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Welcome to Axiom Capital Tracking

The Syntellis Axiom Healthcare Suite includes two different applications related to capital:

« Axiom Capital Planning —Supports Threshold and Non-Threshold capital planning, including
comprehensive process workflow and sophisticated capital approval decision making.

o Axiom Capital Tracking — Provides complete support for the capital requisition, funding
authorization, and tracking processes as well as interfaces directly with AP/MM systems.

These applications integrate with each other as well as the rest of the Axiom Healthcare Suite products
per the following diagram.

Targets
Axiom ) Axiom Budgeted Axiom Funded
Financial Planning Capital Planning Projects Capital Tracking Projects ERP System

Capital
Portfolio

Long-range finandal and capital Thresheld and Mon-Threshold Project funding release Project tracking
planning capital allecation

Approved
. Purch. Req. . . .
Axiom Purchasing Appm._fﬁ) Accounts Invoice ) Axiom

Capital Tracking ( . System POs Payable System Amourt
Nurnber

Capital Tracking

Purchase request entry
and approval

The individuals who will interact with the Axiom Capital Tracking most often include:

o Owner —The originator of a capital request, usually a manager or director.
o VP —Conducts initial reviews of capital requests submitted by managers and directors.

« Reviewers — Representatives of Information Systems, Facilities, and Clinical Engineering assigned
to review requests for feasibility.

o Capital Committee — A group of individuals assigned to review and prioritize all capital requests
across the organization.

o Purchasing — Representatives from purchasing and/or supply chain assigned to review purchase
requests.

o Capital Transfer — Transfers dollars across capital pools or projects.
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« Capital Accounting — Updates journal entry or capital invoice details that match to capital
projects.

o Approver —The party with ultimate sign-off authority for capital requests.

What is covered in this document

This manual is written for an Axiom Capital Tracking Administrator. These individuals in your organization
are tasked with configuring, maintaining, and controlling other users' access to Axiom Capital Tracking-
related features and data.

As an 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 different in your interface than it would for an end user.

What's new

Welcome to Version 2022.2 of Axiom Capital Tracking!

While no new functionality has been added or enhanced in this release, it does deliver enhancements
from Axiom Version 2022.2. For more information, see Axiom 2022.2 Release Notes.

Best practices for tracking capital projects

Though Axiom Capital Tracking is highly configurable, it does make a few very general assumptions as to
how your organization should structure the capital tracking process.

While every organization's situation is unique, it has been our experience that organizations typically get
the best results when their capital tracking process:

o Uses online capital project forms, capital purchase requests, and workflows.

« Monitors approval and tracking processes.

o Provides visibility and timely reviews of actual spend against budgeted and committed spend.
o Implements structured workflows.

o Interfaces directly with AP/MM systems.
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Getting Started

This section provides information on the basics of using Axiom Capital Tracking, such as:

o General system navigation and user interface

o Using spreadsheet plan files and report files from an end user perspective

Using general Axiom spreadsheet file features such as views, snapshots, and printing

« Viewing data using web-friendly reporting tools such as Web Reports and Data Explorer

This section is intended for all users who are getting started with Axiom Capital Tracking. For end users,
this section provides an ongoing reference for file-related tasks.

Understanding Threshold and Non-Threshold projects

A major principle underlying the design of Axiom Capital Tracking is how it handles Threshold and Non-

Threshold projects.

The following table explains the differences between these project types:

Project Type Description

Threshold (Pro Forma) .

Non-Threshold (Summary) .

60-80% of capital constraint
Usually about 30 projects system-wide
Requires in-depth, consistent analytics (pro forma)

System-level decision making (not entity level)

20-40% of capital constraint

Consists of all capital items not considered Threshold

Requires standardized information to facilitate efficient evaluation
Decentralized decision making (Entity and/or VP level)

While your organization can build your own forms and processes around each type of capital project
request, Axiom Capital Tracking provides standard templates for submitting, reviewing, and approving
Threshold and Non-Threshold projects.
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Home page
All users have a home page that opens automatically when you log into the Axiom Web Client.
Depending on your system, this home page may be one of the following:
o Aproduct-specific home page for an installed Axiom Capital Tracking product
o Acustom home page created specifically for your organization
o The default Axiom Capital Tracking home page

If you have any questions about your home page, please contact your system administrator.

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

| ) Home

G System Administration

If you are in a system with installed products, this 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.

NOTE: If you are an administrator looking for more information on how the home page is
determined, see Assigning alternate home pages (in Desktop Client Help).

» Default home page

If a user does not have an available web-enabled home page, then the default home page is used. The
default home page displays notifications, favorites, and quick links.

Administrator's Guide 2022.2 Axiom Capital Tracking | 9


https://help.axiom.cloud/help/2022.2/Help_Desktop/default_csh.htm#1318

axiom software

Axiom System: Axiom Software Test System

o Notifications All Unread Read § @ Quick Links * Favorites
@ 6seconds age a' Windows Client Look for the W icon to add to Favorites
Capital Request Approval process notification - 3 new
task(s) €k Excel Client Dashboard
You have 3 new task(s) in process 'Capital Request Approval’
Process task for CapitallD 11 (New machinery)
Process Step Name: Initial Request Expenses
Due Date: 3/12/2018
= - Report Builder
A 2minutes ago

Open
Expense variance alert for US West
Expense variance is over 8%, please review.

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

Example On- http://ServerName/Axiom/Home/Launchpage

Premise URL Where ServerName is the name of the Axiom Application Server, and Axiom is the

default name of the virtual directory.

Example Cloud https://CustomerName.axiom.cloud/Home/Launchpage

System URL Where CustomerName is the name of your cloud service system.

This page has the following features:

o Notifications: You can read and delete notifications using the same features available in the
Notifications panel.

o 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.

« Favorites: You can open and delete web favorites.

Launching Axiom Capital Tracking applications

You can launch various Axiom Capital Tracking applications from the Area menu in the Web Client,
including the Axiom Excel Client and Axiom Windows Client.
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AXIOM| Axiom Home Reports ~ o o @ 133

PRODUCT AREAS

Axiom System: Axiom Software Test System Home

Intelligence Center

o Notifications % Quick Links % Favor | —
A Window:

Notifications Delete all 5 Windows Client [ILLISGIRGER  LAUNCH

Agy Excel Client

Windows Client £
© Expense variance alert for US West
Open Excel Client =
Travel expense variance exceeds 8%
MS Word Add-In =
MS PowerPoint Add-in =
About Axiom Software @

Area menu with Launch section to launch various applications

The Launch section of the menu serves the following purposes:

o You can install the Axiom Capital Tracking Desktop Client from this menu as needed. After
installing the Desktop Client (Windows Client or Excel Client), you can continue to launch the client
from this location, or you can use other options to launch the client (such as a shortcut on your
desktop).

e You can install and launch Axiom Capital Tracking add-ins such as the add-ins for Microsoft Office
applications.

o If your system uses SAML or OpenlD authentication, this menu is the only way to launch installed
applications. When using SAML and OpenlD authentication, you must be authenticated using the
Web Client before you can launch a desktop application.

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 the menu will not be present in the navigation bar.

» Launching the Axiom Desktop Client

Using the Area menu, you can launch the Axiom Desktop Client. Click on one of the following items in the
menu:
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Item Description

Windows Client Launches the Axiom Windows Client on your desktop.

You must have the Windows Client Access security permission in order to see
this icon and launch the client. If you do not have this permission, the Windows
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 the Windows 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 the Web
Client. You can access the prerequisites download page from the Axiom Capital Tracking About box.

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

» Launching add-ins

Using the Area menu, you can launch Axiom Capital Tracking add-ins. Click on one of the following items
in the menu:

Item Description

MS Word Add-In Launches the Axiom Capital Tracking Add-In for Microsoft Word.

You must have the Word 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 Launches the Axiom Capital Tracking Add-In for Microsoft PowerPoint.

Add-In . . Lo
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.
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The Word and PowerPoint Add-ins are optional applications to support document integration between
Axiom Capital Tracking and Word or PowerPoint.

Navigation menu

Using the Navigation menu across the top of the Web Client, you can navigate to various files and
locations.

AXIOM| Axiom Home Reports ~

T @ F

Expenses Overview

Comparison Q1 to Q2

Q1
@ World Region * Variance Q1-Q2 Jan Feb
> Asia region 57615 @ 5124614 87,730
4 Corporate departments 520,683 @ §324,91 $13,694

Example custom Navigation menu

The Navigation menu is context-sensitive, and updates dynamically to show the available navigation links
for the currently active area of the Web Client. The following menus are available:

Area Description

Custom Axiom Capital Tracking provides a set of standard navigation links that show by
default for custom systems when you are in the Web Client. 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.

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

you select a product name from the Area menu LI in the Navigation bar., the
product-specific links display in the Navigation menu. For more information, see
the product-specific documentation.
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Area Description

Common Certain common product areas are available in all systems and have a standard
Product Areas set of links in the Navigation menu. These common areas include:

« Intelligence Center: Currently this area does not have any navigation links,
but a menu may be added in a future release.

o System Administration: The system administration links show when you are
in the System Administration area, and provide access to features such as
the Table Manager, Audit Manager, and Security Manager.

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
menu while you are in that document.

Viewing system information

Use the Axiom Capital Tracking About box to see information about your current system, such as:
o Axiom Capital Tracking version number
o Product version numbers
e System name
o 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 the Syntellis icon E:I in the Navigation bar.

2. Atthe bottom of the Area menu, click About Axiom Software.
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AXIOM| Axiom Home Reporis v O o @ Ei

PRODUCT AREAS

Axiom System: Axiom Software Test System Home
Intelligence Center
Jay Not\ﬂcat\OﬂS % QU‘CK LH‘IkS System Administration
A M s
Notifications Delete all T Windows Client [IVQGIRN LAUNCH

A
@i Excel Client FYSgrI  windows Client

O File Processing

The job has completed processing all tasks successfully. Excel Client

Ms Waord Add-In

MS PowerPoint Add-In

About Axiom Software

About Axiom Software at bottom of Area menu

Getting to know the interface

All Axiom Software products share a common interface and make use of many 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 helpmanual 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

The main 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 Software product administrator configures the information that displays on

this screen.
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ADMIN Home

| 2 @ H|D il

Online Navigation Save Refresh Change Additions Quick  GoTo
Help = - Data View » - Filter -

Open App
Menus *

Axiom Assistant A| Home

7  E E |

Publish Reports Report Security Close
v . Tips Manager | Axiom SW

Formula Bar

Headings

Display area

My Files *
Favorites

» "Ll Recent
My Documents

File Groups

Libraries

My Files and Tasks

» |3l Reports Library ANNOUNCEMENTS

v [ Table Library

» ] Data Diagrams Library

¥/ Fitter Library

& Task Panes Library
Ribbon Tabs Library L

&%) Process Definition Library

5 Scheduler Jobs Library

£ Imports Library

%l Exports Library

Explorer

3
3
3
»
»
3

Notifications

Axiom System v

CALENDAR

P Capital Input Requests

CONTACTS

e Management Reports are distributed 12th of each month
e E-mail notifications will be sent when reports are available

Comments and Action Plans are required for outliers

DASHBOARDS

P Budget Preparation Meetings begin: 04/10/2016

can now be entered: 04/15/2016

Ready

» Task panes

Atask pane provides access to commands, utilities, reports, plan files, and so on for Axiom Capital
Tracking, and displays on the left side of the main 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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“ MAIN ADMIN Home
B 2 @ H| O = T

Open App Online Navigation Save Refresh Change Additions Quick  GoTo
Menus * Help = - Data  vView~ - Filter -

Formula Bar

Headings

E Axiom Assistant A| Home

N, Click to collapse task
Favorités

b SRecent \_ pane SYNTELLIS | AXIOM

My Documents

File Groups
Libraries

» gl Reports Library ANNOUNCEMENTS
¢ [ Table Library

» OF Dy

2~ Open task panes display as tabs _
e along the left mail notificat

1 Rik omments and Action Plans are required for g
&% Process Deninition Library
7% Scheduler Jobs Library
£ Imports Library
%4 Exports Library

My Files and Tasks

fanagement Reports are distributed 12th of

will be sent when reports

Explorer

* v v w w w

Axiom System b

CALENDAR

> Budget Preparation Meetings begin: 04/10/2(

> Capital Input Requests can now be entered: 0

» 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:

e Opening, closing, and saving files

o Accessing online help for products and advanced help
o Viewing data in spreadsheets

o Printing or emailing files

o Accessing shortcuts to frequently accessed reports
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MAIN ~ HELP  ADMIN  Home
T‘P ? E;) E @ [@ é | Freeze Panes m E| D } Dﬁ

Formula Bar
Close

Open App Online Navigation Save Refresh Change [ Additions Quic GoTo Publish Reports Report Security
Menus + Help ~ - Data  View~ B - Filter B Headings - - Tips Manager | Axiom SW

» 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.

MAIN  HELP | ADMIN  Home
=T . Freeze Panes " a4
ﬁ & ?
L
E‘ » ERE X Farmula Bar )\ C s

Admin Task Security Locked System Scheduler Process Imports & Data File ~ System Recovery Help ?'DSE‘
Panes v - Items  Browser Management ~ Utilities ~ Protection Headings Tools - - Axiom SW

Includes standard spreadsheet commands.

MAIN  HELP  ADMIN | Home
o ¥ o . T TEye = [ calculate Now
Segoe Ul T 10 v A A Number N B E P o
°9 B &H = £

D Ex Copy . [E Calculate Workbook
Paste B I U & A- $ % * w8 Insert Delete Format = Print Filter | Zoom 100%  Calculation
~° ¥ Format Painter —_— N . . Area + s

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. The Windows 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.

I MAIN HELP ADMIN Hamel
Web Client IZ‘P PN H e © = > I B E G| M

Formula Bar
Close

OpenApp ~ Online | Navigon Save Refresh Change Drill  Additions Quick  GoTo Publish Reports Report Security
Menus + Help ~ - Data  \fiew ~ - - Filter - Headings - - Tips Manager | Axiom SW

HomePagedsx

File MAIN HELP ADMIN Home Insert Page layout Formulas Data Review View Help Team | © Tell me what you want to do

Excel Client

P =, y — —
b ? | @O B GO@@ &3 %> = 7 0E b
ormuia Bar
Open App Online Navigation Save Refresh Change Additions Quick GoTo _ . Publish Reports Report Security Close
Menus ~ Help~ - Data View~ - Filter - LI Headings - - Tips Manager Axiom SW
Applications Help File Options Workbook Options Display File Output Reports Security Exit
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Axiom Assistant task panes

The Axiom Assistant area provides quick and easy access to Axiom Capital Tracking 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.

T H Axiom Software - Training Video - Budget_40000.xlsx
AXIOM HELP Home

V=] Budget ’7 Hsave - v R Print - 2% Show Home Q Dx
Capital Requests IE Change View ~ E'I' Add Row(s)~ U ||=|:| Snapshot ¥ | Formula Bar
Reports \ n i He Close Axior
= = GoTo - ), Drill = W5 E-mai | Headings 2 Software *
¢ Axiom Assistant T F— A| Home [BGT20] 40000 x
My Files ~ | |AE103 ~||
5| » % Favorites olpla R 5
ig_ » "Ll Recent
= 51 40000 Los Angeles - Store 34
= | File Groups o ) )
ad Current View: Standard view

¥Z] Budget 53
5 = Capital Requests 54 Account
o
C% Libraries o) 56

- 57 Statistics
b gl Reports Libra
* L 58 95000 Volumes

% 59 Total Statistics
= &0
wn -

Example Axiom Assistant area

» Auvailable 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 Helper tool to build data sources, such This task pane is system-controlled and
Assistant as RefreshVariables, DataLookup, and displays if you have the appropriate
Grid. security permissions, and the file is an
Axiom file.
Explorer Open files and other items that you This task pane is included by default,
have access to, including favorites. but may be disabled in your system or

restricted to only certain users.
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Task pane

File
Processing

Form
Assistant

Messages

Notifications

Process

Sheet
Assistant

Table

<Custom
Task Panes>

Description

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

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

View comments about the current
document, and add comments.

View alert and system notifications and
open associated files.

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).

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

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

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

Availability

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

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

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

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

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

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

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

Custom task panes may open
automatically when Axiom Capital
Tracking 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 be manually 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 Capital Tracking. 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 more
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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.

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

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

Axiom Capital Tracking 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 Capital Tracking on the same
machine.

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.

o Certain task panes are configured to open automatically when Axiom Capital Tracking 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 time while you work in the system.

o 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 be manually 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 window maintains its
own set of ribbon tabs and task panes. This means that as you switch windows, the set of task panes
available in each window may be different. For example:
o Ifyou 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.

e The currently active task paneis managed independently for each window, so the active task pane
may change as you change windows. (This can also occur when using the Axiom Windows 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.)

o 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 Capital Tracking task panes

To open the Axiom Capital Tracking task panes:

e Foradministrators, in the Admin ribbon tab, click Admin Task Panes, and select Capital Tracking
Admin.

m MAIN  HELP  ADMIN

Admin Task Security Locked System 5
Panes ~ - ltems Browser

Management Reporting Admin
Budget Admin

Cost Mgmt Admin

Financial Planning Admin

Rolling Forecast Admin

Asszet Replacement Planning Admin
Capital Planning Admin

Capital Tracking Admin Ih

Productivity Admin

AL L K N N N N N
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e Forend users, in the Main ribbon tab, click Open App Menus, and select Capital Tracking.

MAIN | HELP AL

P ? @

Open App Online MNavigati
Menus = Help -

© Management Reporting
Budgeting

Productivity Management
Comparative Analytics
Cost Management
Financial Planning

Rolling Forecast

Capital Planning

Capital Tracking I h

o000 00O0GC

Opening the Explorer task pane

Axiom Capital Tracking 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 the My 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.

To access the Explorer task pane:
¢ Inthe Main ribbon tab, click Navigation, and select Explorer.

MAIN HELP ADMIN Home
» 2?2 @ H| O Y:

Open App Online Mavigation Save Refresh Change Dr Additions Q_U"Ck
Menus * Help + - Data  \iew ~ - - Filter

Applications Help ¢ | My Favorites Workbook Options

¢ Axiom Assistant Jj Add To Favorites [® HomePage (R/0) x
N ) | Explorer
My Files < _
: Close File
» 3¢ Favorites -
7 . Home
=< | » "ol Rerent Q "
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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:

o The Explorer task pane in the Axiom Assistant area

o The Axiom Explorer dialog (if you have permission to access this dialog)

¢ Axiomn Assistant
My Files
~ 71 Favorites
@j Income Staternent By Manth
341000

@j Maonthly Package Collect
il Recent

Explorer

33
-

B&E

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
has been deleted, and asks whether you want to delete the favorite. If a file is moved or renamed within
the Axiom Capital Tracking 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:

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

o When afileis 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: GL2022 - Filtered for North Region).
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NOTE: If a web-enabled file is saved as a favorite in the Desktop Client, that favorite will also display in
the Web Client. This includes Axiom forms and web reports. All other types of favorites do not display
in the Web 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.

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 the Web Client, that favorite also displays in the Desktop Client favorites list. You

can double-click the web favorite to open it in the Web Client browser.

When a favorite is saved in the Web 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 Capital Tracking maintains a list of your recently opened files in the Desktop Client. You can use
this list for quick access to recent files.
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The recent file list is located in the My 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:
o Ifyou want to clear the list, right-click Recent and select Clear History.
o Ifyou 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.

o Iftheicon next to a file name s 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 Axiom Windows Client only, recent files can also be accessed from the File menu. 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
Capital Tracking database. Therefore, Excel's recent file list cannot be used to open Axiom files.

Commenting on form documents

When viewing an Axiom form, you can view comments that other users have made about the document
and also make comments about the document. New comments are stored in the message 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.

» Viewing comments

To view the message stream for the current document, click the Messages icon (the speech bubble) in
the gray task bar across the top of the form. The Message Stream panel opens, showing all comments
that have been made about the document.
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Capital Planning

Message Stream I I

+ Add Comment Master Facility Plan, New Cancer Cen

-~

Jodie Landes 7 minutes ago

Ewverything locks good. Approving project. o152 ot m

Description Details Picklists Capital Questions

Reminder Steve Smith 1 day ago

@Jodie Landes Flease review this capital request.
Short Description (X) (22 of 50 chars)

Long Description (X) (59 of 250 chars)

Comments display in the order they were created, with the most recent comment shown at the top of
the panel. Each comment includes information on when the comment was made and the user who made
it.

If the comment contains more content than can be displayed within the panel view, then click the >
symbol to open a dialog with the full comment text.

The system stores comments for the life of the document, and cannot be deleted.

» Adding a comment

To add a comment, click Add Comment at the top of the Message Stream panel. In the Add Comment
dialog, you can enter an optional title for the comment, and then enter the comment text. Basic text
formatting of bold, italic, and underline is available.
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Add Comment

Title
Quarterly Results
Message
B I U Tag user v

@Jane Doe Quarterly data has been loaded to the report

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 the message stream, and any tagged users will be notified.

NOTES:
o All users with access to the document can see comments posted to the message stream. Any
comments made should be appropriate for the entire document audience. Do not post any
sensitive information to the message stream.

o 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 have made 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 .

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

Viewing notifications using the Notifications task pane

If you receive an Axiom Capital Tracking notification, the notification displays in the Notifications task
pane. This is a system-controlled task pane that is always available in the Desktop Client if you have
notifications. Click the Notifications tab in the Axiom Assistant area to view the task pane.

¢ Axiom Assistant

My Motifications

» I\ Expense variance
alert for UK

Explorer

« /1, Revenue variance alert
for US East

Revenue variance is negative, please
Feview,

Workflow

Open

» /I, Revenue variance
alert for US Central

MNotifications

Example Notifications task pane

If you have unread notifications when you first log in, or if you receive new notifications during a current
session, the Notifications tab will flash orange and remain that color until you click on the tab. Unread
notifications display in bold text. Once a notification has been read, the bolding is removed.

Notifications can come from the following sources:

« Alert notifications. Your system administrators and other power users may have set up alerts to
monitor certain alertable conditions and then notify specified users.

« Process management notifications. These notifications result from active processes in process
management, such as to inform you that you have a new task in the process.

o Maessage stream notifications. If you have subscribed to a document's message stream, you will
be notified of any new comments made about that document.
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o Axiom system processes such as Process Plan Files. If you have triggered certain system
processes, Axiom Capital Tracking will notify you when the process is completed or when errors
occur.

o Scheduler jobs. If you have run a Scheduler job manually and that job is configured to send
notifications, you will be notified when the job completes or errors (depending on the notification
configuration).

NOTES:

« The Notifications task pane is a system-controlled task pane; you cannot hide or show this
task pane manually. The Notifications task pane always displays on startup if you have any
active notifications (read or unread). Otherwise, it does not display. If you receive a new
notification during a session and the task pane is not already open, this will cause the task
pane to open.

« All notifications displayed in the Notifications task pane are also available in the Notifications
panel of the Axiom Web Client. Both areas read from the same source of notifications, and edit
the same source as well. So if you read a notification in one area, or delete a notification from
one area, the other area will reflect these changes.

» Reviewing notifications

Within the task pane, notifications are listed in the order they were created, with the newest notifications
at the top. Each notification displays a severity icon and an alert title, as well as how old the notification
is. The following severity icons are used:

. o Info
e % Warning
e ! Error

To read the notification text, double-click the notification to expand it. The text should provide you with
more information about the notification and why you are receiving it. You can double-click the
notification again to collapse it.

If the notification is from an alert, then the alert creator may have specified a document that you can
open to see more information about the alert condition. If so, then you will see an Open link underneath
the message text when you expand the notification. Click this link to open the associated document.

» Notification actions
You can select one or more notifications and then right-click to perform the following additional actions:

o Mark Read: Mark the selected notifications as read.

e Mark Unread: Mark the selected notifications as unread.
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o GoTo Alert Definition: Open the source document for the alert, if you have permission to access
the file. You will be taken directly to the specific alert definition that generated the notification.

o Delete: Remove the selected notifications from the pane. Once a notification has been removed
from the pane, you cannot undo this action.

Notifications will remain in the list until you remove them, or until they are deleted by the system purge
job. By default, the system purge job deletes alerts and notifications older than 60 days.

Changing your Axiom Capital Tracking 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
Capital Tracking.

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

NOTE: In systems with installed products, this feature may be located on the Main or Admin
tab.

This command is only available to Axiom Prompt users.

2. Inthe 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.

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

Closing Axiom Capital Tracking

When you close Axiom Capital Tracking, you will be prompted to save any changed but unsaved files.
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To close the Desktop Client:
o 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 the Main 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 Capital Tracking but leave the
current Microsoft Excel session open. Keep in mind that it is not necessary to close Axiom Capital
Tracking in order to work on a regular Excel file. You can open regular Excel files within Axiom Capital
Tracking, or you can open a second Excel session.
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Configuring Purchase Request
Assumptions and Drivers

In Axiom Capital Tracking, each file group contains an associated driver file with configuration settings
and assumptions referenced by all of the other files associated with that file group. Along with its other
functions, the driver file allows you, as the administrator, to decide which sections to include or exclude
from plan files and enter many of the values that display as pre-populated in plan files and reports.

