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Welcome to Axiom Financial Planning

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

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

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

What is covered in this document

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

e Financial Statements

e Consolidating by Node

e Financial Analysis reports
e Sensitivity Analysis reports
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What's new

Welcome to Version 2022.3 of Axiom Financial Planning!

Axiom Financial Planning delivers enhancements from Axiom version 2022.3. For more information, see
Axiom 2022.3 Release Notes.
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https://help.axiom.cloud/help/2022.3/documents/platform/axiom release notes 2022.3.pdf

Understanding the Financial Management Cycle

The Axiom Healthcare Suite products support an iterative, continuous cycle where strategic plans define
day-to-day operational targets while operational data informs long-term strategic planning.

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

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

Understanding how Axiom Financial Planning works

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

H >
2B <€

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

Financial Planning best practices

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

1.

6.
7.

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

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

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

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

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

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

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

The individuals who interact with this software most often include:

e Director of Financial Planning — Typically a single individual who builds out an organization's

financial models and plan.

¢ Financial Analyst — In larger organizations with multiple entities, the Director of Financial

Planning might be assisted by one or more Financial Analysts with limited access to the system.

* Report Recipients — Outputs of Axiom Financial Planning are typically distributed to executives,

managers, board members, and sometimes external stakeholders such as banks.
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Getting Started

This section provides information on the basics of using Axiom Financial Planning, such as:

e General system navigation and user interface
¢ Using spreadsheet plan files and report files from an end user perspective
e Using general Axiom spreadsheet file features such as views, snapshots, and printing

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

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

Home page
All users have a home page that opens automatically when you log into Axiom Financial Planning.
Depending on your system, the Web Client home page may be one of the following:
e A product-specific home page for an installed Axiom Financial Planning product

¢ A custom home page created specifically for your organization
¢ The default Axiom Financial Planning home page

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

PRODUCT AREAS
Home
Intelligence Center

System Administration

Home option on Area menu

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

» Default home page

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

AXIOM| Axiom Home Favorites -+ Recent Places ~ Reports -~ Forms Explorer  Intelligence Center

Axiom System: Axiom Software Test System

o Notifications % Quick Links * Favorites
A ’ " I
Notifications Delete all 7 Windows Client Look for the W icon to add to Favorites
Ag  Excel Client _
Acct Analysis
O Expense variance alert for US West .
Open Axiom Software

Travel expense variance exceeds 8%

Corporate Dashboard

Security Manager

system_config

Example default home page

This default home page can also be accessed (by any user) by going to the following URL:
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Example Cloud https://ClientName.axiom.cloud/Home/Launchpage

URL Where ClientName is the name of your Axiom Cloud system.

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.

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

e 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.

e Favorites: You can open and delete web favorites.

Launching Axiom Financial Planning applications

You can launch various Axiom Financial Planning applications from the Area menu in the Web Client,
including the Axiom Excel Client and Axiom Windows Client.

AXIOM| Axiom Home Reports v n a @ 13
PRODUCT AREAS
Axiom System: Axiom Software Test System Home
Intelligence Center
Q Not\ﬂcat\oﬂs % QL“Ck Lmks * FaVOr System Adminisiration
Am Window:
Notifications Deleteall 5 Windows Client ILLIRGIAUER  LAUNCH
A
@i Excel Client Prernr ] Windows Client =
0 Expense variance alert for US West
Open PRV Excel Client =

Travel expense variance exceeds 8%

Corporate D VRIS =

Security Man) MS PowerPoint Add-in =

About Axiom Software @

Area menu with Launch section to launch various applications
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The Launch section of the menu serves the following purposes:

e You can install the Axiom Financial Planning 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).

¢ You can install and launch Axiom Financial Planning add-ins such as the add-ins for Microsoft
Office applications.

e [f your system uses SAML or OpenlID authentication, this menu is the only way to launch installed
applications. When using SAML and OpenlID 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 Financial Planning Desktop Client

Using the Area menu, you can launch the Financial Planning Desktop Client. Click on one of the following
items in the menu:

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.
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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 Financial Planning 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 Financial Planning add-ins. Click on one of the following
items in the menu:

Item Description

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

Add-In . . S
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.

The Word and PowerPoint Add-ins are optional applications to support document integration between
Axiom Financial Planning 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.
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AXIOM| Axiom Home Reports ~

T @ F

Expenses Overview
Comparison Q1 to Q2

Q1
@ World Region *+ Variance Q1-Q2 Jan Feb
» Asia region 57,615 @ 5124614 $7,730
y Corporate departments 529,683 @ §324,91 513,694

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 Financial Planning 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 =1 in the Navigation bar., the
product-specific links display in the Navigation menu. For more information,
see the product-specific documentation.

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.

e 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.
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Viewing system information

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

e Axiom Financial Planning version number

¢ Product version numbers

e System name

e 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:

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

AXIOM| Axiom Home Reports -

Axiom System: Axiom Software Test System

o Notifications

Notifications

@ File Processing
The job has completed processing all tasks successfully.

About Axiom Software at bottom of Area menu

LE ]

1. Click the Syntellis icon E:I in the Navigation bar.

Delete all

% Quick Links

Am  Windows Client

Amy  Excel Client

Getting to know the interface

All Axiom products share a common interface and make use of many of the same features.

Administrator's Guide

PRODUCT AREAS
Home
Intelligence Center
System Administration
Look for 1/ EEEAIIeC]
PRSgNE)  Windows Client
Axiom So Excel Client
MS Word Add-In

MS PowerPoint Add-In

About Axiom Software

nos @ i

£y
=z
[Ex

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

Axiom administrator for more information.

The interface includes several sections, including:

» Display area

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 Financial Planning Software product administrator configures the

information that displays on this screen.

B 2?2 @ H| RO

Open App Online Navigation Save Refresh Change
Menus * Help = - Data  view

ADMIN Home

= T o

Additions Quick  GoTo
- Filter

[+

Publish

Formula Bar

Headings

Axiom Assistant A| Home

Reports Report
- T

= e |

Security Close

ips Manager Axiom 5W

Display area

My Files
Favorites
* 5L Recent
My Documents
File Groups
Libraries

My Files and Tasks

» |3l Reports Library ANNOUNCEMENTS

v [ Table Library

» ] Data Diagrams Library

¥ Filter Library

& Task Panes Library
Ribbon Tabs Library .

&%) Process Definition Library

5 Scheduler Jobs Library

i Imports Library
%l Exports Library

e Management Reports are distributed 12th of each month

@ E-mail notifications will be sent when reports are available

Explorer

Comments and Action Plans are required for outliers

3
3
3
»
»
3

Notifications

Axiom System

CALENDAR

P Budget Preparation Meetings begin: 04/10/2016

P Capital Input Requests can now be entered: 04/15/2016

CONTACTS

DASHBOARDS

Ready

» Task panes

A task pane provides access to commands, utilities, reports, plan files, and so on for Axiom Financial
Planning, and displays on the left side of 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.

Administrator's Guide
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MAIMN ADMIN Home
B ? @HGLDoE T

Formula Bar

Open App Online Mavigation Save Refresh Change Additions Quick  GoTo )
Menus = Help * - Data  View~ - Filter - Headings
D Axiomn Assistant A| Home
M~ Click to collapse task
) Favortes ane
2| % Recent P SYNTELLIS | AXIOM
= My Documents FrmeTmR m——
:_; File Groups ~
I Libraries -
£+ [ Reports Library ANNOUNCEMENTS
¢+ [ Table Library
» a2 ps ) )
- . lanagement Reports are distributed 12th of
¢ ¥ Open task panes display as tabs
= mail notifications will be sent when reports
2 T along the left
] Rib,_ omments and Action Plans are required for 4
» % Process Definition Library

v [E5 Scheduler Jobs Library
v & Imports Library
» 4§ Exports Library

Axiom System v

CALENDAR

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

> Capital Input Requests can now be entered: 0

Each Axiom product includes a set of specialized task panes. Different task panes display depending on
your security role profile. The administrator role profile has access to all of the features of Axiom
Financial Planning, including drivers, dimension tables, and other system administrator features while
the end user task pane includes a subset of the options available in the Admin task pane.
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MAIN | ADMIN  Home
= < 3 p—
] (
E’ » = > R < - ? I

AdminTask = Security Locked System Scheduler Process Imports & Data File System  Recovery Help Close
Panes + . Items  Browser Management ~ Utilities Protection * Headings Toals ~ - - Axiom SW
< Axiom Assistant A| Home

Interactive User Guide
[TIFP Interactive User Guide

‘E Financial Planning Commands - 5 Y N T E L L | S | AXIOM

= FH0pen Node e

#¥ Create New Model

#¥ Create New Node

# Control Panel to Manage Nodes
Node Utilities ANNOUNCEMENTS CONTACTS
Current Year Utilities

» Prior Year Utilities

Financial Plan Assumptions

_L;Manage Dirivers e E-mail notifications will be sent when reports are available
Update Assumptions

o Management Reports are distributed 12th

) omments and Action Plans are required for outliers
E)Manage Node Default Detail o Comments and Action Plans are required for outlier
Scenario Management
£ Scenario Manager
» . Scenario Analysis TaSk panes

Financial Planning Reports -
@ Financial Statements A—
@] consolidating by Node

» Financial Analysis

3 Sensitivity Analysis

CALENDAR DASHBOARDS
» Integration
[~ IFinancial Planning Dashboard
Administration -~ » Budget Preparation Meetings begin: 04/10/2016
« Dimension Maintenance - Integration | P Capital Input Requests can now be entered: 04/15/2016

» A|Dimension Update Utilities

» Administrative Utilities

» Create New File Group

Integration -~
» Integration Utilities

» 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 QOpening, closing, and saving files

e Accessing online help for products and advanced (Axiom platform) help
e Viewing data in spreadsheets

¢ Printing or emailing files

e Accessing shortcuts to frequently accessed reports
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MAIN ADMIN Home
B 2 & H DO = T > 7 | B E| | O
A L 5 Formula Bar ¢ i
Open App Online Navigation Save Refresh Change Additions Quick  GoTo . Publish Reports Repart Security Close
Menus Help ~ - Data  vjew v - Filter - 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. Access to online help for products and advanced topics (Axiom platform) is also

available.
MAIN ADMIN Home
(T | . e 5%
f * & ? | O
i
E. » el ’ . Formula Bar PN o+ s
Admin Task Security Locked System Scheduler Process Imports & Data File N System Recovery Help ?'DSE‘
Panes ~ - ltems  Browser Management ~ Utilities = Protection = Headings Toals ~ - - Axiom SW
» Home
Includes standard spreadsheet commands.
MAIN ADMIN Home
o _
I cut Calibri - General - El [E Q I:E) Calculate Now
[ Copy = £ [EF) Caleulate Workbook
Paste . M - Insert Delete Format Print Zoom  100% Calculation
' Format Painter — - - v Area v Options ¥

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.

MAIN

O 2

ADMIN Home I

@ H| 3O

E T

Web Client

Formula Bar

& B E

| M

Open App Online Navidhgon Save Refresh  Change Additions Quick  GeTo . Publish Reports Report Security Close
Menus Help + = Data  View = Filter - Headings - - Tips Manager | Axiom SW
HomePagexlsx ~ Read-Only ~
File MAIN ADMIN  Home Insert Page Layout Formulas Data Review View Developer Help
Excel Client = — —
./ \. L— e
B 2 @ H Bd i I R = = I O S
ormula Bar
Open App Online Navigation Save Refresh Change Additions Quick GoTo . Publish | Reports Report Security Close
Menus v Help v V Data View v g Filter @ Headings v e Tips Manager | Axiom SW
Applications Help File Options Workbook Options Display File Output Reports Security Exit

Administrator's Guide
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Axiom Assistant task panes

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

this area.

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

Axiom Software - Training Video - Budget_40000.xlsx

E

Example Axiom Assistant area

» Available task panes

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 r'E Capital Requests 54 Account
o
C% Libraries o) 56

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

% 59 Total Statistics
= &0
w

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

Data Source Helper tool to build data sources,

Assistant such as RefreshVariables,
DatalLookup, and Grid.
Explorer Open files and other items that you

have access to, including favorites.

Administrator's Guide

Availability

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

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

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

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

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

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

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

The order of task panes in the Axiom Assistant area cannot 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.

Administrator's Guide
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» Minimize Axiom Assistant

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

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

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

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

e 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.
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» 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.

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:

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

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

e 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.
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Opening the Axiom Financial Planning task panes

To open the Axiom Financial Planing task panes:

e For administrators, in the Admin ribbon tab, click Admin Task Panes, and select Financial
Planning Admin.

MAIN  HELP  ADMIN

Admin Task | Security Locked System 5
Panes - ltems Browser

Management Reporting Admin
Budget Admin
Cost Mgmt Admin

Financial Planning Admin Ih

Rolling Forecast Admin

Asszet Replacement Planning Admin
Capital Planning Admin
Capital Tracking Admin

LR K N K A JL N N

Preductivity Admin

¢ For end users, in the Main ribbon tab, click Open App Menus, and select Financial Planning.

MAIN | HELP AL

P ? @

Open App Online MNavigati
Menus = Help -

© Management Reporting
Budgeting
Productivity Management
Comparative Analytics

Cost Management

N
.
.
.
I & Financial Planning Ih
.
.
.

Rolling Forecast
Capital Planning
Capital Tracking

Opening the Explorer task pane

Axiom Financial Planning provides a built-in Explorer task pane so that you can quickly access your
favorites, recent items, and all the files that you have rights to access.
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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:
* |n the Main ribbon tab, click Navigation, and select Explorer.

“ MAIN =~ ADMIN  Home
B 2?2 @ H [T T:

Open App Online Mavigation Save Refresh Change Additions Q_U"Ck
Menus * Help - - Data View = - Filter

My Favorites

.: Add To Favorites

¢  Axiom Assistant A| Home

-
»~ | Explorer

My Files

Close File
<0 Favorites

" Recent 4 SYNTELLIS

My Documents

b

ELEVATIMNG PERFORMANGCE

User Process View

es and Tasks

Viewing and completing process tasks using the Process task pane

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

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

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

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

e Open associated files and features: Some tasks may have a link to an associated file or feature,
to help you perform the task. Other tasks do not have these links. If no link is present, then you
will need to manually navigate to any file or feature needed to perform the task.

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

However, there is also a special type of step known as an "approval step." In this case you must
indicate whether you approve the process to continue by clicking either Approve or Reject.

Approve means that the process will move to the next step, and Reject means that the process
will return to a prior step.

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

» Step types

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

Icon Step Type Description
Ea Approval This step requires you to approve the process to continue to the

next step, or reject the process to return it to a prior step.

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

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

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

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

Ea Multiple This step is a Multiple Approvals Step, which means that all the
Approvals sub-steps underneath it can be performed in any order instead of

sequentially. You may be responsible for one or more sub-steps of
the subprocess.

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

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

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

E| Report This step requires you to perform a task on a report.
Ein Scheduler This step automatically runs a designated Scheduler job. The status

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

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

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

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

» Completing steps

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

If desired, you can enter a comment into the Comment box (up to 1000 characters). This comment will

be saved in the process history, and in most cases will also be included in the notification to the next
step owner (if notifications are enabled).

A | Process Action

éi}l Mark process step as completed in process 'Monthly Updates',

Current Step Mext Step
& Import monthly actuals i Run tie cut report
& Jane Doe (jdoe) - Wendy Hunter
Comment Any comment will be stored with the process and included in notifications to the next step owner

1000 characters remaining

QK | | Cancel
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NOTES:

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

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

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

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

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

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

» Completing steps for multiple plan files

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

If you are responsible for multiple plan files, then those files are listed with check boxes in the Process
Action dialog. You can select one or more check boxes to complete the step for those plan files.
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Dept 40000 (Los Angeles - Store 34)
] Dept 40500 (West Coast Distribution)

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

Travel budget is higher than expected due to sales conference,

038 characters remaining

QK | | Cancel

» Administrator features

If you are an administrator, then by default the task pane shows all active processes for which you have
an active task, as well as all active processes for which you are the process owner. If desired, you also
have the option to change the view to show all active processes. At the top of the task pane, use the
Show all processes toggle to see all active processes. To go back to only viewing your processes, click
Show my processes only.
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Administrators and process owners can also perform the following actions in the task pane:
¢ Click View status to view the Process Status dialog for the process.
e Right-click a process and select Stop Process to stop the process.

e Toggle between Show process view and Show task view. However, if you do not currently have
any active tasks in the process, then you can only use Process View.

Managing favorites

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

e The Explorer task pane in the Axiom Assistant area

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

< Axiom Assistant
My Files =
71 Favarites

@j Income Staternent By Manth

341000

Eﬂ Maonthly Package Collect
b il Recent

i

Explorer

BsS

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

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

» Saving and deleting favorites

You can save an item as a favorite in one of the following ways:
* In the Explorer task pane and the Axiom Explorer dialog, you can right-click an item and select
Add to Favorites.

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

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

TIP: If you open a table using Open Table in Spreadsheet, and then save the open table as a favorite
(using the file tabs), the settings you used will be automatically saved as part of the favorite, in the
shortcut properties. You may want to rename the favorite to indicate the particular settings (for
example: GL2022 - Filtered for North Region).

NOTE: If a web-enabled file is saved as a favorite in the Desktop Client, that favorite will also display
in 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 hnew name.

» Shortcut properties

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

» Using web favorites in the Desktop Client

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

The recent file list is located in 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:
e |If you want to clear the list, right-click Recent and select Clear History.

¢ |f you want to continue to have quick access to a recent file, you can add it to your favorites.
Right-click the file and select Add to favorites.

e If the icon next to a file name is a red arrow, this means that the file has been moved or deleted
since you accessed it, so it can no longer be opened from the recent file list.

In the 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
Financial Planning database. Therefore, Excel's recent file list cannot be used to open Axiom files.

Viewing alert notifications

When a new alert is added to the database as a result of an alert processing, a notification is delivered
to all designated alert recipients using email and/or the Notifications task pane.
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» Email notification

If the alert notification is delivered using email, the subject of the email is "Axiom Financial Planning
alert: <Alert Title>". The alert message displays within the body text. The email also contains a hyperlink
to the supporting file if one is specified in the alert definition.

» Notification task pane

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

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

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

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

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

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

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

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

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

When viewing a spreadsheet Axiom file within the Desktop Client, you can view comments that other
users 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.

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

NOTES:

¢ The message stream is only available for documents where it has been enabled.

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

» Viewing the message stream

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

document.
< Axiom Assistant A | Home ¥Z] [BGT20] 40000
I |
+ Add Comment e 40000 Los Angeles - Store 34
% Current View: Standard view
=
i | Travel budget looks goad to me, Account
w Statistics
§ 95000 Volumes
= | @Wendy Hunter Please look at the travel budget. Total Statistics
= > Revenue
3
= 4000 Revenue
)
%Ju <o hdd a new Ravenie rogw s 2
] Total Revenue
3
S Marketing

Example message stream

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

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

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

» Adding a comment

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

A | Add Comment =

Add Comment

Title
optional
Message
B I U Tag user v

[@Wendy Hunter Please take a look at the Travel budget.

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.
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When you click Post, the comment is saved to the message stream, and any tagged users will be
notified.

NOTES:
e 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.

¢ 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 task pane.

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

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

Changing your Axiom Financial Planning password

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

Financial Planning.

To change your password:
1. 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.
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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 Financial Planning

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

To close the Desktop Client:
e 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 Financial Planning but leave the
current Microsoft Excel session open. Keep in mind that it is not necessary to close Axiom Financial
Planning in order to work on a regular Excel file. You can open regular Excel files within Axiom Financial
Planning, or you can open a second Excel session.
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Configuration concepts

The implementation process of Axiom Financial Planning is an eight to ten week time line. The goal of
this process is to design an efficient and dynamic system that will allow flexibility in applying strategic
changes to the long-range plan in a timely manner. Common questions asked of the long-range plan are:

1.

2
3.
4

L 0 N o 0

10.
11.

What will our financials look like in the next five to ten years?
When would be a best time for the organization to launch these strategic decisions?
How do we compare to the rating medians?

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

How much cash should the organization have?

How much debt can the organization afford?

What is the magnitude of the organization’s capital shortfall?

What short- and long-term profitability targets are necessary to resolve the shortfall?
What is the level of operating change required to meet the targets?

What value does the strategy add?

What are the risk elements?

The following diagram provides an overview of the tasks included in the Axiom Financial Planning
implementation process:
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The following diagram displays the relationship between the Axiom Financial Planning inputs and the

outputs of the system.

Axiom Financial Planning

+  Net Assets = Volumes

= Assets = Statistics

= Liabilities = Assumptions
» Expenses = Labor

* Revenues

Financial Statements Analytics

Graphs & Reports

System design is the foundation in building standards and efficiencies in Axiom Financial Planning. This
step makes updating and manipulating your organization’s financial plan more manageable, regardless

of complexity and size.
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The terms setup and configure are commonly used during this phase. Setup is the thought process by
which an organization reviews its internal financial statements, chooses which entities are included, and
determines the level of detail that drives the financial forecast. Deconstructing the financial statement is
another approach to this process and an opportunity to begin identifying data sources for this level of
detail, which may change how the financial plan is designed.

