.

3. Inthe FTE Hours field, enter 5.700.

Fiscal Year 2020 v

Fiscal Start Month July - Helpful text showing
suggested value

Day Type Calendar Days

FTE Scale Daily -

FTE Hours 5.714 Default is 5.7 hours per day

Edit box to enter
daily hours value

NOTE: The FTE Hours default for this configuration is 5.7 hours per day.

Fiscal Year 020 - Fiscal
Figcal Start Month  July - £ e Lt e
Dy Type: Calendar Days =
FTE Scale Daily L CYP
FTE Hours 57 | Defaut is 57 ouns par oty . )
Curmesd Year  Laat Yur Mot Year ) .
Workieg Days  Workdng Days  Workdng Days . i ;
Seriad Manth 2020 9 2n
: Current Year Last Year bext Vear
Serlal Month Cuarier FTE Fachor FTE Facher FTE Facior
T 23 y 1 R
Decembe 3 3 23 i a
2 Note: Leap Year hours e Do :
March will be assigned to | arwaary i
Feb. Feruary 3
5 .
69 769 ey b
| 208620 1.080.50 L080.50 |

NOTE: After you enter your Primary Inputs, the Period Table section displays the calculated results
in real time which allows you to view your configuration before saving data.
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Weekly

To configure an annual FTE of 2085.71 based on a weekly calculation of 40 hours per week, complete the
following:

1. Inthe Day Type drop-down, select Calendar Days.
2. Inthe FTE Scale drop-down, select Weekly.

3. Inthe FTE Hours field, type 40.00.

Fiscal Year 2020 v
Fiscal Start Month July v
Day Type Calendar Days -
FTE Scale Weekly v
FTE Hours 40 Defaultis 40 hours per week

NOTE: The default for this configuration is 40 hours per week.

Fiscal Year 2020 L Fincal
Code Fear L Description

Fiscal Start Month | Juty - -
Dy Typse: v
FTE Scale F
FTE Hours 4 Eeefaustl 5 40 Bours por wiek FLX Pl

Currend Fear Last Year Mext Year

Working Days  Working Days  Warrking Duys

Sarial Morith 2020 019 2021
Current Yoar Lacst Year Mext Yoar =
Serial Month Quarter FTE Facior FTE Factior FTE Facior
269 269 269 -
| 2,091 43 2085.71 208571 |

NOTE: After you save your changes, the system will display values based on this configuration in the
Period Table section.
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Monthly

To configure on a scale where employees work that same number of hours per month, in this example an
annual FTE scale set to 2080 hours, where the monthly FTE hours are 173.3333, complete the following:

1. Inthe Day Type drop-down, select Calendar Days.
2. Inthe FTE Scale drop-down, select Monthly.

3. Inthe FTE Hours text box, type 173.3333.

| s
Fiscal Year 2020 ¥
Fiscal Start Month July v
Day Type Calendar Days ~
FTE Scale Monthly d
FTE Hours 173.3333 Default is 160 hours per month (30
day menth)

NOTE: The default for this configuration is 160 hours per month (for a 30 day month).

Fiacal Year ki) - Fiscal
Fiscal Start Monih July v L) L 1 Ll
Diay Type Calendar Days =
FTE Scale Modthly -
FTE Hours 1733333 | Defaustis 180 Bours per month (30 Ax
o FRR .
¥E
Curmend Year Larst Year Heat Year .
Working Days  Working Days  Werking Days
Sarial Morith 0 |y W0
Current Year Last Yoar Rext Yoar
Seial Maonth Tuarier FTE Factor FTE Factor FTE Factor
Note the even spread of
hours each month except
leap year
¥
249 F 29
[ 208578 2,080.00 208000 I

NOTE: After you save your changes, the system will display values based on this configuration in the
Period Table section.
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Setting payroll dates

Use this table to manage your organization's pay period dates. This table is used in many of the
productivity and pay period reports.

( IMPORTANT: If your organization uses more than two cycles, it will not display in this table. ]

To set payroll dates:
1. Inthe Mgmt Admin task pane, in the Data Maintenance section, double-click Update Payroll
Dates Table.