The configuration settings in the driver files can affect the structure of plan files and reports by allowing
you to show/hide sections of sheets, columns, and/or rows. Assumptions are used in calculations
throughout the entire capital tracking process. Examples of assumptions include:

¢ Volume growth rates
« Inflation rates
o Labor merit increases and benefits percentages

« Reimbursement percentages

You access and update Axiom Capital Tracking drivers using the Purchase Request Drivers utility. You can
also access this utility directly from the Axiom Capital Tracking web home screen. The drivers are grouped
into two main driver file types: Configuration and Retrospective. These driver file types display at the top
of the utility as tabs. To update the driver in a particular file, click the tab drop-down, and select the
driver to update.
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Configuration »  Retrospective »

Retro Comprehensive Updates e

General S{ Retro Status Updates ?

Filegroup : PurchaseRequests_V1 (PROTOTYPE)

System-Wide Parameters

Enable Project-level Approval Process? Yes -
Enable Purchase Request Approval Process? Yes -
Enable Purchase Request / ERF Integration Process? Yes -

Start Month

Defautt GL Account 0 v

Use Praject D as Default GL Account for Purchase Req? No

Allow Capital Tracking User Role to Edit 6L Account Selection? Yes -

Store Tansfers To and From as Project ID or CAPREQ? ProjectiD -

Allow Input of Operating Costs for Purchase Request? Yes -

Allow Input of Taxes for Purchase Request? No

Default Tax Rate 0.00%

Allow Input of Freight for Purchase Request? 2N |

Purchase Request Threshokd Parameters

Enforce Spending Limits Based on Requested -

Allowable Percentage over Adjusted Budget 200% 2N |

Allowable Dollar Amount over Adjusted Budget 50,000.00 N |
CTREQ Picklist

Use Afternate Securiy for Purchase Request Creation? No Picklist0l

The following table describes each driver file and the drivers associated with it:

Driver File Description Drivers
Configuration Includes general system settings and o General Setup
configuration selections, such as enabling « Purchase Request Header -
system processes, custom fields for purchase Project Fields
request header inputs, and custom fields for « Purchase Request Header
purchase request line item inputs. Felde
o Purchase Request Line Item
Fields
o Purchase Request Header
Picklists
e Purchase Request Line Item
Picklists

o Field Name Tables

Retrospective  Includes questions related to capturing « Retro Comprehensive
detailed inputs regarding retrospective Updates
project analysis. « Retro Status Updates

NOTE: Depending on a user's security profile settings, certain parts of a driver file may be protected.

IMPORTANT: Any change to the configuration settings and assumptions in driver files can affect the
structure and contents of any number of related plan files.
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Configuring general setup options

The General Setup driver controls various system-wide settings and define purchase request Threshold
limits.

General Setup ?

Filegroup : PurchaseRequests

System-Wide Parameters

Enable Project-level Approval Process? Yes

Enable Purchase Request Approval Process? Yes -

Enable Purchase Request / ERP Integration Process? Yes

Start Month

Default GL Account 0 v
Use Project ID as Default GL Account for Purchase Req? No

Allow Capital Tracking User Role to Edit GL Account Selection? Yes -
Store Tansfers To and From as Project ID or CAPREQ? ProjectID v
Allow Input of Operating Costs for Purchase Request? Yes -
Allow Input of Taxes for Purchase Request? No

Default Tax Rate 0.00%
Allow Input of Freight for Purchase Request? Yes -

Purchase Request Threshold Parameters

Enforce Spending Limits Based on: Committed v

Allowable Percentage over Adjusted Budget 2.00% Yes -

Allowable Dollar Amount over Adjusted Budget 50,000.00 Yes -
CTREQ Picklist

Use Alternate Security for Purchase Request Creation? No Picklist01

Click image to view full size

To configure general setup options:
1. From the Axiom Capital Tracking home page, click Edit Drivers.

NOTE: To access this location from the Cap Tracking Admin task pane, in the Administration
section, double-click Purchase Request Drivers.
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Process Summary - Capita

0 New

Plan File Directory

Create or Open Capital Projects

Copy or Transfer Capital
Projects

Launch Capital Dashboard

0 Overdue

Capital Plan File Management: View Flan File Dirsctory
(CapitalTracking)

View Capital Tracking Projects.

Capital Plan File Management: Create or Gpen Gapital Tracking Project

Capital Projects will open in a new window.

Capital Plan File Management: Copy or Transfer Capital Projects
Copy Capital Projects from one File Group to ancther.

You can elso use this utility to ransfer Capital Projects from Capital
Planning File Groups to Capital Tracking.

Capital Reports:

Inthis Dashboard, you will sse a summary and analysis of your Capital
Tracking process.

Edit Drivers

Capital System Administration: Adjust the Capital Tracking Drivers

Adjust the Drivers for your Gapital Tracking File Group. NOTE: if you have
Capital Planning installed. this wil open the CP Next Year Drivers.

Transfer Capital Tracking
Projects to Rolling Forecast

Capital Integration: Transer to Axiom Rolling Forecast

Transfer actual capital spant by quarter to Axiom Rolling Forecast

Click image to view full size

Process Summary - Purchase Requests

Plan File Directory

Create or Open
Purchase Requests

Launch Capital Transfer Utiity

Launch Capital Tracking
Summary Report

Edit Drivers

2. From the Configuration tab, click General Setup.

Configuration =

Retrospective =

<

Purchase Request Header - Project Fields

Purchase Request Header Fields

Purchase Request Lineltem Fields

Purchase Request Header Picklists

Purchase Request Lineltem Picklists

Field Names Table

Enable Purchase Request / ERP Integration Process?

Start Month

7

Yes

Yes

3. Complete the fields in the following areas, as needed:
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Capital Plan File Management: View Plan File Directory
{PurchaseRequests)

View Purchase Requests.

Capital Plan File Management: Creste or Open Purchase Request

Purchase Requests will open in a new window.

Capital Plan File Management: Launch the Capital Transfer Utility

in this wtifty, you will be able to transfer funds between capital projects

Capital Reports: Launch the Capital Tracking Summary Report

I this repart, you will be able to view a summary of all Capital Tracking
and their associated Purchase Requests

Capital System Administration: Adjust Purchase Request Drivers

Adjust the Drivers for your Purchase Request File Group.
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» System-Wide Parameters

Option Description

Enable Project-level Approval Process? Click the toggle to Yes or No.
Enable Purchase Request Approval Click the toggle to Yes or No.
Process?

NOTE: If you select No, the buttons related to
this process will be hidden automatically in the

task panes.
Enable Purchase Request/ERP Integration Click the toggle to Yes or No.
Process?
Start Month Type the start month of your fiscal year.
Default GL Account Type the GL account to use if a GL account has
not been set up for the capital project.
Use Project ID and Default GL Account for Click the toggle to Yes or No.

Purch Req?
urchase keq NOTE: This is applicable if your organization

utilizes many CIP accounts on your projects.

Allow Capital Tracking User Role to Edit GL Click the toggle to Yes or No.
Account Selection?

Store Transfers To and From as Project ID Select the appropriate drop-down item. If you

or CAPREQ? choose Project ID, we suggest that you assign
the Project ID prior to completing any
transfers.

Allow Input or Taxes for Purchase Request? Click the toggle to Yes or No.

Default Tax Rate Type the most common tax rate used if your
organization has situations where a tax rate is
different than the default. Normally, this is at
the entity level.

Allow Input of Freight for Purchase Click the toggle to Yes or No.
Request?
Default Freight Account Select the default account to use for freight.

NOTE: Users can select a different account in
the purchase request template.

Administrator's Guide 2022.2 Axiom Capital Tracking | 37



» Purchase Request Threshold Parameters

Option Description

Enforce Spending Limits Based on: Select Committed or Request. Committed
adds what is being requested to the already
committed amount for the project and
compares this to the adjusted budget for any
overages.

Allowable Percentage over Adjusted Budget  Type the percentage threshold for the
Adjusted Budget amount for the current year
and the total budget.

NOTE: The lesser of the Allowable Percentage
and Allowable Dollar Amount values is used as
the threshold limit. The purchase request
amount must fall below both the current year
and budget total thresholds. If the amount
exceeds either threshold, the system displays
a message to the user and does not allow
them to save the purchase request.

Allowable Dollar Amount over Adjusted Type the dollar amount threshold for the
Budget Adjusted Budget amount for the current year
budget and the adjusted budget in total.

NOTE: The lesser of the Allowable Percentage
and Allowable Dollar Amount values is used as
the threshold limit. The purchase request
amount must fall below both the current year
and budget total thresholds. If the amount
exceeds either threshold, the system displays
a message to the user and does not allow
them to save the purchase request.

Use Alternate Security for Purchase Select No unless you have specifically spoken
Request Creation? with your Syntellis consultant regarding this
option.

NOTE: When you set both the Allowable Percentage over Adjusted Budget and Allowable Dollar
Amount over Budget for the Total or Current Year to Yes, the system displays a notification stating
When both options are selected, the less allowable limit will be enforced.
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Enforce Spending Limits Based on: Requested v

Current Year:

Allowable Percentage over Adjusted Budget 5.00% Yes “When both options are selected, the lesser allowable limit will be enforced.

Allowable Dollar Amount over Adjusted Budget 1,000.00 Yes -‘

Total:
Allowable Percentage over Adjusted Budget 5.00% Yes *When both options are selected, the lesser allowable limit will be enforced.
Allowable Dollar Amount over Adjusted Budget 10,000.00 Yes -

1. After making your changes, in the upper right corner of the page, click Save.

2. At the confirmation prompt, click OK.

Configuring project fields for purchase request header

Project header fields display additional capital project details for each purchase request. You can define
headers for up to ten separate projects.

Purchase Request Header - Project Fields ?

Filegroup : PurchaseRequests

Description Enable?
Class v Never v
Priority v MNever v
Reason v Never v
Category A MNewer v
Enter Description for Picklist01 A Mewer v
Enter Description for PicklistD2 v MNewer v
Enter Description for Picklist03 v MNever v
Enter Description for Picklist04 v MNever v
Expected Start Date (mm/dd/yyyy) v Newer v
Projected Completion Date (mm/dd/yyyy) v MNewer v

Click image to view full size

To configure project fields for purchase request header:
1. From the Axiom Capital Tracking home page, click Edit Drivers.
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NOTE: To access this location from the Cap Tracking Admin task pane, in the Administration
section, double-click Purchase Request Drivers.

Process Summary - Capital Tra

O 0 New

Copy or Transfer Capital
Projects

Launch Capital Dashboard

cking

0 Overdue

0 Due Soon

Capital Plan File Management: View Flan File Dirsctory
(CapitalTracking)

View Capital Tracking Projects.

Capital Plan File Management: Create or Open Capital Tracking Project

Capital Projects will open in a new window.

Capital Plan File Management: Copy or Transfer Capital Projects
Copy Capital Prejects from one File Group to ancther.

You can also use this wtility to transfer Capital Projects from Capital
Planning File Groups to Capital Tracking

Capital Reponts:

Inthis Dashboard, you will sse a summary and analysis of your Capital
Tracking process.

Capital System Administration: Adjust the Capital Tracking Drivers

Adjust the Drivers for your Capital Tracking File Group. NOTE: if you have
Capital Planning installed. this wil open the CP Next Year Drivers.

Transfer Capital Tracking

Projects to Ralling Forecast

Capital Integration: Transer to Axiom Rolling Forecast

Transfer sctual capital spent by quarter to Axiom Rolling Forecast

Click image to view full size

Process Summary - Purchase Requests

Plan File Dirsctory
[ Open
Pur equests
Launch Capital Transfer Unility

0 Overdue

0 Due Soon

Capital Plan File Management: View Plan File Directory
(PurchaseRequests)

View Purchase Requests.

Capital Plan File Management: Create or Open Purchase Request

Purchase Requests will open in a new window.

Capital Plan File Management: Launch the Capital Transfer Utility

In this wtifty. you will be able to transfer funds between capital projects.

Capital Reports: Lsunch the Capital Tracking Summary Report

In this report, you will be able to view & summary of all Capital Tracking
2nd their associated Purchass Requests.

Capital System tion: Adjust quest Drivers

Adjust the Drivers for your Purchase Request File Group.

2. From the Configuration tab, click Purchase Request Header - Project Fields.

Configuration

General Setup

- Retrospective =

Purchase Request Header - Project Fields

Purchase Request Header Fields

Purchase Request Lineltem Fields

Enable?
Purchase Request Header Picklists

Purchase Reguest Lineltem Picklists v Never A
Field Names Table v Mever v
Reason ¥ Mever v

3. Inthe Description column, select a header field.

Administrator's Guide 2022.2 Axiom Capital Tracking | 40



4. Inthe Enable column, select one of the following:

o Todisplay the field, click Always.
o To hide the field, click Never.

5. After making your changes, in the upper right corner of the page, click Save.

6. At the confirmation prompt, click OK.

Configuring fields for purchase request headers

Purchase request header fields allow you to create user input fields to capture additional purchase
requisition details. You can define up to ten separate purchase request header fields. User entries are

limited to 100 characters.

Purchase Request Header Fields

Filegroup : PurchaseRequests

Description

POTextFieldD1
POTextField02
POTextField03
POTextFieldD4
POTextFieldDS
POTextField06
POTextField07
POTextField08
POTextField09

POTextField10

Click image to view full size

Newver

Newver

Newver

Newver

Never

Newver

Newver

Newver

Newver

Never

Enable

Required

for Save?

No
No
No
No
No
No
No
No
No

No

To configure fields for purchase request headers:

3

Input

Format
Text A
Text v
Text v
Text v
Text v
Text A
Text v
Text v
Text v
Text v

1. From the Axiom Capital Tracking home page, click Edit Drivers.

NOTE: To access this location from the Cap Tracking Admin task pane, in the Administration
section, double-click Purchase Request Drivers.
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Plan File Directory

Create or Open Capital Projects

Copy or Transfer Capital
Projects

Launch Capital Dashboard

0 Due Scon

Capital Plan File Management: View Flan File Dirsctory
(CapitalTracking)

View Capital Tracking Projects. Plan File Directory

Capital Plan File Management: Create or Gpen Gapital Tracking Project

Gapital Projects will open in a new window. Create or Open

Purchase Requests

Capital Plan File Management: Copy or Transfer Capital Projects

Copy Capital Projects from ane File Group to anather.
You can elso use this utility to ransfer Capital Projects from Capital
Planning File Groups to Capital Tracking.

Launch Capital Transfer Utiity

Capital Reports:

Launch Capital Tracking
Summary Report

Inthis Dashboard, you will sse a summary and analysis of your Capital
Tracking process.

Edit Drivers

Capital System Administration: Adjust the Capital Tracking Drivers

Adjust the Drivers for your Gapital Tracking File Group. NOTE: if you have

Capital Planning installed, this will open the CP Next Year Drivers. Bk

Transfer Capital Tracking
Projects to Rolling Forecast

Capital Integration: Transer to Axiom Rolling Forecast

Transfer actual capital spant by quarter to Axiom Rolling Forecast

Click image to view full size

Process Summary - Purchase Requests

0 Overdue

Capital Plan File Management: View Plan File Directory
(PurchaseRequests)

View Purchase Requests.

Capital Plan File Management: Creste or Open Purchase Request

Purchase Requests will open in a new window.

Capital Plan File Management: Launch the Capital Transfer Utility

in this wtifty, you will be able to transfer funds between capital projects

Capital Reports: Launch the Capital Tracking Summary Report

I this repart, you will be able to view a summary of all Capital Tracking
and their associated Purchase Requests

Capital System Administration: Adj

Adjust the Drivers for your Purchase Request File Group.

2. From the Configuration tab, click Purchase Request Header Fields.

Configuration

v Retrospective =

General Setup

Purchase

Reguest

Header - Project Fields

Purchase

Request

Header Fields

<

Purchase

Reguest

Purchase Request

Purchase Regquest

Field Names Table

Reason

Lineltem Fields
Header Picklists

Lineltem Picklists

Enable?

Mever

Mever

Mever

3. Inthe Description column, type a name for the field.

4. Inthe Enable column, select one of the following:
o Todisplay the field, click Always.
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o To hide the field, click Never.

5. Inthe Required to Save column, do one of the following:
o To require users to complete the column before saving, click the toggle to Yes.

o To allow users to save without completing the field, click the toggle to No.
6. Inthe Input Format column, select the field format type to use.
7. After making your changes, in the upper right corner of the page, click Save.

8. Atthe confirmation prompt, click OK.

Configuring line item fields for purchase requests

Purchase request line Item fields allow you to create user input fields to capture additional purchase
requisition details. You can define up to ten separate purchase request header fields. User entries are
limited to 100 characters.

Purchase Request Line Item Fields 2

Filegroup : PurchaseRequests

Required  Input

Description Enable for Save?  Format
LITextField01 Never v No Text v
LITextField02 Never v No Text v
LITextField03 Never v No Text v
LITextField04 Never v No Text v
LITextField0S Never v No Text v
LITextField06 Never v No Text v
LITextField07 Never v No Text v
LITextField08 Never v No Text v
LITextField09 Never v No Text v
LITextField10 Never v No Text v

Click image to view full size

To configure line item fields for purchase requests:
1. From the Axiom Capital Tracking home page, click Edit Drivers.
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NOTE: To access this location from the Cap Tracking Admin task pane, in the Administration
section, double-click Purchase Request Drivers.

Process Summary - Capital Tra

O 0 New

Copy or Transfer Capital

cking Process Summary - Purchase Requests

0 Due Soon 0 Overdue

Capital Plan File Management: View Flan File Dirsctory
(CapitalTracking)
View Capital Tracking Projects. Plan File Directory
c Gpen
Pur iequests

Capital Plan File Management: Create or Open Capital Tracking Project

Capital Projects will open in a new window.

Capital Plan File Management: Copy or Transfer Capital Projects

Copy Capital Prejects from one File Group to ancther.

0 Due Soon 0 Overdue

Capital Plan File Management: View Plan File Directory
(PurchaseRequests)

View Purchase Requests.

Capital Plan File Management: Create or Open Purchase Request

Purchase Requests will open in a new window.

Projects You can also use this wtility to transfer Capital Projects from Capital
Planning File Groups to Capital Tracking

Capital Plan File Management: Launch the Capital Transfer Urility
T In this wtifty. you will be able to transfer funds between capital projects.

Capital Reponts: Capital Reports: Lsunch the Capital Tracking Summary Report

In this report, you will be able to view & summary of all Capital Tracking
2nd their associated Purchass Requests.

Capital System tion: Adjust quest Drivers
e ‘Adjust the Drivers for your Purchase Request File Group.

Inthis Dashboard, you will sse a summary and analysis of your Capital

Launch Capital Dashboard Tracking proness.

Capital System Administration: Adjust the Capital Tracking Drivers

Adjust the Drivers for your Capital Tracking File Group. NOTE: if you have

Eki Capital Planning installed. this will open the CF Naxt Year Drivers.

Capital Integration: Transer to Axiom Rolling Forecast

Transfer Capital Tracking
Projects to Ralling Forecast

Transfer sctual capital spent by quarter to Axiom Rolling Forecast

Click image to view full size

2. From the Configuration tab, click Purchase Request Lineltem Fields.

Configuration =

Retrospective =

General Setup
Purchase Request Header - Project Fields
Purchase Request Header Fields

Purchase Request Lineltem Fields @

Purchase Request Header Picklists

Enable?

Purchase Reguest Lineltem Picklists v Mever v

Field Names Table v Mever v

Reason v Mever v

3. Inthe Description column, type a name for the field.

Administrator's Guide 2022.2 Axiom Capital Tracking | 44



4. Inthe Enable column, select one of the following:
o Todisplay the field in the template, click Always.
« To hide the field in the template, click Never.

5. Inthe Required to Save column, do one of the following:
o To require users to complete the column before saving, click the toggle to Yes.
o To allow users to save without completing the field, click the toggle to No.

6. IntheInput Format column, select the field format type to use.
7. After making your changes, in the upper right corner of the page, click Save.

8. At the confirmation prompt, click OK.

Configuring picklists for purchase request headers

Purchase request header picklists allow you to add additional user-validated fields for the purchase
request template, and use them for grouping purchase requests for reporting and conditional workflow
routing purposes. You can define up to ten separate picklists.

e

Purchase Request Header Picklists View | Al v ?

Filegroup : PurchaseRequests

W Description Help Text
+ Add Table (0 of 10
Click image to view full size

To configure picklists for purchase request headers:
1. From the Axiom Capital Tracking home page, click Edit Drivers.

NOTE: To access this location from the Cap Tracking Admin task pane, in the Administration
section, double-click Purchase Request Drivers.
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Process Summary - Capital Tracking

0 New

Plan File Directory

Create or Open Capital Projects

Copy or Transfer Capital
Projects

0 New

Capital Plan File Management: View Flan File Dirsctory
(CapitalTracking)

View Capital Tracking Projects. Plan File Directory

Capital Plan File Management: Create or Gpen Gapital Tracking Project

Gapital Projects will open in a new window. Create or Open

Purchase Requests

Capital Plan File Management: Copy or Transfer Capital Projects

Copy Capital Projects from ane File Group to anather.
You can elso use this utility to ransfer Capital Projects from Capital

Launch Capital Transfer Utiity

Process Summary - Purchase Requests

Capital Plan File Management: View Plan File Directory
(PurchaseRequests)

View Purchase Requests.

Capital Plan File Management: Creste or Open Purchase Request

Purchase Requests will open in a new window.

Capital Plan File Management: Launch the Capital Transfer Utility

in this wtifty, you will be able to transfer funds between capital projects

Planning File Groups to Capital Tracking

Capital Reports: Capital Reports: Launch the Capital Tracking Summary Report

Launch Capital Tracking
Summary Report

Inthis Dashboard, you will sse a summary and analysis of your Capital
Tracking process.

I this repart, you will be able to view a summary of all Capital Tracking

Launch Capital Dashboard and their associated Purchase Requests.

Capital System Administration: Adjust the Capital Tracking Drivers. Capital System Administration: Adj

» Adjust the Drivers for your Capital Tracking File Group. NOTE: if you have —— Adjust the Drivers for your Purchase Request File Group.
Bl Capital Planning installed, this will open the CP Next Year Drivers. Bk

Capital Integration: Transer to Axiom Rolling Forecast

Transfer Capital Tracking
Projects to Rolling Forecast

Transfer actual capital spant by quarter to Axiom Rolling Forecast

Click image to view full size
2. From the Configuration tab, click Purchase Request Header Picklists.

Retrospective =

Configuration w»

General Setup
Purchase Request Header - Project Fields
Purchase Request Header Fields

Purchase Request Lineltem Fields
Enable?

Purchase Request Header Picklists

Purchase Request Lineltem Picklists v Never v
Field Names Table v Never -
Reason v Never A

3. Do any ofthe following:
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» Add a picklist
a. Click + Add Table.

i3

In the Add Table dialog, in the Description Used field, type a name for the picklist.

c. From the Enable Picklist drop-down, select one of the following:
o Todisplay the picklist in the template, select Always.

o To hide the picklist from the template, select Never.

d. Do one of the following:

o Torequire the user to make a selection before saving the purchase request, click the
toggle to Yes.

o To allow the user to save the purchase request without making a selection, click the
toggle to No.

e. Click + Add a Selection.
f. Inthe Description column, type a name for the picklist item.
g. Inthe Help Text column, type a longer description or help text for the item.
h. Repeat Steps e - ffor each item to include in the list.
i. After you are done adding selections, click Add.

j. Atthe confirmation prompt, click OK.

» Edit a picklist

a. Inthe Description Used field, update the picklist name.

b. From the Enable Picklist drop-down, select one of the following:
o To display the picklist in the template, select Always.

o To hide the picklist from the template, select Never.

c. Do one of the following:

o To require the user to make a selection before saving the purchase request, click the
toggle to Yes.

o To allow the user to save the purchase request without making a selection, click the
toggle to No.

d. Update the existing description and/or help text, or add a selection by clicking + Add a
Selection.

» Delete a picklist item

For each item to delete, next to the picklist name, click the delete check box.
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4. After making your changes, in the upper right corner of the page, click Save.

5. At the confirmation prompt, click OK.

Configuring picklists for purchase request line items

Purchase request line item picklists allow you to add additional user-validated fields for each line item on
the purchase request template. Users can select these fields to group purchase requests for reporting
and conditional workflow routing purposes. You can define up to ten picklists.

SRS

Purchase Request Lineltem Picklists View | Al v ?

Filegroup : PurchaseRequests

W  Description Help Text

+ Add Table (1 of 10)
Click image to view full size

To configure picklists for purchase request headers:
1. From the Axiom Capital Tracking home page, click Edit Drivers.