Configuration is the act of building the setup into the software through Dimensions Maintenance,
Financial Planning Commands, and Financial Assumptions functions. Syntellis provides an offline setup
and configuration template tool to facilitate this process. Your Syntellis implementation consultant will
provide direction on how to configure the system.
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The setup and configuration process includes the following tasks:
A. Setup — Defining input categories

B. Setup — Defining financial nodes and models

C. Configuration — Maintaining dimensions

D. Configuration — Creating models and nodes

E. Data — Collecting and populating historical data
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A. Setup — Defining input categories

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

NOTE: Axiom Financial Planning projects patient care revenues by payor categories. Volumes, gross
charges, and contractual allowances are influenced by these categories. Payor categories can be
defined as detailed as an insurance contract, financial class, or as general as a payor grouping
(Government, Commercial, Self-Pay, Other). These payor categories are configured in the PAYOR
dimension table.
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B. Setup — Defining financial nodes and models

Typically, nodes and models are defined at the organizational level at which balance sheets are
maintained (For example, a hospital, physician group, health plan, and so on). Nodes can represent an
entity, division, user-defined business group, strategic initiative, health plan, new debt, or a balance
sheet within your organization.

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

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

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

a )

Consolidated
Financial
Statements
(Fs)

@O @
FS Fs
Entity A Entity B
a )
e
/ \ ‘/\\‘
3 y @ ) ! =l =
Division Division Division Division
Al A2 Bl B2

Based on the organizational and reporting structure, six design options are being evaluated.
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One Model Options:

Option 1 Option 2
Node Name Node Type Node Name Node Type
Balance Sheet Balance Sheet
Entity A Operations Entity A Entity
Entity B Operations Entity B Entity
Option 3 Option 4
Node Name Node Type Node Name Node Type
Balance Sheet Balance Sheet
Division Al Operations Division Al Entity
Division A2 Operations Division A2 Entity
Division B1 Operations Division B1 Entity
Division B2 Operations Division B2 Entity
Two Model Options:

Option 5: Entity A Model

Option 5: Entity B Model

Node Name

Node Type

Node Name

Node Type

Balance Sheet

Balance Sheet

Balance Sheet

Balance Sheet

Division Al

Operations

Division B1

Operations

Division A2

Operations

Division B2

Operations

Option 6: Entity A Model

Option 6: Entity B Model

Node Name Node Type Node Name Node Type
Division Al Entity Division B1 Entity
Division A2 Entity Division B2 Entity
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C. Configuration — Maintaining dimensions

Configuration is the next step after setup decisions are finalized. In the initial configuration, CODE and
PAYOR dimensions are frequently used to mirror the Input Category Definitions setup. Over time, all
dimensions will be key in maintaining nodes, models, and reports and will be covered in detail during
training. For more information, see Configuring dimensions.

D. Configuration — Creating models and nodes

This step includes the following:

» Standardize and customize node templates

You standardize node-type templates using the Manage Node Default Details utility. By using this utility,
future nodes created through the Create a New Node utility display the same input rows upon initial
launch.

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

When you open the utility, the tabs at the bottom of the workbook represent the node types.
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KHA Health
Code Description Include:
Current Assets
130707 Other Current Assets Auto
120702  Other Current Asset 2 NO
130703  Other Current Asset 3 NO
130704  Other Current Asset 4 NO
130705 Other Current Asset 5 NO
130706 Other Current Asset 6 NO
130707  Other Current Asset 7 NO
120708 Other Current Asset 8 NO
120708 Other Current Asset 9 NO
130710  Other Current Asset 10 NO
1307171  Other Current Asset 11 NO
130712  Other Current Asset 12 NO
130713 Other Current Asset 13 NO
130714  Other Current Asset 14 NO
120715  Other Current Asset 15 NO
120716  Other Current Asset 16 NO
130717  Other Current Asset 17 NO
130718  Other Current Asset 18 NO
130719  Other Current Asset 19 NO
130720 Other Current Asset 20 NO
Capital Additions
122001  MWew Construction NO
132002 Renovation/Infrastructure NO
132003 Equipment Auto
132004 Moveable Equipment NO
132005  AJE, Consulting NO
132006 Contingency NO
132007  Information Systems NO
122008 Other NO
132009 Land NO

M o4 >I| Instructions’, BalanceSheet ' Operations / Entity /NonPatient / Expense /Volume_Revenue /Eliminati |l|

» Create models

A model must exist for nodes to be created because a node must be linked to a model. For more

information, see Create a model.

» Create nodes

After you create models, you can then create nodes to assign to them. You can create nodes two ways:

¢ Manually, by using the Create New Node utility. For more information, see Create a node.
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e Customized and automatically, by using the Node Rebuild Utility. To use this utility, you must
import data using the Transfer to Financial Planning utility, the Rollforward Utility, or the FP Data
Collection Template. For more information, see Build a node from imported history and other
data.
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E. Data — Collecting and populating historical data

Axiom Financial Planning generates multi-year forecasts and scenarios based in part on historical data
stored within nodes. You can enter this historical data using any of the following methods:

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

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

» Manual Entry

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

The major categories include:

e Volume

* Gross Charges

e Reimbursement

e Expense

e Capital Expenditures

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

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

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

e Green cells contain drop-down menus, allowing you to select from one of several predefined
options.
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» Data collection and import workbook (data upload, integration, or collection
templates)

Collecting historical data may require multiple sources and assistance from other members of your
organization. To help with this process, Syntellis provides an Excel data collection workbook to share
with VPs, directors, managers, and other stakeholders. The workbook serves as a centralized repository
for housing information without the need to grant other users access to Axiom Financial Planning.
Alternatively, data can be entered and queried from other Syntellis products, or linked to data files
within the upload and integration workbooks.

To complete this step, complete the following tasks:

1. Collect and import data from other sources

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

» Automated imports

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

Mapping Budgeting dimensions to Financial Planning

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

The two most critical are cost center to nodes and sub-accounts to financial planning projection
categories. These relationships are mapped in the Axiom Budgeting dimension tables DEPT and ACCT.
The Transfer to Financial Planning utility recognizes these mappings, extracts the data, and imports it
into Axiom Financial Planning in the appropriate nodes and projection categories, as shown in the
following diagram.
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DEPT Cost FPNode =
Canter Node Description
ACCT FSDetail FPCode =
Mapping Code

Axiom Budgeting:
Actual Tables

Axiom Budgeting:

Budget Tables

Business Intelligence

Databases

Transfer to
Financial
Planning Utility

1. Identify which financial planning node each cost center belongs to. Document this identification
in the FPNode column of the DEPT dimension table. To do this, you will need to use the
Dimension Maintenance utility. For more information, see Working with the Dimension

Maintenance utility.

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

Dimension @ ACCT

DataSet filter :

{DataSetna
i ance

Description
a Default ACCT
1 Salary & Hours Analysis
3 Faid Hours GL-Based Analysis
a

eral''FP') OR DataSethlame = )

back

Mon Salary Assesment Supplies

5 Mon Salary Assesment Drugs
6 Mon Salary Assesment Purchased Services
7 Mon Salary Assesment Other
Mon Salary Assesment NonUsed
20 Total Labor Expense as % of Net Operating Revenue
21
Total Employee Labor Expense as % of Net Operating Revenue
22

Total Employee Salary Expense as % of Net Operating Revenue

FSProvider

A
A
A

A
A

I A
A

N A

N A

M A

A

FP
FPCode

MNA

MNA

NA

NA

MNA

MNA

MA

NA

2. Identify which financial planning dimension code each internal sub-account belongs, and enter
this identification in the FPCode column in the ACCT dimension table.
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Dimension : ACCT

DataSet filter : (DataSetname IN ('General | 'FB') OR DataSetMlame = )

{*} the column is duplicate, Only the first instance will be saved back FP

Description FSProvider FPCode

0 Default ACCT

1 Salary & Hours Analysis

3 Paid Hours GL-Based Analysis
a

Mon Salary Assesment Supplies

] Mon Salary Assesment Drugs
6 Mon Salary Assesment Purchased Services
7 Mon Salary Assesment Other
8 Mon Salary Assesment NonUsed
20 Total Labor Expense as % of Net Operating Revenue
21
Total Employee Labor Expense as % of Net Operating Revenue
22

Total Employee Salary Expense as % of Net Operating Revenue
MNA

In some cases, the organizational and reporting structure may result in customized mapping, aside from
the above instructions. Work with your Syntellis implementation consultant for guidance.

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

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

Viewing Financial Planning data table diagrams

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

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

2. Inthe Fin Plan Admin task pane, in the Administration section, click Administrative Utilities >
Financial Planning Data Diagrams, and double-click Financial Planning Table Diagram.
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4

Configuring Axiom Financial Planning

Use the following options to configure Axiom Financial Planning.

Using the Financial Planning Interactive User Guide

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

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

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

You can use this utility at any point in the plan development process because it performs a new analysis
each time you open it.
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This section contains an
© Use this utility to help you get starte e developme ancial P expandable list of items This section displays a
System Setu
related to the suggestions in y P comparison of your CY and NYJ
the Axiom Guidance section e rma -

~  Manage File Groups

Link to feature used
w Update Dimensions to comp\ete the item
Check/Update Dimes . About:
Drivers in File Group:

ersal, will affect prior File Groups, and will be usex apita It

Active (FP_NextYear) Previous (FP_CurrentYear)

02 01

This section displays
suggestions for what to do, in
order, based on the Guides’
analysis of your system

Axiom Guidance

Navigale 18 THE "UBQaTe & Hevlew ASsUmpiane" section for

Code Descriptions t appears that you may not have updated any CODE

A Create New Models & Nodes

Contains brief
A Update & Review Assumptions . . . Nodes in File Group:
" " description of item(s)
A Manage Models & Nodes listed at left

A Review Modeling Results
9 Scenarios in File Group:

A Financial Planning Analysis

A Get Help & Support

To use the interactive user guide:

1. Inthe Fin Plan Admin task pane, in the Interactive User Guide section, double-click FP Interactive
User Guide.

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

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

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

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

Configuring a file group for your annual financial plan

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

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

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

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

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

View file groups

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

File Groups

’ File Group Aliases

b ¥=] Financial Planning-201
* ¥Z] Financial Planning-201
» ¥Z] Financial Planning-201
¥ ¥Z] Financial Planning-201

W00 =]

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

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

To view a file group:

1. Inthe Explorer task pane, in the File Groups section, do any of the following, depending on your
security permissions:

Administrator's Guide Axiom Financial Planning | 55



+ ¥Z] Financial Planning-2018
Cpen Plan Files
E£ Create Plan Files

|r" Process Plan Files
’ Templates
L E"f_-?' Drivers
b ] Utilities
\ﬂ- Process Definitions
|:'|T||:| Scenarios

e Open Plan Files — Open and view a plan file.

e Create Plan Files — Create and save empty plan files per the configuration settings in
dimensions and the file group's driver files.

e Process Plan Files — Load historical data into each budget plan file, then run calculations
based on Calc Methods in dimensions.

e Copy Plan Files — Copy plan files from one file group to another.
¢ Templates — Stores all standard templates and any custom templates you create.

e Drivers — Stores configuration settings and key statistics used throughout the file group.
For more information, see .

e Utilities — Stores any additional utilities if your organization purchased certain add-on
modules.

e Process Definitions — Displays processes defined for the files group.

e Scenarios — Create and manage plan files, templates, drivers, utilities, and process
definitions for a scenario.

Archive a file group

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

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

To archive a file group:

1. Inthe Explorer task pane, in the File Groups section, right-click the active budget, and select
Clone.
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¥=] Financial Plannip=—1016_ — L1 —

3
3 l’ﬁ Financial Planni New L 'pgz
> L_E Financial Planni Edit in tF
b E Financial Planni |

foe Conwvert to Prototype ielec
» ¥=] Rolling Forecast - |

Cl

» V=1 Rolling Forecast ?Se t
» @Wlp__'DSDept Restore Plan Files l{efre
b =] XX Miscellaneo Manage Restore Points bn th
Libraries Create Scenario :in th
b gl Reports Library Delete Iie\.rir:
v [ Table Library Add to Favorites lave
» Of Data Diagrams GBFary | .

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

3. Inthe General Properties section, review the following settings, and modify them, as needed:

* File Group Name — Change the file group name from Financial Plan - year to Financial Plan
year - Archive (where year is the current budget year).

e File Group Year — Enter the fiscal year for the archive file group.

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

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

Delete a file group

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

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

To delete a file group:
1. Inthe Explorer task pane, in the File Groups section, right-click the file group, and select Delete.
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File Groups 1. Chan
’ File Group Aliases ﬁ
¥ V=] Financial Planning-201=
¥ =] Financial Planning-201 Mew b
¥ =] Financial Flanning-201 Edit
» =] Financial Planning-201 Canvert to Prototype
= .
b ¥=] Rolling Forecast
= ) Clone
¥ ¥Z] Rolling Forecast WIP )
» EWlP_.'DSDEpt Restore Plan Files
b Exx Miscellansous Eile Manage Restare Points

Libraries Create Scenario

¥ |@l Reports Library é

» [ Table Library Add to Favorites

2. At the confirmation prompt, click Yes.

The file group and all associated files are deleted.

Configuring drivers (assumptions)

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

The driver types include the following:

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

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

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

Configure the Baseline Assumptions driver

The Baseline Assumptions driver file contains:

¢ Volume Adjustments

e Payor Mix
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e Patient Revenue Inflation Rates

e Reimbursement Inflation Rate Details (by Payor)
e Global Assumptions

e Charity and Bad Debt

e QOperating Expense Inflation

e Master Template Balance Sheet

¢ Supplemental Detail — Medicare Adjustments

e Health Plan Global Assumptions

e Health Plan Assumptions

e Research Plan Global Assumptions

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

To configure the Baseline Assumptions driver file:

1. Inthe Fin Plan Admin task pane, in the Financial Plan Assumptions section, click the Update
Assumptions folder, and double-click Baseline.

Financial Plan Assumptions
E} Manage Drivers

- Update Assumptions
[P sascne |—
4 ¥ CorpAllocation
4 ¢ Setup
& Manage Node Default Detail

2. Complete the appropriate cells.
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Baseline 2019 2020 2021 2022 2023 2024 2025 2026 2027 2028 2029 2030

Volume Adjustments

Hospital Volume Drivers

Inpatient Discharges 0.00% 0 0.00% 0 o 0 0.00% o
0.00% o o.00% 0 o o 0.00% o
0.00% o U .00% 0 o U 0.00% o
0.00% £.00% o 0.00% 0 0.00% o.00%
0.00% £.00% 0 0 o 0.00% 0 o 0.00% 0 o.00%
Payor Mix
Inpatient Discharges
Medicare 0.00% .00% oo0% 000% oo0% 0.00% 000% ooo% 0.00% 000% o.00%
Medicald 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 000% 0.00% 0.00% 0.00% 0.00%
Outpatient Visits
Medicare 000% 0.00% 800% 000% 0.00% 0.00% 000% o00% 000% 000% 0.00%
Medicaid 0.00% 8.00% o00% 0.00% o.00% 0.00% 0.00% o00% 0.00% 0.00% o.00%
Physician Visits
Medicare 0.00% 0.00% 0.00% 000% 0.00% 0.00% 000% 0.00% 0.00% 000% 0.00%
Medicaid 0.00% £.00% 0.00% 0.00% 0.00% 0.00% 0.00% o00% 0.00% 0.00% o.00%
Mid Level Visits
Medicare 0.00% 0.00% .00% 000% o00% 0.00% 000% o0% 0.00% 000% 0.00%
Medicald 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 000% 0.00% 0.00% 0.00% 0.00%
Patient Revenue Inflation Rates
0 0 0 0 o 0.00% o o 0 0 o
0 o 0 0 o 0.00% o o 0 o o

Reimbursement Inflatian Rate Details

Inflation Rates by Payor

Medicare Detall inputs for Mefdicare federal

- Inpatient

DRG Rate

Capital Payment

Alternative Per Diem Payment

- Dutpatient 0.00% 0.00% 0.00% 000%

Medicaid
M 4 » M|\ Assumptions Al | |

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

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

MAIN ADMIN Home

b 2 C@B@@@\ =

Open App Online Navigation| Save Refresh Change Drill Additions GoTe
Menus * Help ~ - Data  \jew~ v v >

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

Set payor volume mix in the Baseline assumptions driver

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

To set the payor volume mix:

1. Inthe Fin Plan Admin task pane, in the Financial Plan Assumptions section, click the Update
Assumptions folder, and double-click Baseline.
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Financial Plan Assumptions ~
@ Manage Drivers

+ . Update Assumptions
(29 sseine |t
¢ CorpAllocation
¥ Setup
&) Manage Node Default Detail

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

Global Set
Baseline 2019 2020 2021

Mid Level Provider Visits (Fee For Service) 0.00% 0.00%
Payor Mix

Inpatient Discharges

Medicare (8.50%)
medicaid 6.00%
Self Pay 2.00%
Commercial 0.50%

2. Adjust the mix as desired.

3. (Optional) To add a new payor to the set:
a. Inthe Main ribbon tab, click Additions > Add Row(s) > Custom Inserts > Add Payor Mix
(or Add Payor Mix Physician if adding the line to the Physician Visits and Mid Level Visits).

b. Inthe Choose Value dialog, select the payor, and click OK.
c. Inthe Main ribbon tab, click Save.
4. In the Main ribbon tab, click Save.

5. Process existing plan files to propagate the changes.

Configure the Corporate Allocation driver

The Corporate Allocation driver file allows you to allocate revenues and expenses tracked at the
corporate level to the organization's component entities.
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To configure the Corporate Allocation driver:

1. Inthe Fin Plan Admin task pane, in the Financial Plan Assumptions section, click the Update
Assumptions folder, and double-click CorpAllocation.

Financial Plan Assumptions ~
E} Manage Drivers
v . Update Assumptions
e lin
LY CorpAllocation |«
L ¥ Setup
&) Manage Node Default Detail

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

Global set
Allocation Years 2016 2017 2018 2019 2020 2021 2022 2023 2024 2025

To cr onal Allocations, select an existing range then Copy and Pafto the proper lofation

i on icon following last block

dentifier Description | dentifier Code

625001 - Other Operating Rever| 1

Corporate 000 0 o [ o 0 0 o o o

Entity 1 001 0 o 0 o o () o 0 (]
002 0 0 0 o 0 0 0 0 0
003 o o 0 o o 0 o o o
1004 0 0 0 o 0 0 0 (] 0
005 0 o [ o 0 0 o o 0

£ 008 o o [ o o 0 o o 0

Entity 007 0 0 0 o 0 0 0 o 0

y 008 o 0 0 o 0 0 0 o o

Entity 1009 0 0 0 o 0 0 0 (] 0

Entity 1 010 0 o [ o o 0 o o 0

Total Allocation | o 0 0 o 0 0 0 0 o

625002 - Other Operating Rever| 2

Corporate 000 0 0 0 o 0 0 0 0 o

Entity 1 001 o 0 0 o 0 0 0 o o
1002 0 0 0 o 0 0 0 (] 0
003 0 o [ o 0 0 o o 0
004 o 0 [} o 0 0 0 0 0o
005 0 0 0 o 0 0 0 o 0
008 0 0 0 o o 0 0 o o
007 0 0 0 o 0 0 0 0 0
008 o o 0 o o 0 o o o
009 o 0 [} o 0 0 0 0 0o

Entity 10 010 o 0 0 0 0 0 0 o o

44 r ]\ Overhead 1l | b

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

4. To add additional codes, at the bottom of the worksheet, double-click Double Click to Add
Allocation Detail. This adds a new section to the sheet for which you may specify a new code and
list of entities.
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Global Set

Allocation Vears 2016 2017 2018 2018 2020 2021 202 2023 2024 2025
Entity 2 1002 ) 0 o 0 0 o 0 0 0
Entity 3 003 0 o o 0 0 o 0 ) 0
Entity 4 004 0 0 o o 0 o o 0 o
Entity 5 005 0 0 o 0 0 o 0 0 o
Entity 6 006 0 0 o 0 0 o 0 0 o
Entity 7 007 ) 0 o 0 0 o 0 0 [
Entity 8 1008 0 0 ° 0 0 o 0 0 0
Entity 9 008 0 o o 0 0 o 0 ) 0
Entity 10 o010 0 0 o o 0 o o 0 o
Total Allocation 0 0 o 0 0 o 0 0 o
|DelEieiCiickeichangaicoae I ¢25002 - Other Operating Rever]

Corporate 000 0 0 o 0 0 o 0 0 o
Entity 1 1001 0 0 ° 0 0 o 0 0 0
Entity 2 o0z 0 o o 0 0 o 0 ) 0
Entity 3 003 0 0 o o 0 o o 0 o
Entity 4 004 0 0 o 0 0 o 0 0 o
Entity 5 005 0 0 o 0 0 o 0 0 o
Entity 6 006 ) 0 o 0 0 o 0 0 [
Entity 7 1007 0 0 ° 0 0 o 0 0 0
Entity 8 o08 0 o o 0 0 o 0 ) 0
Entity 9 009 0 0 o o 0 o o 0 o
Entity 10 010 0 0 o 0 0 o 0 0 o
Total Allocation o 0 o 0 0 o 0 0 o
| Double Click to A |@
W4 b v, Overhead, ‘4 N

5. To save your changes, on the Main tab, in the File Options group, click Save.

B ? @

Open App Online Mavigation
Menus = Help » -

MAIN ADMIN Home

H

Save

‘@@@\ =

Refresh Change Drill  Additions GoTo
Data View = - - -

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

files.

Configure the Setup driver

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

To configure the Setup driver file:

1.