Data Maintenance
DChange Payroll 27 Tables-Current Period
Update VCC Payrall Mapping Ta
Update Payroll Dates Table I
Update VCC Threshold Table
DUpdatE Year and Period Tables
J Data Impaorts
J Manual Data Input
| Data Reconciliation

J Payroll Accruals & Aggregation
| Revenue & Usage Utilities
DStandard Data Assessment

v wr v v w

2. For Cycle 1and Cycle 2, from the Select the initial period pay date drop-down, select the date for
Pay Period 1.

Cyclel Cycle2
7/2/2016 £ x | <<<Selectthe inttial period pay date 7/9/2016 g9 x | <<= Selectthe initial period pay date
0 v | <<<Select the number of days the Pay Date is after the Pay Period End Date 0 w | <= Select the number of days the Pay Date is after the Pay Period
Current Year Last Year Next Year Current Year Last Year
Pay Pay Period Current Year  Fiscal Pay Period Last Year Pay Period Next Year Pay Period CurrentYear  Fiscal Pay Period Last Year
Period End Date PayDate  Month End Date Pay Date End Date Pay Date End Date 2 PayDate2  Month2 End Date 2 Pay Date 2
1 7/2/2016 7/2/2016 1 7/4/2015 7/4/2015 72007 72007 7/9/2016 7/9/2016 1 7/11/2015 7/11/2015
7/16/2016 7/16/2016 1 7/18/2015 7/18/2015 7/15/2017 7/15/2017 7/23/2016 7/23/2016 1 7/25/2015 7/25/2015
3 7/30/2016 7/30/2016 1 8/1/2015 8/1/2015 7/28/2017 7/28/2017 8/6/2016 8/6/2016 2 8/8/2015
4 8/13/2016 8/13/2016 2 8/15/2015 8/15/2015 812/2017 812/2017 8/20/2016 8/20/2016 2 2
5 8/27/2016 8/27/2016 2 8/29/2015 8/29/2015 8/26/2017 8/26/2017 9/3/2016 9/3/2016 3

TIP: You can hide or show Cycle 1 and 2 using the toggle under the Save button.

3. From the Select the number of days the Pay Date is after the Pay Period End Date drop-down,
select the number of days.

4. After you make changes, click Save in the upper right corner of the page.
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Hide
Cyclel Cycle2 Higz
7/2/2016 [ x | <<<Selectthe initial period pay date 7/9/2016 B9 x | << Selectthe initial period pay date
o v | <<<Selectthe number of days the Pay Date is after the Pay Period End Date 0 v | << Selectthe number of days the Pay Date is after the Pay Period
Current Year Last Year Next Year Current Year Last Year
Pay Pay Period CurrentYear  Fiscal Pay Period Last Year Pay Period Next Year Pay Period CurrentYear  Fiscal Pay Period Last Year
Period End Date PayDate  Month End Date Pay Date End Date Pay Date End Date 2 PayDate2 Month2 End Date 2 Pay Date 2
1 7/2/2016 7/2/2016 1 7/4/2015 7/4/2015 7172017 7172017 7/9/2016 7/9/2016 1 7/11/2015 771172015
7/16/2016 7/16/2016 1 7/18/2015 7/18/2015 7115/2017 7115/2017 7/23/2016 7/23/2016 1 7/25/2015 7/25/2015
7/30/2016 7/30/2016 1 8/1/2015 8/1/2015 7/29/2017 7/29/2017 8/6/2016 8/6/2016 2 8/8/2015 8/8/2015
4 8/13/2016 8/13/2016 2 8/15/2015 8/15/2015 8/12/2017 8/12/2017 8/20/2016 8/20/2016 2 /222015 /222015
5 8/27/2016 8/27/2016 2 8/29/2015 8/29/2015 8/26/2017 8/26/2017 9/3/2016 9/3/2016 3 9/5/2015 9/5/2015

Configuring the current payroll period

Use the Change Payroll 27 Tables-Current Period utility to change the Payroll 27 tables current period.

NOTE: You must have the Administrator role profile to access this utility.

To configure the current payroll period:

1. Inthe Bud Admin or Management Reporting Admin task pane, in the Budget System
Maintenance section, double-click Change Payroll 27 Tables-Current Period.

Budget System Maintenance -
| [=|Change Payroll 27 Tables-Current Period |h

¥ AlView Dimension Tables
/. Dimension Maintenance
@Review Paytype Mapping

¥ Al Validation Tables

¥ A|Other Dimension Utilities
EE Archive Current Year Plan Files

NOTE: The utility opens in a separate browser window.

2. From the New Pay Period drop-down, select the current pay period.
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Set Pay Period

Use this form to change the Current Pay Period.

Current System Info: New Pay Period Info:

Current Pay Period: 18 New Pay Period: 18 M
1
12
13
14
15
16
17

3. Click Submit.
4. Atthe This may take around a minute to save prompt, click OK.

5. Atthe confirmation prompt, click OK.
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3. Reviewing other systems for the
new fiscal year

Refer to the budget checklist and all of the topics related to it. Although the budget file group is now
active, there remains a few system areas to review and possibly update.

o Bring data current —Bring the GL and Statistic data current.

o Verify Budget Control columns in the DEPT dimension table — Validate that the DEPT dimension
key Budget columns have been reviewed and updated.

o Verify the Budget Control columns in the ACCT, JOBCODE, and PAYTYPE dimension tables
o Load updated employee master data.

o Build 1-5 sample budgets for verification.

o Adjust dimension budget settings and driver information accordingly.
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