NOTE: To access this location from the Cap Tracking Admin task pane, in the Administration
section, double-click Purchase Request Drivers.
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Process Summary - Capital Tracking

0 New

Plan File Directory

Create or Open Capital Projects

Copy or Transfer Capital
Projects

0 New

Capital Plan File Management: View Flan File Dirsctory
(CapitalTracking)

View Capital Tracking Projects. Plan File Directory

Capital Plan File Management: Create or Gpen Gapital Tracking Project

Gapital Projects will open in a new window. Create or Open

Purchase Requests

Capital Plan File Management: Copy or Transfer Capital Projects

Copy Capital Projects from ane File Group to anather.
You can elso use this utility to ransfer Capital Projects from Capital

Launch Capital Transfer Utiity

Process Summary - Purchase Requests

Capital Plan File Management: View Plan File Directory
(PurchaseRequests)

View Purchase Requests.

Capital Plan File Management: Creste or Open Purchase Request

Purchase Requests will open in a new window.

Capital Plan File Management: Launch the Capital Transfer Utility

in this wtifty, you will be able to transfer funds between capital projects

Planning File Groups to Capital Tracking

Capital Reports: Capital Reports: Launch the Capital Tracking Summary Report

Launch Capital Tracking
Summary Report

Inthis Dashboard, you will sse a summary and analysis of your Capital
Tracking process.

I this repart, you will be able to view a summary of all Capital Tracking

Launch Capital Dashboard and their associated Purchase Requests.

Capital System Administration: Adjust the Capital Tracking Drivers. Capital System Administration: Adj

» Adjust the Drivers for your Capital Tracking File Group. NOTE: if you have —— Adjust the Drivers for your Purchase Request File Group.
Bl Capital Planning installed, this will open the CP Next Year Drivers. Bk

Capital Integration: Transer to Axiom Rolling Forecast

Transfer Capital Tracking
Projects to Rolling Forecast

Transfer actual capital spant by quarter to Axiom Rolling Forecast

Click image to view full size
2. From the Configuration tab, click Purchase Request Lineltem Picklists.

Retrospective =

Configuration w»

General Setup

Purchase Request Header - Project Fields
Purchase Request Header Fields
Purchase Request Lineltem Fields

Enable?
Purchase Request Header Picklists

Purchase Request Lineltem Picklists Never v
Field Names Table v Never -
Reason v Never A

3. Do any ofthe following:
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» Add a picklist
a. Click + Add Table.

i3

In the Add Table dialog, in the Description Used field, type a name for the picklist.

c. From the Enable Picklist drop-down, select one of the following:
o Todisplay the picklist in the template, select Always.

o To hide the picklist from the template, select Never.

d. Do one of the following:

o Torequire the user to make a selection before saving the purchase request, click the
toggle to Yes.

o To allow the user to save the purchase request without making a selection, click the
toggle to No.

e. Click + Add a Selection.
f. Inthe Description column, type a name for the picklist item.
g. Inthe Help Text column, type a longer description or help text for the item.
h. Repeat Steps e - ffor each item to include in the list.
i. After you are done adding selections, click Add.

j. Atthe confirmation prompt, click OK.

» Edit a picklist

a. Inthe Description Used field, update the picklist name.

b. From the Enable Picklist drop-down, select one of the following:
o To display the picklist in the template, select Always.

o To hide the picklist from the template, select Never.

c. Do one of the following:

o To require the user to make a selection before saving the purchase request, click the
toggle to Yes.

o To allow the user to save the purchase request without making a selection, click the
toggle to No.

d. Update the existing description and/or help text, or add a selection by clicking + Add a
Selection.

» Delete a picklist item

For each item to delete, next to the picklist name, click the delete check box.
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4. After making your changes, in the upper right corner of the page, click Save.

5. At the confirmation prompt, click OK.

Configuring field names

Use the Field Names Table driver to modify the description for the Purchase Request Header fields and
Line Item fields.
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Capital Trackir

= ® F

Configuration = Retrospective =

Field Names Table

Filegroup : PurchaseRequests

Code Description

Purchase Request Header Fields

RequestDate Request Date

DateNeeded Date Needed (mm/dd/yyyy)
AttachMotes Attachment Notes
Requestiotes Request Notes

Vendor Vendor

Department Department

Line ltem Fields

FreightCharges Freight Charges

ltemDesc ltern Description
PlanDate Plan Date (mm/dd/yyyy)
Model Model

Manufacturer Manufacturer

CatMum Catalog#

LiMotes Notes

Click image to view full size
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Required
for Save?

No
No
MNo
No
No

Mo

No
No
No
No
No
No

Mo

Axiom Capital Tracking | 52



To configure field names:

1. From the Axiom Capital Tracking home page, click Edit Drivers.

NOTE: To access this location from the Cap Tracking Admin task pane, in the Administration
section, double-click Purchase Request Drivers.

Plan File Directory

Create or Open Capital Projects

Copy or Transfer Capital
Projects

Launch Capital Dashboard

Capital Plan File Management: View Flan File Directary
(CapitalTracking)

View Capital Tracking Projects.

Capital Plan File Management: Create or Open Capital Tracking Project

Capital Projects will open in anew window.

Capital Plan File Management: Copy or Transfer Capital Projects
Copy Capital Projects from ane File Group 1o anather.

You can also use this wility to wansfer Capital Projects from Capital
Planning File Groups to Capital Tracking.

Capital Reports:

Inthis Dashboard, you will see a summary and analysis of your Capital
Tracking process.

Edit Drivers

Capital System Administration: Adjust the Capital Tracking Drivers

Adjust the Drivers for your Capital Tracking File Group. NOTE: if you have
Capital Planning installed, this will open the CP Next Year Drivers.

Transfer Capital Tracking

Projects to Ralling Forecast

Capital Integration: Transfer to Axiom Rolling Forecast

Transfer sctual capital spent by quarter to Axiom Rolling Forecast

Click image to view full size

Plan File Directory

Create or Open

Purchase Requests

Launch Capital Transfer Urility

Launch Capital Tracking
Summary Report

2. From the Configuration tab, click Field Names Table.

Administrator's Guide 2022.2

Process Summary - Purchase Requests

Capital Plan File Management: View Flan File Directory
(PurchaseRequests)

View Purchase Requests.

Capital Plan File Management: Create or Open Purchase Request

Purchase Requests will open in a new window.

Capital Plan File Management: Launch the Capital Transfer Urility

In this wtifty. you will be able to transfer funds between capital projects.

Capital Reports: Launch the Capital Tracking Summary Report

in this report, you will be able to view a summary of all Capital Tracking
and their associated Purchase Requests.

Capital System Administration: Adjust Purchase Request Drivers

Adjust the Drivers for your Purchase Request File Group.
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General Setup
Purchase Request Header - Project Fields
Purchase Request Header Fields

Purchase Reguest Lineltem Fields

Enable?
Purchase Request Header Picklists
Purchase Request Lineltemn Picklists v Never v
Field Names Table e v Never r
Reason v Mever v

w

In the Description field, type a name or description for the field.

e

In the Required for Save column, do one of the following:

o Torequire the user to complete the field before saving the purchase request, click the
toggle to Yes.

o Toallowthe user to save the purchase request without completing the field, click the toggle
to No.

5. After making your changes, in the upper right corner of the page, click the disk = icon to save
your changes.

6. At the confirmation prompt, click OK.

Configuring questions for retrospective comprehensive
updates

You can add, edit, or include/exclude optional questions used to capture narrative inputs for the
retrospective project analysis comprehensive update. You can configure up to 30 questions, with a user
entry of up to 2500 characters.
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Configuration v Retrospective v

Retro Comprehensive Update Questions

Filegroup : PurchaseRequests

Deseription

Explain project highlights

Were there any scope changes? If yes, please explain

Describe in detail WHY and WHAT is causing any velume (favorable/unfavorable) variances.
Describe in detail WHY and WHAT is causing any budget (favorable/unfavorable) variances

Describe in detail WHY and WHAT is causing the financial retum (positive/negative) impact.

Click image to view full size

Required

for Save?

No

Help Text

To configure questions for retrospective comprehensive updates:

1. From the Axiom Capital Tracking home page, click Edit Drivers.

-

NOTE: To access this location from the Cap Tracking Admin task pane, in the Administration
section, double-click Purchase Request Drivers.
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Capital Tracking

= f %7

Process Summary - Capital Tracking Process Summary - Purchase Requests

Capital Plan File Management: View Plan File Directory

Capital Plan File Management: View Plan File Dirsctary
) {PurchaseRequests)

(CaptalTracking)

Plan File Directory Plan File Directory

View Capital Tracking Projects. View Purchase Requests.

Capital Plan File Management: Create or Gpen Gapital Tracking Project Capital Plan File Management: Creste or Open Purchase Request

Capital Projects will open in a new window. Create or Open Purchase Requests will open in a new window.

Create or Open Capital Projects Purchase Requests

Capital Plan File Management: Copy or Transfer Capital Projects Capital Plan File Management: Launch the Capital Transfer Utility

Copy or Transfer Capital Copy Capital Projects from one File Group 1o anather.
Projects You can also use this utility to transfer Capital Projects from Capital
Planning File Groups to Capital Tracking.

T in this wtifty, you will be able to transfer funds between capital projects

Capital Reports: Capital Reports: Launch the Capital Tracking Summary Report
. In this Dashboard, you will s22 3 summary znd analysis of your Capital Launch Capital Tracking v this report, you will be able to view  summary of all Captal Tracking
Launch Capital Dashhoard Tracking process. i, — and their associated Purchase Requests.

Capital System Administration: Adjust the Capital Tracking Drivers Capital System Administration: Adjust Purchase Request Drivers

Adjust the Drivers for your Gapital Tracking File Group. NOTE: if you have Adjust the Drivers for your Purchase Request File Group.

Capital Planning installed. this will open the CP Next Year Drivers.

7

Capital Integration: Transer to Axiom Rolling Forecast

Transfer Capital Tracking Transfer actual capital spent by quarter to Axiom Rolling Forecast.
Projects to Rolling Forecast

I=IIII :

Click image to view full size

2. From the Retrospective tab, click Retro Comprehensive Updates.

3. Inthe Description column, type the question.

4. Inthe Required to Save? column, do one of the following:

o To require the user to answer the question before saving the purchase request, click the
toggle to Yes.

o To allow the user to save the purchase request without answering the question, click the
toggle to No.

5. Inthe Help Text column, type further information to help the user answer the question.
6. After making your changes, in the upper right corner of the page, click Save.

7. Atthe confirmation prompt, click OK.
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Configuring questions for retrospective status updates

You can add, edit, or include/exclude optional questions used to capture narrative inputs for the
retrospective project analysis status update. You can configure up to 30 questions, with a user entry of
up to 2500 characters.

Retro Status Update Questions m 2

Filegroup : PurchaseRequests

Required
Description for Save? Help Text

Explain project highlights No
Were there any scope changes? If yes, please explain. No
Describe in detail WHY and WHAT is causing any volume (favorable/unfavorable) variances No
Describe in detail WHY and WHAT is causing any budget (favorable/unfavorable) variances No

Describe in detail WHY and WHAT is causing the financial retum (positive/negative) impact. No

Click image to view full size

To configure questions for retrospective status updates:

1. From the Axiom Capital Tracking home page, click Edit Drivers.

NOTE: To access this location from the Cap Tracking Admin task pane, in the Administration
section, double-click Purchase Request Drivers.
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Capital Tracking

= f %7
Process Summary - Capital Tracking Precess Summary - Purchase Reguests

0 Due Scon 0 Overdue 0 Due Soen 0 Overdue

Capital Plan File Management: View Flan File Dirsctory
(CapitalTracking)

Capital Plan File Management: View Plan File Directory
(PurchaseRequests)

Plan File Directory Plan File Directory
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2. From the Retrospective tab, click Retro Status Updates.

Configuration v | Retrospective w

3. Inthe Description column, type the question.

4. Inthe Required to Save? column, do one of the following:

o To require the user to answer the question before saving the purchase request, click the
toggle to Yes.

o To allow the user to save the purchase request without answering the question, click the
toggle to No.

5. Inthe Help Text column, type further information to help the user answer the question.
6. After making your changes, in the upper right corner of the page, click Save.

7. Atthe confirmation prompt, click OK.
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4

Configuring and Managing Processes
and Process Flow

Most of the functionality in Axiom Capital Tracking revolves around the process of tracking and
monitoring capital projects. While the exact steps in the process may be customized to suit your
organization's preferences, the general workflow is as follows:

i

No e
Owner (Manager)
e |Nitiates capital project Approved? e unctional review Prioritization Approved?
request

Approved? e /pproved for Budget

I‘la|

1. The capital project requestor (typically a department manager or director) enters a capital project
request. Anyone with access to Axiom Capital Planning or Axiom Capital Tracking can create a
capital request.

2. The VP reviews the request, and approves or declines it. If declined, the Owner can make changes
and resubmit to the VP for approval.

3. After approved by the VP, the request is reviewed by various stakeholders (IT, Facilities, Clinical
Engineering) for comments and feedback.

4, After reviews are complete, the capital committee and/or designated approver(s), prioritize and
approve the capital requests.

The Process Management feature in Axiom Capital Planning automates much of these processes by
running certain back-end tasks automatically and notifying users involved in the process when their
intervention is required.
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For instance, when a new capital budgeting year begins, Process Management can notify all
managers/budget owners to submit capital project requests, and then compile all the submitted
requests into reports, and notify executives to review them.

Axiom Capital Tracking comes with a predefined processes, but you may also design your own.

Viewing the Capital Tracking Approval pre-defined
process

There are two file groups in Axiom Capital Tracking, one containing the Capital Plan files, and the other to
store the Purchase Request plan files. Both file groups in Axiom Capital Tracking have Approval processes
that come pre-defined. You can use these processes as-is or make the changes to meet your
organization's needs. Your Syntellis Consultant can help you with any questions you may have regarding
any modifications you may desire.

To view the Capital Tracking Approval pre-defined process:

1. Inthe Explorer task pane, in the File Groups section, click Capital Tracking-Projects > Process
Definitions > Capital Tracking Approval.

File Groups i

) File Group Aliases
b V=] Budget-2016
b ¥=] Budget-2017
» ¥Z] Budget-2018
~ ¥z Capital Tracking-Projects
Cpen Plan Files
t‘* Create Plan Files
|E‘ Process Plan Files
b Templates
b [ Drivers
b ﬁ Utilities
- V_A Process Definitions
Iwﬂ' Capital Tracking Approwval Ié
£p0 Scenarios
O Capital Tracking-Purchase Requests

2. Toview the process steps, click the Process Steps tab.
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8" Edit Plan File Process
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 Add ~ Duplicate Delete
L_|,‘ Cwner
2w
b e’T‘.g Functional Review
2 cro
3 CEO
E2 BOD

= Funding Approval

As initially configured, the steps for the Capital Tracking Approval pre-defined process include the
following:

Step Description

Owner This is the first step in the process. Stamps all capital requests with a creator for
the request, also referred to as the project initiator.

VP Notifies VPs to review and comment on all capital project requests submitted
by their team members, as defined by their organizational chart in the
Department table.

Functional This is a sub process that includes the following steps:

Review . . . .
o IT—Designated IT reviewers review, comment, and update costs associated

with any IT related requests, as needed.

o Clinical — Designated clinical reviewers review, comment, and update costs
associated with any clinical-related requests, as needed.

o Facilities — Designated facilities reviewers review, comment, and update
costs associated with any facilities-related requests, as needed.

o Legal —Designated facilities reviewers review, comment, and update costs
associated with any legal-related requests, as needed.

o HR —Designated facilities reviewers review, comment, and update costs
associated with any HR-related requests, as needed.

CFO Notifies the CFO to review and comment on the funding of this capital project.
CEO Notifies the CEO to review and comment on the funding of this capital project.
BOD Notifies the Board of Director to review and comment on the funding of this

capital project. Typically, the Capital Tracking Administrator awaits for the
funding approval to occur at the Board level.

Funding After the project moves to this stage, it has been approved for funding. The
Approval Capital Tracking Administrator should then ensure that the project has the
correct ProjectID assigned and the Adjusted Budget is correct.
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Viewing the Purchase Request Approval pre-defined
process

If your organization has chosen to use Axiom for its Capital Purchase Requests process, your
organization will need to define its workflow and approval process. If your organization has chosen not
to use Axiom’s Purchase Request Approval process, you can ignore this step.

To view the Purchase Request Approval pre-defined process:
1. Inthe Explorer task pane, in the File Groups section, click Capital Tracking-Purchase Requests >
Process Definitions > Purchase Request Approval.

File Groups o

¥ ) File Group Aliases
» V=] Budget-2016
b ¥=] Budget-2017
* ¥Z] Budget-2018
» V=] Capital Tracking-Projects
~ ¥z] Capital Tracking-Purchase Reguests
Cpen Plan Files
,L‘i‘: Create Plan Files
Eﬂ Process Plan Files
¥ Templates
¥ [ Drivers
v = Utilities
+ ™ Process Definitions
&%) Purchase Request Approval @

B -
g:08 Scenarios

2. Toview the process steps, click the Process Steps tab.

8" Edit Plan File Process

rog Edit the definition of plan file process 'Purchase Request Approval' in File Group "Capital Tracking-Purchase Requests'.

ﬂ This process is currently inactive. Start process

Process Properties | Process Steps | Notifications | Web Configuration | Advanced Properties

% Add ~ Duplicate Delete
L_|,‘ COwner
B2 e

r ';‘,3 Functional Review

&Ha Purchasing

e,H.a Accounting

e,'-'e Close

As initially configured, the steps for the Purchase Request Approval pre-defined process include the

following:
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Step Description

Owner The owner is typically the owner (sponsor) of the approved Capital Project.
Once the project has been approved for funding AND has an authorized
budget, the Owner of the project can start inputting purchase requests against
the project.

VP The VP is typically the Vice President of the owner requesting the funds.
Functional This is a sub process that includes the following steps:
Review

o IT—Designated IT reviewers review and comment on IT-related requests.

¢ Clinical — Designated clinical reviewers review and comment on clinical-
related requests.

o Facilities — Designated facilities reviewers review and comment on facilities-
related requests.

o Legal —Designated legal reviewers review and comment on legal-related
requests.

o HR—Designated human resources reviewers review and comment on
human resources-related requests.

Purchasing Your organization's buyers review the request and get appropriate bids and
documentation.

Accounting Your organization's accounting staff approves the request and ensures that the
proper accounts have been chosen.

Close At this step, the Purchase Request has been approved and can be considered
closed.

Activating and managing active processes

When a process is activated, the steps run in sequence. If email notifications are generated (per the
Process Properties settings), users receive an email whenever an action is required on their part,
including links to any files they need to perform an action upon.

After creating process definitions, administrators and process owners can perform tasks such as starting
or stopping a process, viewing overall process status and process history, and managing step status.

IMPORTANT: If you stop the process, all projects currently in the process flow will return to the first
step when the process is reactivated.
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You can perform management tasks from the following locations:

e Onthe Admin ribbon tab, in the Workflow group, click Process Management > Current
Processes.

m MAIN HELP ADMIN Home
F"t:' | .
aP » s | B ®

Admin Task Security Locked System Scheduler Process Imports & Data File
Panes = - ltems  Browser Management = Utilities = Protection =

\I;""J, Current Processes

¢ Axiom Assistant &7 Process Definitions R/O) X

o From the My Files and Tasks task pane, click View status (only available for active processes).

You can also start processes and access process details from within the process definition itself.

Viewing process status and comments

Administrators can view the status of all processes at any time. They can view a summary of process
status and details for each individual process. Any comments added by users when completing steps
also display in these details. Designated process owners can also view the status of processes that they
own. Process flow comments can be seen using the Process Flow Routing slip.

» Process status summary

The Process Manager dialog shows key information for processes at a glance, such as the current state of
the process and the current step of the process. To access this dialog:

e Onthe Admin ribbon tab, in the Workflow group, click Process Management > Current
Processes.

m MAIN  HELP  ADMIN | Home
F,'T.':. | .
e » w [Fx | S »

Admin Task Security Locked System  Scheduler Process Imports & Data File
Panes v Items Browser Management * Utilities = Protection =

\I;""J, Current Processes

¢ Axiom Assistant &% Process Definitions R/O) X

By default, this dialog shows active processes only. To see all of the processes, click Show inactive
processes. The details displayed are for the most recent instance of the process (the current process).
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From here, you can perform actions such as viewing the process details, editing the process definition,
and starting and stopping the process. You can also view process history.

NOTE: For administrators, this dialog shows all processes. For process owners, the dialog only shows
processes that the user owns.

» Viewing individual process details

To view the details of a specific process from the Process Manager dialog, select the process in the list,
and click View Details. Alternatively, administrators and process owners can view the details of an active
process by clicking the View status link in the My Files and Tasks task pane (or in the process definition).

In the Process Status dialog, you can view all of the information about the process, including the:
o Status of each individual step, whether it is completed, active, or not yet started.

o Properties of each individual step, including step type, assigned owner, due date, and any
associated file or feature.

o Details of all step activity, such as when it was made active, when it was completed (and by
whom), and any comments associated with the activity.
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You can also perform administrative activities for the process from this dialog, such as stopping the
process, performing step actions, completing steps (overriding step ownership), and regenerating stalled
steps.

Fixing common process issues
While a process is active, administrators and process owners may need to address common process
issues such as:

o Regenerating tasks for a stalled step.

o Regenerating tasks to reflect changes in the process assignments or security.

o Restarting a Scheduler Process Step.

You can perform all of these actions in the Process Status dialog, which you can access by clicking View
status for the process in the My Files and Tasks task pane. The process definition also contains a link to
open this dialog.

» Regenerating tasks for a stalled step

If an issue occurs that prevents a step from becoming active, the step stalls in the process, and the
process cannot continue.

Axiom Capital Tracking attempts to reactivate the step, which causes any associated tasks to regenerate.
If the task generation is successful, the step is made active, and the process can continue as normal.

NOTE: If instead the step needs a different owner, then you can edit the process definition to assign
a different user. When you save the change to the process definition, the task for that step
automatically regenerates for the new owner, and the error state is removed.

For plan file processes, the process can stall on a per-item basis. For example, if one plan file has an
invalid owner for step 2, then the entire process does not stall—only the plan file with the invalid owner
stalls.

» Regenerating tasks to reflect process or security changes
In certain cases, you may need to regenerate tasks for an active step to incorporate changes made to the
process assignments or to security. For example:

o Ifthe owner assignment is an assignment column or an assighment workbook, and the
assignments in the column or workbook has changed since the step became active.

o Ifthe owner assignment is a role, and the members of the role has changed since the step became
active.

o If security permission changes have been made that affects the ownership of the active step.
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NOTE: It is not necessary to manually regenerate tasks if you change the assignment type for a step
(for example, from user to assignment column), or change the specifically assigned user or role. In
these cases, the tasks are regenerated automatically when you save the change to the process
definition. In the examples listed above, the process is not aware of the changes made outside of the
process definition, so the process does not know to automatically regenerate the tasks.

To regenerate tasks for a step in the Process Status dialog, select the step, and click Regenerate tasks.

Scheduler prompts you that all current tasks for the step will be deleted and new tasks will be created.
Click OK to continue.

NOTE: For plan file processes, you can regenerate tasks on a per-item basis. You must select the
items for which you want to regenerate tasks before clicking the Regenerate tasks button.

Starting or stopping a process

A process is only managed by the system if it has been started. After a process starts, it remains active
until it is completed or stopped.

NOTE: Only administrators or process owners can start or stop a process.

» Starting a process
After you complete a process definition and you are ready to work on the process, you can start it. When
you start a process, Axiom Capital Tracking does the following:

o Creates a unique process instance to track the process steps and store the process details. Each
activation of a particular process definition is stored separately so that you can always see the
historical details.

o Activates the first step in the process, and creates one or more tasks as appropriate.

« Displays the activated process in the Process task pane. Administrators can see every activated
process; other users only see the process if they are the process owner or if they have a task for
the currently active step.

To start a process:

1. Onthe Admin ribbon tab, in the Workflow group, click Process Management > Process
Definitions.
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2. Inthe Axiom Explorer, double-click the process definition to start, and click Start Process in the
top right corner of the dialog.

@' Edit Plan File Process

[Oé Edit the definition of plan file process ‘Capital Tracking Approval® in File Group 'Capital Tracking-Projects’.

0 This process is currently inactive. é Start process

Process Properties | Process Steps | Notifications | Web Configuration | Advanced Properties

Process Name | Capital Tracking Approval

Display Name |Capital Tracking Approval

Description

NOTE: You cannot start the process definition if it contains any missing or invalid settings.
These validation errors display at the bottom of the dialog, if present. Click the link to go to
the tab or step that contains the error. After you resolve all of the errors, you can start the
process.

3. Atthe confirmation prompt, click OK.

The process is now active. After activating a process, you can track its progress using the Process
Manager (Process Management > Current Processes) or by clicking the View status link in the task pane.