In the Fin Plan Admin task pane, in the Financial Plan Assumptions section, click the Update
Assumptions folder, and double-click Setup.
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Financial Plan Assumptions ~

E. Manage Drivers
v _  Update Assumptions
¥ Baseline
1 ¢ CorpAllocation
|1y Setup |
#] Manage Node Default Detail

2. For the current plan, you may configure the following options:

Option Description

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

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

Current Operating The base year of the financial plan, from which forecasts will be
Year (Base Year) generated going forward.

Leap Year Used in Select one of the following:

Balance Sheet and

¢ To use 366 days in leap years for all calculations involving

Statistics
. days per year, select Yes.
Calculations '
¢ To use 365 days in all years, select No.
Include Allocations Select one of the following:
¢ Toinsert allocation codes into the operations and entity
nodes, select Yes. Use this option with the CorpAllocation
global assumption driver. For more information, see
Configure the Corporate Allocation driver.
¢ To exclude allocation codes from the operations and entity
nodes, select No.
Discount rate for Select one of the following:
NPV . .
¢ To include the discount rate for NPV, select Yes.
¢ To exclude the discount rate for NPV, select No.
Data being loaded Select whether to use Allowances or Reimbursement for
for Deductions calculating net patient revenue.

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

Bad Debt by Payor Select one of the following:

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

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

Charity by Payor Select one of the following:

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

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

Display Headers in Select one of the following:

Nod
odes ¢ To display headers in all plan files, select Yes.

¢ To hide headers in all plan files, select No.

Display Notes Tab Select one of the following:

in Nodes . . .
¢ Toinclude the Notes tab in all plan files, select Yes.

¢ To exclude the Notes tab in all plan files, select No.

Update Historical Select one of the following:

Data when openin . .. . . .
P & ¢ To automatically update existing nodes with historical data

lan files .
P on plan file open, select Yes.
¢ To not update nodes with historical data on plan file open,
select No.
IMPORTANT: This option only works for existing codes and
payors. It will not insert or update data for new codes or payors.
Default Rating For any report that uses a rating agency value, select the rating
Agency Median for agency to use as the default refresh variable.
Reports
Default Forecast Select the default number of years to display in a report.
Years Displayed for
Reports
Model Status Type up to five different status descriptions users can choose
Selections in from when selecting a model.

Control Panel
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Option Description

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

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

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

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

Secondary Group Type a name for secondary group category. This field is optional.
Name
Choices Type secondary group category options the user can select from

when creating a node.

3. To save your changes, on the Main tab, click Save.

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

Configure user-defined credit medians

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

To configure user-defined credit medians:

1. Inthe Fin Plan Admin task pane, in the Administration section, click Administration Utilities, and
double-click User Defined Credit Medians Input.

Administration -

# Dimension Maintenance - Integration Mapping
» €} Dimension Update Utilities
+ ' Administrative Utilities

EJ User Defined Credit Medians Input | é

= FP Data Collection Template
& Annual Roliforward Utility
¥ |l Security Setup

k| Financial Planning Data Diagrams
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2. Inthe User Defined column, make the appropriate changes for the credit indices rows.

PKG

User S&p stand Alone

Credit Indices Defined Ah AA- A+ A A BBB+ BEE BBB- Spec AA
Number of Beds in Service 0 0 0 0 [} [} 0 0 0 0 0
Average Length of Stay (days) 0.00 0.00 00 .00 00 0

Occupancy (%) 0.0%

Compensation Ratio 0.0%

Days Cash on Hand 0.00 39040

Days in Accounts Receivable 0.00 48.20
Net Patient Revenues a 0 1,352,885
Operating Margin 0% 7.1%

Excess Margin

49.70

Operating EBIDA Margin
Debt to Capital (%)

Coverage (x)

Cushion Ratio 0.00 42.80 8.00 3.8 040 0 44.40
Average Age of Plant 0.00 1.40 90 1.20 10 1.60 90 9.80
Payment Period 0.00 0.00 00 0.00 00 000 00 0.00
Cash to Debt (%) 0.0% 312.1% 1464 155.8% 1 102.3% A 250.8%

3. Inthe Main ribbon tab, click Save.

MAIN ADMIN Home

» ? QEMEEIAET >

Open App Online Navigation| Save Refresh Change Drill  Additions GoTo
Menus * Help + - Data  View - = o

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

Create custom Global Sets (drivers)

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

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

the designated models.
To create a custom driver:
1. Inthe Fin Plan Admin task pane, in the Financial Plan Assumptions section, double-click Manage

Drivers.

Financial Plan Assumptions &

E_S Manage Drivers I‘@

L Update Assumptions
@Manage MNode Default Detail
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2. Inthe Driver Manager dialog, select Create from an existing GlobalSet.

A | Driver Manager X

Driver Manager

Select an action:

® Create from existing
GlobalSet
Delete existing GlobalSet

Select an existing GlobalSet to replicate:

Baseline v

Enter the new GlobalSet name:
Aggressive|

oK Cancel

3. From the Select an existing GlobalSet to replicate drop-down, select the GobalSet to copy. The
new Driver will be populated with existing data from the copied driver.

4. Inthe Enter the new GlobalSet name field, type the name for the new GlobalSet.

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

Click OK.
At the confirmation prompt, click Confirm.

To open the new GlobalSet, click the link in the Driver Manager dialog.

To close the Driver Manager dialog, click Close.

W ©® N o U

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

B ? QEMIOQ=E T

OpenApp  Online | Navigation| Save Refresh Change  Drill Addltlons GoTo
Menus ~ Help = - Data  View~ v v

The new driver file displays in the Update Assumptions folder under Financial Plan Assumptions in
the Fin Plan Admin task pane.
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E Manage Node Default Detail

The driver is now available to be associated with nodes.

10. To link nodes to the driver, open the Control Panel to Manage Nodes utility for the model
containing the desired node. In the Global Set column for the desired node, change the driver.
For detailed instructions, see Modify node settings.

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

Add a new row to a driver file

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

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

To add a new row to a driver file:

1. Inthe Fin Plan Admin task pane, in the Financial Plan Assumptions section, expand Update
Assumptions and then double-click the driver to modify.

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

2. Inthe Main ribbon tab, click Additions > Add Row(s) > Custom Inserts > Add additional detail >
[desired detail line].
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B 2?2 @OH RO QEY> "

Open App Online Navigation Save Refresh Change  Drill |Additions CFl‘i'iCk GoTo
ilter

ADMIN

Menus = Help + A

< Axiom Assistant

Interactive User Guide

[]FP Interactive User Guide

@Open Node
4¥ Create New Model
4¥ Create New Node

My Files and Tasks

v w w

Node Utilities
Current Year Utilities
Prior Year Utilities

Fin Plan

4

F{; Manage Drivers

¥ Aggressive

[ ¥ Baseline

L ¥ CorpAllocation
L ¥Setup

1 Admin X

Financial Planning Commands

4¥ Control Panel to Manage Nodes

Financial Plan Assumptions

" Update Assumptions

FER R Annano Mada Mafaob Dol

Home

Data

Formula Bar

View v - - - Headings

ﬂgm Add Row(s) 3 EE Insert Calc Method(s)...
‘E] Change Calc Method...

1 | Fil iingaiiatiige Custor Insert=
N

additional detai additional detail actions on sheet mptions
|—|:| Add additional detail ¥ Add additional detail actis sheet Assu d

E] Add Payor Mix

E] Add Payor Mix Physician

E] ‘Add Physician Reimbursement Detail
[¥] Add Reimbursement Detail

3. Inthe Calc Method Variables dialog, click Choose Value.

B
B
B
B
B
B
B
B
B
B
B
B
B

| EE ioge| M

Publish Reports Report Security Close
- - Tips

Manager Axiom SW

Benefits Based on FTEs

Benefits Based on Salaries
Benefits Other

Health Plan Expenses

Health Plan Volume and Revenue
Medical Expenses

Other Expense Detail

Other Operating Revenue Detail
Professional Fees Detail
Purchased Services Detail
Research Grants

Salaries & FTEs Detail

Supplies Detail

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

I 0.00% .00

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

driver.

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

Delete a Global Set (driver)

You can delete driver files as long as they are not associated with any node or scenario. You delete
driver files using the Manage Drivers feature.

To delete Assumptions driver files:

1. Inthe Fin Plan Admin task pane, in the Financial Plan Assumptions section, double-click Manage

Drivers.

Financial Plan Assumptions

E_a Manage Drivers I@

] Update Assumptions
E Manage Node Default Detail

2. Inthe Driver Manager, select the Delete existing GlobalSet option.

Administrator's Guide

Axiom Financial Planning | 70



A | Driver Manager X

Driver Manager

Select an action:

Create from existing
GlobalSet
| ® Delete existing GlobalSet |

Select an existing GlobalSet to delete:

Select a GlobalSet. . v

oK Cancel

3. In the Select existing GlobalSet to delete: drop-down, select the GlobalSet to delete.

4. Click OK.

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

5. At the confirmation prompt, click Confirm.

6. To close the dialog, click Close.

Configure revenue spread

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

To configure revenue spread:
1. Inthe Fin Plan Admin task pane, in the Administration section, click Administrative Utilities, and
double-click Revenue Spread Utility.
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Ilzﬂ Revenue Spread Utility

LY

h

Zh| FP Data Collection Ternplate

b | Security Setup
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b " Create New File Group

Diagrams

2. Inthe Refresh Variables dialog, select one or more nodes to spread the data, and click OK.

IMPORTANT: Any nodes included in the refresh will be updated. DO NOT include any nodes

you do not want to change.

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

methodology to use.

Spread 2017 2018 2019

Discharges Gross IP 2017 Gross |P 201 Gross |P 2019
Days Days 2017 Days 201 Days 2019
Visits Visits 2017 Visits 20 Visits 2019
Gross |P 17 None 201 None 2019
Gross OP 17 None 20 None 2019
IP Contractuals 17 None 20 None 2019
OP Contractuals 17 None 201 None 2019
Phys Valume None 2017 None 201 None 2019
MidLevel Volume Mone 2017 Mone 2Mm Mone 2019
Phys Gross Rev None 2017 None 201 None 2019
MidLevel Gross Rev Mone 2017 Mone 2Mm Mone 2019
Phys Contractuals None 2017 None 201 None 2019
MidLevel Contractuals Mone 2017 Mone 2Mm Mone 2019

4. When finished, on the Main ribbon tab, click Save to update the values in the nodes.
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5. Do one of the following:

e If the nodes are already built, update the nodes by opening and refreshing them
individually or processing plan files.

¢ [f the nodes have not been built, build the nodes from history or rebuild the nodes.

Configuring dimensions

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

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

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

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

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

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

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

Working with the Dimension Maintenance utility

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

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

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

The Dimension Maintenance utility allows administrators to:

e Have multi-user and filtered access to key universal dimensions
e Restrict dimension grouping column maintenance to specified product grouping columns
e Create dimension grouping columns, and assign them to products

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

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

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

¢ |n the Edit Data Structure mode, administrators can manage grouping columns using datasets.

¢ |n the Dimension Maintenance utility, depending on their roles, users can select the products and
dimensions to maintain.

¢ Using the security feature in the Dimension Maintenance utility, for each product, administrators
can quickly assign write filters to those users who have an administrator role assigned to them.

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

e Full edit rights, per authorized user.
¢ Ability for direct table edit.

¢ Leverage existing edit tools as you have used in the past.
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CalDate
CAPACCT
CODE
CPREQ Identity
CTReq

| GLPeriod
GlobalSet
INITIATIVEID
MODEL
NODE
NODE_TYPE
PAYOR
POTrans
RFID
SCENARIO
Vendor

For more information, see Configuring the Dimension Maintenance utility.

( )

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

Configuring the Dimension Maintenance utility

To configure the Dimension Maintenance utility:

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

Administration o
|.- Dimension Maintenance - Integration Mapping | h

» &» Dimension Update Utilities

b Administrative Utilities

»  Create New File Group

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

3. Configure the security for each administrator user in the utility. You must apply a dimension filter
to any member that you want to have edit rights. If NotConfigured displays, then the user does

Administrator's Guide Axiom Financial Planning | 76




have edit ability. A filter grants users edit abilities for those records within the assigned filter. For

more information, see Editing the security rights for a user.

4. Review and test the Dimension Maintenance utility.

Assign an existing grouping column to a dataset (product)

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

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

product.

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

To assign an existing dimension grouping column to a dataset (product):

1. From the Explorer task pane, in the Libraries section, click Table Library > !Dimensions.

Libraries

* @l Reports Library

- Table Library

-

= .
IDimensions

2. Right-click a dimension, and select Edit table structure.

b = Validation Tables
ST ACCT
37 CALDATE

B e TR TR TR IR

=
i E R:'”fng s Open in Spreadsheet
» =] Rolling Fs )
b FEIXX Misce Open in Spreadsheet (read-onky)
) Limit to unused items
Libraries :
b 2 Reports IEdlt table structure Ie
[ Table Lib Open in Dimensicn Manager
+ = IDime Clene
=
4 Ve Copy data to this table
HAM Copy data from this table
HC
s Zerof/Delete Table Data
3 C Delete
#C Add to Favorites
57 Clowrenr

T O TITrR A
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3. Inthe Edit Table dialog, click the Columns tab.

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

€ Edit Table ? *

‘ Edit the columns contained in table COSTCAT,

General] Table Properties Columns ]hliases| Sequences | Calculated Fields

¥ COSTCAT | Colurmn Name COSTCAT -
Description Description
ShortDescription aatagl_ﬂel- " f:'ng
; ax String Len
|
DispleyOrder Key Column True
cosTROOL Loakup Colurmn

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

NOTE: The list that displays will vary depending on the Axiom Healthcare Suite products you
are licensed to use.
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€©) Data Set Assignment 7 >
Column Name: COSTCAT.COSTCAT E"r
L]Fp
[]&P
[ ]RF
Cost
[]cm
[]cp
[]Dss
[ ] General
cr
[]PR
| ok || Ccancel
Budget Planning BP
Financial Planning FP
Rolling Forecast RF
Cost Accounting Cost
Cost Management C™M
Capital Planning cp
Decision Support DSS
Capital Tracking CT
Performance Reporting PR
Available to all related General
products
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After you select the products, they display in the Edit Table dialog in the Product Data Sets field.

General] Table Properties Columns lhliases] Sequences | Calculated Fields

+ -5 ¢ H
¥ ACCT - Column Mame ACCT =
Description Description Account Number
Credit Data Type Integer
key Column True
Statement
e Loakup Column
Type Hierarchy Display Mame
FSSummary q| Product Data Sets FP,BP,RF, Cost,CM, CP,DSS, Gene]
FSDetail I Filter Column True
FSPayor Describes Key False
ESProvider Column Classification Default {Dimension) -

6. Inthe Edit Table dialog, click OK.
Edit the security rights for a user

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

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

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

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

To edit the security rights for a user:
1. From the Explorer task pane, in the Reports Library section, select System Files > Dimension
Maintenance, and double-click Dimension Maintenance - Security.
« ) System Files
* JJ BudgetincomeSummary Drills
b CostDrills
* | Dimension Maintenance

% Cimension Maintenance

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

€) Refresh Variables x

Select a Product

BP - Budget Planning

Cost - Cost Accounting

—

CP - Capital Planning

1 CT - Capital Tracking —
D35 - Decision Support

FP - Financial Planning

PR - Performance Reporting
RF - Relling Forecast

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

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

To... Then...

Use the filter a. Right-click the cell to edit.
wizard to specify
the security
rights c. Use the Filter Wizard to select and
specify the security rights for a product
administrator. For more information on
using the Filter Wizard, do the following:

i. On the Main ribbon tab, click
Help.

b. Select Axiom Wizards > Filter Wizards.

ii. Inthe left navigation pane, click
Reference > Filters > Filter

Wizard.
Enter the Click in a cell, and type the rights.
security rights
manually

In the following example, Angela is not authorized to edit the ACCT dimension. She can, however,
edit the DEPT dimension records for departments that belong to Entity 2.
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€ Home | [B) Dimension Maintenance -Security (R/0) x |

NOTE: If NotConfigured displays in the cell, then the user does not have edit rights. For full edit
access on numericdimensions, enter >=0, for example Acct > 0.

<

DataSet filter : TableName IN (' Dept’,'ACCT', JOBCODE','PAYTYPE','CDMCode','COSTCAT','COSTITEM','COSTMETHOD',' COSTPOOL','CPT', ENTITY", INSPLAN','LOCATION','PROVIDER', REVCODE', YRMO')
Set Save Enabled to 'On'if you want to save the updated values to the security settings

LoginName First Name Last Name Email-Address IsEnabled IsAdmin ACCT
Adebruhl Andy Debruhl Adebruhl@kaufmanhall.com TRUE TRUE MNotConfigured I
admin Admin Admin admin@axiomepm.com TRUE TRUE MNetConfigured I

4. Inthe Maintenance - Security table, at the top of the utility, On indicates saving will post changes
to the database.

Q KH Home B Dimension Maintenance -Security

NOTE: If NotConfigured displi
access on numericdimension:

lon |

DataSet filter : DatasetName="BP" AND TableMame IM {'Dept’'ACCT ' JOBCODE' 'PAYTYPE','CDMCode’ 'CP

to save the updated values to the security settings

set Sove Enabled to 'On' if you want

LoginName First Name Last Name Email-Address

AEstey Angela Estey AEstey@kaufmanhall.com
ASDAdmIn User 1 Automation mgurnee@kaufmanhall.com
cbullard Chris Bullard chullard@kaufmanhall.com

- A - — r [ "

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

5. In the Main ribbon tab, click Save.

Managing dimensions

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

For more information, see the following:

¢ Launching the Dimension Maintenance Utility

e Editing a dimension

Adding a dimension record

¢ Creating a grouping column
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Editing a dimension

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

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

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

When editing dimensions, keep in mind the following:

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

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

€ kH Home | F JOBCODE (R/0) B INITIATIVEID
A B C D E F G
5
4 Data Type integer String String String
5 String Length 50 20 25

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

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

Dimension : PAYTYPE

General BP

PaySummary = PayDetail =} £ Empl_Detail £y KHAInt
PO001 Regular Prod = Regular = Yes P> z_Employee > lobCode
PO004 Paid Time Off NonProd 7= NonProd &= ves = z_employee = JobCode
P000E Sick Pay NonProd 7= NonProd &= ves 7= Z_Employee = JobCode
PO00S Jury Duty NonProd = NonProd &= Yes 7= Z_Employee = JobCode
P0009 Education Prod = Regular = ves = z_Employee > JobCode
POO11 Payroll Adjustments erod = Regular = ves 7= z_employee (> JobCode
POO14 Personal Development Prod = Regular = Yes P> z_Employee > lobCode
POOLS Med Tech Pay Prod = Regular &= ves = z_employee = JobCode
PO0LE Extra Shift Other = Other & MNo 7= Z_Employee 7 Dollars
PO0LY Education Prod = Regular &= Yes 7= Z_Employee = JobCode
P0020 Call Pay Other = Other &= MNo = z_Employee £ Dept
P0022 Call-Back Prod = Overtime = ves 7= z_employee (> JobCode
PO024 sick Pay NonProd = NonProd = Yes P> z_Employee > lobCode
P0028 PDO Cash-in Other = Other &= Mo = z_employee &= NA
PO030 Additional Pay Other = Other & MNo 7= Z_Employee 7 Dept
PO031 Retroactive Pay Prod = Regular &= Yes 7= Z_Employee = JobCode
PO035 Hol/Fit Paol Bonus Prod = Regular &= MNo = z_Employee 7 Dollars
P0037 Suppl staff-Hourly erod = Regular = ves 7= z_employee (> JobCode
P0039 Additional Pay Other = Other = No P> z_Employee > Dollars
PO0S0 Recognition Pay Other = Other &= Mo = z_employee 7= Dollars
POOS1 Sign On Bonus Other = Other & MNo 7= Z_Employee 7 Dollars
PO0S4 Incentive Pay Other = Other = MNo 7= Z_Employee 7 Dollars

In the blue cells, you can do the following:

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

General

PaySummary

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

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

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

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

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

Administration o
|; Dimension Maintenance - Integration Mapping | h

» &» Dimension Update Utilities

b Administrative Utilities

»  Create New File Group

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

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

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

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

c. Inthe Optional Data Filter field, do one of the following:
e Type afilter syntax.

¢ To select an existing filter or create a filter that you can save for later use, click
Select Filter.

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

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

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

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

Dimension : PAYTYPE
Dai i DataSetName = ")
aved back deneral

Description PaySummary 2 |PayDetail [=] =
P0O0OL Regular Prod = |Regular = |ves =
PO004. Paid Time OFff NonProd = |NonPred B [ves =
PO006 sick Pay Nonprod = |NonPred B |ves =
PO00S Jury Duty NonProd = |NonPred B |ves =
PO00Y Education prod = [regular 7= |ves =
PO011 payroll Adjustments prod = [regular 7= |ves =
PO014 personal Development prod = [regular 7= |ves =
PO015 Med Tech Pay prod = [regular 7= |ves =
POD16 Extra Shift Other = |other 7= [No =
PO019 Education prod 7= |regular 7= |ves =
PO020 call Pay Other = |other 7= [No =
PO022 Call-Back prad = |overtime = |ves =
PO024 Sick Pay NonProd 2= |NonProd = |ves =
PO028 PDO Cash-In Other = [other = [No =
PO030 Additional Pay Other | =~ |other | == Ino | = |
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e If you have a large number of entries to make, instead of opening each folder, you can
copy and paste the validated value to other cells in the same column.

Copy validated
value in cell

Dimension : PAYTYPE

Dat Set filter : (DataSetname INl

neral''BPF') OR DataSetMame = ")
ance will be saved back

Description 2y -
POOOL Regular Prod

Pt — Paste to cells Nonfrod
PO0OG Sick Pay NonProd
PO0OSB Jury Duty NonProd

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

Gooo

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

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

Adding a dimension record

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

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

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

Costing Structure Maintenance
|3_’|Cost Set Maintenance
»= Define Costing Periods (Key Dates)
»= System Account Ranges

[ < Dimension Maintenance |«

»  Dimension Tables
= Cost Behavior Exceptions
D_'lMarkup Tables
[C1Ma rkup Group Definition
& RVU Summary Edit Tool
» . Unit Cost Method Assignments

3. Inthe Fin Plan Admin task pane, in the Administration section, double-click Dimension
Maintenance.
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Administration o
|; Dimension Maintenance - Integration Mapping | h

» €} Dimension Update Utilities

b Administrative Utilities

»  Create New File Group

4. To select the product to add the new dimension record, do the following:
a. Press F9 or in the Main ribbon tab, in the Workbook Option group, click Refresh Data.

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

c. From the Select a Dimension to Edit drop-down, select the dimension.
d. Click OK.
5. At the bottom of the workbook, click the Add_New_Dimension tab.

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

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

Dimension : PAYTYPE

General

PaySummary | PayDetail

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

Dimension : PAYTYPE

DataSet filter : (DataSetname IM ('General’'BF') OR DataSetMame = )

{*} the column (s duplicate. Only the first instance will be saved back

Paste to cells

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

Copy validated
value in cell

General

Save ? PAYTYPE Description

PaySummary

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

Dimension : PAYTYPE

Dataset filter: (Data5Setname IN ('General’ | 'BF') OR DataSethlame = )

(™} the column is duplicate. Only the first instance will be saved back

Save ? PAYTYPE Description

Me PayDate
Jo Sabbatical

8. In the Main ribbon tab, click Save.

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

( \
IMPORTANT: When adding new records, the field used as that user’s security filter must be

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

Dimension Maintenance Utility, see Edit the security rights for a user.
. J

Creating a grouping column

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

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

Here are a few guidelines for naming your columns:

e Keep the descriptions of grouping columns short and simple.

e Avoid using common English words in your grouping column names, such as Interface or Union.
Instead, combine words to come up with column titles such as IntGroup.

e |tis good practice to fill out each grouping column for every element (table row).
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» Spaces are not allowed. Use the underscore to separate upper/lower case words.

e Grouping columns cannot start with a number, but they may include a number.

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

2. Right-click the dimension table to add the grouping column to, and select Edit table structure.
3. In the Edit Table dialog, click the Columns tab.

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

5

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

[ IMPORTANT: Use only alphanumeric characters in group column labels. J

In the Data Type field, click the drop-down button, and select String.
In the Default Value field, type a default value that displays to the user.

Click Apply.

L ©® N o

In the list of columns, select the column you just added.
10. Above the list of columns, click the Assign Columns to Data Sets button.

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

12. Inthe Edit Table dialog, click OK.

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

The new grouping column now displays in the dimension.

Update Axiom Financial Planning dimensions

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

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

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

e NODE — Contains the description, model, node type, and other information for each node.

e PAYOR — Lists payor categories for financial modeling and reporting (Medicare, Commercial, Self-
Pay, and so on).
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e SCENARIO — Lists each scenario defined in Axiom Financial Planning, including a brief description
for each, the person who created it, the base year, and submission and processed dates. You
manage scenarios from the Scenario Manager utility.

Update a dimension table using the corresponding Dimension Update utility.

To update dimensions using the Dimension Update Utilities:

1. Inthe Fin Plan Admin task pane, in the Administration section, expand Dimension Update
Utilities.

o

Administration

# Dimension Maintenance - Integration Mag
= & |Dimension Update Utilities
Cade Dimension
Madel Dimensicn
Mode Dimension h
Payor Dimension
Scenaric Dimension
b Administrative Utilities
b . Create New File Group

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

» Update the Code dimension

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

You can update/use the following Code dimension attributes:

» Description — Code description displayed in the Description column of the CODE table.

e Active — Determines whether a code can be inserted into nodes, and whether it will display
as a mapping option in the Transfer to Financial Planning utility.

e Conversion Factor (Transfer to FP Only) — Used in transferring data from Axiom Budgeting
to Axiom Financial Planning. Budgeting values are in normal dollars, but in Axiom Financial
Planning, they are in thousands of dollars. The default for this column is to divide by 1000.
You can also set this to divide by -1000, 1, or -1.

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

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

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

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

» Update the Model dimension

You can update the following Model dimension attributes:

Description
Active

Status
Projected Years
Report Group
Model Group
Globals

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

» Update the Node dimension

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

Description
Model

Type

Tab Display

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

» Update the Payor dimension

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

You can update the following Payor dimension items:

e Description

* Type

e ENUFF

e Bad_Debt_Grp
e Charity_Grp

e Capitated

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

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

e Description

e Active

e RptScenario

To view descriptions for these and other Scenario dimension table columns, see SCENARIO.
3. Make the desired edits. The following example is from the Code Dimension utility.

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

e All blue fields are input fields. Type changes directly into the fields.

e Do not edit protected fields. If you want to change data in protected fields, please contact
Client Success.
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H J K L M N (¢]
Other Operating Revenue
625001 [Other Operating Revenue 1 Yes 1000 1 R_OtherRev
625002 |Other Operating Revenue 2 Yes 1000 1 R_OtherRev2
625003 ‘Othe\ Operating Revenue 3 Yes 1000 1 R_OtherRev3
625004 [Other Operating Revenue 4 Yes 1000 1 R_OtherRev4
625005 [Other Operating Revenue 5 Yes 1000 1 R_OtherRevS
625006 |Other Operating Revenue 6 Yes 1000 1 R_OtherRevé
625007 [Other Operating Revenue 7 Yes 1000 1 R_OtherRev7
625008 ‘oum Operating Revenue 8 Yes 1000 1 R_OtherRev8
625009 |Other Operating Revenue 9 Yes 1000 1 R_OtherRev9
625010 [Other Operating Revenue 10 Yes 1000 1 1 R_OtherRev10
625011 ‘Olhm Operating Revenue 11 Yes 1000 1 R_OtherRev11
625012 [Other Operating Revenue 12 Yes 1000 1 R_OtherRev12
625013 ‘Uthe\ Operating Revenue 13 Yes 1000 1 R_OtherRevi3
625014 ‘()rhe\ Operating Revenue 14 Yes 1000 1 R_OtherRev14
625015 [Other Operating Revenue 15 Yes 1000 1 R_OtherRev15
625016 [Other Operating Revenue 16 Yes 1000 1 R_OtherRev16
625017 [Other Operating Revenue 17 Yes 1000 1 R_OtherRev17
625018 ‘i‘the\ Operating Revenue 18 Ves 1000 1 R_OtherRev1s
625019 [Other Operating Revenue 19 Ves 1000 1 R_OtherRev19
625020 [Other Operating Revenue 20 Yes 1000 1 R_OtherRev20
W] Instructions, CODE ‘

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

Axiom Financial Planning dimension tables

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

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

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

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

Column Description

Code The preset code used in Axiom Financial Planning.

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

CodeUpdate The mapping to code structure used in Hospital Advisor XI.

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

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

Salaries.
Type Used to identify the major Financial Statement category.
Category Used to identify the detailed Financial Statement category.
SummaryCode Identifies the code that each code summarizes to.
InterfaceCode Reserved for future use.
Credit Reserved for future use.
ActiveCode Designates whether a CODE is active (Yes) or inactive (No) and can be

added into a node or be available for mapping in the Transfer to FP Utility.

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

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

Allocation Identifies codes designated as allocation specific.

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

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

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

MODEL

The MODEL dimension table defines the models within a file group.

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

The following table describes the items in this dimension table.

Column Description

MODEL The unique name of the model.

Description The long-form description of the model.

Active Whether or not the model will be included in reports and calculations.
ReportGrp The optional grouping column that can be used for reporting.
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Column Description

ModelGrp The optional grouping column that can be used for reporting.
Status Whether or not the model will be available for assignment of nodes.
ProjYear The number of years for which projections will be generated.
BaseYear The base year from which projections will be generated.
Global The set of assumptions assigned to associated nodes by default
ObligatedGroup The optional grouping column to use for reporting.
ProjectID Unused at this time.
KHABgtTemplate Unused at this time.
zConsOrder Unused at this time.
LastSubmitted The last time model was submitted for recalculation.
LasProcessed The last time recalculation was completed.

NODE

The NODE dimension table defines the nodes within each model.

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

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

Column Description

NODE The node number which corresponds with plan file ID.
Description The description of the node.

Model The model associated with the node.

Type The node type.

TypeDesc The node type description.

Template The template associated with node type.

LongDesc The optional long-form node description.
ProcessOrder The node type process order.

TabDisplay The value displayed when the node is opened.
PrimaryGrp The optional grouping column to use for reporting.
SecondaryGrp The optional grouping column to use for reporting.
AllocationlID The value used to match CorpAllocation driver value.
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Column Description

CPReqID The value assigned by integration from Axiom Capital Planning.
FPNode The value assigned by integration from Operating Budget.
PAYOR

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

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

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

Column Description

Payor The preset payor number used in Axiom Financial Planning.

Description The description of each payor.

ENUFF Not used at this time.

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

Revenue Identifies the revenue type for each payor.

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

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

Capitated Identifies capitated payors.

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

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

HIthPlan_Other Allows second grouping of covered lives to up to two groups of specific

health plan payors.

SCENARIO

The SCENARIO dimension table includes records for each scenario defined in Axiom Financial Planning.

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

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

SCENARIO A unique numerical identifier for each scenario
Description A description of the scenario

Active Not currently used

BaseYear Displays the model base year

Creator The user who created the scenario

Repeat Scenario Not currently used

Scenario Last Date/time scenario was last submitted for processing

Submitted Date

Scenario Last Date/Time scenario was last processed
Processed Date

Standardiz and customizing node templates

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

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

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

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

IMPORTANT: Each tab in this utility represents a specific node in Axiom Financial Planning. Thus,
any change you make is NOT replicated on any other tab. Make sure to configure the appropriate
selections in each tab.

To standardize and customize node templates:

1. Inthe Fin Plan Admin task pane, in the Financial Plan Assumptions section, double-click Manage
Node Default Detail.
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Financial Plan Assumptions

|::¢|:> Manage Drivers
[ o mptinns
Ex Mana:E MNode Default Detail I (

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

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

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

> 2 QEMS O E T >

Open App Online Navigation| Save Refresh Change Drill Additions GoTe
Menus * Help ~ - Data  \jew~ v v >
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Rolling Forward to a New Planning
Year

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

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

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

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

NOTE: Axiom Financial Planning already includes file groups for 2016-2019, but to roll forward to
years 2020 and beyond, you will need to create a new file group.
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" .Updat.e e Review Node Finalize new
Setup Review —» dimensions, as > -
Defaults model design
needed
Configure
AFI:;:‘:;:;?“ #{  Annual Roll » Pm:;lsi:;he ¥ Reconcile data
Forward Utility
Map ACCT and
H Collect not Configure
Data Planning* —J ldentify data ! integrated »  Integration |— Map models to 2 DE.PT » Reconcile data
| sources . new nodes dimensions, as
datapoints Template
needed
Enter not Reconcile
Populate Data Import data > integrated P financial
datapoints statements
Plan Refinement > Build gioblal set > Bullld Istrateglc _| Run reporlts and
assumptions intiatives analytics

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

Axiom Financial Planning.

Create a new file group

The Create New File Group utility automatically creates a new file group by copying specified tables and
saving the drivers. When you create a new file group, the system automatically changes the FP_

NextYear file group alias.

To create a new file group:

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

# Dimension Maintenance - Integration Mapp
¥ A |Dimension Update Utilities
+ " Administrative Utilities
(EH] User Defined Credit Medians Input

=] Annual Rollforward Utility
EH] Revenue Spread Utility

Eﬂ] FP Data Collection Template
¥ . Security Setup

» . Financial Planning Data Diagrams
+ _  Create New File Group

| A |Create Mew File Group - Next ‘1"ear| h

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

3. Inthe General Properties dialog, click Finish.

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

Warning X

Y- The following tables will not be created. The associated table
variable does not specify a prototype table and the original variable
value does not resolve to an existing source table: %

FINPLAN2020_Baseline (original variable value -
FINPLAN2025_Baseline)

FINPLAN2020_CorpAllocation (original variable value -
FINPLAN2025_CorpAllocation)

FINPLAN2020_Setup (original variable value - FINPLAN2025_Setup)

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

Confirmation X

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

NODE2020 (cloned from Proto_NODE)
CP2020 (cloned from Proto_CP)

FP2020 (cloned from Proto_FP)
GLOBALSET2020 (cloned from Proto_GLOBALSET)
MODEL2020 (cloned from Proto_MODEL)
SCENARIO2020 (cloned from Proto_SCENARIO)
SP2020 (cloned from Proto_SP)

Click OK to continue.

[
OK | Cancel

6. The system displays a confirmation prompt that the file group saved successfully. Click OK.
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7.

8.

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

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

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

Getting data into a new file group

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

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

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

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

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

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

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

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

Copy driver file data for the annual roll forward

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

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

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

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

Financial Plan Assumptions e

|:_|?j- Manage Drivers
» ' Update Assumptions
| ¥ Baseline
(¥ CorpAliocation
[y Setup
(] Manage Node Default Detail

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

Copy data from previous year file group? Yes

To copy data from [FP19] Baseline, navigate to Main Ribbon > click on 'Refresh Data'. Note: running this will override existing data in this file.

Baseline 2019 2020 2021 2022 2023 20

Volume Adjustments &

Hospital Volume Drivers

Inpatient Discharges 0.00% 0.00% 0.00% 0.00%
Averaae | enath of Stav 0.00% 0.00% 0.00% 0.00%

P
IMPORTANT: Before bringing in data from the previous year, be aware that all data will be

overwritten with prior file group data and any formulas will be overwritten.

\.

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

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

After the data copies over, the copy data button resets to No.
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Copy data from previous year file group?

Baseline 2019

Volume Adjustments
Hospital Volume Drivers
Inpatient Discharges

Average Length of Stay
Qutpatient Visits

Physician Volume Drivers
Physician Visits (Fee For Service)

Mid Level Provider Visits (Fee For Service)

2020

2021

2022

5.00%
10.00%

15.00%

0.00%

0.00%

2023 2024

5.00%
10.00%
15.00%

0.00% 0.00%

0.00% 0.00%

NOTE: The Supplemental Detail section is not populated, with the exception of the Federal
Medicare Adjustment (Dollar Amount). This is a known limitation.

5. Save the driver.

To copy a custom driver:

1. Re-create your custom driver using the Manage Drivers utility in the Financial Plan Assumptions
section. See Create custom Global Sets (drivers) for details. Make sure that you give the new
driver the exact name as the one from the prior year. If the names are not identical, the copy

button does not display.

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

3. Inthe Main ribbon tab, click Refresh Data to bring in data values and calc methods from the prior

year driver.

4. Save the driver.

Using the Annual Rollforward Utility

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

Excel-based utility of the same name.

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

importing it to the Next Year file group.

The roll forward utility has the following main processes:

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

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

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

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

T o wo?

CURRENT OPERATING YEAR: 2019 | FP FILE GROUP YEAR: FP2020 | CP TABLE: CP2020

Rolling Forward Annual Financial Planning Data

Welcome!
Welcome to the Financial Planning Annual Rollforward Utility.

About this utility:
This utility allows you to roll forward your historical Financial Planning Models & Nodes into a new File Group.
This tool can be used to more quickly transfer data from one file group 1o the next

How to use this utility:
Work through the wizard by making your desired selections.
Each screen will guide you through the choices required to successfully roll forward your Financial Planning data.

Steps taken in this utility:
Configuration >> Model & Node selections >> Finalize & Submit

Need Help?
Click the "?" icon at the top right-hand corner of the screen for more information about each step.

Select NEXT » to continue

Select the data and years to roll forward

Use these instructions to begin using the Annual Rollforward Utility for rolling financials forward to the
next year.

» Step 1: Open the utility

1. Inthe Fin Plan Admin task pane, in the Administration section, expand Administrative Utilities.

2. Double-click Annual Rollforward Utility.
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Administration .
# Dimension Maintenance - Integration Mapp
» A|Dimension Update Utilities
= Administrative Utilities
@] user Defined Credit Medians Input
Annual Rollforward Utility|
Revenue Spread Utility
[ FP Data Collection Template
» . Security Setup

» . Financial Planning Data Diagrams
» " Create New File Group

3. On the first page of the utility, review the instructions, and then, in the upper right of the page,
click NEXT.

P Step 2: Select source file group

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

1. On the first configuration page (page two of the utility), from the Source File Group drop-down,
select the desired file group year to use as the source data year. This is the year that contains the

nodes and data to roll forward. The year you select becomes the first forecast year of the current
model.

Yy o w ?

CURRENT OPERATING YEAR: 2019 | FP FILE GROUP YEAR: FP2020 | CP TABLE: CP2020

Configuration for Roll Forward

Select source file group for the roll forward

Data Source File Groups
Source File Group: Financial Planning-2019 v
Destination File Group: Financial Planning-2020

Select NEXT > to continue

2. Click NEXT.

P Step 3: Select the years to copy

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

¢ Toinclude data from all years, leave the toggles set to Yes.
¢ To exclude a year, click the toggle for that year to No.
Y o Y ?

CURRENT OPERATING YEAR: 2019 | FP FILE GROUP YEAR: FP2020 | CP TABLE: CP2020

Configuration for Roll Forward

Select which years you would like to copy

Destination FG Years Include?

2019 | Yes

2018 | Yes -
2017 | Yes -

Select NEXT > to continue

2. Click NEXT.

P Step 4: Review the configuration summary

The Configuration Summary page displays a summary of the file groups and file group years/options you
selected.

1. Review your selections to be sure they are correct.
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CURRENT OPERATING YEAR: 2019 | FP FILE GROUP YEAR: FP2020 | CP TABLE: CP2020

Configuration for Data Transfer

Configuration Summary -
File Groups Selection

Source File Group: Financial Planning-2019

Destination File Group: Financial Planning-2020

File Group Years/Options Include?

2019 Yes
2018 Yes
207 Yes

If they are not, go back to the desired page by clicking the PREV button or by clicking the desired
page button to go directly to that page.

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

following example:

CURRENT OPERATING YEAR: 2019 | FP FILE GROUP YEAR: FP2020 | CP TAR

Configuration for Data Transfer

. @ s 28 8 8 »
C Configuration: FiIEGmupsi m

File Groups Selection
Source File Group: Financial Planning-2019
& J
2. Click NEXT.

Continue to Step 5: Select models and configure options.

Select models and nodes

The next steps in the Annual Rollforward Utility involve selecting models and nodes, and designating the
models to save the nodes to.
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» Step 5: Select models and configure options

The Model Selections page displays the list of models available for including in the roll forward. In
addition to selecting models, you can configure model options such as renaming a model, changing the
default number of Projected Years, and changing the associated driver (if applicable).

1. Atthe Model Selections page, all models are selected by default. To exclude a model, in the
Include? column on the left, click the checked box to clear it. If the list is long, you can click the

Filters icon (Y) in the gray header bar and filter the list to display only the models you want to
view.

Y o wo?

Select which models to include and configure options

Description Proj Years Globals Obligated Grp Active Report Grp Model Grp Status

Corporate Baseline

FP_CityHith_Main Baseline

FP_CityHith_TwinRivers Womens 5 Baseline

Physician Group NW Phys Network Baseline

Service Line Mode! Other Basel

v
v
s
v
v
v
v

Select NEXT > to continue

=

MasterFacilityPlan SkilledNursing 5w Baseline
v

4444 e e
2 = = =

Service Line Model - VolRey Other Baseline

2. If desired, make any of the following changes:
¢ To change a model’s name, type the new name in the Model column field.
e To change a model’s description, in the Description column field, edit the description.
¢ To change the number of projected years, in the Proj Years column, select the desired
number of years from the drop-down.

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

3. Click NEXT.

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

1. Atthe Node Selections page, all nodes are selected by default. To exclude a node, in the Include?
column, click the corresponding checked box to clear it. If the list is long, you can click the Filter

Icon int € gray header bar an iliter the list to ISp ayonyt e daesired nodes.
icon (¥ )inth header bar and filter the list to display only the desired nod
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Select which nodes to include and which models you want to save data to

Include?  Node  Node Description Long Deseription Tab Display Model Node Type Template Process Order

To apply the same model &
V| ALLNODES

to all nodes, select from
To include only some the drop-down B
Y] nodes, clear this check box, e pd WV,
then select the boxes for
the desired nodes

2. If desired, make any of the following changes:

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

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

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

e To apply the same model to all nodes, in Model column, in the top drop-down, select the
desired model. The selected model name is copied to the Model field for all nodes.

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

3. Click NEXT.

Continue to Step 7: Finalize and submit.