You can start processes from the Process Manager dialog, and when viewing the historical details of a
process.

» Stopping a process

When you stop a process, all current tasks are deleted, and the process status changes from Active to
Aborted.

IMPORTANT: If you restart the process definition later, a new process instance is created, and the
process starts over from the first step. There is no way to restart a particular process instance at the
step it was on when it stopped.

To stop a process:
1. From the Process task pane, click View status for the applicable process.
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2. Inthe Process Status dialog, click Stop Process in the top right corner of the dialog.

3. At the confirmation prompt, click OK.

You can also stop processes using the Process Manager in the Admin ribbon tab (Process Management
> Current Processes).

» Completing a process

A process is automatically completed if all the steps in the process are complete. After a particular
process instance is completed, that same instance cannot be restarted—if the process definition is later
restarted, a new process instance is created, and the process starts over from the first step.

Axiom Capital Tracking saves the process details for each activated instance of a process. Administrators
and process owners can always go back and view the available history. For more information on viewing
process history, see Viewing process history.

Creating or modifying a process definition

Use process definitions to define the set of steps to be managed and tracked as part of a process,
including step order, ownership, associated actions, and due dates.

Process definitions are stored in one of two locations: the Process Definition Library or within a file group.
Access to the definitions is controlled by the file security settings on the Files tab of security.
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Only users who need to create and modify the process definitions need access to these files. Users who
are assigned to perform individual steps in the process do not need access to the definition to perform
the task or to view the process status.

NOTE: This topic discusses how to create a standard process definition. Standard process definitions
and plan file process definitions share the same basic settings, but plan file process definitions are
dedicated to plan file process steps, and also support additional features that are unique to plan file
processes. For more details on process vs. plan file processes, see the Axiom Software Process
Management Guide.

Process definitions are typically created by administrators, or other power users who are responsible for
administrating parts of the system. The creator of the process definition needs to understand all of the
steps of the process, who needs to perform each step, and when that step needs to be performed.

Process definitions do not have any impact on the system until they are activated.
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To create or modify a process definition:

1. Inthe Axiom Explorer dialog, right-click the Process Definition Library (or a file group Process
Definition folder), and click New > Process Definition.

NOTE: If you have permission to one or more Process Definition folders for file groups, you
can also create process definitions within those folders.

The Edit Process dialog opens. As you are working in this dialog, any validation errors for missing
or invalid settings display at the bottom of the dialog. You can save the process definition with
configuration errors, however, you cannot start the process until all configuration errors are

resolved.

2. Inthe Process Properties tab, complete the general process settings, as desired.

Option Description

Process Name

Display Name

Description

Process Owner

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

Administrator's Guide 2022.2

The name of the process. This name displays in the Process Status dialog
as well as in the My Files and Taskstask pane.

This name also defines the name of the file in the Process Definitions
Library (and vice versa; if the file name is changed, the process name is
updated to match).

The name of the process that displays to users.

Optional. The description of the process definition. This description
displays in the Process Status dialog.

The owner of the process. By default, this is set to the user who created
the process definition, but it can be changed to another user.

The process owner receives all administrative notifications for the process
and can perform all administrative actions for the process (such as starting
and stopping the process, overriding task ownership to mark steps as
complete, and so on).

Specifies whether the assigned step owners can see all of the steps in the
process when they interact with tasks in the Process task pane.

By default, this option is disabled, which means that step owners only
have access to Task View in the My Files and Tasks task pane, which
shows the currently active task. If this option is enabled, then step owners
gain access to Process View, which shows all of the steps in the process.
Users can toggle between each view.

This setting is only applicable to non-administrator step owners.
Administrators and process owners can always see all of the steps of any
process.
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Option Description

Default Process The user assigned as the default step owner if no specific user assignment
Assignment is made for a particular step. The default assignment only applies to steps
where the Assignment Type is set to User.

3. Inthe Process Steps tab, define the steps for the process.

o To add astep, click Add, and select the type of step to add. New steps are added after the
step that you currently have selected in the list. For details regarding the available options,
see Process Step types.

o Toadd anew step by copying an existing step, select the step, and click Duplicate.

o Toremove a step, select that step, and click Delete. If the deleted step has child steps,
those steps are removed as well.

o To change the order of steps, you can drag and drop them to different locations in the list.

o To copy a step, select the step, and click Duplicate. You can then modify the copied step as
needed, and move it to the desired location in the list.

Steps are performed in the order listed. By default, steps are dependent and sequential—meaning
that each step in the list must be completed before the next step can be done.

After you add a step to the process, you can configure the settings for that step in the right pane.
This includes the display text for the step, the step ownership and due date, and other properties
specific to the step type. You can also configure step-specific notification settings.

TIP: In most cases, you should configure the process-level notification settings on the
Notifications tab before configuring any step-level notification settings. This way the steps can
access the inherited process-level settings.

4. Inthe Notifications tab, complete the notification settings for the process. You can enable or
disable notifications for the process, define the default notification delivery method, and define
default notifications to apply to the steps in the process.

5. Click Apply to save (or OK if you are finished editing).

» Copying an existing process definition

You can create a new process definition by copying an existing definition. To do this, use normal Axiom
Explorer functionality:

o Right-click the definition file in the Process Definition Library, then select Copy.
o To paste a copy of thefile, click Paste. The new file is named OriginalFileName - Copy.
o Rename the file, then open the file and change the process definition settings, as desired.

NOTE: This step is required for the annual rollforward process.
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Process Step types
Process Management supports various step types to be used for different purposes. This section details
the available step types for general processes and the type-specific settings.

Approval Process step

Use the Approval Process step for steps that need the explicit approval of a user to move forward with
the process.

» Step-specific settings
Approval Process steps in standard processes do not have any unique step settings. Only the general
step settings apply.

» Process behavior

When the Approval Process step is the active step, the step owner has the following options:
o Approve the process to move to the next step.

+ Reject the process to return to the prior step.

The Approval Process step is the only step type where an administrator can move the step to any part of
the process. Users can only move steps one forward or back.

File Group Process step
Use the File Group Process step for steps where you need the user to perform some kind of action on a

file group.

NOTE: This step type is for performing actions on a file group as part of a larger process. If instead
you want to manage plan files through a planning process, use a plan file process.

» Step-specific settings

When configuring a File Group Process step, complete the following settings in addition to the general
step settings:
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Item Description

File Group Specify the source of the file group for this step:
Source o Selected File Group: Select an existing file group on which to perform an
action.

o Previous Process Step: The file group for this action is created in a previous
process step. Select the step in the process where this file group is created.

For example, imagine a process where step 1 clones a file group to create a new
file group, and then step 2 creates plan files for the new file group. In step 1, use
Selected File Group to specify the existing file group to clone. In step 2, use
Previous Process Step to specify the file group that was created in step 1.

This step does not apply if the process definition is associated with a particular
file group. In that case, the current file group is assumed.

Selected File The file group for the step. Click the Select button to select an existing file group.
Group This option is only available if File Group Source is set to Selected File Group.

This step does not apply if the process definition is associated with a particular
file group. In that case, the current file group is assumed.

Selected Process The previous step in the process where the file group for this step is created.
Step This option is only available if File Group Source is set to Previous Process step.
For more information, see Using the result of a previous step.

Click the Select button to select the step. Only steps that meet the following
criteria are eligible for selection:

o Must precede the current step.

o Must create a file group using the Clone File Group action.

This step does not apply if the process definition is associated with a particular
file group. In that case, the current file group is assumed.
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Item Description

Selected Action The action to perform on the file group:

e Open Plan Files—If the user has one available plan file in the file group, that
plan file opens. Otherwise, the Open Plan Files dialog opens, showing the
user's available plan files.

o Create Plan Files—Opens the Create Plan Files dialog with no special setup;
the user needs to configure it as needed to complete the step.

NOTE: If the file group is an on-demand file group, then this action behaves
like the Add new file link in the Open Plan Files dialog. The user can click the
link to create a new on-demand plan file.

o Clone File Group—Opens the Clone File Group dialog with no special setup;
the user needs to configure it as needed to complete the step.

o Edit File Group—Opens the Edit File Group dialog with no special setup; the
user needs to configure it as needed to complete the step.

o Process Plan Files—Opens the Process Plan Files dialog with no special
setup; the user needs to configure it as needed to complete the step.

The display text and/or description for the step should make it clear to the user
what they are expected to do to consider the step complete.

NOTE: The assigned user for the step must have the appropriate security permissions to access the
file group and perform the designated action. The File Group Process step does not grant any
permissions or elevate any existing permissions.

» Process behavior

When the File Group Process step is the active step, the step owner has two actions available in the
Process task pane:

e <Action>: The user can click the action link to open a file or perform the action associated with this
step. The text of the action and what it does depends on the selected action for the step. For
example, if the selected action is Process Plan Files, then the link text is Process Plan Files and
clicking it opens the Process Plan Files dialog for the file group.

o Mark step as complete: The user can click this link to complete the active task.
Generic Process step

Use the Generic Process step for any step that is not covered by the other step types. This step type has
no special behaviors and is not associated with any particular feature in Axiom Capital Tracking.

You might use this step for:

o Atask that a user needs to compete outside of Axiom Capital Tracking.
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o Atask that uses an Axiom Capital Tracking feature for which there is no specific step type.

» Step-specific settings

Generic Process steps do not have any unique settings. Only the general step settings apply.

» Process behavior
When the Generic Process step is the active step, the step owner can use Mark step as complete in the

Process task pane to complete the step.

You cannot associate this step with an action; the assigned user needs to perform the task on their own.
It is important to define the display text and description clearly so that the user understands what they
need to do to consider the step complete.

Import Process step

Use the Import Process step for steps where you need a user to access an import utility in Axiom Capital
Tracking, whether to edit the import settings and/or execute the import.

» Step-specific settings

When configuring an Import Process step, complete the following setting in addition to the general step
settings:

Item Description

Selected Import The import utility to associate with this step. Click the folder icon to select the
import.

NOTE: The assigned user for the step must have the appropriate security permissions to access the
import and perform the desired action. The Import Process step does not grant any permissions or
elevate any existing permissions.

» Process behavior

When the Import Process step is the active step, the step owner has two actions available in the Process
task pane:

o Open import: The user can click this link to access the import according to their security
permissions. The step name and/or description should make it clear to the user what they are
expected to do with the import.

o Mark step as complete: The user can click this link to complete the active task.
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Multiple Approvals Process step

Use the Multiple Approvals Process step when you want multiple users to approve a process
concurrently instead of sequentially. The difference in approach is as follows:

o Forsequential approvals, use several Approval Process steps in a sequential order. Only one
approval step is active at a time, and that step must be completed before the process moves to
the next approval step.

o Forconcurrent approvals, use a Multiple Approvals Process step with two or more Approval
Process steps as sub-steps. When the parent Multiple Approvals Process step becomes active,
then all approval sub-steps become active concurrently. All of the sub-steps must be completed
before the process moves to the next step.

» Step-specific settings

The only available step settings for Multiple Approvals Process steps are display text and description.
These steps do not have owner assignments or due dates. Owner assignments and due dates are
defined individually for each sub-step.

P Sub-steps of a Multiple Approvals Process step

A Multiple Approvals Process step must have two or more sub-steps. The sub-steps can only be Approval
Process steps.

» Process behavior

When the Multiple Approvals Process step is the active step, then all of its approval sub-steps are also
made active. Owners of the approval sub-steps can complete their steps as appropriate without any
dependencies on the other sub-steps. When all sub-steps are approved by their owners, then the
Multiple Approvals Process step is automatically marked as complete, and the process moves on to the
next step. If any of the sub-steps are rejected, however, then the entire step is rejected, and the process
is moved back to the step immediately before the Multiple Approvals Process step.

» Restrictions and limitations

When an owner of a sub-step in a Multiple Approvals Process step completes a step, the previous and
next steps shown in the Process Action dialog are the top-level steps before and after the Multiple
Approvals Process step. The other sub-steps do not have an order and therefore are not shown in
relation to the step being approved or rejected.

Report Process step

Use the Report Process step for steps where you need a user to run a report in Axiom Capital Tracking.
For example, you may want a user to run a report for any of the following reasons:

o Verify data before moving on in the process.

« Run asave-to-database report utility.
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« Distribute report packages using File Processing features.

e Process alerts.

» Step-specific settings

When configuring a Report Process step, complete the following settings in addition to the general step
settings:

Item Description

Selected Report The report to associate with this step. Click the folder icon to select a file in the
Reports Library.

Open Form As If the report is form-enabled, then you can specify how the file is opened when
the user opens it from the Process task pane:
o Form in the client(default)
« Form in web browser
o Spreadsheet
This option only displays if the selected report is form-enabled.
NOTE: When using the Axiom Excel Client with Excel 2013 or 2016, Axiom forms

always opens in the user's browser instead of within the application, regardless
of this setting.

NOTE: The assigned user for the step must have the appropriate security permissions to access the
report and perform the desired action (such as Allow Save Data to perform a save-to-database). The
Report Process step does not grant any permissions or elevate any existing permissions.

» Process behavior

When the Report Process step is the active step, the step owner has two actions available in the Process
task pane:

o Open report: The user can click this link to access the report according to their security
permissions. The step name and/or description should make it clear to the user what they are
expected to do with the report.

o Mark step as complete: The user clicks this link to complete the active task.
Scheduler Process step

Use the Scheduler Process step for steps where you want to run a Scheduler job as part of the process.
Unlike other step types, the Scheduler Process step is an automated step, meaning that no user
intervention is required to run the Scheduler job or to complete the step (assuming no errors occur).

Administrator's Guide 2022.2 Axiom Capital Tracking | 78



» Step-specific settings

When configuring a Scheduler Process step, complete the following settings in addition to the general
step settings:

Iltem Description

Selected The Scheduler job to associate with this step. Click the folder icon to select the
Scheduler Job job.

Although the step is automated, you must still specify an assigned user for the step. The job runs using
the permissions of the assigned user. The assigned user is not required to have any access to Scheduler
or to the specified job, although ideally the user has this level of permissions to troubleshoot the job
results if any errors occur.

» Process behavior

When the Scheduler Process step is made active, Axiom Capital Tracking automatically places the job in
the Scheduler queue forimmediate processing (pending Scheduler thread availability). If the processing
completes successfully, the step is automatically marked as complete, and the process continues to the
next step. Any notifications defined in the job are honored; no additional notifications are sent.

If the job experiences any errors, or if Axiom Capital Tracking is unable to schedule the job for some
reason, then the step is effectively stalled. Unlike other stalled steps, however, if this occurs the assigned
user has several options available in the Process task pane to attempt to resolve the issue:

o View job results: The user can view the job results to troubleshoot the issue. Note that the user,
however, must have the Scheduled Jobs User permission and at least read-only access to the job
to view the job results.

o Restart scheduled job: This option places the job in the Scheduler queue to run again. This
assumes that the error was the result of some temporary issue that no longer applies, or that the
underlying issue has been addressed and the job is now expected to complete without error.

o Mark step as complete: Use this option to ignore the job error and manually complete the step.
This may be appropriate for situations where the job completed with partial success that is
sufficient to consider the step complete, or for cases where the step owner or an administrator
ran the Scheduler job or related utility manually as part of troubleshooting the original issue, so
the job does not need to run again as part of processing this step.

Table Process step

Use the Table Process step for steps where you need a user to perform some kind of administrative
action on atable.
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» Step-specific settings
When configuring a Table Process step, complete the following settings in addition to the general step
settings:

Iltem Description

Selected Table The table on which to perform the designated action. Click the folder icon to
select a table.
Selected Action The action to perform on the table:
o Clone Table
o Edit Table Data (meaning Open Table in Spreadsheet)
o Edit Table Structure
In all cases, the assigned user can open the associated dialog from the Process
task pane when the step is active. The display text and/or description for the

step should make it clear to the user what they are expected to do to consider
the step complete.

If Edit Table Data is the selected action, then you can optionally define a Data
Filter and/or a Row Limit for the task.

Data Filter Optional. Define a data filter to limit the data to be displayed in Open Table in
Spreadsheet. Use the Filter Wizard ¥- to create the filter criteria statement.
This setting only applies if Edit Table Data is the selected action.

Row Limit Optional. Type a number to limit the number of rows to be displayed in Open
Table in Spreadsheet.

This setting only applies if Edit Table Data is the selected action.

NOTE: The assigned user for the step must have the appropriate security permissions to access the
table and perform the designated action. The Table Process step does not grant any permissions or
elevate any existing permissions.

» Process behavior
When the Table Process step is the active step, the step owner has two actions available in the Process
task pane:

o <Action>: The user can click the action link to open a table or perform the action associated with
this step. The text of the action and what it does depends on the Selected Action for the step. For
example, if the Selected Action is Clone Table, then the link text is Clone Table and clicking it opens
the Create Table dialog for table cloning.

o Mark step as complete: The user can click this link to complete the active task.
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Assigning owners to process steps (general processes)

Each step in a general process definition must have a defined owner to perform that step and mark it as
complete. The assigned step owner can be a user or a role.

When a step is made active, the assigned owner is notified that they have a task to complete in the
process (if notifications are enabled for the process and for the step). The owner can view the active task
in the Process task pane, perform actions associated with the task, and mark the step as complete.

This topic discusses step ownership options for general process definitions. Plan file process definitions
have additional options to assign step ownership, so that each plan file can be assigned a different owner
for each step. For more information, see.

» Assigning owners to individual steps

Step owners are assigned on the Process Steps tab. Select the step for which you want to assign
ownership, then use the Assignment Type field to select the ownership type.

Assignment Configuration

Assignment Type | User - |

FE| Assigned User Wendy Hunter (whunter)

_::| Due Date 3 days after the process is started s R

For steps in general process definitions, the assigned owner can be a user or a role:

Assignment Type Description

User Assign a specific user as the owner of the step. When the step becomes
active, a process task will be generated for the user to complete the step.

If this option is selected, then click the Edit #* button to the right of the
Assigned User field to select a user. You can select any user in Axiom
Capital Tracking.

If most or all of the steps in your process use the same owner, you can
choose to set a default owner at the process level. If you do this, then you
can leave the Assigned User at the step level blank, and that step is
automatically assigned to the default owner.

Role Assign a role as the owner of the step. When the step becomes active, a
process task will be generated for all users in that role, and any of those
users can complete the step.

If this option is selected, then click the Edit #* button to the right of the
Assigned Role field to select a role. You can select any role in Axiom Capital
Tracking.
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Steps with sub-steps do not have assigned owners on the parent step itself. Instead, owners are
assigned for each individual sub-step.

Until a process is active, you can edit step ownership settings as desired. After a process is active, you can
edit ownership settings for any step that is not already completed. If you change the ownership settings
of an active step, new tasks are regenerated as needed to reflect the new settings, including sending new
Step Activated notifications (if enabled for the process).

» Defining a default user assignment for the process

If desired, you can specify a default user assignment at the process level. This user will apply to any step
that uses the assignment type of User but does not have an explicitly assigned user. This option is useful
when you have a process where most or all of the steps are performed by the same user.

The default user assignment can be set on the Process Properties tab, as the Default Process
Assignment.

Configuration Properties

#| Allow step owners to see all steps in the process
Enable this option if you want step owners to be able to see all process steps in the Process task pane. By default, step owners ca

onyf see their current step.

Default Process Assignment  Wendy Hunter (whunter) P

If an individual step is set to User as the Assignment Type, but no user has been specified, then the step
uses the default assignment. This is indicated in the step properties as follows:

nment: s X

3] Due Date 7/12/2013 s X

EE| Assigned User  <using default process ass

V]

After a process has started, the default process assignment cannot be changed. You can, however, still
change the owner of any individual steps that have not yet been completed.

» Step ownership and security permissions

For steps in a general process definition, step ownership only grants the ability to mark the step as
completed in the process. It does not grant the user the necessary security permissions to perform any
associated action for the step, and it does not prevent any other user from performing that associated
action. When assigning owners to process steps, be sure that the owner has the appropriate security
permissions to perform the associated task for the step.

For example, imagine that the step is "Import actuals data" and the step is linked to the GLActuals import
utility. If the user has permission to execute that import (as defined in security), then the user can click
Open import for the task in the Process task pane to execute that import. If the user does not have
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permission to execute the import, however, then being the step owner does not grant them the
permission. Additionally, if other users have security permissions to execute that import, they can still do
so.

Using the result of a previous step

You can configure a step in a process definition to perform an action on the result of a previous step. This
supports processes where an item is created in one step and then you want to perform one or more
actions on this newly created item.

Currently, this configuration is only supported for processes that use a File Group Process Step with the
Clone File Group action. This is the only step type that officially creates a new item in Axiom Capital
Tracking. Although you can use other process steps to direct step owners to create any kind of item, the
creation is not an official step action and is not tracked by the process.

The typical use case for this configuration is for a rollover process. For example:
o Step 1 uses the Clone File Group action to create a new file group for the new cycle of planning.
o Step 2 creates the plan files for the new file group that was created in Step 1.

o Step 3 processes the plan files for the new file group that was created in Step 1.

For Step 1, you would point the step to an existing file group such as Budget 2022. When the process is
activated, the step owner performs the cloning process, and creates a new file group such as Budget
2023. However when setting up the process definition, you cannot point Step 2 to the Budget 2023 file
group because it is not created yet. Instead, you configure Steps 2 and 3 to use the result of Step 1.

» Configuring a step to use the result of a previous step
When defining a File Group Process step, do the following to use the result of a previous step:
1. For File Group Source, select Previous Process Step.

2. For Selected Process Step, click the Browse button to select the step where the file group is
created.

-
Select Process Step l&]

¥ Select the process step to use as the source.

Clone current file group (Step 1 of 5)

Cancel |
J

The Select Process step dialog displays a list of steps that are eligible for selection. If no steps are
eligible, a message informs you of this. Only steps that meet the following criteria are eligible for
selection:
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o Must precede the current step.

o Must create a file group using the Clone File Group action.

To continue the previous example, the configuration for Step 2 looks like the following:

Process Step Configuration

File Group Socurce Selected File Group @ Previous Process Step
Selected Process 5tep  Clone current file group (Step 1 of 3) =
Selected Action Create Plan Files A

This means that Step 2 creates plan files for the file group created in Step 1.

» Tracking the step result in active processes

If a process is configured to use the result of a previous step, then the result of that step must be tracked
within the process. To continue the previous example, when Step 1is completed, the process needs to
know the name of the file group that was created so that it can pass the name of that file group to Steps
2and 3.

When a step owner completes a step where the created file group is used by a subsequent step, then as
part of the completion process, they must specify the name of the file group that is created. If only one
clone is created for the source file group since the process was activated, that file group is selected by
default as the step result. Otherwise, the step owner is prompted to select a file group before the step
completion dialog displays.

If the displayed step result is incorrect, the step owner can use the Select button to change the file group
before completing the step. The list of available file groups is limited to those that were created by
cloning the source file group.

Process Action IEI

vl—\fl Mark process step as completed in process 'Rollover’.

Current Step Next Step
E Clone current file group | Import actuals
8 Wendy Hunter 8 Ron Sandstone
Step Result:
p% Cloned file greup 2016 Budget Select...|

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

OK ] [ Cancel
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The file group specified as the step result is passed to the subsequent steps that use that result. The step
result is also documented in the process details for future reference.

Step Activity

2/26/2015 13:26 = Step activated /
2/26/2015 13:30 B% Step resulted in cloned file group 2016 Budget'

2/26/201513:30 [ Step completed by Wendy Hunter

Viewing process history

Each time a process starts, a new process instance is created to track the details of that particular
execution of the process. This ensures that you always have a history of each time the process is

performed, including who completed each step in the process and when. You can retain this history as
long as needed.

Product administrators and process owners can view the history for a process. There are several ways to
access this history.

On the Admin tab, in the Workflow group, click Process Management > Current Processes.

m MAIN HELP ADMIN Home
|_,'T;:, | v

Admin Task Security Locked System Scheduler Process Imports & Data File
Panes A ltems  Browser Management * Utilities ~ Protection =

|
| &7 | Current Processes

4 Sy AcsEEn &% Process Definitions R/O) X

In the My Files and Taskstask pane, click View status. In the Process Status dialog, click Process
history.

In the Explorer task pane or Axiom Explorer system browser, right-click the process definition,
and click Process Status. In the Process Status dialog, click Process history.

All of these options open the Process Manager dialog. Product administrators can see all processes in
this dialog; process owners can only see the processes they own. To view the history for a process:

1.
2.

Select the process in the Current Processes section.

In the Process History section, select the process instance for which you want to view the history,
and then click View Details.

Make sure to click the View Details button that is directly over the Process History section, not
the button that is above the Current Processes section.
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The Process Status dialog opens, displaying the details for the historical instance of that process. In
addition to reviewing the details, you can perform the following actions from this dialog:

o View process definition: Opens a read-only copy of the process definition as it existed at the time
of this historical instance.

o Start process: Starts a new instance of the process, using the current process definition. This
option is only available if there is not already an active instance of the process.