Final check and submit

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

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

Step 7: Finalize & Submit

1. Atthe Final Check & Submit page, review your data, models, and node selections. To make
changes, click PREV or navigate to the desired page using the page buttons, and make desired

changes.
T @ o2
Finalize & Submit

Data Build Option Selection

Build Option for Nornitiative Nodes Bulld Nodes from Loaded Data v This

Build Option for Initiative Nodes:

Rebuild Nodes v | This

Data Selections. 2017 2018 2019
Years Included in Data Transfer?

Model/Node Selections Info

Models Selected

Nodes Included 55

Select Submit to finalize

2. Do one of the following:

e To build the nodes according to the defaults, leave the settings as they are.

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

3. Click Submit.

4. In the Axiom confirmation box, click OK.

The annual roll forward job is scheduled. You will receive a notification when it is complete. You can also
go to the Scheduler and review progress and results.
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Managing Models and Nodes

Within the file group for a particular year's financial plan, you can define models per your organization's
structure, and then add plan files for each node (unit) in your organization. You can associate the plan
files (node) with the models.

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

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

Create a model

Typically, you create models at the organizational level at which balance sheets are maintained (For
example, a hospital, physician group, health plan, and so on).

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

You can create models for the current or future financial years.

To create a model:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, click
Create New Model.

Financial Planning Commands e

g2 Cpen Node
58 Create Mew Model h

45 Create Mew Node

4 Control Panel to Manage Nodes
b Mode Utilities
b 7 Current Year Utilities
b " Prior Year Utilities
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2. Inthe Create a New Model dialog, do the following:
| A | New Model Setup x® |

| Create a New Model |

Model name:
Enter a name for this mode
Description:
Enter a description for this model
Active: Status:
Yes v Available v
ReportGrp: ModelGrp:
- v

BaseYear: ProjYears:

2019 v 5 v

Global Set:
Baseline v

Cancel

Option Description

Model name Type a name for the model.

Description Type a description of the model.

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

¢ To include the model, select Yes.

¢ To not include the model, select No.

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

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

ModelGrp (optional) Select the model group to assign the model to.

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

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

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

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

3. Click Submit.

Create a node

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

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

To create a node:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, double-
click Create New Node.

Financial Planning Commands =
p% Cpen Node

S Create Mew Model

I:"?% Create Mew MNode I

F Control Panel to Manage Modes
b Mode Utilities

k7 Current Year Utilities
¥ 7 Prior Year Utilities

2. Inthe Create New Node dialog, complete the following fields:
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A | Create New Node x

Create New Node

Node name:
Enter a name for this node

Model to use for node:

Select a model... A
Node type:
Select a Node Type... >

Long Description (Optional):

Enter a description for this node

OK Cancel
Option Description
Node name Type a name for the node.
Model to use for node Select a model to associate to the node.
Node type Select a node type to associate with the node. For a

description of each type, see Node types.

Description Type a long description of the node.

3. Inthe New Node Setup dialog, complete the following fields:
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Properties for: Node 6 - Test

General Years

Global set: Projection years: 5 -
Baseline A

Node is integrated? Years of history: & -
Yes w7

Apply Node defaults? First forecast year: 2021 -
Yes v

Primary Group (Optional):

None v

Secondary Group (Optional):

None v

Expense Drivers

This node does not have expense drivers.

OK
Option Description
Global set This is the driver file that contains the set of growth or

inflation factors that get populated in the node. Select
the Global Set driver to apply to the node.

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

¢ To include the node, select Yes.

¢ To not include the node, select No.

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

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

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

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

¢ To create the node with default values, select Yes.

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

Custom primary category Your Axiom system administrator can set up custom
(Optional) categories in which to group nodes for reporting
purposes.

Select the primary group in which the new node belongs.

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

Custom secondary category Select the secondary group in which the new node
(Optional) belongs.

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

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

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

First forecast year Select the start year for the node.
4. Click OK.
Node types

The following is a list of the available types of nodes you can create:
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» Balance Sheet

Consolidates income statements from other nodes into a unified balance sheet. A model can only have
one balance sheet node.

» Eliminations

Used to reconcile inter-company activities across multiple nodes.

The Eliminations Node is a manual entry node used to offset eliminating entries between entities. The
total dollars are entered for the other entities in other operations nodes. Then, a separate Eliminations

Node is created using the Eliminations Node type. You can enter amounts for all years as needed for
both income statement and balance sheet line items.

To create an eliminations node:

1. Follow the instructions in Create a node, and in Step 2, select Eliminations as the node type.

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

» Entity

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

» Expense

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

» HP Balance Sheet

Uses the Health Plan template. Consolidates income statements from other health plan nodes into a
unified balance sheet. A model can only have one balance sheet node.

» HP Entity

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

» HP Expense

Uses the Health Plan template. Contains only expense data. If there are variable expenses, another node
with the necessary driver must be mapped to it via the Control Panel to Manage Nodes dialog in the Fin
Plan Admin task pane. This node type might be used to track expenses related to multiple service lines.
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» HP Operations

Uses the Health Plan template. Each operations node models a component of the organization with
associated revenues and expenses (Acute, Psych, Rehab, and so on).

» HP Volume and Revenue

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

» Initiative

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

» New Debt

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

» NonPatient

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

» Operations

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

» Phys_Balance Sheet

Uses the Physician template. Consolidates income statements from other health plan nodes into a
unified balance sheet. A model can only have one balance sheet node.

» Phys_Entity

Uses the Physician template. Each entity node has its own revenues and expenses, and maintains its
own balance sheet (for example, does not send its income statement to the Balance Sheet node).
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» Phys_Expense

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

» Phys_Operations

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

» Phys_Volume_Revenue

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

» Project

Used to integrate projects from Capital Planning.

» Research Balance Sheet

Uses the Research template. Consolidates income statements from other health plan nodes into a
unified balance sheet. A model can only have one balance sheet node.

» Research Entity

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

» Research Expenses

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

» Research Operations

Uses the Research template. Each operations node models a component of the organization with
associated revenues and expenses (Acute, Psych, Rehab, and so on).
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» Volume_Revenue

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

Add an initiative

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

To create an initiative node:
Follow the instructions for creating a node, with the following exceptions:
1. On the first page of the Create New Node dialog, for Node Type, select Initiative.

A | Create New Node *

Create New Node

Node name:
Waiting room expansion

Model to use for node:

Eastside Internal Medicine v

Node type:

-

Long Description (Optional):
Expansion of main waiting room

OK Cancel

2. On the second page of the Create New Node dialog, note that you do not select Years of history.
Initiative nodes start with the first projection year and do not have history.
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A | Mew Node Setup X

Properties for: Node 80 - Waiting room expansion

General Years

Global set: Projection years: & -
Baseline v

Node is integrated? Years of history: N/A v
fies A

Apply Node defaults? First forecast year: 2020 v
R h 4

Expense Drivers

1]
s

OK

After completing the form and clicking OK, the new node opens, ready for you to add data.
Note the following differences between Initiative nodes and other node types:

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

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

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

Clone a node

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

To clone a node:
1. Open anode.

2. Inthe Open Plan Files dialog, select a node.
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3. Click Clone selected item.

A | Open Plan Files ? x

—
I)e Open Plan Files for Financial Planning-2020

|<:}-‘pe here to filter list> | + Add a New Node ER Clone selected item

Description ||  TypeDesc [=] MNODE [r] LockedBy [=]| LastModifiedBy [+]| LastModified [=]
@ Corporate: 4 item(s)
(¥) Eastside Internal Medicine: 1 item(s)
(%) FP_CityHith_Main: 11 item(s)
(#) FP_CityHIth_TwinRivers: 5 item(s)

SupplyChainlnit Initiative 6 coowgur 12/6/2018 3:00:55 PM
Surgical Volume Initiative 17 ccowgur 12/6/2018 3:01:04 PM
Twin Rivers MC vol tran  Operations 18 coowgur 12/6/2018 3:01:55 PM
TwinRivershMC Entity 3 ccowgur 12/6/2018 3:02:07 PM
Womens Entity 4 ccowgur 12/6/2018 3:02:16 PM

(%) MasterFacilityPlan: 25 item(s)

@ Physician Group: 4 item(s)

® Service Line Model - VolRev: 12 item(s)
(%) Service Line Model: 12 item(s)

ok || cancel

4. Inthe Clone Node dialog, complete the following fields:

A | Clone Node *

Clone Node

MNew node name:

Enter a name for this node

Model to use for node:

Select a model... v

Node type (limited to origination node template):

Select a Node Type... v

Long Description (Optional):

Enter a description for this node

0K Cancel
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Option Description

New node name
Model to use for node

Node type (limited to
origination node template)

Long Description (Optional)

Type a name for the node.
Select a model to associate to the node.

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

Type a description of the node.

5. Click OK.

About the Node Rebuild Utility

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

YT ® w ?
Li}
Source File Group: Financial Planning-2020
Rebuild Selection Rebuild option not selected
Build Nodes from Loaded Data? Select @ ¥ou currently have some un-built nodes that have data in the database. Selecting Yes will show you only the nodes that need to be built
Yes

No

note displays here

If there are any unbuilt nodes in
the database that contain data, a

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

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

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

Additionally, a built-in filters panel lets you filter lists of models by model, node type, and template.
For more information, see the following:

¢ Rebuild a node

e Build a node from imported history and other data
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Build a node from imported history and other data

When data is imported for new nodes, Axiom Financial Planning must be prompted to create the new
node plan files using the imported data.

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

To build a node from imported history or other loaded data:

1.

2.

In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, click
Node Utilities, and double-click Node Rebuild Utility.

Financial Planning Commands &

@Dpen Mode
2% Create New Model
2% Create New Mode
¥ Control Panel to Manage MNodes
w . MNode Utilities
2% Rename Mode
@Nu}de Rebuild Utilty | i
Lelete MNode
|E'_‘,ﬁ Process Plan Files

b . Current Year Utilities
b Prior Year Utilities

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

w2

© Use this utility to rebuild existing nodes or build new nodes from imported history
Source File Group: Financial Planning-2020 -
Rebuild Selection: Create Nodes from Loaded Data
Build Nodes from Loaded Data? Yes v | Youcurrently have some un-built nodes that have data in the database. Selecting Yes will show you only the nodes that need to be built.

If there are any unbuilt nodes in

On the next screen, select the nodes you want to build from loaded data. the database that contain data,
a note displays here -

Next

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

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

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

¢ To select models individually, select the model’s corresponding check box.

Y o wo?
Node Rebuild Utility
@ Use this utility to rebuild exi nodes or build new nodes from imported history

Source File Group: Financial Planning-2020 (Next Year) | Rebuild Option: Create Nodes from Loaded Data

Model 1 No... Description Node Type Description
Eastside Internal Medicine 76 MHS_Clinics HP Volume and Revenue
Eastside Internal Medicine MHS_Elim Eliminations
Eastside Internal Medicine 78 MHS_HealthSystem HealthPlan

MasterFacilityPlan 61 Master Facility Plan, New Cancer Center Project

Previous @ Submit

4. To build the selected nodes, click Submit.
5. At the confirmation prompt, click OK.

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

Open a node

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

To view a node:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, do the
following:

¢ To open nodes for the next planning year, double-click Open Node.
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Financial Planning Commands

px]Open Node
4F Create Mew Model
4# Create Mew Node
4# Contral Panel to Manage Modes
b Mede Utilities
b 0 Current Year Utilities
b Prior Year Utilities

e To open nodes for this year, click Current Year Utilities, and double-click Open Current
Year Node.

Financial Planning Commands

% Cpen Node

SF Create New Model

SF Create New MNode

# Contral Panel to Manage Modes
b 7 Mode Utilities

v rent Year Utilities
% Open Current Year N:udel

= Process Plan Files - Current Year
¥ Prior Year Utilities

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

Financial Planning Commands

p% Cpen Node

4 Create Mew Model

4 Create Mew MNode

¥ Control Panel to Manage Modes
b Mode Utilities
b 7 Current Year Utilities

751 Open Prior Year Node @
24 Process Plan Files - Prior Year

2. Inthe Open Plan Files dialog, you can do the following:

e To filter the list, in the <type here to filter list> field, type the name of the node.
e To sort the list by column, click the column header.
e To sort the list in ascending or descending order, click the header arrow.

e To open a node, select it, and click OK.

Modify a node

To modify a node:

1. Openanode.
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2. Inthe blue cells, make the appropriate changes.

3. Toinsert additional input rows within a node, in the Main ribbon tab, in the Workbook Options
group, click Additions > Add Row(s).

m MAIN HELP ADMIN Home

? @ H|QE > " o B
r‘p L \:':P’J 5 “:I Formula Bar d :
Open App Online Navigation ~Save Refresh  Change Additions GoTo . Publigh Reports F
Menus ~ Help = = Data  View = - - v | Headings o o
Em Add Row(s) 4 EE Insert Calc Method(s)... L

< Axiom Assistant a Hor 'y Change Calc Method... yHIth_TwinRiv
- [7] Filefttachments  Custom Inserts

Interactive User Guide = B D

. 5 ZUU B Add a Payor
[=]FP Interactive User Guide =
@ [] Insert an Account Type »
ﬁ Financial Planning Commands T 501
"é EOpen Node Eh
= 4 Create New Model 203) Global Set = Baseline
@ ™
| ¥ Create New Node 204 Model: FP_CityHIth_TwinRivers
e

U;_ 4¥ Control Panel to Manage Nodes 205
= »  Node Utilities

¥ Current Year Utilities 206

¥ Prior Year Utilities 207 Initiative Summary
g Financial Plan Assumptions ~ 208
= [ Manage Drivers 209 Investment: $C
&4 » . Update Assumptions

@_] Manage Node Default Detail 210

': Scenario Management -~ 211 Initiative Net Present Value 3,561
£ [ Scenario Manager 212|  Discount Rate: 6.00%

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

m MAIN = ADMIN  Home
B 2?2 QEMSOeE T

Open App Online Navigation| Save Refresh Change  Drill  Additions GoTo
Menus * Help = - Data  view - v - v

Add custom stat codes to a node

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

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

To add a custom code row to the Other Statistics (User Defined) section of a node:
1. Open anode.
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2. Inthe Main ribbon tab, click Additions > Add Row(s) > Custom Inserts > Insert an Account Type
> Insert an Account Type Actions on sheet Plan > Insert User Defined Stat.

MAIN HELP ADMIN Home
P 7?2 OHBOT > =" @ 55 & o

Formula Bar
Open App Online Navigation Save Refresh Change Additions GoTo . Publish Reports Report Security Close
Menus ~ Help ~ = Data  View = = o ¥ | Headings = o Tips Manager | Axiom SW
gm Add Row(s) 4 g: Insert Calc Method(s)...
< Axiom Assistant E Hom [y Change Calc Method...  firyHith TwinRivers x
File Attachments Custom Inserts
Interactive User Guide -~ B IE] | e Attachments D G H
200 [ Add a Payor

[=1FP Interactive User Guide
|| Insertan Account Type » Insert an Account Type actions on sheet Initiative

@
2 . B
"‘é‘ F'%n;'a‘ PI;n;mg Commands - 201 E Insert Benefits Based on FTEs
2 b.: FEOn - - . E Insert Benefits Based on Salaries
% 4 Create New Model 203| Global Set = Baseline ) nsert Benefits Oth
@ 1% nsel enefits ier
4| % Create New Node 204 Model: FP_CityHIth_TwinRivers ) 1
= 4 Control Panel to Manage Nodes 505 [%] Insert Capital Spending
s Node Utilities 306 E Insert Other Current Assets I
' BB L
. Cgrrent YEEI’VLVJTVIHTIES I E Insert Other Current Liabilities
» Prior Year Utilities 207 Initiative Summary
= - = E Insert Other Expense
2 Financial Plan Assumptions ~ 208
% E‘? Manage Drivers p— Investment: E Insert Other Long Term Assets
3 @ Update Assumptions E Insert Other Long Term Liabilities
; @_] Manage Node Default Detail 210 E Insert Other Non-Operating Revenue
; Scenario Management ~ 211 Initiative Net Present Value [F] Insert Other Revenue
_g & Scenario Manager 212|  Discount Rate: [7] Insert Professional Fees
= > Wil Scenario Analysis 213|  Years of Residual Cash Flow: [F]  insert Purchased Services
= F%j]nma\ Pl-annmg Reports o 214 E Insert Salary
£ Financial SFatements 215 Initiative ROI: E Insert Supplies (
@Consolldatmg byjlode 7 ial ﬁ Insert User Defined Stat
. nsel ser Defines E]
» | Financial Analvsis 216| _ Financial Summary: T

it

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

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

5. In the Main ribbon tab, click Save.

Add custom stat codes to a node

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

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

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

1. Open anode.

2. Inthe Main ribbon tab, click Additions > Add Row(s) > Custom Inserts > Insert an Account Type
> Insert an Account Type Actions on sheet Plan > Insert User Defined Stat.
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MAIN HELP ADMIN Home
3?2 @H|LD > (e o | E D 6| M

Formula Bar
Open App Online Navigation Save Refresh Change  Dri Additions : c GoTo . Publish Reports Report Security Close
Menus Help + - Data  View~ - - Filte - ¥| Headings - - Tips. Manager | Axiom SW
A Help File Options orkboo gm Add Row(s) (3 §'= Insert Calc Methad(s)... tput Reports Securif:
- -
< Axiom Assistant E Hormu Ul gt 2 [y | Change Calc Method... tyHIth_TwinRivers x
File Attachments Custom Inserts
Interactive User Guide ~ 00 B ‘ D—- ®) | addar D ‘ G H
— — a Payor
[Z]FP Interactive User Guide — ! - —
9 . . - H;D Insert an Account Type *» Insert an Account Type actions on sheet Initiative
ﬁ Financial Planning Commands - 201 E Insert Benefits Based on FTEs
= b:%o[)en Bods - - . E Insert Benefits Based on Salaries
= #FCreate New Model 203| Global Set = Baseline ) insert Benefs O
"] a — nsel enefits ier
i T? Create New Node 204 Model: FP_CityHIth_TwinRivers ] 1
u>-_ 4¥ Control Panel to Manage Nodes 505/ E Insert Capital Spending
=" y Node Utilities E Insert Other Current Assets I
4 Current Year Utilities 1206 .
. . P E Insert Other Current Liabilities
» Prior Year Utilities 207 Initiative Summary
= - = — E Insert Other Expense
2 Financial Plan Assumptions ~ 208
_g E‘}Manage Drivers E Investment: E Insert Other Long Term Assets
& » 7 Update Assumptions — [7] Insert Other Long Term Liabilities
@_] Manage Node Default Detail 210 E Insert Other Non-Operating Revenue
* P
- Scenario Management -~ 211 Initiative Net Present Value E Insert Other Revenue
g F{}Scenar}o Manag_er 212 Discount Rate: [%] Insert Professional Fees
§ > 8 Scenario Analysis 213|  Years of Residual Cash Flow: [F] Insert Purchased Services
E“ Financial Planning Reports 2 214 E Insert Salary
c| & i —
£ _]F\nancwal SFatements 215 Initiative ROI: E Insert Supplies ¢
@Consolldatmg by Node | | Insert User Defined Stat
) ! Fil ial S - ﬁl nsert User Defined Sta I
= » . Financial Analvsis |216] inancial Summary:

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

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

5. In the Main ribbon tab, click Save.

Rename a node

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

To rename a node:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, click
Node Utilities, and double-click Rename Node.

Financial Planning Commands -

@Gpen MNode
4 Create New Model
4 Create New MNode
4# Contral Panel to Manage Modes
~ _Mode Utilities
| 3% Rename Node |
[=|Node Rebuild Utility
¥ Delete Node
b Current Year Utilities
b Prior Year Utilities
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2. Inthe Node Manager dialog, in the Select a Model drop-down, select the model the node
belongs to.

| A

Node Manager

Select a Model. .. v

Selected Node Info:
ID: < No Node Selected =
Name:

Type:
Model:

Cancel

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

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

o v & W

Click Close.

Rebuild a node

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

To rebuild a node:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, click
Node Utilities, and then double-click Node Rebuild Utility.
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2.

Financial Planning Commands i

@Dpen MNode

2% Create New Model

3% Create New MNode

¥ Control Panel to Manage MNodes
~ . Node Utilities

3% Rename MNode
[=INode Rebuild Utility | il

Lielete Node
|E:;= Process Plan Files
b . Current Year Utilities
b Prior Year Utilities

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

T @ w ?
Node Rebuild Utility
@ Use this utility to rebuild existing nodes or build new nodes from imported history
Source File Group: Financial Planning-2020 =]
Rebuild Selection: Rebuild Existing Nodes
Build Nodes from Loaded Data? No w | You currently have some un-built nodes that have data in the database. Selecting Yes will show you only the nodes that need to be built

On the next screen, select the nodes you want to rebuild.

NOTE: This option will return all forecast years from the database, and will overwrite formulas in the future years with values in the database. -

Next

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

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

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

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

¢ To select models individually, select the model’s corresponding check box.

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

4. Click Submit.

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

Modify node settings

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

To modify node settings:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, click
Control Panel to Manage Nodes.

Financial Planning Commands .
@ Cpen Node

2# Create Mew Model

4# Create Mew Node

|#¥ Control Panel to Manage Nodes | ‘_
¥ Mode Utilities
b 0 Current Year Utilities
b Prior Year Utilities

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

MAIN ~ ADMIN  Home l
B 7 @ H | RO @ = >

Open App Online Mawvigation Save Refresh Change Dnll Additions —_ k. Golo
Menus * Help - - Data | View ~ - - Filter -

KO K plions

3. In the Refresh Variables dialog, in the Choose a Model field, click Choose Value.
4. Inthe Choose Value dialog, select a model, and click OK.

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

6. Inthe Control Panel, for each node listed, you may adjust the following:

rol Panel

Financial Planning Model Configuration Model: _Sample_Model - Sample Model
Model Status

]

<<== NOTE: Perform changes then SAVE. Select "Double Click to Recalculate” to adjust related Nodes.

Historical Projection Start
Node Node Description Node Type Integrated Years Years Year Global Set
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Column Description

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

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

Years

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

Years

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

Global Set Select the set of assumptions to use when calculating projections in this

node. If the driver you want does not exist, you can create it. See Create
custom drivers.

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

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

7. In the Main ribbon tab, click Save.

B 2 QEMIOaQE T >

Open App Online Mavigation| Save Refresh Change Drill Additions —_ CF GoTo
Menus * Helpv - Data View - - e -

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

Financial Planning Model Configuration CLICK REFRESH DATA (or F9) TO SELECT MODEL
Model Status

<<== NOTE: Perform cha'\ges then SAVE. Select "Double Click to Recalculate” to adjust related Nodes.
Historical Projection Start
Node Node Description 1 Node Type Integrated Years Vs Year Global set Expense 1 Expense 2

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

Set the reimbursement modeling inputs

Use this option to specify how to handle reimbursements for each payor type.

To set the reimbursement modeling inputs for an Initiative node:

1. Open anode.
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2. Inthe Contractual Allowances section, do the following:

In

Global Set = Baseline

z

Madel: Ul Test 2019 2020 2021 2022 2023 2024 Comments
Commercial Totals
Gross Charges 0 0 [} [ 0 0
Contractual Allowance o 0 o o 0 0
Commercial Net Revenue ] 0 0 0 0 0

Self Pay Reimbursement
Self Pay - Inpatient

Global Inflation Assumption 0.00% 0.00% 0.00% 0.00% 0.00%
Init2 Infl. Assumption
Reimbursement Inflation Rate 0.00% 0.00% 0.00% 0.00% 0.00%
I:D Per Diem based Reimbursement I~ ) 0 o o 0 0
Payor Patient Days 0 [ o [} 0 )
P I R: R I nt 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Case Mix Index (req‘dfor Per Case) 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
Reimbursement Adjustment (lump sum) [
Inpatient Charges 0 0 o [} 0 0
Inpatient Contractual Allowance o o 0 ) 0 ]
Collection Rate 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
To use a... Then...
Charge based a. Inthe IP Reimbursement drop-down, select IP Charge based
reimbursement Reimbursement.
method

b. Inthe IP Percent of Charges Reimbursement row, do one of
the following:
¢ In the first-year column, type a reimbursement rate to
carry forward through the forecasted years. For example,
50% of charges.

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

Per Case based a. Inthe IP Reimbursement drop-down, select IP Per Case
reimbursement based Reimbursement.
method

b. Inthe IP Percent of Per Case Reimbursement row, do one of
the following:
¢ In the first column, type a reimbursement rate to carry
forward through the forecasted years. For example, 50%
of charges.

* In each year column, type the reimbursement rate for the
specified year.
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owes,———hen

Per Diem based a. Inthe IP Reimbursement drop-down, select IP Per Diem
reimbursement based Reimbursement.
method

b. Inthe IP Per Diem Rage Reimbursement row, do one of the
following:

* In the first column, type a Per Diem amount to carry
forward through the forecasted years. For example,
$1,000 per day.

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

Lump Sum based a. Inthe IP Reimbursement drop-down, select IP Lump Sum
reimbursement Reimbursement.
method

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

3. Refresh the data by doing the following:

e In the Main ribbon tab, in the Workbook Options group, click Refresh Data.

MAIN ADMIN Home

b ? OHBEaz T

Open App Online Mavigation Save Refresh |Change  Drill  Additions GoTo
Menus * Help ~ - Data | View = - - -
* Press F9.

4. In the Main ribbon tab, click Save.

MAIN ADMIN Home

B 7 @E‘@@@\ >

Open App Online Mavigation| >ave Refresh Change  Drill  Additions GoTo
Menus ~ Help ~ - Data  View~ - - -

Update expense drivers for existing nodes

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

» About the Expense Driver Update Utility

The Expense Driver Update Utility includes the following areas:

Model: Corporate?2 - Health Plan
NOTE: Perform changes then SAVE. Select "Double Click to Recalculate” to adjust affected Nodes.
. riabl
Node Node Description Code Expense Driver i
Expense %
Acute Nodes 'a B E
0 ProfessionalFees Expense Driver for all ProfessionalFel ¥ Variable Expense % for all ProfessionalFees
16 MHS_BME 726301 - Professional Fees Equiv Pt Days 0.00
17 MH5_Clinics 726301 - Professional Fees Equiv Pt Days 0.00
18 MHS_Elim 726301 - Professional Fees @ Equiv Pt Days 0.00
21 MHS_MedBldg 726301 - Professional Fees Equiv Pt Days 0.00
22 MHS_MMC 726301 - Professional Fees Equiv Pt Days 0.00
23 MHS_MNC 726301 - Professional Fees Equiv Pt Days 0.00
24 MHS_RCHS 726301 - Professional Fees Equiv Pt Days 0.00
PurchasedServices Expense Driver for all PurchasedServices > Variable Expense % for all PurchasedServices >
16 MHS_BME 726501 - Purchased Services Equiv Pt Days 0.00
17 MHS_Clinics 726501 - Purchased Services Equiv Pt Days 0.00
18 MHS_Elim 726501 - Purchased Services Equiv Pt Days 0.00%
21 MHS_MedBldg 726501 - Purchased Services Equiv Pt Days 0.00%
22 MHS_MMC 726501 - Purchased Services Equiv Pt Days 0.00¢
23 MHS_MNC 726501 - Purchased Services Equiv Pt Days 0.00
24 MHS_RCHS 726501 - Purchased Services Equiv Pt Days 0.00
OtherExpense Expense Driver for all OtherExpense > Variable Expense % for all OtherExpense >

16 MHS_BME 726801 - Insurance Equiv Pt Days 0.00%
17 MHS_Clinics 726801 - Insurance Equiv Pt Days 0.009
17 MH5_Clinics 726802 - Utilities Equiv Pt Days 0.00
17 MHS_Clinics 726803 - Other Expense Equiv Pt Days 0.00
17 MHS_Clinics 726804 - Facilities Equiv Pt Days 0.00
17 MHS_Clinics 726805 - Other Expense 5 Equiv Pt Days 0.00
18 MHS_Elim 726801 - Insurance Equiv Pt Days 0.00%

P00 OO OO O

Administrator's Guide

Model name — Name of the model to which all the nodes currently listed in the
utility belong

Column heads — Name of each column in the utility

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

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

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

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

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

down.

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

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

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

To update expense drivers for existing nodes:

1. Inthe Fin Plan Admin task pane under Administration, expand Administrative Utilities, and then
double-click Expense Driver Update Utility.

2. Inthe Refresh Variables dialog, select the desired Model.

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

3. Inthe Refresh Variables dialog, do any of the following:
e To make changes to all nodes in the model, click OK.
e To narrow the number of nodes affected, select from the optional settings as needed:

° Select Template Type — Use to select nodes based on the type of node template
they were created from (each template has its own set of expense driver options).

° Select Node — Use to select one or more individual nodes in the model.

o Select Expense Category — Use to select one or more expense categories in the
nodes.

° The Sort By selection determines how records are sorted within a given Expense
Category. To change how nodes are sorted, from the Sort by drop-down, select one
of the following:

® Code — Orders nodes by Code ID.
® Node — (default) Orders nodes records by Node ID.
e To save changes and close the Refresh Variable dialog, click OK.
4. Do any of the following:

* To set the same driver for all node/code combinations in an expense category, in the
Expense Driver for all [Category] field, select a driver from the drop-down.
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* To set an exception for an individual node/code combination, in the Expense Driver
column for the node, select the exception from the drop-down.

* To set the same variable expense percentage for all node/code combinations in an
expense category, in the Variable Expense % for all [Category] input field, enter the
percentage.

* To set an exception for an individual node/code combination, in the Variable Expense %
column for the node, enter the exception percentage in the input field.

5. In the Main ribbon tab, click Save.

NOTE: You must save your changes before recalculating.

6. To recalculate the nodes, double-click the Double Click to Recalculate blue bar near the left top
of the utility.

Delete a node

Use this utility to delete a node and its data from Axiom Financial Planning.

After you delete a node, reprocess the model that housed the node to remove any residual impact the
node had on the calculations of the model. Reprocessing the model also schedules a job to reprocess all
of the deleted node's subsidiary nodes.

To delete a node:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, click
Node Utilities, and double-click Delete Node.

Financial Planning Commands .
@ Cpen Node

¥ Create Mew Model
4# Create Mew Node
4# Contral Panel to Manage Modes
= - Mode Utilities
4% Rename MNode
[=|Nede Rebuild Utility
| 2% Delete Node |
b Current Year Utilities

2. On the left side of the screen, in the Steps to Delete a Node section, double-click 1 - Select a
Node to be Deleted.
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Axiom Assistant

Steps to Delete a Node:

L?'I - Select a Mode to be Deleted I «

Z - Process Maodel

3. In the Delete Plan Files dialog, select the plan to delete the node from, and click OK.

4. Inthe Step to Delete a Node section, double-click 2 - Process Model.

Axiom Assistant

Steps to Delete a Node:

.

2 - Process Maodel

f:'l - Select a Node to be Deleted E

5. Inthe Process Model dialog, select the model to remove the node from, and click Process.

A Process Model

Select a Model...

Process Model

Cancel

X

Processing plan files

You should process plan files when you change drivers or node settings. Use this feature to refresh the

data in next year's, this year's, or last year's plan files.

To process plan files from a prior year:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Commands section, do one

of the following:

e To process next year's plan files, click Node Utilities, and double-click Process Plan Files.

Administrator's Guide
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Financial Planning Commands

@Dpen MNode
4F Create New Model
4F Create New Node
¥ Contral Panel to Manage Modes
~ . Node Utilities
¥ Rename Node
[=|Node Rebuild Utility

[ T2 process Plan Files | il e

¥ Current Year Utilities
P 7 Prior Year Utilities

e To process this year's plan files, click Current Year Utilities, and double-click Process Plan
Files - Current Year.

Financial Planning Commands

@Dpen Mode
#F Create Mew Model
#F Create New Node
4# Control Panel to Manage Modes
b Mode Utilities
= .7 Current Year Utilities
%Dpen Current Year Node

I ||__é' Process Plan Files - Current ‘rrearl h

[ S Hrior Year LInhties

e To process last year's plan files, click Prior Year Utilities, and double-click Process Plan
Files - Prior Year.

Financial Planning Commands
@Dpen Mode
S Create New Model
SF Create New MNode
S Control Panel to Manage Modes
b 7 MNede Utilities
¥ . Current Year Utilities
= 7 Prior Year Utilities
%Dpen Prior Year Node

[ 4 Process Plan Files - Prior Year |g

2. Inthe Process Plan Files dialog, do the following:
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Tab Steps

Options a. To save the plan file document after the plan files process, click
the Save document after processing checkbox.

b. To save the processed data to the Axiom database, select the Run
Save To Database in plan files after processing checkbox.

NOTE: The Create a plan file restore point before processing
checkbox is for Syntellis Support only.

c. Inthe Process Plan Files on section, select whether to process
the plan files on your organization's Axiom server or locally.

d. Inthe Server Options section, to process the plan files using the
Axiom Web engine, select the corresponding checkbox.

e. Inthe Notifications section, select how you want to be informed
when the files finish processing.

NOTE: The Process with custom utility (requires Excel) checkbox
is for Syntellis Support only.

Plan Files Select the checkbox next to each plan files to process.

Axiom Queries For the plan files you selected in the Plan Files tab, select the Axiom
Queries to run when the files process. Before changing default settings,
see About Plan File processing queries.

3. Click OK.

4. At the confirmation prompt, click OK.

About plan file processing queries

The Process Plan Files utility is used to refresh data in plan files and save the data and documents. The
utility populates the plan files together with various data, such as historical data, driver data, and
current data. The Process Plan Files default setting is to run all Axiom Queries. However, not all queries
will execute in all instances.

When processing plan files, you can determine which processes are executed by viewing the Axiom
Queries tab in the utility settings. You can change the settings but be careful when doing so, especially
the first time you build plan files for a file group.

You can also open individual plan files and refresh them manually to populate them with data, but be
aware that not all queries are configured to run manually. When building plan files, use the Process Plan
Files utility to run all of the queries to ensure that all data is populated in the file. However, after plan
files are built it is not necessary to rerun certain queries, such as those that populate files with historical
data, because that data does not change during the Financial Planning Cycle. The Financial Planning
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templates are designed to determine which queries should continually refresh and to deactivate queries
that no longer need to be rerun. This ensures that data that should remain static does not change
throughout the planning cycle, and it reduces the time needed to recalculate plan files and update the
data in the Financial Planning tables.
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Populating Historical Data

Axiom Financial Planning generates multi-year forecasts and scenarios based in part on historical data
stored within nodes. You can enter this historical data using the following methods:

e Entering the data manually directly into the relevant data tables
e Completing a specially formatted data collection workbook

e Transferring operating budget and rolling forecast data, and transferring capital project data
using transfer utilities

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

Collect and import data from other sources

The FP Data Collection Template allows you to gather data outside of Axiom Financial Planning. This
template works as a stand-alone Excel workbook that you can use to import external data into the
product, and interface in the nodes for the three input periods.

NOTE: In some cases, you might want to collect historical data from other members of your
organization. To help with this process, Syntellis can provide an Excel Data Collection workbook to
share with VPs, directors, managers, and other stakeholders.

You can import data entered into the workbook without the need to grant other users access to Axiom
Financial Planning. Instructions on setting up and using the Data Collection workbook are included on a
sheet within the workbook.

To collect and import data from other sources:
1. Inthe Fin Plan Admin task pane, in the Administration section, click Administrative Utilities, and
double-click FP Data Collection Template.
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Administration ~

# Dimension Maintenance - Integration Mappir
b A Dimension Update Uilities
= Administrative Utilities
E User Defined Credit Medians Input

(=] Annual Rollforward Utility
@J Revenue Spread Utility

|I3|_g]FF' Data Collection Templatel h

b | Security Setup

¥ . Financial Planning Data Diagrams
P ' Create New File Group

2. Inthe Model Setup tab, do the following:

KHA Model Mame
Baseline Forecast hModel Description
2019 Current Operating Year (Base Year)
5 Projection Years
All Years Save Years
Yes Save Reimbursement Methodology and Variable Expense Values

a. Inthe Model Name cell, type the name.
b. Inthe Model Description cell, type a description.

c. Inthe Current Operating Year (Base Year) cell, type the year for the current operating
budget.

d. Inthe Projection Years drop-down, select the number of projection years to include in the
model.

e. Inthe All Years drop-down, select one or more years to include in the model.

3. Inthe CODE Setup tab, do the following for Payors and detailed forecast category inputs:
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CODE Description Hide / Show Capitated

Yes Save to Database
Payor

o Unassigned/not applicable

1 Medicare SHOW Mo
2 Medicaid SHOW Mo
3 Commercial SHOW Mo
4 Self Pay SHOW Mo
5 Other SHOW No
6 Payor 6 HIDE Mo
7 Payar 7 HIDE Mo

a. Inthe Save to Database drop-down, to save the changes from this template to the
database, select Yes.

IMPORTANT: If you have already set up dimensions, first refresh the template by
pressing F9 to refresh the Code and Payor tabs. Otherwise, if you save the template, it
will overwrite the Code and Payor dimensions.

b. Inthe Hide/Show column, do one of the following:
e To enable each input, as required, select SHOW.
e To disable the input, select HIDE.

c. For Payor codes, in the Capitated column, do one of the following:
e If the payor is capitated, click Yes.
 |f the payor is not capitated, click No.

4. Refresh the data to generate the Node tabs by doing one of the following:

NOTE: To add data to other Node tabs, unhide them.

e In the Main ribbon tab, in the Workbook Options group, click Refresh Data.

MAIN ADMIN Home

b 2 OH[BEaz T

Open App Online Mavigation Save Refresh |Change  Drill  Additions GoTo
Menus - Help ~ - Data | View = - = -
* Press F9.

5. Rename each worksheet to the node name to use in Axiom Financial Planning.
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[ IMPORTANT: Nodes that are NOT renamed will NOT be built in the Axiom system.

6. Hide all unused Nodenumber worksheets.

7. For each node worksheet that has been renamed, do the following:

a. Inthe Node Type drop-down at the top of the screen, select the node type (Operations,
Entity, NonPatient, and so on).

b. To hide or show the proper inputs based on the node type selection, at the top of the
Node tab screen, click Refresh View.

NOTE: This may take 20-30 seconds to process for each worksheet.

c. Enter node data in the appropriate cells.

NOTE: Enter volumes and statistics in whole numbers. Enter all financial data in
thousands (1,000).

d. At the bottom of each worksheet, verify data tie out using the statements.

8. Inthe Consolidating Statement tabs, verify data tie out for the complete model for each year
(Consol01, Consol02, Consol03).

9. Import the FP Data Collection Template into Axiom Financial Planning, and open it.

10. In the Main ribbon tab, click Save.

MAIN ADMIN Home

B 2 QEMIO Q= T >

Open App Online Mavigation| Save Refresh Change Drill Additions GoTo
Menus + Help ~ - Data  \jew = - = >

11. Inthe task pane, click Financial Planning Commands > Node Utilities, and double-click Node
Rebuild Utility.
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12.
13.

14.

15.

Financial Planning Commands i
@ Cpen Node

4F Create Mew Model
4F Create Mew MNode
¥ Contral Panel to Manage Modes
= - MNode Utilities
4% Rename Mode
ED:NDI:IE Rebuild Utilty | i
s Uelete Mode
Eﬂ Process Plan Files
b 0 Current Year Utilities
b Prior Year Utilities

In the Node Rebuild Utility, select the nodes and submit them for rebuild.

After the nodes have been rebuilt, in the task pane, click Financial Planning Commands > Node
Utilities, and double-click Process Plan Files.

Financial Planning Commands

@ Cpen Node
S# Create New Maodel

SF Create New MNode
#f Control Panel to Manage Modes
= . Mode Utilities
s Rename Mode
=] Node Rebuild Utility

I T2 Process Plan Files | il

» Current Year Utilities
¥ Prior Year Utilities

In the Process Model dialog, in the Select a Model drop-down, select the model, and click
Process.

At the Proceed with processing ‘'model name'? prompt, click OK.

Entering historical data manually

You can enter historical data into Axiom Financial Planning manually, directly into plan files. Simply
enter each of the values requested in the left-hand columns for each of the past budget years on the
right. Values for future projections populate automatically after you have entered all of the necessary
historical data.
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Init7

Global Set = Baseline

Model: Ul Test 2019 2020 2021 2022 2023 2024 Comments
Medicare Medicare o
Medicaid Medicaid oK
Commercial Commercial ok
self Pay Self Pay o

Patient Volume

Inpatient Volume
Global Assumption 0.00% 0.00% 0.00% 0.00% 0.00%
IP Discharge % Change

Total Inpatient Discharges

% Discharges by Payor

Medicare 100.00% 100.00% 100.00% 100.00%
Medicaid 0.00% 0.00% 0.00% 0.00%
Commercial 0.00% 0.00% 0.00% 0.00%
self Pay 0.00% 0.00% 0.00% 0.00%
Total % Discharges by Payor 100.00% 100.00% 100.00% 100.00% 100.00% 100.00%

The major categories include:

¢ Volume

e Revenue

e Reimbursement
e Expense

¢ Balance Sheet

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

Color Description

White Protected cells. The values are hard-coded, pre-populated from the
database, or calculated from other fields, and cannot be changed.

Blue Editable cells. Blue shaded cells might be empty or pre-populated
with a value or formula that the user is allowed to change.

Green Contain drop-down menus, allowing you to select from one of
several predefined options.
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Integrating rolling forecast data and
operating budget data

Axiom Financial Planning allows you to import rolling forecast and operating budget data using the
Transfer to Financial Planning integration utility.

Using the Transfer to Financial Planning utility

The Transfer to Financial Planning utility provides administrators a way to map and transfer data from
Axiom Management Reporting and Axiom Rolling Forecasting systems to Axiom Financial Planning. The
form-based utility is available from the Fin Plan Admin task pane.

The transfer utility includes all the functionality you need in a user-friendly wizard that walks you step-
by-step through the process of selecting, mapping, verifying, and transferring data, and also provides
the option to build plan files after transfer.

The transfer utility consists of four main processes divided into a total of 10 steps:

1. Configuration for Data Transfer
e Step 1: Open the utility, read instructions on welcome page.

e Step 2: Select data years and sources. Select the time periods, data sources, and data to be
transferred.

e Step 3: Configure the data to transfer. The substeps vary depending on sources selected in
Step 2.

e Step 4: Select data options. Select data options, Select which codes you would like to
consolidate to the Balance Sheet (optional)

e Step 5: Review the configuration summary

2. Code Mapping and Validation — The utility checks code mapping for mismatches and presents
warnings for any found and allows you to make corrections before continuing.

e Step 6: Verify FPNode and FPNodeBS data mapping
e Step 7: Verify FPCode data mappings
e Step 8: Reconcile and validate aggregate data

3. Models and Node selections — Select which nodes to include and which models to save data to,
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and the desired node types.
e Step 9: Select nodes, models, and node types

4. Finalize and submit — Select whether to create nodes on submission or build the nodes later if
you want to add data from another source first. Click Submit when ready to transfer data.

e Step 10: Finalize and submit the transfer

Step 1: Open the utility
To open the Transfer to Financial Planning utility:

1. Inthe Fin Plan Admin task pane, in the Integration section, expand Integration Utilities.

2. Double-click Transfer to Financial Planning.

Integration o |

~  Integration Utilities
Transfer to Financial Planning|
Transfer Capital Projects to Financial Planning

The utility opens on the Welcome page.