If there is already an active instance of the process, a message will display at the top of the dialog
to inform you of this. You can click the link in this message to be taken to the currently active
instance.

» Deleting process history

If you do not need the history of a particular process instance anymore, you can select that instance in
the Process History section and then click Delete /<. Process history is retained until it is manually
deleted (it does not get automatically purged by the Purge System Data Scheduler job).

If the process definition is deleted, all history for that process is also automatically deleted.

Deleting a process definition

You can delete a process definition if it is not active and you no longer need it. Deleting a process
definition also deletes all of the history for that process, so you should make absolutely sure that the
definition and its history are not needed before you delete it.

To delete a process definition:
1. Onthe Admin ribbon tab, in the Workflow group, click Process Management > Process

Definitions.
MAIN HELP ADMIN Home
amnl )] | \
&P » = Ex | S
Admin Task Security Locked System  Scheduler Process Imports & Data File
Panes * - ltems  Browser Management = Utilities * Protection *

\E‘i Current Processes

<  Axiom Assistant I\i;", Process Definitions

2. Inthe Axiom Explorer dialog, right-click the definition to delete, and click Delete.

3. Atthe confirmation prompt, click OK.

The process definition is deleted.
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Assigning Process Flow steps for capital projects manually

Use the CT Process Flow Manual Assignment report to manually assign Process Flow steps for capital

projects.
PKG
Capital Tracking
Filter: NONE
Input additional filter criteria here (ex. CPREQ20xx.OrigBudgetTOT>=5000)
Sort: Entity;DEPT Description (asc)
Entity Dept Project ID Project Description Routing 01 Routing 02 Rout
Step Name: T Clinical Faci
Step Number:| 3 3 3
a
= 2 26480 2017.002,26480.001 Master Facility Plan, New Cancer Center
= 2 26140 2017.002.26140.001 Bed, Bariatric Beds
=] 2 27550 2017.002,27550.001 EMG (Spine Neuro), Cyber Knife
=] 10 102002 2017.010,102002.001 General Construction, Dental Surgery Expansion
= 2 26750 2017.002.26750.001 Mammography Unit, Digital Mammo Unit
= 1 19150 2017.001.19150.001 General Software, ICU Software
= 2 21010 2017.002,21010.001 Acquisition, SW MOB Acquisition
= 2 26440 2017.002.26440.001 General Canstruction, Third Floor NICU
=] 2 27640 2017.002.27640.001 General Renovation, OR Remodel
=] 2 27540 2017.002,27540.001 General Construction, Sleep Lab Expansion
= 2 27400 2017.002.27400.001 General Construction, New Cardiac Center
= 2 26140 2017.002.26140.002 Defibrillator / Pacemaker, Defibrillators for ED
=] 2 26140 2017.002,26140.003 Monitor, Vital Signs Monitors
= 1 26310 2017.001.26310.001 Monitor, Transport Monitor for Patient Sedations

NOTE: You can view the plan files for the capital project by clicking the folder icon next to the Entity
column.

To assign process flow steps for capital projects manually:

1. Inthe Cap Track Admin task pane, in the Administration section, click Administrative Utilities >
Process Flow Configuration > CT Process Flow Configuration, and double-click CT Process Flow
Manual Assignment.

Administration a

|:|F'urchase Request Drivers
+ Dimension Maintenance

b Administrative Utilities
= ' Process Flow Configuration
- Process Flow Configuration
E CT Process Flow Manual ﬂ.ssignmentlé
CT Process Flow Step Ownership
k PR Process Flow Configuration
¥ 7 Build Imported Projects

2. Refresh the data in the report by doing one of the following:
o Inthe Main ribbon tab, in the Workbook Options group, click Refresh Data.
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MAIN HELP ADMIN Home -1
Bk 2?2 OH|IBOe =T

Open App Online Mavigation Save Refresh Change Dnll Additicns Q_UiCk GoTo
Menus + Help ~ - Data | View ~ - - Filter -

Applications Help File Options Workbook Options

e Press F9.
3. Inthe Refresh Variables dialog, do one of the following:

Option Description

Select one or more projects to a. Inthe Refresh Variables dialog, for each option
include in the report to filter by, click Choose Value.

b. Inthe Choose Value dialog, select the values to
include, and click OK.

c. Inthe Refresh Dialog, click OK.

Include all projects in the report In the Refresh Variables dialog, leave the field blank,
and click OK.

4. |Inthe Step Number row, choose the step you would like to manually route projects to.

Entity Dept Project ID Project Description Routing 01 Routing 02 Rout

Step Name: IT Clinical Fac
9l Step Number- B 3 |

= 2 26480 2017.002.26480.001 Master Facility Plan, New Cancer Center
= 2 26140 2017.002.26140.001 Bed, Bariatric Beds

5. Inthe Routing 01, Routing 02, and Routing 03 columns, to manually set the Process Flow steps,
as required, select Yes.

Entity Dept Project ID Project Deseription Routing 01 Routing 02
Step Name: I Clinical
Step Number:| 3 3
= 2 26480 2017.002.26480.001 Master Facility Plan, New Cancer Center [ E
(=] 2 26140 2017.002.26140.001 Bed, Bariatric Beds [res

6. After you make changes, in the Main ribbon tab, click Save.

MAIN HELP ADMIN HOV
B 2?2 @HITOeq= Y>>

Open App Online Navigation | Save Refresh Change Drill  Additions Q_U-'Ck GoTo
Menus Help ~ - Data  vijew ~ - - Filter -

Applications Help File Options Workbook Options
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Configuring conditional Process Flow rules for purchase
requests

Use the PR Process Flow Step Ownership report to set the conditional rules for the purchase request
Process Flow.

To configure conditional Process Flow rules for purchase requests:

1.

In the Cap Track Admin task pane, in the Administration section, click Administrative Utilities >
Process Flow Configuration >PR Process Flow Configuration, and double-click PR Process Flow
Step Ownership.

Administration e

DF‘urchase Request Drivers
» Dimension Maintenance

b Administrative Utilities

= ' Process Flow Configuration
¥ | CT Process Flow Configuration
= | PR Process Flow Configuration

2 PR Process Flow Manual Assignment
@ PR Process Flow Step Ownership Ié

b ' Build Imported Projects

To select the purchase requests to configure the rules for, refresh the data in the report by doing
one of the following:
o Inthe Main ribbon tab, in the Workbook Options group, click Refresh Data.

MAIN HELP ADMIN Home gt
P 2?2 OH|IGODe =T

Open App Online Mavigation Save Refresh | Change  Drill  Additions Q_UiCk GoTo
Menus * Help ~ - Data | View ~ - - Filter -

e Press F9.
In the Refresh Variables dialog, click Choose Value.

In the Choose Value dialog, select the check mark box next to one or more purchase requests,
and click OK.

In the Refresh Variables dialog, click OK.

In the Process Flow Assignment Area, complete the following fields for each step owner, as
needed:
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PR Process Flow

gtep Ownership

Logic for Step Ownership Lookup
Step:

Step Name:

Individual Step Owner (if applicable):

3

4

WP

Climical

Facilities

Process Flow Assignment Area

Reason

Priority

Category

Is purchasing review required for pricing?
Is construction or renovation required?
Does this project include an IT component?

Is this request for medical equipment?

Cap Project Greater Than or Equal to $
(Leave blank for no filter)

Cap Project Less Than $ (Leave blank for no
filter)

Purchase Request Greater Than or Equal to
$ (Leave blank for no filter)

Purchase Request Less Than § (Leave blank
for no filter)

Double Click to Select

Double Click to Select

Double Click to Select

Double Click to Select

Double Click to Select

Double Click to Select

Double Click to Select

Double Click to Select

Dauble Click ta Select

Double Click ta Select

Double Click to Select

Double Chick ta Select

Select from Drop Down

Select from Drop Down

Select from Drop Down

Select from Drop Down

Select from Drop Down

Select from Drop Down

Select fram Drop Down

Select from Drop Down

Select from Drop Down

Select from Drop Down

Select from Drop Down

Select from Drop Down

Select from Drop Down

Select from Drop Down

Select from Drop Down

Select from Drop Down

NOTE: There may be different or additional rows, depending on how your system is set up.

Option Description

Step

Type the step number

Step Name

Type the step name.

IMPORTANT: This name should be the same name as
set up in Process Management and in your
department table.

Individual Step Owner (if
applicable)

If only a single user will be assigned as the owner of the
step for all capital projects, type the name.
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Option Description

Reason For each field, do the following:
Priority a. Double-click the field.
Category b. Inthe Choose Value dialog, select the value.
c. Click OK.
Is purchasing review required for For each question, from the drop-down, select Yes or
pricing? No.

Is construction or renovation
required?

Does this project include an
IT component?

Is this request for medical

equipment?
Cap Project Greater Than or Equal Do one of the following:
t
0% o To filter projects, enter the filter criteria.
Cap Project Less than $ o Toinclude all projects, leave the field blank.

Purchase Request Greater Than or
Equalto $

Purchase Request Less than $

The Query Area is where you can view testing results, or how your projects are moving through
workflow in the live environment

Query Area

2 Sally Klein Jblock Jess Block Bill Bigcraft
sum 1
Project Type and Detail
Template
PicklLists
Capital Questions
PO PickLists

Dollar Thresholds

[ R T R R ) Y
(=T = R R~ =]
[T = T T o T = W Y
=T = R = =

7. After making your changes, in the Main ribbon tab, click Save.
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Configuring conditional Process Flow rules for capital
projects

Use the CT Process Flow Step Ownership report to set the conditional rules for the capital project Process
Flow.

To configure conditional Process Flow rules for capital projects:

1. Inthe Cap Track Admin task pane, in the Administration section, click Administrative Utilities >
Process Flow Configuration > CT Process Flow Configuration, and double-click CT Process Flow
Step Ownership.

Administration ~

|:|F'ur-.:hase Request Drivers
+ Dimension Maintenance

b Administrative Utilities
= Process Flow Configuration
= | CT Process Flow Cenfiguration
EH CT Process Flow Manual Assignment
EF]CT Process Flow step Ownershi @
¥ . PR Process Flow Configuration
¥ . 7 Build Imported Projects

2. To select the capital projects to configure the rules for, refresh the data in the report by doing one
of the following:

o Inthe Main ribbon tab, in the Workbook Options group, click Refresh Data.

MAIN HELP ADMIN Home gt
P 2?2 OH|IGODe =T

Open App Online Mavigation Save Refresh | Change  Drill  Additions Q_UiCk GoTo
Menus * Help ~ - Data | View ~ - - Filter -

e Press F9.
3. Inthe Refresh Variables dialog, click Choose Value.
4. |Inthe Choose Value dialog, select the check mark box next to one or more projects, and click OK.
5. In the Refresh Variables dialog, click OK.

6. Inthe Process Flow Assignment Area, complete the following fields for each step owner, as
needed:
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CT Process Flow Step Ownersh|p
Logic for Step Ownership Lookup
Step: 1 2 3 4 5 6

Step Name: vp i Clinical Facilities Approver Voting

Individual Step Owner (if applicable):

Process Flow i Area

Project Type Detail

Template

Class

Reason

Priority

Category

Is purchasing review required for pricing? Select from Drop Down  Select from Drop Down  Select from Drop Down  Select from Drop Down  Select from Drop Down  Select from Drop Down

Is ion or ion requi Select from Drop Down  Select from Drop Down  Select from Drop Down  Select from Drop Down  Select from Drop Down ~ Select from Drop Down
Does this project include an IT component? Select from Drop Down  Select from Drop Down  Select from Drop Down  Select from Drop Down  Select from Drop Down  Select from Drop Down

Is this request for medical equipment? select from Drop Down  Select from Drop Down  Select from Drop Down  Select from Drop Down  Select from Drop Down  Select from Drop Down

Cap Project Greater Than or Equal to $ (Leave blank for no filter]

Cap Project Less Than $ (Leave blank for no filter)

NOTE: There may be different or additional rows, depending on how your system is set up.

Option Description

Step Type the step number

Step Name Type the step name.

IMPORTANT: This name should be the same name as
set up in Process Management, with a matching
column in your department table.

Individual Step Owner (if If only a single user will be assigned as the owner of the
applicable) step for all capital projects, type the name.

Project Type For each field, do the following:

Project Type Detail a. Double-click the field.

Template b. Inthe Choose Value dialog, select the value.
Class c. Click OK.

Reason

Priority

Category
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Option Description

Is purchasing review required for For each question, from the drop-down, select Yes or
pricing? No.

Is construction or renovation
required?

Does this project include an
IT component?

Is this request for medical

equipment?
Cap Project Greater Than or Equal Do one of the following:
to . . . N
? o To filter projects, enter the filter criteria.
Cap Project Less than $ « Toinclude all projects, leave the field blank.

In the Query Area, you can view testing results or how your projects are moving through
workflow in the live environment.

Query Area
2 Sally Klein Jblock Jess Block Bill Bigcraft SKlein bbigcraft
SUM 1 1 1 1 1 1
Project Type and Detail 0 o 0 o 0 o
Template 0 o 0 o 0 o
PickLists 1 1 1 1 1 1
Capital Questions 0 [} 0 o 0 o
Dollar Thresholds 0 [+] 0 [+] 0 [+]
3 sally Klein Jblock Jess Block 8ill Bigcraft rnyberg bbiqcraft
SUM 1 1 1 1 1 1
Project Type and Detail 0 0 0 0 0 0
Template 0 [} 0 [} 0 [}
PickLists 1 1 1 1 1 1
Capital Questions 0 o 0 0 0 0
Dollar Threshelds 0 ] 0 ] 0 ]
4 Scott Johanson Jblock Jess Block Bill Bigcraft SJehanson bbigcraft
SUM 1 1 1 1 1 1
Project Type and Detail 0 o 0 o 0 o
Template 0 o 0 o 0 o
PickLists 1 1 1 1 1 1
Capital Questions 0 o 0 o 0 o
Dollar Thresholds 0 [¢] 0 [¢] 0 [¢]
7. After making your changes, in the Main ribbon tab, click Save.
Use the PR Process Flow Manual Assignment report to manually assign Process Flow steps for purchase
requests.
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PR Process Flow Manual Assignment

KHA Health

Capital Tracking

Filter: NONE

Input additional filter criteria here (ex. CPREQ20x.OrigBudgetTOT > =5000)

Sort: Entity; DEPTDescription fasc)

Entity Dept Purchase RequestID_Description L Rouingot |
There is an error in XML There is an error in XML There is an error in XML
Step Name: document (37, 12942), document (37, 12942), document (37, 12942),
Step Number:| | 31 ] 32 | 33 ]

= 2 26140 PR.20717.002.26140.001.001 Purchase of 2 of the 3 beds currently budgeted. NenThresheld Equipment
= 2 26140 PR.2017.002.26140.001.002  Last of 3 beds to order. NenThresheld Equipment
= 2 26140 PR.2017.002.26140.003.001 Vital Signs Monitors NonThreshold Equipment
= 1 26310 PR.2017.001.26310.002.001 Pediatric Cribs NenThreshold Equipment
= 1 26310 PR.20717.001.26310.002.001 Ice Machine NenThresheld Equipment
= 1 26310 PR.2017.001.26310.005.001 Transport Incubatory Isolette NenThresheld Equipment
= 1 26350 PR.2017.001.26350.001.001 Telemetry Transmitters NonThreshold Equipment
= 1 26350 PR.2017.001.26350.003.001 CCU Beds NenThreshold Equipment
= 1 26350 PR.20717.001.26350.005.001 Portable Pulse Oximeters NenThresheld Equipment
= 1 26350 PR.2017.001.26350.007.001 Bili Saft Photo Therapy NenThresheld Equipment
= 1 26430 PR.2017.001.26430.002.001 Radiant Warmers NonThreshold Equipment
= 1 26470 PR.2017.001.26470.001.001 12 Lead EKG Machine, MAC 5500 NenThreshold Equipment
= 1 26470 PR.20717.001.26470.002.001 Bladder Scanner BVI 3400 NenThresheld Equipment
= 1 28470 PR.2017.001.26470.003.001 Blanket Warmer NenThresheld Equipment
= 1 26470 PR.20717.001.26470.005.001 Patient Beds NonThreshold Equipment
= 1 26770 PR.2017.001.26770.003.001 In Vivo Dosimetry NenThreshold Equipment
= 1 26770 PR.2017.001.26770.005.001 Tip Confirmation System NenThresheld Equipment
= 1 26780 PR.2017.001.26780.002.001 Equipment for Pre/Post Area NenThreshold IT
= 1 26780 PR.2017.001.26780.004.001 Flex Vision Lab 2 NonThreshold IT
= 1 26780 PR.2017.001.26780.006.001 Cardiolab EP Recorder NenThreshold Equipment
= 1 26790 PR.20717.001.26780.008.001 EP Med Stimulator NenThresheld IT

NOTE: You can view the plan files for the capital project by clicking the folder icon next to the Entity
column.

To assign process flow steps for purchase requests manually:

1. Inthe Cap Track Admin task pane, in the Administration section, click Administrative Utilities >
Process Flow Configuration > PR Process Flow Configuration, and double-click PR Process Flow
Manual Assignment.

Administration "‘
[=]Purchase Request Drivers
» Dimension Maintenance
b Administrative Utilities
= ' Process Flow Configuration

ZF PR Process Flow Manual Assignment

ZF] PR Process Flow Step Cwnership
b 7 Build Imported Projects

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

MAIN HELP ADMIN Home -1
P ? OH|GOQ=T->

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

Applications Help File Options Workbook Options
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e Press F9.
3. Inthe Refresh Variables dialog, do one of the following:

Option Description

Select one or more purchase requests a. Inthe Refresh Variables dialog, for each
to include in the report option to filter by, click Choose Value.

b. Inthe Choose Value dialog, select the
values to include, and click OK.

c. Inthe Refresh Dialog, click OK.

Include all purchase requests in the In the Refresh Variables dialog, leave the field
report blank, and click OK.

4. |nthe Step Number row, choose the step you would like to manually route projects to.

Entity Dept Purchase RequestID _ Description [ Routingor |
Step Name: I Clinical Facilities
elslepllumben | 31 [T 32 [T 33 |
= _| 2 26140 PR.2017.002.26140.001.001 | | | | | | NonThreshold
= 2 26140 PR.2017.002.26140.001.002 | | | | | | NonThreshold

5. Inthe Routing 01, Routing 02, and Routing 03 columns, to manually set the Process Flow steps,
as required, select Yes.

Purchase Request ID__ Description | fowingot W Rouingoz | Rouing0z |

Step Name: T Clinical Facilities
Step Number:| | 3.1 32 33

(=4 2 26140 PR.2017.002.26140.001.001 1=]
= 2 26140 PR.2017.002.26140.001.002 L5 )
= 2 26140 PR.2017.002.26140.003.001 ‘ ‘

6. After you make changes, in the Main ribbon tab, click Save.

MAIN HELP ADMIN HOV
P ? OHOe= T2

Open App Online Navigation | Save Refresh Change  Drill  Additions Q_UiCk GoTo
Menus * Help ~ - Data  Vjew = - - Filter -

Applications Help File Options Workbook Options
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Working with Capital Projects

In Axiom Capital Tracking, projects come from two sources:

o Approved projects from Axiom Capital Planning are imported to Axiom Capital Tracking.

o You can create non-budgeted projects using the Create or Open Capital Project command.

After a capital budget has been set up in the system, the primary tasks for users involves creating,
reviewing, and approving capital projects.

There are two broad categories of capital projects in Axiom Capital Tracking:

e Non-Threshold (Summary) Capital Projects — Capital projects below a set dollar threshold that
can be approved on an ad-hoc basis by a single executive.

o Threshold (Pro Forma) Capital Projects — Capital projects that exceed the set dollar threshold are
recommended to be approved as part of a larger, organization-wide process of evaluating and
prioritizing capital requests, involving a committee of multiple stakeholders.

While the administrator may define sub-categories for each type, whether a project is Summary versus
Pro Forma is the main determinant of what data needs to be entered into a request and how the request
is subsequently processed within the system.

Projects approved in Axiom Capital Planning display in the Capital Project Summary and Capital Project
Directory with the respective original budget allocated in Axiom Capital Planning.

NOTE: For more information regarding the process by which capital projects are transferred, see the
Axiom Capital Planning Administrator's Guide.

Tracking Capital Projects

Axiom Capital Tracking includes a number of reports you can use to view the status of capital projects.
Most of these reports are web-enabled.

You can access these reports in the Cap Track and Cap Track Admin task panes in the Capital Tracking
Reports section or in the Reports Library.
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There are other reports available to view approval status, retrospective project reviews, and so on. For
more information, see Working with Reports.

Viewing project plan files and purchase requests

When you click the Plan File Directory button on the Capital Tracking side of the home page, the Capital
Tracking - Projects page displays, which lists all the current project files and their details. From this
screen, you can also add a new capital project and search for existing projects. To open a project file,
simply click any of the links in the CAPREQ, ProjectID, or Description columns.

The Capital Tracking - Purchase Requests page lists all the purchase requests and their details. You can
also add a new purchase request and search for an existing request. To open a request, click any of the
links in the POTRANS, PR ID, or Description columns.

» Project plan files

To view project plan files:

1. From the Axiom Capital Tracking home page, do any of the following:

NOTE: To access this location from the Cap Tracking Admin task pane, in the Capital Tracking
Commands section, click Tracking Directory, and double-click Capital Tracking Directory. For
more information, see Viewing the Capital Tracking Directory.

« To view capital projects, click the Plan File Directory button on the left side of the page.

« To view purchase requests, click the Plan File Directory button on the right side of the
page.

Capital Tracking

& w2

Process Summary - Purchase Requests

> @ RecentPlaces

Capital Plan File Management: View Plan File Directory
(P ts)

-
Capital Plan File Management: View Plan File Directory
(CapitalTrack
—l Plan File Directory Vie ing Projects. Plan File Directory
Capital Plan File Management: Create or Open Capital Tracking Project Capital Plan File Management: Create or Open Purchase Request
Capital Projects will open in a new window. Create or Open Purchase Requests will open in a new window.
Create or Open Capital Projects
SR Purchase Requests

Capital Plan File Management: Copy or Transfer Capital Projects Capital Plan File Management: Launch the Capital Transfer Uilty

Copy or Transfer Capital Copy Capitl Proje
You can also use t

o anot

u ner. ’ ' In this utlty you will be able o transfer funds between capital projects.
apital Prolects from Capital Launch Capital Transfer Utilty

Planning File

Capital Reports: Capital Reports: Launch the Capital Tracking Summary Report

In this Dashboard, you will see a summry and analysis of your Captal Launch Capital Tracking In this report,you will be able to view a summary of all Capital Tracking
Launch Capital Dashboard Tracking process. e and thei associated Purchase Requests

Capital System Administration: Adjust the Capital Tracking Drivers Capital Syste i Adjust e Re t Drive

Adjust the Drivers for your Capital Tracking File Group. NOTE: if you have Adjust the Drivers for your Purchase Request File Group.

Capital Planning installed, this will open the CP Next Year Drivers Edit Drivers

Click image to view full size
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2. From this page, do any of the following:

o To narrow the list of projects, select the options in which to filter the list in the Filters panel,
and click Apply. To clear a specific option, click X next to the drop-down list. To clear the
entire filter, click Clear All.

o Toadd anew project, click + Add New Capital Request at the top of the page. For
instructions for adding a new project, see Creating or modifying a non-budgeted capital
project.

o To search for a project, type the project name, CAPREQ ID, or project ID in the search field
at the top of the page.

Capital Planning

CapitalPlanning-2021 +

CAPREQ T De:

ot

» Purchase requests

To view purchase requests:

1. From the Axiom Capital Tracking home page, do any of the following:

NOTE: To access this location from the Cap Tracking Admin task pane, in the Capital Tracking
Commands section, click Tracking Directory, and double-click Capital Tracking Directory. For
more information, see Viewing the Capital Tracking Directory.

o To view capital projects, click the Plan File Directory button on the left side of the page.

o To view purchase requests, click the Plan File Directory button on the right side of the
page.
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Capital Tracking

v

> @ RecentPlaces

Plan File Directory

Create or Open Capital Projects

Launch Capital Dashboard

mary - Capital Tracking

Capital Plan File Management: View Plan File Directory
(CapitalTracking)

View Capital Tracking Projects.

Capital Plan File Management: Create or Open Capital Tracking Project

Capital Projects will open in a new window.

Capital Plan File Management: Copy or Transfer Capital Projects

Copy Capital Projects
You car
Planni

n one File Group to another.
fer Capital Projects from Capital

Capital Reports:

Inthis Dashboard, you will see a summary and analysis of your Capital
Tracking process.

Capital System Administration: Adjust the Capital Tracking Drivers

Adjust the Drivrs for your Capital

Tracking File Group. NOTE: if you have
Capital Planning installed, this will open the s,

oup.
CP Next Year Driver

Process Summary - Purchase Requests

Plan File Directory

Capital Plan File Management: View Plan File Directory
(PurchaseRequests)

View Purchase Requests.

Create or Open
Purchase Requests

Launch Capital Transfer Utity

Launch Capital Tracking
‘Summary Report

Edit Drivers

Capital Plan File Management: Create or Open Purchase Request

Purchase Requests will open in a new window.

Capital Plan File Management: Launch the Capital Transfer Utilty

In this utilty, you wil be able to transfer funds between capital projects.

Capital Reports: Launch the Capital Tracking Summary Report

In this report, you will be able to view a summary of all Capital Tracking
and ther associated Purchase Requests.

Capital Syst i Adjust

Adjust the Drivers for your Purchase Request File Group.

w o?

Click image to view full size

2. From this page, do any of the following:

o To narrow the list of purchase requests, select the options in which to filter the list in the
Filters panel, and click Apply. To clear a specific option, click X next to the drop-down list.
To clear the entire filter, click Clear All.

o To add a new purchase request, click +Add New Purchase Requisition at the top of the
page. For instructions for adding a new purchase request, see Creating a purchase request.

o To search for a purchase request, type the project name, CAPREQ ID, or project ID in the
search field at the top of the page.

Capital Tracking

e blank for ALL): 1o

Capital Tracking-Purchase Requests

blank for ALL) POTRANS ©  PRID Description
or Department 2 PR.CT_Pending_29.001
blank for ALL) 3 PRCT_Pending_30.001
or Status
4 PR.CT_Pending_30.002
cre: blank for ALL)
5 PR.CT_Pending_30.003
Choos: reator
6 PR Pending 001
Archive (ieave blank for ALL)
No 7 PR Pending.002
s PR Pending.003
Apply Clear All Cancel 9 PR Pending.004
0 PR Pending.005

Request Notes

Creator Status.

status C

Viewing the Capital Tracking Summary

The Capital Tracking Summary displays detailed capital tracking information for each project.
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Capital Tracking Summary

KHA Health | Capital Tracking

TOTAL
CAPREQ/  Project D Transaction ID entity Deparment Project Description / Transaction Notes. GLPEROD  Staws
POTRANS

) 124 2017.001.19000001 1 19000 Land Purchase, For New MOB Approved
TR2017.001.19000.001.00 Transfer TO project (2017.001.19000.001) FROM project (KH_Coi 201702

S 120 KH_Contingency 1 19000 Contingency, Main Campus Contingency Pool Pending
TRKH_Gontingency.001 Transfer FROM project (KH_Contingency) TO project (2017.001.1 201702
TRKH_Contingency.002 Transfer FROM project (KH_Contingency) TO project (2017.001.2 201702
TRKH_Contingency.003 Transfer FROM project (KH_Contingency) TO project (2017.002.2 201702
TRKH_Contingency. 004 Transfer FROM project (KH_Contingency) TO project (2017.001.2 201702

) 16 2017.00126310.002 1 26310 Bed, Pediatric Cribs Approved

) 5 PR2017.001.26310.002.00 Pediatric Cribs 201701 Approved
IN.2017.001 26310.002.00 Pediatric Gribs 201701

3] 17 2017.001.26310.003 1 26310 Iee Machine, Replacement for Dietary Approved

& e 6 PR2017.001.26310.003.00 e Macine 201701 Approved
IN.2017.001.26310.003.00° Iee Machine 201701

[EC) 19 2017.001.26310.005 1 26310 Incubator, Transport Incubtor/ Isolette: Approved

B 7 PR2017.001.26310.005.00 Transport Incubator, Isolette 201706 Approved
IN.2017.001 26310.005.00° Transport Incubator/ Isolette 201707

=) 21 2017.001.26350.001 1 26350 Monitor, Telemetry Transmitters Approved

) 8 PR2017.001.26350.001.00 Telemetry Transmitters 201701 Approved
IN.2017.001 26350.007.00 Telemetry Transmitters 201701

[S) 23 2017.00126350.003 1 26350 Bed, CCU Beds Approved

EIC) 9 PR2017.001.26350.003.00 CCU Beds 201701 Approved
IN.2017.001.26350.003.00° U Beds 201701

To view the Capital Tracking Summary:

17,484,574 (17.484,574) 0 17484574 659,868
original Budget Budges Exceptions Transfers Adjusted Purchase Requests
Budget

o o 1,000,000 1,000,000 o

0 1,000,000 0

4105000 (4105,000) (1134250 2970750 o
0 (1,000,000 0

0 (60,750) o

) (58,000 o

0 (15,500 0

32000 (32.000) o 32000 o

0

0 0 0

4000 (8000) o 4000 o

0

0 o o

120000 (120,000) o 120000 o
o

0 0 0

15800 (15,800) o 15800 o
o

0 0 0

79695 (79.695) o 79695 o

0

) o o

1. From the Axiom Capital Tracking home page, click Launch Capital Tracking Summary report.

NOTE: To access this location from the Cap Tracking Admin task pane, in the Capital Tracking
Commands section, click Tracking Directory, and double-click Capital Tracking Summary.

Create or Open Capital Projects

Copy or Transfer Capital
Projects

Launch Capital Dashbioard

Edit Drivers

Transfer Capital Tracking

Projects to Rolling Foreast

Capital Plan File Management: View Flan File Directary
(CapitalTracking)

View Capital Tracking Projects.

Capital Plan File Management: Create or Gpen Gapital Tracking Project

Capital Projects will open in anew window.

Capital Plan File Management: Copy or Transfer Capital Projects
Copy Gapital Projects from one File Group to anather.

u can akea use this utilty to transfer Capital Frojects from Capital
Planning File Groups to Capital Tracking

Capital Reports:

Inthis Dashboard, you will see a summary and analyss of your Capital
Tracking process.

Capital System Administration: Adjust the Capital Tracking Drivers

Adjust the Drivers for your Capital Tracking File Group. NOTE if you have
Capital Planning installed, this will open the CP Next Year Drivers.

Capital Integration: Transfer to Axiom Rolling Forecast

Transfer actual capital spant by quarter to Axiom Rolling Forecast

Click image to view full size
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Process Summary - Purchase Requests

O 0 New

Plan File Directory

Create or Open
Purchase Requests

Launch Capital Transfer

Capital Plan File Management: View Flan File Directory
(PurchaseRequests)

View Purchase Requests.

Capital Plan File Management: Creste or Open Purchase Request

Purchase Requests will open in a new window.

Capital Plan File Management: Launch the Capital Transfer Urility

in this wtifty, you will be able to transfer funds between capital projects

Launch Capital Tracking
Summary Report

Capital Reports: Launch the Capital Tracking Summary Repart

in this report, you will be able to view a summary of all Capital Tracking
and their associated Purchase Requests

Capital System Administration: Adjust Purchase Request Drivers

Adjust the Drivers for your Purchase Request File Group.
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2. To change the variables to include in the report, in the upper left corner of the page, click the

funnelicon

The list of variable drop-downs display on the left side of the page. Click the thumbtack icon to
keep the list displayed.

3. Defineinformation to include in the report by configuring the filters, and click Apply.

NOTE: The only filter that you are required to complete is the Tracking Summary Detail drop-
down at the top of the list. To view all of the information in the report, leave the rest of the
filter fields blank.

4. To open the plan file for a project, double-click the folder icon E? on the left side of the
CAPREQ/POTRANS column.

5. To view attachments for a capital project or PO request, click the circle-slash icon @

6. To print the report, click the printer icon g in the upper left corner of the page.

Viewing the Capital Tracking Directory

Use this report to view a summary of capital project tacking status and purchase request details. This
report includes approved capital projects from Axiom Capital Planning as well as non-budgeted projects.
From this report, you can access each project's plan file as well as view the project's status at a glance.

To view the Capital Tracking Directory:

1. Inthe Cap Track or Cap Track Admin task pane, in the Capital Tracking Commands section, click
Tracking Directory, and double-click Capital Tracking Directory.

NOTE: You can also access a web version of this report from the Capital Tracking home page.
For more information, see Viewing project plan files and purchase requests.

Capital Tracking Commands =

4 Create or Open CY Mon-Budgeted Project
4 Create or Open Purchase Request
~ _ Tracking Directory
(=] Capital Tracking Summary

I@ Capital Tracking Directory I é

* Capital Transfers

r Accounting Utilities
+ Cash Flow Spend Forecast
" Project and Purchase Reguest Utilities

v w w w

2. To refresh the data included in the report, do one of the following:
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o Inthe Main ribbon tab, in the Workbook Options group, click Refresh Data.

MAIMN HELP ADMIN Home g
P 2?2 OH|IGODe= T

Open App Online Mavigation Save Refresh | Change  Drill  Additions Q_UiCk GoTo

Menus « He|p - - Data View = - - Filter -
Applications Help File Options Workbook Options
e Press F9.

3. Inthe Refresh Variables dialog, do the following:

Option Description

Select one or more options to a. Inthe Refresh Variables dialog, for each option
include in the report to filter by, click Choose Value.

b. Inthe Choose Value dialog, select the values to
include, and click OK.

c. Inthe Refresh Dialog, click OK.

Include all of the options in the In the Refresh Variables dialog, leave the field blank,
report and click OK.

4. Ifapplicable, in the Tracking Detail Year drop-down at the top of the workbook, select the year to
view in the report.

Capital Project Tracking Directory
KHA Health
Capital Tracking Tracking Detail Year:
Filter: NONE e
Input additicnal filter criteria here (ex. CTREQ.G’igEﬁE ﬁ
Sort: Entity, Dept, Project ID 2019
7020
CAPREQ Project ID Entity Department

5. To view the project details for a capital project, double-click the folder icon.
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Capital Project Tracking Directory
KHA Health
Capital Tracking Tracking Detail Year:| Total
Filter: NONE
Input additional filter criteria here (ex. CTREQ.CrighudgetTOT>=5000)
Sart: Entity, Dept, Project ID

i CAPREQ Project ID Entity  Department Project Description g;‘g";:l' A:d:;‘:f Template
=] e 124 2017.001.19000.001 1 19000 Land Purchase, For New MOB (1) 1,000,000 Threshold

=] e 120 KH_Contingency 1 19000 Contingency, Main Campus Contingency Poal 4,105,000 2,970,750 Threshold

e=| e 7 2017.001.19150.001 1 19150 General Saftware, ICU Software 1,600,000 1,600,000 Threshold

=l e 15 2017.001.26310.001 1 26310 Meonitor, Transport Monitor for Patient Sedations 20,000 20,000 MeonThresheld Equipment
=] 0 16 2017.001.26310.002 1 26310 Bed, Pediatric Cribs 32,000 32,000 MonThreshold Equipment
=] 17 2017.001.26310.003 1 26310 Ice Machine, Replacement for Dietary 4,000 4,000 NonThreshold Equipment
=l e 18 2017,001.26310.004 1 26310 Incubator, Isolette/ Incubator 38,920 38920 NonThresheld Equipment
=l e 19 2017.001.26310.005 1 26310 Incubatar, Transport Incubator/ Isolette 120,000 120,000 NenThreshold Equipment

Creating or modifying a non-budgeted capital project

When creating a new non-budgeted capital project, you enter details about the project into Axiom
Capital Tracking. The information to add depends on various factors such as whether the projectis a
Threshold or Non-Threshold project.

After you create a project, a plan file opens with various tab levels and pages for you to complete. Which
pages display depends on the project type for which you are submitting a request for. Each page
includes a combination of pre-populated data and input fields. The pages include the following:

o Bluefields to input data.
o Drop-down menus to select options.

o White fields that are pre-populated with data.

Hemodialysis Unit © Submit

(*) Indicates & required field

PROJECT FINANCIAL (£ Executive Summary ¥ Routing

Financial Inputs* Balance Sheet Financial Statements Discount Rate

Capital Additions ~ Funding Scurces ~ Operating Revenue and Volume  Gross Charges  Contractual Allowances  Other Operating Revenue  Salaries & FTEs  Professional Fees  Supplies  Purchased Services - showshide ¥

Enter inputs using Excel
Operating Revenue and Volume

2019 2020 2021 2022 2023 2024 2025 2026 2027 2028 Comments

+ Insert Payor
Outpatient Driver Visits

Payor Default Name Customized Name

Medicare Medicare

Inpatient Volume
Global Assumption 0.0% 00% 00% 0.0% 0.0% 00% 00% 0.0% 0.0%
Inpatient Discharges % Change: 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%
Volume Adjustment 0 0 0 0 0 0 0 0 0
Total Inpatient Discharges 0 0 0 0 0 0 0 0 0 0

% Discharges by Payor
Medicare 1000% 100.0% 100.0% 100.0% 1000% 1000% 1000% 100.0% 100.0% 100.0%
Total % Discharges by Payor 1000% 100.0% 100.0% 100.0% 1000% 100.0% 1000% 100.0% 100.0% 100.0%

Discharges by Payor
Medicare 0 0 0 0 0 0 0 0 0 0

Total Discharges by Payor 0 0 0 0 0 0 0 0 0 0 S
« >
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To create or modify a non-budgeted capital project:

1. From the Axiom Capital Tracking home page, click Create or Open Capital Projects.

NOTE: To access this location from the Cap Tracking Admin task pane, in the Capital Tracking
Commands section, double-click Create or Open Capital Project.

Capital Tracking

= F

Process Summary - Capital Tra

Plan File Directory

cking

Capital Plan File Management: View Plan File Directory
(CapitalTracking)

View Capital Tracking Projects.

Create or Open Capital Projects

Capital Plan File Management: Crests or Open Capital Tracking Project

Capital Projecta will open in @ new window.

Copy or Tranafer Capital
Projects

Launch Capital Dashboard

Edit Drivers

Transfer Capital Tracking
Projects to Rolling Forecast

IIIIII ¥

Capital Plan File Management: Copy or Transfer Capital Projects
Copy Capital Projects fram ane File Group 1o ancther.

You can also use this wility to wansfer Capital Projects from Capital
Planning File Groups to Capital Tracking

Capital Reports:

Inthis Dashboard. you will see a summary and analysis of your Capital
Tracking process.

Capital System Administration: Adjust the Capital Tracking Drivers

Adjust the Drivers for your Capital Tracking File Broup. NOTE: if you have
Capitel Flanning inzsalled, this will open the CP Next Year Drivers.

Capital Integration: Transfer to Axiom Rolling Forscast

Transfer actual capital spert by quarter to Axiom Rolling Forecast.

Click image to view full size

2. Do one of the following:

Process Summary - Purchase Requests

Plan File Directory

Create or Open
Purchase Requests

Launch Capital Transfer Uriiity

Launch Capital Tracking
‘Summary Report

Edit Drivers

IIIII :

Capital Plan File Management: View Plan File Directory
(PurchaseRequests)

View Purchase Requests.

Capital Plan File Create or Open Purch

Purchase Requests will open in = new windaw.

Capital Plan File Management: Leunch the Capital Transfer Utility

In this utify. you will be able to transfer funds between capital projects.

Capital Reports: Lsunch the Capital Tracking Summary Report

In this repart, you wil be able to view a summary of all Capital Tracking
and their associated Purchase Requests

Capital System Administration: Agjust Purchase Request Drivers

Adjust the Drivers for your Purchase Request File Group.

o To modify an existing project, in the Open Existing Capital Project section, select a project
from the drop-down, and click OK.

TIP: You can search for a project by typing the project name or ID number. The system
will automatically display projects that include that information.

o To create a project, in the Create a New Capital Request section, complete the following,
and click OK:
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3.

4.

Field Description

Project Select the type of project you are requesting.

Type

Project Select a detail type the further describes the project.
Type Detail

Department  Select the department to associate to the project.

NOTE: The list of departments is limited to the departments in which
you have been given access.

Template Select whether to use Threshold or Non-Threshold template.

NOTE: Though there are only two types of templates that your
organization can create, there may be variations of each type available
to you.

Click Create.

Complete the steps for one of the following capital project types:
e Non-Threshold (Summary)
e Threshold (Pro Forma)

Entering data for Non-Threshold (Summary) projects

The standard Non-Threshold (Summary) request form includes the following tabs:

Setup — Displays the inputs entered when creating a capital project in Axiom Capital Planning.
Project — Includes fields for entering basic information about the project and questionnaire
sections to answer questions justifying the request.

Financial —Includes fields for submitting capital pricing details and operational cost impacts.

Summary — Displays the inputs entered in the Setup, Project, and Financial tabs to use for review
before submitting your request.
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|
Fluid Dispensing System

(# Executive Summary ¥ Routing |/ Indicates 2 reauired field

PROJECT FINANCIAL

Capital Inputs* Operational Impacts
# Input Years 1 -
Capital Start Year 2019 v
2019 Comments
Unit Cost 1] =
#ltems 0
SubTotal 0

IT Costs
Hardware 0
Software 0
Implementation 0
Network Infrastructure 0
Other IT 0
# New Capital Cost Detail

Subtotal IT Costs 0
Facilities Costs
Construction 1]
Renovation 0
Other Facilities 0

# New Capital Cost Detail

Click image to view full size

To enter data for Non-Threshold (Summary) projects:

1. Inthe Project tab, complete the following sub-tabs, as applicable:

[ IMPORTANT: To save or submit the request, you must complete fields with an asterisk (*) ]

» Description

Provide a short and long description for the project as well as a justification statement for why
your project should be approved.

It also displays the approval status of the project. If you have administrator privileges or you are
an approver, the Status drop-down allows you to select the status of the request.

NOTE: One of the options in the Status drop-down is Funding Source. This type of project
allows you to use its funding for other projects. For more information, see Creating capital
projects as funding sources for special projects.
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Planning

Other Central Sterile

PROJECT FINANCIAL SUMMARY & Executive Summary F Routing (7 ndestes arequred ficd

Description Details Picklists Capital Questions Decision Matrix

Short Description (17 of 50 chars) (2 (e T

New Cancer Center that will be on the east side of the city.

Long Description (60 of 250 chars)

. . X St. Mary's has expanded their cancer services over the last three year, and we need a new facility to remain competitive
Project Justification (179 of 2500 chars) while jumping on the epportunity to increase market share.

Pending v
Status

Click image to view full size

» Details

Select the vendor for the item you are requesting for the project and the month the item will be
purchased.

NOTE: Your organization may add other text fields to this section for you to complete.

| I
Bed,Bariatric Beds

(%) Indicates & required field

@ Executive Summary ¥ Routing

PROJECT FINANCIAL

Deseription Details Picklists Capital Questions Decision Matrix
Proposed Vendor V00722-GE Medical Systems v
Purchase Period April v

Click image to view full size

» Picklists

Select the class, reason, priority, and category for the requested project. There may also be other
picklists specific to your organization.
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Bed,Bariatric Beds © Submit

PROJECT FINANGIAL SUMMARY
Description Details Picklists Capital Questions Decision Matrix
Class Strategic Plan v
Reason New Service v
Priority Necessary for smooth operations v
Category Patient Care Equip/Pt Beds v

Click image to view full size

» Capital Questions

From the drop-down, select Yes or No to answer the list of standard questions used to justify for
your request. In the Comments box, you can enter additional information, if needed.

NOTE: Depending on how your organization has configured the project template, questions
with asterisks may be required before you can save the project request.

. A Attachments
Sanitizer Unit _
PROJECT FINANCIAL SUMMARY
Description Details Picklists Capital Questions Decision Matrix
Capital Questions Response Comments

. . . . Select.. ¥ Enter Comment here
Is purchasing review required for pricing?

Select.. ¥ Enter Gomment here

Is construction or renovation required?

. . . Select. v Enter Comment here
Does this project include an IT component?

Select.. ¥ Enter Comment here

Is this request for medical equipment?

Click image to view full size

» Decision Matrix

Answer questions regarding how your project meets the criteria of multiple categories related to
the pillars of your organization. The responses you provide are weighted to help your organization
prioritize requests.
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| 1
Bed,Bariatric Beds

(*) Indicates a required field

PROJECT FINANCIAL [ Executive Summary F Routing

Description ~ Details  Picklists  Capital Questions Decision Matrix

Impact on Patient and/or Physician Satisfaction | 102 Medestpositie mpactfor ether M

Will bring us in line with industry standards/trends.

Quality, Safety & Compliance Effectiveness 203- Substantial impact M

This is a picce of equipment that provides much needed safety for a population of our patients.

Strategic & New Business Growth

Click image to view full size

2. Inthe Financial tab, complete the following sub-tabs, as applicable:

» Capital Inputs

Enter the specific costs for the project.

NOTE: Depending on how your organization configures the form, not all of the options listed
in the following table will display.

Option Description

# Input Years Select the number of years to input costs.

NOTE: 1 usually indicates the upcoming budget year. You can
enter up to ten years of data, depending on how the template
is configured by your organization.

Capital Start Year Select the year the project to start. The default is the current
budget year.

Unit Cost The cost of the item per unit.

# ltems The number of items to purchase.

Shipping/Handling The cost amount for shipping/handling of the item.

Other IT or Other Facilities The cost of other items or services related to IT or Facilities.
Use the Comments column to further describe the cost
amount.

Trade-In Value The amount an item is worth on trade-in for another item.

Enter the amount as a negative number.
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1 1
Bed,Bariatric Beds

(*) Indicstes a required field

[ Executive Summary F Routing

PROJECT FINANCIAL

Capital Inputs*  Operational Impacts

# Input Years 1 v
Capital Start Year 2019 A
2019 Commeni ts
Software
Implementation

Netwark Infrastructure

Other IT

+ New Capital Cost Detail

Subtotal IT Costs 0

2,500 || Renovation costs to widen doors to roams for new bariatric beds.

+ New Capital Cost Detail
Subtotal Facilities Costs 2500

Shipping / Handling 0

Other 550

TOTAL CAPITAL REQUEST 48,050

Click image to view full size

To add additional costs for IT, Facilities/Construction, and/or Clinical Engineering, click + New
Capital Cost Detail for the appropriate cost section.

IT Costs
Hardware
Software
Implementation

Network Infrastructure

Other IT

Subtotal IT Costs P

Click image to view full size

» Operational Impacts

Enter details related to the anticipated operational impacts on key drivers and statistics should
the project be approved. For example, this might include the percentage by which the project
might drive up patient volume or the number of additional FTEs required. Only include
incremental business on this tab.

In the # Years for Financial Analysis field, type the number of years to determine how far out the
impacts drive the financial return metrics of the project, such as Net Present Value (NPV), Internal
Rate of Return (IRR), and so on.

3. Inthe Summary tab, review the inputs you entered in the Setup, Project, and Financial tabs.
Return to the appropriate tab to make edits, if necessary.

4. To attach files to your request, at the top of the page, click Attachments.

a. Foreach fileto upload, in the File Attachments dialog, click +Upload Attachment.
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b. Inthe Open File dialog, select the file, and click Open.

c. Click Close.

5. Atthetop of the page, do one of the following:
« Tosave your changes before submitting your project request for approval, click Save.
o To save and submit your project request for approval, click Submit.

| |
Bed,Bariatric Beds

(%) Indick s\

[ Executive Summary F Routing required field

FINANCIAL SUMMARY

PROJECT

NOTE: If you save a project with a total capital requested amount of $0.00, the following
warning message will appear: Warning S0 requested.

1 | |
Contingency, test for label 0 dollars

PROJECT FINANCIAL SUMMARY TRACKING

6. When you submit the request, the system displays a dialog that shows you the next step in the
approval process. Enter comments to add to the request, if necessary, and click Submit.

Submit CAPREQ 3 *

Bed, Bariatric Beds

Current Step Mext Step
Step Owner: Sally Klein
Mo due date

» Viewing the Executive Summary report

Click the Executive Summary link in the upper right corner of the page to open the Executive Summary
report.
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NOTE: By default, the system is set up to link to this report, however, your administrator may
customize it to open another report - including a custom report created by your organization. This
may include renaming the link.

g - Attachment: Sa
Bed, Bariatric Beds ve

PROJECT FINANCIAL SUMMARY [ Executive Summary | Routing (7 Indicates a required field

Description Details Picklists Capital Questions Decision Matrix Business Plan

From his page, you can view the details of the report as well as print a PDF.

AXIOM

Click to download PDF
version of the report

I

Master Facility Plan,New Cancer Center West: Overview
| 2021 Capital Planning Process

OVERVIEW BUSINESS PLAN STMT OF REVENUE AND EXPENSES BALANCE SHEET CASH FLOW STMT KEY STATISTICS NPV AND METRICS -

Total Requested: $11,125,000 Creator: Evan Klein Department of Hospital: EMC /P Oncology (26480)
2020 Requested: $0 VP: Admin
Key Numbers -
Net Present Value at 12% $8,758,178.76
Retumn Efficiency 78T%
Tt Year of Positive Cashflow NA
Internal Rate of Return (IRR) 22.72%
Payback 00

Project Details

Long Deseription (X): New Cancer Center that will be on the east side of the city

Justification X: St. Mary's has expanded their cancer services over the last 3 years, and we need a new facility to remain competitive while jumping on the opportunity to increase market share.
Class Regulatory Mandate

Reason Strategic Plan

Category Construction

Priority Create/Maintain Marketability

Decision Matrix

Impact on Patient andfor Physician  NA NA
Satisfaction this is & long txt and is
nearly 100 eharacters long

Quality, Safety & Compliance NA NA
Effectiveness,

Click image to view full size

» Viewing process status and details for the project

Click the Routing link in the upper right corner of the page to open the Process Routing page, which
allows you to view the current process status and details for a particular capital project or purchase
request. If you are the current step owner, you can also complete the task from this page. If you are an
administrator, you can complete the task for the current step owner and/or move the step to another
step in the process. For more information, see Viewing process routing details.