Y ® w @

CURRENT OPERATING YEAR: 2020 | FP FILE GROUP YEAR: FP2023 | CP TABLE: CP2023

Transferring Data to Financial Planning

< PREV NEXT >

Welcome!
Welcome to the Transfer to Financial Planning Utility.

About this utility:
This utility allows you to leverage the Financial GL & Payroll data tables to update the historical Financial Planning Models & Nodes years.
This tool can be used for both the initial Financial Planning build-out and the periodic updates as data changes.
How to use this utility:
Work through the wizard by making your desired selections.
Each screen will guide you through the choices required to successfully transfer data to Financial Planning.
Steps taken in this utility:
Configuration >> Mapping & Validation >> Model & Node selections >> Finalize & Submit

Need Help?
Click the "?" icon at the top right-hand corner of the screen for more information about each step.

Select NEXT > to continue

NOTE: The Filters panel opens with the utility but you can close it until needed.
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Continue to Step 2: Select data years and sources.

Step 2: Select data years and sources

Use these instructions to configure the Transfer to Financial Planning utility for transferring data to
Axiom Financial Planning. In the following steps, you select the time periods, data sources, and data to
be transferred. Select the data source for each Axiom Financial Planning input year. These are selected
from Management Reporting or Axiom Rolling Forecasting tables associated with the selected source

year.

TIP: At any time while in the utility, you can click the PREV link to go back to previous pages or click a
page number button in the button row under the page title.

NOTE: Many of the options depend on selections you made on page 2 of the utility.

1. Onthe first page of the utility, review the instructions, and then, in the upper right of the page,
click NEXT.

2. On the first Configuration for Data Transfer page (page 2), in the Include? column, the listed
years are included by default. To exclude a year, click the toggle to No.

NOTE: The years available for selection depend on your Axiom Financial Planning settings. For
example, if you are currently working on your 2023 File Group, the years available are based
on that. You can exclude any year shown except Year 3 (the first year listed). You can also use
this utility in tandem with the Annual Rollforward Utility if you want to roll forward the first
two years and then use this utility to populate data for Year 3. In that scenario, you would
select No for Year 1 and Year 2. For Year 3, you could save data to existing nodes if needed.

T o w @

Select which years and products to include
Year Include? Transfer From

2022 Rolling Forecast v

Select the data
2021 Yes - Management Reporting v source

2020 o Yes - Management Reporting v

exclude a year, click . .
Rolling Forecast plan files must be processed before proceeding
the toggle to No

Select NEXT > to continue If Rolling Forecast is set for any of
the source years, ensure all Rolling
Forecasting plan files are processed

first

T

[e]
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3. Inthe Transfer From column, select the data source for each included year.

IMPORTANT: Before importing any data from Axiom Rolling Forecasting, ensure the Rolling
Forecasting plan files have been processed.

NOTE: When you select Rolling Forecast as a source, the data imported is based on the Axiom
Rolling Forecasting system setup. You can change the values using the Axiom Rolling
Forecasting drivers in the Axiom Rolling Forecasting system.

4. Click NEXT.

Continue to Step 3: Configure the data to transfer.

Step 3: Configure the data to transfer

Options on page 3 of the utility (the second Configuration for Data Transfer page) depend on the data
sources you selected on page 2.

To configure data:

In the following list of options, find the one that matches the selection you made on page 2 and then
follow the included instructions:

e If you selected Management Reporting for all source years in Step 2, complete the following
tasks in order:

a. Configure which Management Reporting tables to transfer data from.
b. Configure year 3 balance sheet and table options.
e If you selected Rolling Forecast for all years, complete the following tasks in order:
a. Review the data in the Info: Rolling Forecast data columns that will be transferred table.
b. Select RF Period and Scenario to transfer for current year.
c. Configure Year 3 Balance Sheet year and table options.

e |f you selected a combination of both Management Reporting and Rolling Forecast as data
sources, complete the following tasks in order:

a. Configure which Management Reporting tables to transfer data from.
b. Review the data in the Info: Rolling Forecast data columns that will be transferred table.

c. If you selected Rolling Forecast as the source for the first year, then select the RF period
and scenario to transfer for the current year.

d. Configure Year 3 Balance Sheet year and table options.
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» Configure which Management Reporting tables to transfer data from

If you selected Management Reporting for any of the source years on page 2 of the utility, you need to
select the data tables from which to get data.

To configure MR tables:
1. Inthe Data Table column for each year, select the table from which to transfer data:

Actuals — Use data from the Actuals table (e.g., ACT2022) for the entire year. If you select
this option, select a period in the following step.

Budget — Use data from the Budget table (e.g., BUD2021) for the entire year.

Current Yr Forecast — Use data from the Current Year Forecast table (e.g., CYF2020) for the
entire year.

Actuals/Budget — Use a combination of months from the Actuals and Budget tables. If you
select this option, select a period in the following step.

2. If you selected Actuals or Actuals/Budget in the previous step, then in the Period Ending column,
select the number of months to use from the drop-down:

e For Actuals, select the number of months to use. The remaining months will be annualized.
e For Actuals/Budget, select the number of months to pull from Actuals. The remaining

number of months will come from Budget, as shown in the following example. For year
2020, eight months are selected from Actuals, leaving the remaining four months to come
from Budget:

Configure which Management Reporting tables to transfer data from

Year Data Table Period Ending Remaining

2022 Actuals v 7 v Annualized

2021 Budget v N/A

2020 Actuals/Budget - v 4 Mths of Bud

» Review Info: Rolling Forecast data columns that will be transferred

A non-editable table displays the year(s) and quarters from which the data will be transferred. Review
the table to ensure the data listed is from the correct year and quarters. There will be a row for each
year that Rolling Forecasting is the source. In the following example, Rolling Forecast is selected for all
years. Years displayed in the table are in the order Year 3, Year 2, Year 1.

NOTE: Data is based on your Axiom Rolling Forecasting system setup. If needed, you can change the
values using the Axiom Rolling Forecasting drivers in your Axiom Rolling Forecasting system. If you
change any data in Rolling Forecasting, you will need to reprocess the plan files before continuing.
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CURRENT OPERATING YEAR: 2020 | FP FILE GROUP YEAR: FP2023 | CP TABLE: CP2023

Configuration for Data Transfer

Info: Rolling Forecast data columns that will be transferred

Year ] Q2 a3 Q4

2022 Jul - Sep 2021 Oct - Dec 2021 Jan - Mar 2022 Apr-Jun 2022
2021 Jul - Sep 2020 Oct - Dec 2020 Jan - Mar 2021 Apr- Jun 2021
2020 Jul - Sep 2019 Oct - Dec 2019 Jan - Mar 2020 Apr-Jun 2020

» Select RF period and scenario to transfer for current year

If you selected Rolling Forecast as the source for Year 1, you need to select the RF Period (the year and
month), the Rolling Forecasting scenario.

To select transfer options for current year:
1. Inthe Select RF Period and Scenario to transfer for current year section, from the RF Period
(YRMO) drop-down, select the source period.

2. From the Scenario drop-down, select the desired scenario.

» Configure Year 3 balance sheet and table options
Select the source year for balance sheet data, the source product for the balance sheet, and the ending

period.

NOTE: You can base your balance sheet on a data source different from what you selected for the
Management Reporting tables if you like; however, the default uses what you selected for Year 3 in
the Configure which Management Reporting tables to transfer data from section.

To configure balance sheet and table options:
1. In the Configure Year 3 Balance Sheet year and table options section, in the Balance Sheet Year
column, select the desired year.

2. Inthe Balance Sheet Data column, select Actuals or Budget.

NOTE: If you selected Rolling Forecast as the data source for the first year (2022 in the
example) in Step 2: Select years and data sources, then Rolling Forecast will be the only option
available in the Balance Sheet Data column drop-down.

3. Inthe Period Ending column, select the month to apply from the selected source table.
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Configure Year 3 Balance Sheet year and table options

Balance Sheet Year Balance Sheet Data Period Ending

2022 v Actuals v 7 v

Example of options when Management Reporting is selected as the source for Year 1

Configure Year 3 Balance Sheet year and table options

Balance Sheet Year Balance Sheet Data Period Ending

2022 v Rolling Forecast - Q2 v

Example of options when Rolling Forecast is selected as the source for Year 1

4. Click NEXT.

Continue to Step 4: Select data options.

Step 4: Select data options

If you selected Rolling Forecast as the product source for any year in “Step 2: Select years and data
sources,” the options on page 4 display as read-only except for the option to include excess of revenue
over expenses in net assets.

If you selected Management Reporting as the transfer source for all included years, all options on the
page are available.

To select data options:

NOTE: If you use alternate mapping for balance sheet nodes, the items selected for the balance
sheet node are mapped to the FPNodeBS column instead of the FPNode column in the DEPT table.

1. (Optional) To move and consolidate data associated with certain codes to the balance sheet
node, do the following:

a. Inthe Category column’s Use Alternate Mapping for Balance Sheet Nodes? option, in the
Selection column, select Yes from the drop-down. A section displays for selecting codes to
consolidate.

b. In the Include column, select the check boxes for the codes to consolidate to the balance
sheet node. Selecting a code groups the code using the DEPT.FPNodeBS mapping column
rather than the DEPT.FPNode mapping column.
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CURRENT OPERATING YEAR: 2020 | FP FILE GROUP YEAR FP2022 | CP TABLE: CP2022

Configuration for Data Transfer

Select data options
Category

Use Alternate Mapping for Balance Sheet Nodes?

Include Excess of Revenue over Expenses In Net Assets?
Management Reporting FTE Source

Default DEPT Table Column for Model selection (ptional)

Default DEPT Table Column for Node Type selection (optional)

Code

726601
726603
726606
726607
726608
726609
726610

| Batance sheet mapping wit be based on DEPT FPNodeBS column. This option is only available if selecting M

Category

Base Depreciation
Depreciation Adjustment
Gther Depreciation
Other Depreciation 2
Other Depreciation 3
Other Depreciation 4
Other Depreciation 5

v

A

v

Select which codes you would like to consolidate to the Balance Sheet (optional

ide Excess of Revenue over Expenses in Net Assets on the Balance Sheet
{f Hours & Salary will be provided via Account or by Jobcode
This option the Model for each Node In Step 9 based on the column mapping selected here

This option will set {Wggde Type for each Node in Step 9 based on the column mapping selected here

Mapping Code Include?
E_Depreciation -
E_Depreciation N

E_Depreciation
E_Depreciation
E_Depreciation

E_Depreciation

E_Depreciation -

2. For Include Excess of Revenue over Expenses in Net Assets?, do one:

¢ Select Yes to have the excess of revenue over expenses in net assets included in the
balance sheet. When this option set to Yes, every node with net income is combined with
its net assets where it appears on the balance sheet.

¢ Leave the default selection to No to not include excess of revenue over expenses in net

assets in the balance sheet.

3. For Management Reporting FTE Source, in the Selection column, select the source table for your
FTE and Salaries: ACCT or Job Code.

NOTE: The Job Code option does not display if you selected CYF or Actuals/Budget data for
the first year listed in “Step 2: Select years and data sources.”

CURRENT DPERATING YEAR: 2020 | FP FILE GROUP YEAR: FP2022 | CP TABLE: CP2022

Configuration for Data Transfer

Select data options
Category

Use Alternate Mapping for Balance Sheet Nodes?

Include Excess of Revenue over Expenses in Net Assets?
Management Reporting FTE Source

Reconcile Job Code to ACCT?

Default DEPT Table Column for Model selection (optional)

Default DEPT Table Column for Node Type selection (optional)

Yes

Notes

w | Balance Sheet mapping will be based an DEPT.FPNode column. This option is onl

v | Include Excess of Revenue over Expenses in Net Assets on the Balance Sheet

Job Code

v I Configure if Hours & Salary will be provided via Account or by Jobcode

Yes

None

Mone

v | Selecting Yes will reconcile the Job Code values 1o the total account values for s
w | This option will set the Model for each Node in Step 9 based an the column mapp

w | This option will set the Node Type for each Node in Step 9 based on the column n
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4. If you selected Job Code as your Management Reporting FET Source in Step 2, the Reconcile Job
Code to ACCT? option displays on the following line. The default is set to Yes, which means the
utility will automatically reconcile the Job Code values to the total account values for salaries and
FTEs. If you want to reconcile these manually (not recommended), select No.

5. (Optional) To designate the contents of a column in the DEPT table to use as the default source
for Model selection on page 9 (Model & Node Selections), from the Default DEPT table Column
for Model selection (optional) drop-down, select the desired DEPT column.

6. (Optional) To designate the contents of a column in the DEPT table to use as the default source
for Node Type selection on page 9, from the Default DEPT Table Column for Node Type selection

(optional) drop-down, select the desired DEPT column.

7. (Optional) If you do not want to load all items from the DEPT table, you can filter the ones you do

not want to include:

a. At the top of the page on the left of the header, click the filter icon (T ) to open the Filters

panel.

b. Inthe MR: Model & Node Filters section, in the FPType field, click the drop-down arrow.
In the popup dialog, select the desired filters, and then click OK. Your selected item types

display in the FPType field.

Choose a value for FPType.

Type here to search

x

Ancillary

BalSht

MMC
Other

0

Routine

Support

Select All / Clear All

8. Click NEXT.

Continue to Step 5: Review the configuration summary.

Step 5: Review the configuration summary

The Configuration Summary page presents a summary of the data that you selected to transfer and the
option to save your selections thus far. This saves your selections even if you close the utility. You can go
back to any page and make changes. Be aware that some changes may affect related selections on other
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pages, so it is a good idea to review pages that follow.

1. In the Configuration Settings Option section, from the Would you like to save Configuration
settings? drop-down, select Yes to save your selected settings to this point, or No to not save
settings and have all settings revert to the defaults the next time the utility is opened.

2. Review the rest of your selections and make any changes needed.

Yy w @

CURRENT OPERATING YEAR: 2020 | FP FILE GROUP YEAR: FP2022 | CP TABLE: CP2022

Configuration for Data Transfer
Click a button to go

back to that page
Configuration Summary
Configuration Settings Option Selection
Would you like to save Configuration settings? Yes v  Setting this to 'Yes' will maintain the Configuration settings upon open
Category Product/Data
Year 3 2021: Management Reporting, Actuals (ACT2021) Selected years and
Year 2 2020: Management Reporting, Actuals (ACT2020) sources, page 2
Year 1 2019: Management Reporting, Actuals/Budget (ACT2019 & BUD2019Y

Excess of Revenue over Expenses in Net Assets Yes

Management Reporting FTE Source Job Code .
Selected data options,
Reconcile Job Code to ACCT Yes page 4
DEPT Filter? None
ACCT Filter? None
Selected Year 3
Year 3 Balance Sheet Data 2021: ACT2021, Period Ending: 7
Balance Sheet
Consolidated Codes on Balance Sheet None

options, page 3

3. After reviewing and/or making changes, click NEXT.

Continue to Step 6: Verify FPNode and FPNodeBS data mapping.

Step 6: Verify FPNode and FPNodeBS data mapping

The Code Mapping & Validation section of the Transfer to Financial Planning utility checks that FP nodes
and FP codes are mapped using valid codes.

The utility also provides tools you can use to locate and correct mismatched or missing data.
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1. On page 6 (Code Mapping & Validation), in the FPNodes and FPNodeBS data mapping check
table, review the information. A circle with a green check mark indicates the system found no
problems with the mapping. A yellow triangle with an exclamation mark indicates a mapping
issue.

Y ® w ®

FPNode and FPNodeBS data mapping check| Status icons indicate overall
mapping conditions
Product Check Status s

Management Reporting DEPT.FPNode Mapping o

All values ar pped ..
Status descriptions alert you to
issues needing attention
Rolling Forecast RFGROUP.FFNode Mapping ° All values ar pped
MR & RF FPNode Mismatc RFGROUPFPNade currently has mismatched value(s) from the DEPTFPNode values - please correct in the REGROUP table
Click here to quickly update missing or view all mappings in this screen These options provide
tools for fixing
Click here to update mappings in the Dimension Maintence Utility (optional) mapping problems

2. If there are mapping problems, you can use one of the tools provided to fix the errors. Select one
of the following:

e [f there are only a few errors, click Click here to quickly update missing or view all
mappings in this screen to use the Configure Mapping utility.

e |f there are numerous errors, use the Dimension Maintenance Utility (DMU). You can click
the link provided to open the DMU. For information on using the DMU, see Working with
the Dimension Maintenance utility and related topics.

3. After verifying and correcting any mapping errors, click NEXT.

Continue to Step 7: Verify FPCode data mappings.

Step 7: Verify FPCode data mappings

At this step, the utility performs a mapping check on the following values to ensure they are mapped to
values that are validated in the ACCT_FPCODE validation table:

e ACCT table - If you selected Management Reporting as the data source for any years in “Step
2: Select years and data sources,” the utility verifies that the data in the FPCode column is
mapped with valid values to the FPCODE column of the ACCT_FPCODE validation table.

¢ Job Code tables — If you selected Management Reporting as the data source for any years in Step
2 and you selected Job Code as the FTE source, the utility checks that the data in the FPCategory
column of the JobCode table is mapped correctly to the JobCode column in the ACCT_FPCODE
validation table.
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e ACCT and RFCode tables — If you selected a combination of Management Reporting and Rolling
Forecast as data sources for included years, the utility checks that the mappings in the FPCode
column of these tables matches the list of valid mapping values from the ACCT_FPCODE
validation table.

e RFCode - If you selected Rolling Forecast as the source for all included years, the utility checks
that the entries in the FPCode column of the RFCODE table match the entries in the FPCODE
column of the ACCT_FPCODE validation table. If you need to adjust values from Management
Reporting or Rolling Forecast to transfer to Axiom Financial Planning, use the Update DIM — CODE
utility to change the Conversion Factor values from positive to negative, or by dividing by 1 or
1000.

To review FPCode data mappings:

1. On page 7 (the second Code Mapping & Validation page), in the FPCode data mapping check
table, review the mapping information.

2. If there are mapping errors, use one of the tools provided to correct the errors. Select one of the
following:
e |If there are only a few errors, click the Click here to quickly update missing or view all
mappings in this screen option to open the Configure Mapping utility.
e [f there are numerous errors, use the Dimension Maintenance Utility. For instructions on
accessing and using the Dimension Maintenance Utility, see Working with the Dimension
Maintenance utility.

e If you need to update the conversion factors or code descriptions in the CODE dimension
table, use the Code Dimension utility. For instructions on using the Code Dimension utility,
see Update Axiom Financial Planning dimensions.

3. After verifying and correcting any mapping errors, click NEXT.

Continue to Step 8: Reconcile and validate aggregate data.

Step 8: Reconcile and validate aggregate data

Page 8 (the third page of the Code Mapping & Validation section) compares the data coming from
Management Reporting and/or Axiom Rolling Forecasting to the data mapped in Axiom Financial
Planning. This page displays the Statement of Revenue and Expenses, and the Balance sheet.

1. On the Financial Planning aggregate data check - code reconciliation & validation page, review
the table. Icons provide an overall indication of whether or not the data is mapped correctly.
Green circle with checkmark icons indicate the data matches between products, while yellow
triangle with exclamation mark icons indicate a data mismatch.
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NOTE: Even if a Total row displays all green icons, there may still be data mismatches in the
line items that make up the total. To view the line items, expand the Total rows so you can
see if there are any mismatches. In some cases, the mismatches may be appropriate; for
example, if you want to shift data from one category to another, such as between operating
and non-operating revenue.

2. Inthe table first row, expand the row by clicking the down arrow. You can also click the Expand
All Rows link at the top left of the table to view data icons for all rows in the table.

Yy @ w @

CURRENT OPERATING YEAR: 2020 | FP FILE GROUP YEAR: FP2022 | CP TABLE: CP2022

Code Mapping & Validation

Financial Planning aggregate data check - code reconciliation & validation
Status Q, View Annual Data
2019 2020 2021
Statement of Revenue and Expenses ($) -
E Total Operating Revenue (-] () (]
w  Total Operating Expenses (] (-] o
w  Excess of Revenue over Expenses (] (] (]
FTEs (] ] (]
Balance Sheet ($)
Assets =

3. Check to see if there are any warning icons in the line items for the expanded rows. If there are,
view the data comparison to see where the discrepancies occur: at the top right of the table, click
View Annual Data.