- Attachment s
Bed, Bariatric Beds ve

PROJECT FINANCIAL SUMMARY [ Executive Summary (7 Indicates a required field

Description Details Picklists Capital Questions Decision Matrix Business Plan
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Entering data for Threshold (pro forma) projects

The standard Threshold (pro forma) request form includes the following tabs:

o Setup — Displays the inputs entered when creating a capital project in Axiom Capital Planning.

o Project —Includes fields for entering basic information about the project and questionnaire
sections to answer questions justifying the request as well as a place to enter the project business
plan.

o Financial —Includes fields for financial inputs, balance sheet, financial statements, and discount
rates.

o Summary — Displays the inputs entered in the Setup, Project, and Financial tabs to use for review
before submitting your request.

o h bmi
Master Facility Plan,New Cancer Center e

PROJECT FINANCIAL (£ Executive Summary 3 Routing () Indieates 2 r=uired ficid

Financial Inputs* Balance Sheet Financial Statements Discount Rate @

Capital Additions ~ Funding Sources  Operating Revenue and Volume  Gross Charges  Contractual Allowances  Other Operating Revenue  Salaries & FTEs  Professional Fees  Supplies  Purchased Services - = show/hide £

Enter inputs using Excel

Capital Additions
2019 2020 2021 2022 2023 2024 2025 2026 2027 2028 Comments

+ Insert Capital Spending
1/2 Year Depreciation e
Equipment

Medical and Diagnostic Equipment
Additions 0 850,000 950,000 0 0 0 0 0 0 ]
Capitalization 0 0 850,000 950,000 0 0 0 o o 0
Work in Progress 0 850,000 950,000 0 0 0 o 0 0 0
Useful Life 10
Depreciation - New 0 0 42,500 90,000 47,500 0 o 0 0 0
Depreciation - Drop Off 0 0 0 0 0 0 o 0 0 0
Total Depreciation 0 0 42,500 132,500 180,000 180,000 180,000 180,000 180,000 180,000
New Construction

Ground Clearing
Additions 1,000,000 0 o 0 0 0 0 0 0 0
Capitalization 1,000,000 0 ()] 0 0 0 0 0 0 0

Click image to view full size

To create Threshold (pro forma) projects:
1. Inthe Project tab, complete the following sub-tabs, as applicable:

» Description

Provide a short and long description for the project as well as a justification statement for why
your project should be approved.

It also displays the approval status of the project. If you have administrator privileges or you are
an approver, the Status drop-down allows you to select the status of the request.
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NOTE: One of the options in the Status drop-down is Funding Source. This type of project
allows you to use its funding for other projects. For more information, see Creating capital

projects as funding sources for special projects.

(%) Indicates & required field

Other Central Sterile
(& Executive Summary ¥ Routing

PROJECT FINANCIAL SUMMARY

Description Details Picklists Capital Questions Decision Matrix

New Cancer Center

Short Description (17 of 50 chars)

- New Cancer Genter that will be on the east side of the city.
Long Description (60 of 250 chars)

. St. Mary's has expanded their cancer services over the last three year, and we need a new facility to remain competitive
Project Justification (179 of 2500 chars) while jumping on the apportunity to increase market share.

Pending v
Status

Click image to view full size

» Details
Select the start and completion date for the project.

NOTE: Your organization may add other text fields to this section for you to complete.

| I

Master Facility Plan,New Cancer Center

() Indicates a required ficld

PROJECT FINANCIAL (£ Executive Summary 3 Routing

Description Details Picklists Capital Questions Business Plan

Expected Start Date (mm/dd/yyyy) 71172019 R

Projected Completion Date (mm/dd/yyyy) 12172018 ax

Click image to view full size
» Picklists

Select the class, reason, priority, and category for the requested project. There may also be other
picklists specific to your organization.
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| I
o Attachs S Subs
Master Facility Plan,New Cancer Center SE

PROJECT FINANCIAL SUMMARY

Description Details Picklists Capital Questions. Business Plan

Class Master Facility Plan v
Reason Strategic Plan v
Priority Create/Maintain Marketability v
Category Construction v

Click image to view full size

» Capital Questions

In the Response column, click the toggle to select Yes or No to answer the list of standard
guestions used to justify for your request. In the Comments box, you can enter additional
information, if needed.

Sanitizer Unit

PROJECT FINANCIAL SUMMARY
Description Details Picklists Capital Questions Decision Matrix
Capital Questions Response  Comments
Select.. v Enter Comment here

Is purchasing review required for pricing?

- . - Select. v Enter Comment here
Is construction or renovation required?
. o Select.. v Enter Comment here
Does this project include an IT component?
Select. v Enter Comment here

Is this request for medical equipment?

Click image to view full size

» Business Plan

Answer more extensive questions to justify the expense for the capital project. This information is
reflected in the Executive Summary report, which is often used by the Capital Selection
Committee.
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| i
Attachments © Submit

Master Facility Plan,New Cancer Center

PROJECT FINANCIAL SUMMARY

Description Details Picklists Capital Questions Business Plan

Executive Summary

Enter a brief executive summary for the project. Key component of our mission is to provide leading clinical and research services to the community.

Relationship to Mission & Value Statements

This project focuses primarily on the Exceptional Care and Financial Strength value statements as we have the opportunity

How will this project help to further the mission and values of
to gain additional market share in a short period of time while greatly expanding our services offered for cancer traatment.

the health system
- Our People and Our Community
+ Exceptional Care

* Personalized Service

* Innovation

+ Financial Strength

Relationship to Strategic and/or IT Plan (Reference Strategic Goal / Strategy / Objective)

Relate the proposed service/project to the overall strategic Strategic Goal #2: Advance our clinical and research initiatives through expansion of the Cancer Center.

goals of the health system.
Click image to view full size

In the Financial tab, complete the following sub-tabs, as applicable:

» Financial Inputs

This tab is segmented into up to 13 additional sub-tabs where you enter capital pricing details. If
there are more sub-tabs than the system can display, click the drop-down in the upper right
corner of the screen to select other available sub-tabs.

NOTE: Not all of the sub-tabs you see in the example above will display in your system. What
you see depends on how your organization has set up the system. Your organization can add
tabs later, as needed.

|
tschments

Sterilizer
SETUP PROJECT FINANCIAL SUMMARY

Financial Inputs*  Balance Sheet  Financial Statements  Discount Rate &
Capital Additions ~ FundingSources ~ Volume ~ GrossCharges  Contractual Allowances  Other Operating Revenue  Salaries & FTEs ~ Professional Fees  Supplies  Purchased Services  Other Expense El =&
Enter inputs using Excel T
Volume

2022 2023 2024 2025 2026 2027 2028 2029 2030 2031 Comments

+ Insert Payor

Inpatient Ancillary Driver Procedures

Outpatient Driver Visits

Payor Default Name ‘Customized Name

Click image to view full size

For more information and instructions for each tab, see the following:
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TIP: Instead of entering values using the web form version of the pro forma project, you can
use Excel Pro Forma utility by clicking Entering input using Excel at the top of the page. NOTE:
This feature will not display if a user is assigned a role profile that has read-only permission to
plan files or if someone else has the plan file open and has Save Lock enabled. For more
information, see Entering financial inputs for Threshold (Pro Forma) projects using Excel.

For additional instructions related to this tab, see the following:

Capital Additions

Funding Sources

Volume

Gross Charges
Contractual Allowances
Other Operating Revenue
Salaries & FTEs
Professional Fees
Supplies

Purchased Services
Other Expense
Statement of Revenue and Expenses

Capital Summary

Set forecast years
Add additional Financial input sheets

Refresh additional Financial input sheets

» Balance Sheet

Enter debt, assets, and expenses related to the project for each upcoming fiscal year. Inputs
include the following:

Long-Term Debt Additions
Current Maturities of Debt
Interest Expense
Unrestricted Net Assets

Unrestricted and Board Designated Investments
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TIP: Instead of entering values using the web form version of the pro forma project, you can
use Excel Pro Forma utility by clicking Entering input using Excel at the top of the page. NOTE:
This feature will not display if a user is assigned a role profile that has read-only permission to
plan files or if someone else has the plan file open and has Save Lock enabled. For more
information, see Entering financial inputs for Threshold (Pro Forma) projects using Excel.

| I
Master Facility Plan,New Cancer Center

(*) Indicates a required field

PROJECT FINANCIAL (' Executive Summary ¥ Routing

(e

Financial Inputs. Balance Sheet Financial Statements Discount Rate

2019 2020 2021 2022 2023 2024 2025 2026 2027 2028 Comment ts

Long - Term Debt Ending Balance

New Debt Detail 2 0 0 0 0 0 0 0 0 0 0
New Debt Detail 3 0 0 0 0 [ 0 0 0 0 0
New Debt Detail 4 0 0 0 0 0 0 0 0 0 0
Total Long Term Debt 0 0 0 0 0 0 0 0 0 0

Current Maturities of Debt

Current Maturities of New Debt 2 0 0 0 0 0 0 0 0 0 0
Gurrent Maturities of New Debt 3 0 0 0 0 0 0 0 0 0 0
Current Maturities of New Debt 4 0 0 0 0 0 0 0 0 0 0

Total Current Maturities 0 0 0 0 0 0 0 0 0 0

Interest Expense

Interest Expense on New Debt Detail 2 0 0 0 0 0 0 0 0 0 0
Interest Expense on New Debt Detail 3 0 0 0 0 0 0 0 0 0 0
Interest Expense on New Debt Detail 4 0 0 0 0 0 0 0 0 0 0

Total Interest Expense 0 0 0 0 [ 0 0 0 0 0

Capitalized Interest Expense to Balance Sheet 0 0 0 0 0 0 0 0 0 0

Capitalized Interest Expense to be Depreciated 0 0 0 0 0 0 0 0 0 0

Interest Expense to PRL 0 o 0 0 0 0 0 0 0 o

Click image to view full size

» Financial Statements

Displays the projected impact of the project for each upcoming fiscal year. At the bottom of the
page, you can input data for the following:

e NPV and Financial Metrics:

o Perpetuity Cash Flow Change

o Total Project Life for NPV

o NPV for up to 100 years to mimic perpetuity
o Capital Investment Detail

e Performance Tracking Measures
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- hi Subr
Master Facility Plan,New Cancer Center Qe

PROJECT FINANCIAL SUMMARY
Financial Inputs ~ BalanceSheet Financial Statements  Discount Rate €4
2019 2020 2021 2022 2023 2024 2025 2026 2027 2028
Statement of Revenue & Expense

Patient Revenue.

Inpatient Services 0 0 5660875 6330273 7,112,062 7,990402 9,019,166 10,180,384 11,491,108 12970588
Outpatient Services 0 0 3.847,500 4,241,869 4,676,660 5205123 5793302 6,508,775 7312608 8215715
Gross Patient Revenue 0 0 9508375 10572142 1788723 13195525 14812468 16,689,158 18803716 21186304

Deductions from Patient Revenue

Contractual Discounts 0 0 8431075 8,592,603 9701299 10973319 12446720 14,146,774 16071440 18249881
Bad Debt 0 0 95,084 105721 117887 131955 148125 166,892 188,037 211863
Provision for Charity 0 0 0 0 0 0 0 0 0 0
Total Deductions from Revenue 0 0 8,526,159 8698325 9819186 11105274 12,594,844 14313665 16259477 18461744
Net Patient Revenue 0 0 982216 1873817 1,969,536 2090251 2217624 2375493 2544239 2724559
Premium Revenue 0 0 0 0 0 0 0 0 0 0
Other Operating Revenue 0 0 0 0 0 0 0 0 0 0
Total Operating Revenue 0 0 982216 1873817 1,969,536 2090251 2217624 2375493 2544239 2724559

Operating Expenses

Salaries and Wages 0 5 779965 811,243 844,970 881,688 921557 965,250 1,012,100 -1,062392
Employee Benefits 0 12,500 14506 15,064 15,539 16031 16541 17,070 17617 18185
Contract Labor 0 0 780,000 811,279 845,006 81,725 921594 965,288 1012138 1062431
Professional Fees 0 100000 102,000 104,040 106121 108243 110408 12616 114869 17,166

Click image to view full size

» Discount Rate

Displays questions used to determine the risk factors of a project. For each question, click the
toggle to Yes or No if the question applies to your project.

NOTE: Depending on how your organization has configured the project template, questions
with asterisks may be required before you can save the project request.
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Land Purchase,For New MOB EXN| oo

SETUP PROJECT FINANCIAL SUMMARY
Financial Inputs Balance Sheet Financial Statements Discount Rate 4
Discount Rate: 10.0% Low Risk 0'to 2 Risk factors (0.0% add-on)
Total Risk Premium (from below): 0.0% Medium Risk 3 1o 6 Risk factors (2.0% add-on)
Hurdle Rate (Discount Rate plus Risk Premium) 10.0% High Risk 7 to 10 Risk factors (4.0% add-on)
Risk Factor Categories Yes/No Description
Market Share . No | Does the project require the generation of market share from a new demographic or

geographical market?

New Project . No | Doesthis project represent a new project or service?
Physician Recruitment . No | Does the project require the of additional ph or support of p not

currently utilizing the local organization?

Managemant Expertise . No | Does the project require management expertise which must be learned or recruited?
‘Specialized Personnel Recruitment . No | Does the project require recruitment of highly skilled clinical or other specialized personnel (e.g.,

Med techs, neonatal nurses)?
Click image to view full size

3. Inthe Summary tab, review the inputs you entered in the Setup, Project, and Financial tabs.
Return to the appropriate tab to make edits, if necessary.

4. To attach files to your request, at the top of the page, click Attachments.

- Attachr S Submit
Master Facility Plan,New Cancer Center GEtm

PROJECT FINANCIAL SUMMARY

a. Foreach fileto upload, in the File Attachments dialog, click +Upload Attachment.
b. Inthe Open File dialog, select the file, and click Open.
c. Click Close.

5. Atthetop of the page, do one of the following:
o Tosave your changes before submitting your project request for approval, click Save.
« Tosave and submit your project request for approval, click Submit.

I
o hr Sub:
Master Facility Plan,New Cancer Center © Submit

PROJECT FINANCIAL SUMMARY

NOTE: If you save a project with a total capital requested amount of $0.00, the following
warning message will appear: Warning SO requested.
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@ w ?
Contingency, test for label 0 dollars

PROJECT FINANCIAL SUMMARY TRACKING

6. When you submit the request, the system displays a dialog that shows you the next step in the
approval process. Enter comments to add to the request, if necessary, and click Submit.

Submit CAPREQ 3 ®

Bed, Bariatric Beds

'| Owner

Current Step Mext Step

Step Owner: Sally Klein
Mo due date

Comments

» Viewing the Executive Summary report

Click the Executive Summary link in the upper right corner of the page to open the Executive Summary
report.

NOTE: By default, the system is set up to link to this report, however, your administrator may

customize it to open another report - including a custom report created by your organization. This
may include renaming the link.

| I
Master Facility Plan,New Cancer Center

PROJECT FINANCIAL SUMMARY

Administrator's Guide 2022.2 Axiom Capital Tracking | 122



From his page, you can view the details of the report as well as print a PDF.

al Planning 4 AXIOM

= Y £ w @A 2

. . Click to download PDF
Master Facility Plan,New Cancer Center West: Overview version of the report
| 2021 Capital Planning Process

OVERVIEW BUSINESS PLAN STMT OF REVENUE AND EXPENSES BALANCE SHEET CASH FLOW STMT KEY STATISTICS NPV AND METRICS

Total Requested: $11,125,000 Creator: Evan Klein Department of Hospital: EMC 0/P Oncology (26480)

i

2020 Requested: $0 VP: Admin

Key Numbers

Net Present Value at 12% 68,758,178.76
Retum Efficizncy 78.7%

1t Year of Pesitive Cashflow NA

Internal Rate of Return (IRR) 2272%
Payback oo

Projeet Details

Long Description (X): New Cancer Center that will be on the east side of the city
Justification X St. Mary's has expanded their cancer services over the last 3 years, and we need a new facility to remain competitive while jumping on the opportunity to increase market share.
Class. Regulatory Mandate

Rezson Strategic Plan

Category Construction

Priorty Create/Maintain Marketability

Decision Matrix
Impact on Patient and/or Physician  NA NA
Satisfaction this is a long txt and is

nearly 100 characters long:

Quality, Safety & Compliance NA NA
Effectiveness, )

Click image to view full size

» Viewing process status and details for the project

Click the Routing link in the upper right corner of the page to open the Process Routing page, which
allows you to view the current process status and details for a particular capital project or purchase
request. If you are the current step owner, you can also complete the task from this page. If you are an
administrator, you can complete the task for the current step owner and/or move the step to another
step in the process. For more information, see Viewing process routing details.

op Attachi S Submif
Master Facility Plan,New Cancer Center © Sebmit
(' Executive Summary required field

FINANCIAL

PROJECT

Capital Additions tab

This tab is located in the Financial Inputs tab of the project plan file.
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Angioscope

PROJECT

FINANCIAL

SUMMARY

Financial Inputs* Balance Sheet Financial Statements Discount Rate

Capital Additions ~ Funding Sources  Volume ~ Gross Charges  Contractual Allowances ~ Other Operating Revenue ~ Salaries & FTEs  Professional Fees  Supplies  Purchased Services  Other Expense  Statement of Revenue and Expenses  Capital Summary

Enter inputs using Excel

Capital Additions

2022 2023 2024 2025 2026 2027 2028 2029 2030 2031 Comments.

+ Insert Capital Spending

— sou [

Equipment

Description
Additions

Capitalization

1/2 Year Depreciation v
Useful Life
10
0 o 0 0 o 0 0 0 0 0

0 0 0 0 0 0 0 0 0 0

Work in Progress
Depreciation - New

Depreciation - Drop Off

Total Depreciation
Depreciation Expense Analysis
New Depreciation (1/2 Year Depreciation Convention) 0 0 0 o 0 0 0 0 0 0

Drop off Due to Asset Disposal o 0 0 0 0 0 0 o 0 0

Total Depreciation ° ° 0 0 ° 0 o 0 ° 0

Work in Progress
Beginning

Additions 0

Capitalizations o

elc o o
oo o o
eloc o o
eloc o o
elo o o
oo o o
eloc o o
eloc o o
oo o o

Ending °

NOTE: The system allows you to make a copy of the Financial Inputs tab and rename it. This allows
you to model different scenarios in your project. As a result, you may see several versions of the
Financial Inputs tab with different names in the project plan.

Use this tab to enter details regarding the capital spending items for your project.

To add or edit capital spending items:

1. From the drop-down, select the depreciation type to use for your items: Full Year Depreciation,
1/2 Year Depreciation, or Monthly Input.

2. Toinsert an item, click + Insert Capital Spending.
3. From the Calc Method Variables dialog, select the project item type from the list, and click Apply.

4. In the Capitalization Detail row, click the Show/Hide toggle to show or hide the capitalization
detail, including the Work in Progress, New and Drop Off Depreciation, and Total Depreciation
rows.

NOTE: Click the toggle to Show to adjust capitalization. By default, capitalization will occur in
the same year as additions.

5. Inthe Description field under the item name, type a description of the item, if needed.

6. Inthe Useful Life field, type the number of years the item will remain in service.
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NOTE: Depending on how your organization has configured your project template and your
role profile, this field may not display.

7. Ineach column, enter the capitalization amount for the applicable years.

8. After making any changes, click Save in the upper right corner of the page.
At the bottom of the tab, the page displays the following:

Depreciation Expense Analysis
Shows the calculated depreciation amount based on the useful life, the methodology you selected, and
when items are capitalized. This information will show up on your income statement.

Work in Progress
Shows the dollars that you have spent but not yet capitalized.

Funding Sources tab

This tab is accessed in the project plan file, in the Financial Inputs tab.

Project ID Pending CAPREQ 67 Project Type - Cardiology Department 4 (TestDept] Status: Pending Attachments:1

PROJECT FINANCIAL SUMMARY

Financial Inputs* Test Balance Sheet Financial Statements. Discount Rate

Capital Additions ~ Funding Sources  Volume  Gross Charges  Contractual Allowances  Other Operating Revenue  Salaries & FTEs  Professional Fees  Supplies  Purchased Services  Other Expense  Statement of Revenue and Expenses  Capital Summary

Enter inputs using Excel

Funding Sources

85,000 12,000 0 0 [} 0 0 0 0 [}

Unrestricted Donations 10,000 12,000 0 ]

NOTE: The system allows you to make a copy of the Financial Inputs tab and rename it. This allows
you to model different scenarios in your project. As a result, you may see several versions of the
Financial Inputs tab with different names in the project plan.

Use this tab to maintain the funding sources for the project.

The page displays a default funding source. If you add more funding sources, any amounts you add will
be removed from the default funding source.

To add or edit a funding source:

1. To add afunding source, click + Insert Funding Source.
From the Calc Method Variables dialog, select the funding source, and click Apply.
In each column year, type the funding source amount.

In the Comments column, enter further details, if necessary.

LA

After making any changes, click Save in the upper right corner of the page.
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Volume tab

This tab is accessed in the project plan file, in the Financial Inputs tab.

Project ID Pending CAPREQ 67 Project Type - Cardiology Department 4 (Test Dept) Status: Pending Attachments: 1

PROJECT FINANCIAL SUMMARY

Financial Inputs* Test Balance Sheet Financial Statements Discount Rate
Capital Additions ~ Funding Sources  Volume  Gross Charges  Contractual Allowances ~ Other Operating Revenue ~ Salaries & FTEs  Professional Fees  Supplies  Purchased Services  Other Expense  Statement of Revenue and Expenses  Capital Summary

Enter inputs using Excel

Volume

+ Insert Payor

Inpati

Outpar

Payor Default Name

NOTE: The system allows you to make a copy of the Financial Inputs tab and rename it. This allows
you to model different scenarios in your project. As a result, you may see several versions of the
Financial Inputs tab with different names in the project plan.

Use this tab to view and adjust patient volume by payor.

To adjust volume:

1. Toinsert a payor, click + Insert Payor.
2. From the Calc Method Variables dialog, select the payor from the list, and click Apply.

3. IntheInpatient Ancillary Driver and Outpatient Driver field, type the drivers to use for each.

NOTE: By default, the system has been set up with drivers entered in these fields.

4. For each payor default name, enter a name in the Customized Name field that best fits your
organization, if needed.

5. For each section, enter rate and/or volume adjustments in the blue cells.

You can use the Volume Adjustment row to add or subtract values from the Total Inpatient
Charges, Total Inpatient Procedures, Total Outpatient Visits, and Total % Discharges by Payor
cells.

For example, the Total Inpatient Procedures for 2025 is expected to be 1,000. For 2026, the
organization expects 1,500. Instead of entering 1,500, the user can just enter 500 in the Volume
Adjustment row. This allows users to easily adjust volume amounts without having to enter totals
for each year.

6. Inthe Comments row, enter details, as needed.

7. After making any changes, click Save in the upper right corner of the page.

At the bottom of the page, an income statement displays, summarizing the impacts of the project.
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Gross Charges tab

This tab is accessed in the project plan file, in the Financial Inputs tab.

Angioplasty System

PROJECT FINANCIAL SUMMARY

Financial Inputs* Test Balance Sheet Financial Statements Discount Rate
Capital Additions ~ Funding Sources  Volume ~ Gross Charges ~ Contractual Allowances ~ Other Operating Revenue  Salaries & FTEs  Professional Fees  Supplies  Purchased Services  Other Expense  Statement of Revenue and Expenses  Capital Summary

Enter inputs using Excel

Gross Charges

2020 2021 2022 2023 2024 2025 2026 2027 2028 2029 Comments
Inpatient Revenue Inflation
Global Assumption 5.0% 5.0% 5.0% 5.0% 5.0% 5.0% 5.0% 50% 50%
Adjustment to Global Inflation 00% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%
Inpatient Revenue Inflation Rate s0% so0% 50% 50% s0% 50% 50% 50% s0%

NOTE: The system allows you to make a copy of the Financial Inputs tab and rename it. This allows
you to model different scenarios in your project. As a result, you may see several versions of the
Financial Inputs tab with different names in the project plan.

Use this tab to enter growth-rate adjustments to inpatient and outpatient revenue at the global level as
well as by day, procedure, and/or visit. This determines the rate to associate with the volume in the
Volume tab to determine your organization's revenue.

To adjust gross charges:

1. In each blue cell, enter the adjustment percentage or dollar amounts for each revenue type, as
needed.

2. Inthe Comments column, enter further details, if needed.

3. After making any changes, click Save in the upper right corner of the page.

At the bottom of the page, you can view Total Inpatient Revenue, Total Inpatient Procedure Revenue,
and Total Outpatient Revenue.

Contractual Allowances tab

This tab is accessed in the project plan file, in the Financial Inputs tab.

Angioplasty System

PROJECT FINANCIAL | SUMMARY

Financial Inputs* Test Balance Sheet Financial Statements Discount Rate
Capital Additions ~ Funding Sources  Volume ~ Gross Charges  Contractual Allowances ~ Other Operating Revenue  Salaries & FTEs  Professional Fees  Supplies  Purchased Services  Other Expense  Statement of Revenue and Expenses  Capital Summary

Enter inputs using Excel

Contractual Allowances

2020 2021 2022 2023 2024 2025 2026 2027 2028 2029 Comments
Medicare
Medicare Inpatient Pet Charges -
Global Inflation Assumption 10% 0% 10% 10% 1.0% 10% 10% 0% 0%
Adjustment to Global Inflation 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%
Reimbursement Inflation Rate 10% 1.0% 1.0% 10% 1.0% 10% 10% 1.0% 1.0%
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NOTE: The system allows you to make a copy of the Financial Inputs tab and rename it. This allows
you to model different scenarios in your project. As a result, you may see several versions of the
Financial Inputs tab with different names in the project plan.

Use this tab to manage reimbursement adjustments from your default payors to model out your

reimbursements from year to year.

To make adjustments to payor reimbursements:

1. From the drop-down next to the Inpatient, Inpatient Ancillary, and Outpatient sections for each
payor, select how you want to model out the reimbursements by selecting one of the following:

e Payor Name Inpatient: Pct Charges, Per Case, Per Diem, Lump Sum

e Payor Name Inpatient Auxiliary: Pct Charges, Lump Sum, Per Procedure

e Payor Name Outpatient: Pct Changes, Lump Sum, Per Visit

2. In each blue cell, enter a percentage or amount adjustment, as needed.

3. Atthe bottom of the page, in the Bad Debt and Charity section, make adjustments for bad debt

and charity, which are calculated as a percentage of gross charges.

4. Inthe Comments column, enter further details, if necessary.

5. After making any changes, click Save in the upper right corner of the page.

Other Operating Revenue tab

This tab is accessed in the project plan file, in the Financial Inputs tab.

Project ID Pending CAPREQ 67 Project Type : Cardiology Department 4 (Test Dept) Status: Pending Attachments: 1

PROJECT FINANCIAL SUMMARY
Financial Inputs* Test Balance Sheet

Financial Statements Discount Rate

Enter inputs using Excel

Other Operating Revenue

4+ Insert Other Revenue

Other Operating Revenue 1

Global Inflation Assumption 10% 1.0% 10%

Adjustment to Giobal Inflation 0.0% 0.0% 0.0%

s Volume Gross Charges Contractual Allowances — Other Operating Revenue  Salaries & FTEs  Professional Fees  Supplies  Purchased Services

Other Expense Statement of Revenue and Expenses

Capital Summary

NOTE: The system allows you to make a copy of the Financial Inputs tab and rename it. This allows
you to model different scenarios in your project. As a result, you may see several versions of the
Financial Inputs tab with different names in the project plan.

Use this tab to add additional operating revenue not related to a patient (i.e. gift shop) by entering a first

year amount and then applying a growth rate to it.

To add or edit operating revenue:

1. To add an other revenue type, click + Insert Other Revenue.
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From the Calc Methods Variables dialog, select an other operating revenue type from the list,
and click Apply.

In the first year column, enter an amount.
In the remaining year columns, enter a percent and/or dollar adjustment, as needed.
In the Comments column, enter further details, if needed.

After making any changes, click Save in the upper right corner of the page.

Salaries & FTEs tab

This tab is accessed in the project plan file, in the Financial Inputs tab.

Project ID Pending CAPREQ 67 Project Type - Cardiology Department: 4 (Test Dept] Status: Pending Attachments: 1

m PROJECT FINANCIAL SUMMARY

Financial Inputs* Test Balance Shest Financial Statements Discount Rate

Capital Additions ~ Funding Sources ~ Volume ~ Gross Charges  Contractual Allowances  Other Operating Revenue  Salaries & FTEs  Professional Fees  Supplies  Purchased Services  Other Expense  Statement of Revenue and Expenses  Capital Summary

Enter inputs using Excel

Salaries & FTEs

Var Driver

Discharges v 0.0% 00% 00% 0.0% 0.0% 0.0% 00% 00% 00%

100.00% 400 400 400 400 400 400 400 400 400 400

NOTE: The system allows you to make a copy of the Financial Inputs tab and rename it. This allows
you to model different scenarios in your project. As a result, you may see several versions of the
Financial Inputs tab with different names in the project plan.

Use this tab manage the salary adjustments for variable and fixed FTEs.

To forecast salaries:

1.

N

o v &> W

To add a salary, click + Insert Salary.

From the Calc Method Variables, select a salary type from the list, and click Apply.
In the first column of the Variable FTEs, enter the number of variable FTEs.

In the Fixed FTEs row, enter the number of fixed FTEs.

In the Annual Salary/FTE row, enter the salary associated with the FTE.

In the Productivity Adjustment row, from the Var Driver drop-down, select the driver to use to
drive your variable FTEs.

In each blue cell for each year, enter the variable and fixed adjustments for each column, as
needed.

In the Comments column, enter further details, if necessary.

After making any changes, click Save in the upper right corner of the page.
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Professional Fees tab

This tab is accessed in the project plan file, in the Financial Inputs tab.

Angioplasty System

PROJECT FINANCIAL SUMMARY

Financial Inputs* Test Balance Sheet Financial Statements Discount Rate
Capital Additions ~ Funding Sources  Volume ~ Gross Charges  Contractual Allowances  Other Operating Revenue  Salaries & FTEs  Professional Fees  Supplies  Purchased Services  Other Expense  Statement of Revenue and Expenses ~ Capital Summary
Enter inputs using Excel

Professional Fees

2020 2021 2022 2023 2024 2025 2026 2027 2028 2029 Comments.

+ Insert Professional Fees

Professional Fees Ver Driver

Global Inflation Assumption Adj Dschgs - 20% 20% 20% 20% 20% 20% 20% 20% 20%
Adjustment to Global Infiation 0.0% 0.0% 00% 0.0% 0.0% 0.0% 00% 00% 0.0%
Total Inflation Rate 20% 2.0% 20% 20% 20% 20% 20% 20% 20%

Variable Rate/Unit Adjustment o 0 0 0 0 0 0 0 0

NOTE: The system allows you to make a copy of the Financial Inputs tab and rename it. This allows
you to model different scenarios in your project. As a result, you may see several versions of the
Financial Inputs tab with different names in the project plan.

Use this tab manage the adjustments for variable and fixed professional fees.

To forecast professional fees:
1. To add a professional fee, click + Insert Professional Fees.

2. From the Calc Method Variables dialog, select a fee type from the list, and click Apply.
3. Inthe Variable Rate per Unit row, in the first column, enter a rate.

4. Inthe Fixed Expense row, in the first column, enter a fixed dollar amount.

5

In the Global Inflation Assumption row, from the Var Driver drop-down, select the driver to use
to calculate the variable or fixed fee expense.

6. In each blue cell for each year, enter the variable and fixed adjustments for each column, as
needed.

7. Inthe Comments column, enter further details, if necessary.
8. After making any changes, click Save in the upper right corner of the page.
Supplies tab

This tab is accessed in the project plan file, in the Financial Inputs tab.
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Capital Planning

S

Broject ID Pending CAPREQ 67 Project Type - Cardiology Department 4 (TestDept) Status: Pending Attschments: 1

PROJECT FINANCIAL SUMMARY

Financial Inputs* Test Balance Sheet Financial Statements Discount Rate

Capital Additions  Funding Sources  Volume  Gross Charges  Contractual Allowances  Other Operating Revenue ~ Salaries & FTEs  Professional Fees  Supplies  Purchased Services  Other Expense  Statement of Revenue and Expenses  Capital Summary

Enter inputs using Excel
Supplies
2020 2021 2022 2023 2024 2025 2026 2027 2028 2029 Comments

+n

Medical Supplies Ver Driver
Global Inflation Assumption e POy - 0% s0% 0% 30% 0% 0% 30% 0% 30%
Adjustment to Giobal Inflstion 0os oox 0ox 0% oox 0% 00% 00% 00%

Total Inflation Rate 30% 3.0% 3.0% 30% 30% 30% 3.0% 3.0% 30%

NOTE: The system allows you to make a copy of the Financial Inputs tab and rename it. This allows
you to model different scenarios in your project. As a result, you may see several versions of the
Financial Inputs tab with different names in the project plan.

Use this tab manage the adjustments for variable and fixed supplies.

To forecast supplies:

1. To add asupply, click + Insert Supply.
2. From the Calc Method Variables dialog, select a supply type from the list, and click Apply.
In the Variable Rate per Unit row, in the first column, enter a rate.

In the Fixed Expense row, in the first column, enter a fixed dollar amount.

v o W

In the Global Inflation Assumption row, from the Var Driver drop-down, select the driver to use
to calculate the variable or fixed supply expense.

6. In each blue cell for each year, enter the variable and fixed adjustments for each column, as
needed.

7. Inthe Comments column, enter further details, if necessary.

8. After making any changes, click Save in the upper right corner of the page.
Purchased Services tab

This tab is accessed in the project plan file, in the Financial Inputs tab.
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Angioplasty System

PROJECT FINANCIAL SUMMARY

Financial Inputs* Test Balance Sheet Financial Statements. Discount Rate.

Capital Additions ~ Funding Sources  Volume  Gross Charges  Contractual Allowances  Other Operating Revenue  Salaries & FTEs  Professional Fees  Supplies  Purchased Services  Other Expense  Statement of Revenue and Expenses  Capital Summary

Enter inputs using Excel

Purchased Services

2020 2021 2022 2023 2024 2025 2026 2027 2028 2029 ‘Comments
# Insert Purchased Senvices
Purchased Services Verbiver
Global Inflation Assumption Equiv Pt Days . 20% 20% 20% 20% 20% 20% 20% 20% 20%
Adjustment 1o Global Inflation 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%
Total Inflation Rate 20% 20% 20% 20% 20% 20% 20% 20% 20%

NOTE: The system allows you to make a copy of the Financial Inputs tab and rename it. This allows
you to model different scenarios in your project. As a result, you may see several versions of the
Financial Inputs tab with different names in the project plan.

Use this tab manage the adjustments for variable and fixed purchased services.

To forecast purchased services:
1. To add asupply, click + Insert Purchased Services.

2. From the Calc Method Variables, select a purchased supply type from the list, and click Apply.
3. Inthe Variable Rate per Unit row, in the first column, enter a rate.

4. Inthe Fixed Expense row, in the first column, enter a fixed dollar amount.

5

In the Global Inflation Assumption row, from the Var Driver drop-down, select the driver to use
to calculate the variable or fixed purchased services expense.

6. In each blue cell for each year, enter the variable and fixed adjustments for each column, as
needed.

7. Inthe Comments column, enter further details, if necessary.
8. After making any changes, click Save in the upper right corner of the page.
Other Expense tab

This tab is accessed in the project plan file, in the Financial Inputs tab.

Angioplasty System

ProuCT enancns | summane

Financial Inputs® Test Balance Sheet Financial Statements Discount Rate.

Capital Additions ~ Funding Sources  Volume ~ Gross Charges  Contractual Allowances  Other Operating Revenue  Salaries & FTEs  Professional Fees  Supplies  Purchased Services  Other Expense  Statement of Revenue and Expenses  Capital Summary

Enter inputs using Excel

Other Expense

2020 201 2022 2023 2024 2025 2026 2027 2028 2029 Comments
4+ Insert Other Expense
Other Expense Var Driver
Global Inflation Assumption Equiv Pt Days . 20% 20% 20% 20% 20% 20% 20% 20% 20%
Adjustment to Global Inflation 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%
Total Inflation Rate 2.0% 2.0% 20% 20% 20% 2.0% 2.0% 2.0% 20%
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NOTE: The system allows you to make a copy of the Financial Inputs tab and rename it. This allows
you to model different scenarios in your project. As a result, you may see several versions of the
Financial Inputs tab with different names in the project plan.

Use this tab manage the adjustments for other variable and fixed expenses.

To forecast purchased services:
1. Toadd asupply, click + Insert Other Expense.

2. From the Calc Method Variables dialog, select an expense type from the list, and click Apply.
3. Inthe Variable Rate per Unit row, in the first column, enter a rate.
4. Inthe Fixed Expense row, in the first column, enter a fixed dollar amount.

5. Inthe Global Inflation Assumption row, from the Var Driver drop-down, select the driver to use
to calculate the variable or fixed expense.

6. In each blue cell for each year, enter the variable and fixed adjustments for each column, as
needed.

7. Inthe Comments column, enter further details, if necessary.
8. After making any changes, click Save in the upper right corner of the page.
Statement of Revenue and Expenses tab

This tab is accessed in the project plan file, in the Financial Inputs tab.

Project ID Pending CAPREQ 67 Project Type : Cardiology Department 4 (TestDept) Status: Pending Atachments: 1

PROJECT FINANCIAL SUMMARY

Financial Inputs* Test Balance Sheet Financial Statements Discount Rate

Capital Additions ~ Funding Sources  Volume ~ Gross Charges  Contractual Allowances  Other Operating Revenue  Salaries & FTEs  Professional Fees  Supplies  Purchased Services  Other Expense  Statement of Revenue and Expenses ~ Capital Summary

Enter inputs using Exce

Statement of Revenue and Expenses

2020 2021 2022 2023 2024 2025 2026
Patient Revenue
inpatient Services $400,000 220,000 $231,000 $242,550 §254578 $267.411 $280782 294821 $309,562 $325040
Outpatiem Services o 0 ] 0 0 0 o 0 0 [}

Gross Patient Revenue 400,000 220,000 231,000 242,550 254678 267,811 280,782 204821 300,562 325,040

NOTE: The system allows you to make a copy of the Financial Inputs tab and rename it. This allows
you to model different scenarios in your project. As a result, you may see several versions of the
Financial Inputs tab with different names in the project plan.

Use this tab to review patient revenue, deductions from revenue, and operating expenses for the
Financial Inputs tab.

Capital Summary tab

This tab is accessed in the project plan file, in the Financial Inputs tab.
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Broject 1D Pending CAPREQ 67 Froject Type- Cardiology Department 4 (Test Deot) Ststus Pending Attachments 1

PROJECT INANCIAL SUMMARY
Test Balan

A
Financial Inputs* ce Sheet Financial Statements Discount Rate

Capital Additions ~ Funding Sources  Volume ~ Gross Charges  Contractual Allowances — Other Operating Revenue  Salaries &FTES  Professional Fees  Supplies  Purchased Services  Other Expense  Statement of Revenue and Expenses  Capital Summary

Enter inputs using Excel

Capital Summary

Total Requested by Capital Category

NOTE: The system allows you to make a copy of the Financial Inputs tab and rename it. This allows
you to model different scenarios in your project. As a result, you may see several versions of the
Financial Inputs tab with different names in the project plan.

Use this tab to view a summary of your capital spending (from the Capital Additions tab) by category in
the following areas:

o Total requested
« Total capitalization
o Total depreciation

Adding or renaming additional Financial Input sheets

When creating a Threshold capital project, you can add multiple Financial Input sheets to help you input
different financial information for a project. You can also rename the Financial Input and any additional
sheets to best suit the needs of your organization.

By default, the financials from each Financial Input sheet that you add flow into the Balance Sheet and
Financial Statements worksheets, but you can integrate this functionality in the Settings options for each
sheet. If you disable this option, the system will not include the financial information in the Balance Sheet
or Financial Statement. By enabling and disabling the Financial Input sheets, you can see what impact
each analysis will have on your consolidated analysis by calculating the individual contribution margin
and income statement for each sheet.

To add additional Financial Input sheets to a Threshold project:

1. Create a Threshold capital project or open an existing project.
2. Click the Financials tab.

3. Ontheright side of the page, click the notepad icon.
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tschment

Sterilizer

SETUP PROJECT FINANCIAL SUMMARY
Financial Inputs* Balance Sheet Financial Statements Discount Rate —
Capital Additions ~ Funding Sources ~ Volume  GrossCharges  Contractual Allowances  Other Operating Revenue ~ Salaries & FTEs  Professional Fees  Supplies  Purchased Serviees  Other Expense - =48

Enter inputs using Excel

Volume
2022 2023 2024 2025 2026 2027 2028 2029 2030 2031 Comments
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4. Inthe Manage Financial Sheets dialog, do any of the following, as needed, and click Save:

e Inthe New Sheet Name field, type a name for the sheet.

o Inthe Renaming Existing Financial Sheets section, type a new name for one or more
Financial Input sheets.

The new sheet displays as a sub-tab next to the Financial Inputs sub-tab.
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5. Configure the settings for additional sheets by doing the following:
a. Onthe left side of the page, click the gear icon.
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b. In the Settings dialog, do the following, as needed:

Option Description

Integrated Financials o Toinclude the results in the Balance Sheet and Financial
Statements sheet, from the drop-down, select Yes.

NOTE: This is set to Yes by default.

o To exclude the results from the Balance Sheet and
Financial Statements sheet, from the drop-down, select
No.

TIP: To analyze different Financial Input scenarios, you can
integrate this functionality for each sheet that you add.
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Option Description

Pro Forma Start Year The start year for the project.

NOTE: You cannot edit this field. It is assumed that any
additional Financial Input tabs that you add apply to the
same start year.

Input Years The default input years for the project based on the
template configurations set up by your organization.

Input Years To change the input years, from the drop-down, select a
number.

c. Click OK.
6. Complete the fields in the tab using the instructions in the following topic .
7. Complete steps 3-6 for each new sheet to add to your project.

8. After making your changes, in the upper right corner of the page, click Save.

IMPORTANT: When you add additional Financial Input sheets, you will need to refresh each sheet
when the Pro Forma Start Year is changed in the original Financial Inputs sheet. For more
information, see Refreshing additional Financial Input sheets.

» Transferring capital projects with additional Financial Input sheets to Axiom Capital
Tracking

When transferring capital project plan files that include additional or renamed Financial Input sheets to
Capital Tracking, the tab names will display CP_source file group year_sheet name, as shown in the
following example:

| |
Sterilizer Process Indicator

PROJECT FINANCIAL TRACKING

CP2021_167_Financial Inputs I CP2021_167_Phase 2 I Balance Sheet Financial Statements Discount Rate

Capital Additions  Funding Sources  Volume  Gross Charges  Contractual Allowances  Other Operating Revenue  Salaries & FTEs  Pro

Also, when transferring multiple Capital Project plan files to an existing Capital Tracking plan file, the
Source CAPREQ area at the top of the plan file page displays "Multi" as shown in the following example:

| |
Sanitizer Unit, 2019 pian iiie iesi
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Refreshing additional Financial Input sheets

If your Threshold capital plan includes additional Financial Input sheets, you need to refresh them if you
change the Pro Forma Start year in the original Financial Inputs page.

TIP: When you change the start year, the system will display a warning in the Settings dialog to
refresh each additional Financial Input sheet.

To refresh additional Financial Input sheets:

1. IntheFinancial Inputs tab, change the Pro Forma start year.
2. Navigate to the additional Financial Input sheet.

3. For each additional sheet, click the refresh icon on the right side of the page.
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+ Insert Capital Spending

Setting forecast years in a Threshold project
Use this option to configure a driver to include a forecast between three and ten years of projections.

To set forecast years in a Threshold project:

1. Create a Threshold capital project or open an existing project.
2. Click the Financial tab.

3. Inthe Financial Inputs sub-tab, click the gear icon on the right side of the page.
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4. Inthe Settings dialog, do the following, as needed:
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Option Description

Integrated o Toinclude the results in the Balance Sheet and Financial Statements
Financials sheet, from the drop-down, select Yes.

NOTE: This is set to Yes by default.

o To exclude the results from the Balance Sheet and Financial Statements
sheet, from the drop-down, select No.

Pro Forma Select the year the project will start.

Start Y
artYear IMPORTANT: If the plan file includes additional Financial Input sheets, the

system displays a warning message that you need to refresh each
additional Financial Inputs tab that was added to the plan file. For more
information, see Refreshing additional Financial Input sheets.

Input Years The default input years for the project based on the template
configurations set up by your organization.
Input Years To change the input years, from the drop-down, select a number.
5. Click OK.

6. After making your changes, in the upper right corner of the page, click Save.

Entering performance tracking measures in a Threshold project

In Threshold projects, you can enter planned items that you want to track over the life of the project. For
example, let's say your organization wants to track the number of hospital beds that will be added as a

result of a specific project.

To enter performance tracking measures in a Threshold project:
1. Open orcreate a Threshold project.

2. Inthe Financial tab, click the Financial Statements tab.

o sur

(4) Indicares & required field

Contingency

@ Executive Summary ¥ Routing

@

Financial Inputs  Balance Sheet

2020 2021 2022 2023 2024 2025 2026 2027 2028 2029

3. Inthe Performance Tracking Measures section at the bottom of the page, complete the following
for each measurement you want to track:
a. Inthelnput Format field, type the measure name. For example, Number of Beds.

b. From the drop-down, select the measure value type to track.
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c. Inthe current year column (the first year column) and for each subsequent year, type the
value to track.

Performance Tracking Measures

2021 2022 2023 2024 2025 2026 2027 2028
Performance Tracking Measure 1 Select measurement type
Input Format Nufneric v

measure hospital beds 0 [\130 200 300 o 0 0 0 0 0

Per =
Type a value for each year column, as

ing~ Type @ name for the measurement Numeric v needed, starting with this cell (current year)

Click Save.

The measure you enter here are included in the Retrospective Comprehensive Update report.

NOTE: In the Financial tab > Financial Statements tab you can also view NPV information for up to
100 years in the future to mimic perpetuity.

Entering financial inputs for Threshold (Pro Forma) projects using Excel

Instead of using the Threshold (Pro Forma) project web form, you can enter financial input and balance
sheet values using the Excel Pro Forma utility. This gives you all the functionality of Excel for greater
control when auditing and viewing the formulas used to calculate project budget values.

NOTE: This feature will not display if a user is assigned a role profile that has read-only permission to
plan files or if someone else has the plan file open and has Save Lock enabled.

TIP: The Excel Pro Forma Utility launches to display the sheet you were on. However, if the plan file
has more than one sheet, you can open other sheets by refreshing the Excel utility (F9), and selecting
another sheet from the Refresh Variables dialog.

To enter financial inputs for Threshold (Pro Forma) projects using Excel:

1.
2.

Create or open the Threshold project.

In the Financial Inputs tab (or a copy of the Financial Inputs tab), click Enter inputs using Excel.
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Capital Additions
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Click image to view full size

3. Atthe Click OK to save and continue to Excel Pro Forma Input prompt, click OK.

4. The content in the Financial Inputs tab is replaced with a description and instructions for the Excel
Pro Forma utility and an Open Excel button. Click the button to launch the utility.

Capital Planning

| 1 | | |

Hemoaodialysis Unit Blood Pump

PROJECT FINANCIAL SUMMARY

Financial Inputs

Enter inputs using the web form

[@ oOpen Excel Instead of using the web form, you can use the Excel Pro Forma Input utility to enter values into
the plan file. For instructions, click the question mark in the upper right corner of this page.

NOTE: After you click Open Excel, a prompt displays that you have unsaved changes that will be
lost if you continue. Please disregard this message and continue by clicking Leave this page to
open the utility.

Click image to view full size

5. Aprompt displays that you have unsaved changes that will be lost if you continue. Disregard this
message and continue by clicking Leave this page to open the utility.

NOTE: The utility opens in the Desktop Client version of Axiom Capital Planning.
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6. Inthe Financial tab, complete the following sections in the worksheet, as described in the
sections listed in the following table:

TIP: To jump directly to a section in the worksheet, in the Main ribbon tab, click GoTo >
Financials, and select the section.

Section Description

Capital Additions Enter details regarding the capital spending items for your
project

Funding Sources Designate and manage the funding sources for the project

Volume View and adjust patient volume by payor

Gross Charges Enter growth-rate adjustments to inpatient and outpatient
revenue at the global level as well as by day, procedure,
and/or visit.

Contractual Allowances Manage reimbursement adjustments from your default
payors to model out your reimbursements from year to
year

Other Operating Revenue Manage additional operating revenue not related to a
patient

Salaries & FTEs Manage salary adjustments for variable and fixed FTEs

Professional Fees Manage adjustments for variable and fixed professional
fees

Supplies Manage adjustments for variable and fixed supplies

Purchased Services Manage adjustments for variable and fixed purchased
services

Ot