Administrator's Guide Axiom Financial Planning | 163



CURRENT OPERATING YEAR: 2020 | FP FILE GROUP YEAR: FP2022 | CP TABLE: CP2022

Code Mapping & Validation

Financial Planning aggregate data check - code reconciliation & validation

B Expand All Rows Status Q, View Annual Data

Statement of Revenue and Expenses ($)

Patient Revenue
Inpatient Services
Outpatient Services

Other Services

oo
>P>00
P00

Gross Patient Revenue

Deductions from Patient Revenue
Contractual Discounts
Other Discounts
Bad Debt
Provision for Charity

Total Deductions from Revenue

Met Patient Revenue

P 00 PF P
P 000k P
P 000 PF P

The data related to the status icons displays in tables to the right. In the following example, the
amounts for Gross Patient Revenue amounts are not the same for Management Reporting and
Financial Planning. The Variance table on the far right displays the difference between the
amounts.

Y e Q@

CURRENT OPERATING YEAR: 2020 | FP FILE GROUP YEAR: FP2022 | CP TABLE: CP2022

Code Mapping & Validation CPREV  NEXT>

Financial Planning aggregate data check - code reconciliation & validation

8 Expand All Rows Status Financial Planning Management Reporting Variance X Hide Annual D
2019 2020 2021 2019 2020 2021 2019 2020 2021 2019 2020 2021

Statement of Revenue and Expenses ($)

Patient Revenue
Inpatient Services ° ° ° 286,026,225 233,128,493 346,199,750 286,026,225 233,128,493 346,199,750 0 o 0
Outpatient Services [} ] ] 124810053 103347094 132722114 124810053 103347094 132722114 0 0 0
Other Services A A A 0 0 0 8,649,304 5247,962 8200599 8649304 5247962 8200599

Gross Patient Revenue A A A [410836278_ 336,475,587 478,921,864 419,485,583 341,723,548 487,122,463  [8,649,304 5,247,962 8200599 |

Deductions from Patient Revenue
Contractual Discounts A A A 180063884 162629160 36794570 174704811 159415026 362018090  (5359072)  (3214134)  (5176480)
Other Discounts 'y A A 4 0 0 5359072 3214134 5176480 5359072 3214134 5176480
Bad Debt ° ° ° 433,462 772,996 1,264,980 433,462 772,99 1,264,980 0 o 0
Provision for Charity [} ] [ 11,127,251 8045875 13166784 11,127,251 8045875 13166784 0 0 0

Total Deductions from Revenue [} ] ] 191624596 171,448,031 381626334 191624596 171,448,031 381626334 0 0 0

Net Patient Revenue A A A 219211682 16502755 97295530 227860986 170275517 105496129 8649304 5247962 8200599

4. To correct these issues, go back to the mapping sections and correct the mismapped items on
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either the ACCT or DEPT tables, as necessary, based on your data. For some small variances, it
may be easier to load the data into Axiom Financial Planning and then correct it directly in the
nodes.

5. Click NEXT.

Continue to Step 9: Select nodes, models, and node types.

Step 9: Select nodes, models, and node types

On the Models & Node Selections page of the Transfer to Financial Planning utility, select the nodes to
include, the models to save data to, and the node types.

T o o2

N To apply the same node
To apply the same model type to all nodes, select
to all nodes, select from from the top drop-down

Select which nodes to include, which model youw,  the top drop-down e node type _—
+ View Existing Models or Add New Model
Include? Node FP Node Node Description \\ Model (required) Node Type (required) \
v ALL NODES

If a model or node is

Eastside Intenal Medicine v 0 .
CPN_IncomeStatement PN_IncomeStatement Eastside Intenal Medicine v v invalid, the utiity
displays a warning
EHS e T z o i
! icon
EM EMC NA v v
i Exclude If a node already Exclude F
- I exists, the system e e
) l:l T — displays the node —
- number —
v MHS_Elim M Elim

MHS_HealthSysten

v

v

tyHith_Main v v

v New MHS_HomeHealth
MHS_IncomeStatement
MHS_MedBldg
MHS_MM

MHS_MN

MHS_RCHS

NOTE: If your model or node type selections are populated with defaults from the DEPT table, you
can still select other options because the drop-downs are populated from the Model[Year] and Node
Type tables. Selecting from the drop-downs overrides the defaults.

To select nodes and models:

1. On page 9 of the utility (the Model & Node Selections page), select the nodes to include in the
transfer. In the Include? column, all nodes are selected by default. Do one of the following:

e Toinclude all nodes, leave the ALL NODES checkbox selected.

NOTE: Selecting the All Nodes check box is the equivalent of checking all the boxes in
the column.

¢ To include only some nodes, clear the check boxes for any nodes you do not want
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included.
2. To change a node description, make changes directly in the Node Description column fields.

3. Inthe Model column, do one of the following:

e To apply the same model to all nodes, in the top drop-down, select the desired model. The
selected model name is copied to the Model field for all nodes.

e To apply different models to different nodes, select from the corresponding drop-down for
each listed node.

e To view a list of existing models, just above the table on the right, click the View Existing
Models or Add New Model link. A table of existing models opens. If you do not see the
model you want, you can add a new model from this dialog.

4. Inthe Node Type column, do one of the following:

e To apply the same node type to all nodes, in the top drop-down, select the desired node
type.

* To apply different node types, select from the corresponding drop-down for each listed
node.

5. When finished, click NEXT.
Continue to Step 10: Finalize and submit the transfer.
Add a new model from the transfer utility

Use these instructions to create a new model in the View/Add Models dialog in the Transfer to Financial
Planning utility. You can add up to 15 new models.

Models in the View/Add Models utility come from the Model table for your current File Group year. For
example, if you are working on your 2020 File Group, then the models come from, and new models are
saved to, the MODEL2020 table.

To add a new model:

1. If the View/Add Models dialog is not currently open, then in the Models & Node Selections page
of the Transfer to Financial Planning utility, on the right just above the table, click View Existing
Models or Add New Model.

2. Inthe View/Add Models dialog, in the upper right, click Add New Model.

A new model row is added to the Model data and information table:
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View/Add Models X

Model data and information
+ Add New Model
Model Description Proj Years Globals Obligated Grp Report Grp Model Grp

0 v Baseline v

Corporate Corporate 5 Baseline

FP_CityHith_Main City Health - Main 5 Baseline Yes AllAccess AllAccess
FP_CityHith_TwinRivers City Health - Twin Rivers 5 Baseline Yes AllAccess AllAccess
Health Plan Health Plan 5 Baseline

MasterFacilityPlan Master Facility Plan 5 Baseline Yes AllAcoess AllAccess
Model Model Test 5 Baseline

Physician Group Physician Group Practice
Research Research

Service Line Model Service Line Model

v D oD o

aseline
aseline
aseline
aseline

Service Line Model - VolRev Service Line Model - Volume and Revenue Only

Apply Close

3. Work your way across the row, completing the fields as needed:

a. Inthe Model column, type a name for the model (required).
b. Inthe Description field, type a description (recommended).

c. (Optional) The Proj Years, Globals, and Obligated Grp fields populate with defaults, but you
can change them if desired.

d. (Optional) To assign a report group, in the Report Grp field, type the name of the report
group.
e. (Optional) In the Model Grp field, type the name of the model group the model belongs to.
4. Do one of the following:
e To add another model, click Apply and then repeat steps 2 through 4.
e Click OK to save and close the model utility.

The new model appears in alphabetical order in the Model column drop-down list.

Step 10: Finalize and submit the transfer

The Final Check & Submit page of the Transfer to Financial Planning utility provides a review of your
selections and the choice to create plan files after the transfer or to not create plan files so that you can
build them at a later time.

To finalize and submit the data transfer:
1. Onthe Final Check & Submit page, in the Data Build Option section, do one of the following:

e To automatically create the nodes (plan files) after submission, leave the toggle set to Yes
(the default).

e To transfer the data but put off creating nodes until a later time, click the toggle to No.
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CURRENT OPERATING YEAR: | FP FILE GROUP YEAR: FP2022 | CP TABLE: CP2022

Final Check & Submit

= = = ®= ® = ® ® ®
. + . . .
Finalize & Submit © submit
Data Build Option Selection
Would you like to build nodes on submission? Yes -
Data Selections 2019 2020 2021
Data Source Management Reporting Management Reporting Management Reporting
Data Used Actuals Actuals Budget
Data Table ACT2019 ACT2020 BUD2021
Model/Node Selections Info
Models Selected 1 Go back to previous step if you would like to adjust
Nodes Included 8 Go back to previous step If you would like to adjust
Data Check Status
Valid FPNode Mappings [-] All values are mapped
Valid FPCode Mappings [] Al values are mapped
Balance Sheet in Balance ° Balance Sheet has zero variances
Income Statement in Balance [-] Income Statement has zero variance
Valid Models & Node Types Q All included nodes have mapped values

2. In the Data Selections and Model/Node Selections sections, review the information to be sure it
is what you expect.

3. In the Data Check section:

¢ [f there are any mapping issues, either correct them by going back to the corresponding
mapping check page or, if you decide not to correct them, be sure you understand them
and how they will affect transferred data.

¢ |f there are balance sheet variances, go back to the Financial Planning aggregate data
check - code reconciliation & validation page of the Code Mapping & Validation part of
the utility. Click View Annual Data and then, in the Balance Sheet section, expand the
rows to view the line items. If you decided to correct mismapped items, return to the node
and code check pages and use a utility to fix errors.

4. When ready to transfer the data, click Submit.

5. Inthe confirmation message, read the information and then, to continue with the transfer, click
OK.

After you OK the submission, the utility runs an import job that transfers the data. You will receive an
email notification when the integration is complete. You should receive a notification about any errors
that occur. Any errors that occur are recorded in the Scheduler.
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Fix node and code mapping errors

Use these instructions for using the Configure Mapping utility to correct node mapping errors in the
Transfer to Financial Planning utility.

NOTE: The Configure Mapping utility is designed for correcting a relatively small number of mapping
mismatches. If you have numerous mismatches, use the Dimension Maintenance Utility to correct
errors for the Dept, ACCT, JOBCODE, RFCODE, and RFGROUP dimensions. You can also use this utility
to establish mapping.

» Fix FPNode and FPNodeBS mapping errors

To fix node mapping errors:

1. Inthe Code Mapping & Validation page (page 6 of the utility), click the Click here to quickly
update missing or view all mappings in this screen link.

The Configure Mapping dialog opens.

2. From the Product/Data Column drop-down, select the FP Node type where the mapping errors
occur.

3. From the Filter drop-down, select one of the following:
e All—To view all mappings.

¢ Blank/Invalid Code Mappings — To view only missing or invalid mappings.

NOTE: If you select Blank/Invalid Code Mappings and no mismapped items display,
select All. Items can be incorrectly mapped even if they are not invalid or missing.
Incorrectly mapped items appear in bold type.

The following example shows missing codes for FPNodeBS items listed on the left. If you select
FPNodeBS from the Product/Data Column drop-down, the FPNode column also displays for
convenience so that you can see what the current mapping is and if it needs to be mapped to
FPNodeBS.
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Configure Mapping

FPNode and FPNodeBS mapping updates

Limited to 1,000 records. Use filters to reduce list to targeted group of codes. To see all records, open the Dimension Maintenance Utility.

NOTE: values listed as

Product/Data Column:

Management Reporting - FFNodeBS

DEPT/Description

17840 -

17880 -

17881

17883 -

17885-

17886 -

17891

17894

17895-

17896

20000 -

21010

26140 -

EHS Sports Medicine

EPG Phys Clinic-North

- EPG Phys Clinic-Occ Hith East

EPG Phys Clinic-Occ Hith Midtown
EPG Phys Clinic-East

EPG Phys Clinic-Occ Hith/West

- EPG Phys Clinic-South

EPG Phys Clinic-Uptown

EPG Phys Clinic-West

EPG Phys Clinic-Peds Afterhour
EMC Balance Sheet

EMC Physician Acquisition

FMC Fmernency Roam (CDM)

IA" will be excluded from the transfer to Financial Planning

Filter

v A

FPNode

MHS_HealthSystem
MHS_Clinics
MHS_Clinics
MHS_Clinics
MHS_Clinics
MHS_Clinics
MHS_Clinics
MHS_Clinics
MHS_Clinics
MHS_Clinics
MHS_IncomeStatement
MHS_MMC

MHS_MMC

FPNodeBS

Apply Close

In the following example, Rolling Forecast is the source. The note at the bottom of the page
indicates that the FPNodes need to match the FPNode column entries in the DEPT table.
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Configure Mapping X
FPNode and FPNodeBS mapping updates
Limited to 1,000 records. Use filters to reduce list to targeted group of codes. To see all records, open the Dimension Maintenance Utility.
NOTE: values listed as "NA" will be excluded from the transfer to Financial Planning
Product/Data Column: Filter:
Rolling Forecast - FPNode v All v
RFGROUP/Description FPNode
*Test_Deductions - Test_Deducti EMC
*EME_Exclude - EME Exclude EME
*ENC_Exclude - ENC Exclude ENC
EPG_BalanceSheet - EPG Balance Sheet EPG
EPG_Clinic - EPG Clinic EPG
EPG_Exclude - EPG Exclude EPG
EPN_Exclude - EPN Exclude EPN
EHS_BalanceSheet - EHS Balance Sheet Exclude
EHS_Exclude - EHS Exclude Exclude
RCH_BalanceSheet - RCH Balance Sheet RCH
RCH_RehabHosp - RCH Rehab Hosp RCH
*Mismatched FPNode - please adjust to match DEPT.FPNode values
Kl e e

4. After making corrections, click OK.

The mapping check should now display all green-with-checkmark icons, as in the following
example:
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CURRENT OPERATING YEAR: 2020 | FP FILE GROUP YEAR: FP2022 | CP TABLE: CP2022

Code Mapping & Validation

Management Reporting DEPT.FPNode Mapping
Management Reporting DEPT.FPNodeBS Mapping

Management Reporting DEPT.FPNode & FPNodeBS Mismatch

Click here to quickly update missing or view all mappings in this screen

Click here to update mappings in the Dimension Maintence Utility (optional)

FPNode and FPNodeBS data mapping check

Product Check Status

° All values are mapped
° All values are mapped

e All values are aligned

» Fix FPCode data mapping errors

For data coming from Management Reporting, the utility

checks that the ACCT table’s FPCode column

mappings match the data in the FPCODE column of the ACCT_FPCODE validation table.

For data coming from Axiom Rolling Forecasting, the utility checks that the RFCODE table’s FPCode
column mappings matches the data in the FPCODE column of the ACCT_FPCODE validation table.

To fix code mapping errors:

1. On page 7 of the utility (Code Mapping & Validation), click the Click here to quickly update

missing or view all mappings in this screen link.

The Configure Mapping dialog opens. Use the filte
items in that column.
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Configure Mapping
FPCode mapping updates

imited to 1,000 records. Use filters to reduce list to targeted group of codes. To se

Product: FSDetail Filter FPCode Filter Limit FPCode Selections

Management Reporting - FPCode v Type to search v Potential Mismatches v All
ACCT/Description FSDetail Current Mapping (FPCode) New Mapping (FPCode) Exclude?
13600 - Due From 3rd Party Payors A_ThirdPartyRec A_CurOtherAsset ype to search v

60200 - Salaries - Provider

60300 - Salaries - MidLevel

54515 - Net Assets Rlsd For PPE Purchase R_NonOpOther R_NonOpContrib ype to search v

2. If you selected both Management Reporting and Rolling Forecast as product sources for your
selected years, then from the Product drop-down, select the product source with the mismapped
items. If you selected only one product, it should already be displayed in the Product drop-down.

3. From the FPCode Filter drop-down, select one of the following:
e All —To view all mappings.

e Blank/Invalid Code Mappings — To view only missing or invalid mappings.

NOTE: If you select Blank/Invalid Code Mappings and no mismapped items display,
select All. Items can be incorrectly mapped even if they are not invalid or missing.

e Potential Mismatches — To view all the items that are potential mismatches based on the
contents of the ACCT table’s FSDetail column as compared to the ACCT_FPCODE validation
table’s FSDetail column for a given FPCode.

4. The new Mapping (FPCode) column displays valid FPCodes you can select to remap items. To
filter this column, in the Limit FPCode Selections field, select one of the following:

e FSDetail — To display only the selections that match the FSDetail displayed in the FSDetail
column.

e All—To display all available mapping codes. Use this option if there is no match for the
FPCode listed in the Current Mapping (FPCode) column for the FSDetail (if there is no
match, the drop-down reads “No data found”).

NOTE: The selection lists display only codes that are set to Active in the CODE Dimension
table.

5. To correct mismapped items, in the corresponding New Mapping (FPCode) column field, select a
code from the drop-down. For some of the most common codes, the utility displays suggested
mappings in the far-right column. These are suggestions only.
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NOTE: The selection list within the field includes only the first 100 codes in the list, so to find
additional codes, use the following search method.

¢ |nthe Type to search field, type a word to see codes related to that word; for example,
type “salary” or “overtime.” Select the desired code from the displayed list.

New Mapping (FPCode)

-

Exclude?

E_Salaries10 -
Overtime -
H_Owvertime - User Defined FTEs 27
Type to search -

6. Toremove corrected items from the FPCode mapping updates utility, click Apply. The list
refreshes to display the remaining items that need mapping.

7. To exclude a listed item from the transfer, in the Exclude column, select the check boxes for that

item.

8. When finished mapping, click OK.
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Integrating capital project data

Axiom Financial Planning allows you to import capital project data using the Transfer Capital Projects to
Financial Planning integration utility. As of the 2020.1 release, this utility replaces the Excel-based
transfer to Axiom Financial Planning utilities in Axiom Capital Planning. The Transfer Capital Projects to
Financial Planning utility also exists in Axiom Capital Planning if your system includes both Axiom
products. You can use the utility in either product to transfer capital project files.

Transferring capital project data

If your organization is also licensed for Axiom Capital Planning, you can transfer capital project data to
Axiom Financial Planning using the Transfer Capital Projects to Financial Planning utility.

NOTE: You must have both Capital Planning Administrator and Financial Planning Administrator
privileges to access this utility.

The system transfers the following information with the project:

e Capital request number (CAPREQ) and project ID
e Description of the project

e Total requested for the project

e Project type

* Project start year

* Project requestor

To get started, see Select and transfer projects from Axiom Capital Planning.

Select and transfer projects from Axiom Capital Planning

NOTE: By default, any previously transferred projects will transfer again unless you select them not
to. For instructions, see Manage transferred capital projects.
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To select and transfer Capital Planning projects:
1. From the Fin Plan Admin task pane, in the Integration section, expand Integration Utilities, and
then double-click Transfer Capital to Financial Planning.

Integration -
+ Integration Utilities

Transfer to Financial Planning
| Transfer Capital to Financial Planning |

2. From the Select Capital Planning Year to Transfer drop-down, select the file group planning year
in which to transfer projects to Axiom Financial Planning.

T @ T ?
Li}

1. Select Capital Planning Year to Transfer. 2021 - |h

2. Destination File Group: Financial Planning-2020

3. Select Optional Historical Data to Include: b

4. Rebuild Nodes? Yes -

Note: Previously transferred projects will transfer to Financial Planning again unless you select otherwise. Re-transferring will overwrite data with any changes that have been made.
> Click to manage previously transferred projects

Next

The Destination File Group is preselected as Next Year and cannot be changed.

3. (Optional) To include selected historical data, click the drop-down, select the desired years to
include, and then click OK.

IMPORTANT: Be aware that including historical data may create variances in your historical
reconciliations.

4. For Rebuild Nodes?, do one of the following:

e To automatically build or rebuild nodes in Axiom Financial Planning after transferring the
Capital Planning project data, leave the option set to Yes (the default).

e If you do not want to automatically rebuild nodes, click the toggle to No. If you select No
here and later change your mind, you can always rebuild the nodes later using the Node

Rebuild Utility. A link to this utility is presented on the Transfer Summary page when No is
selected here.

5. (Optional) If desired, manage previously transferred projects. If this is the first time you have
transferred project data using this using this utility, there will not be any projects listed here.

6. Inthe lower part of the page, click Next.
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7.

8.
9.

10.

11.

On the next page, select the desired projects to transfer to Axiom Financial Planning. Next to the
CAPREQ, column, click the check box to select the project(s) to transfer.

TIP: If the list of projects is long, click the filter icon (T) on the left in the gray header, and
then use the options to filter the list.

Y ® w ?

Transfer Capital Projects to Financial Planning
0 Thisu Pianning

Capital Planning Year: 2021 Selected Plan Files: 22, 68

Entity Department Project Type
& 68 2016.001.26790.002  General Software, Electronic Whiteboard Tracking 1- KH University 26790 - EMC Same Day Surgery L
2016.001.26780.004  General Software, Flex Vision Lab 2 1- KH University 26780 - EMC Heart Services T
2016.001.29120.007  General Software, Health Touch 1 - KH University 29120 - EMC Business Operations T
Pending_858 General Software, XIM System for IR 1- KH University 26770 - EMC Oncology Services IT
2016.001.29120.004  Other Engineering / Facilities, Catalyst Enhancement 1 - KH University 29120 - EMC Business Operations E:g:(r:mg !
2016.001.26780.006  Recorder, Cardiolab EP Recorder 1- KH University 26780 - EMC Heart Services Miscellaneous

Previous Next

TIP: To view the plan file for a project, click the folder icon next to the CAPREQ number. The
plan file opens in a separate tab. From here, you can make any necessary changes to the
project. However, to propagate the changes in the Transfer Capital Projects to Financial
Planning utility, you will need to refresh the utility.

In the lower right corner of the page, click Next.

In the Model column, from the drop-down, select the Model to associate each listed Axiom
Capital Planning project to. If desired, in the Node description field, type a new name for each
node.

NOTE: To return to the list of projects, for example, if you incorrectly selected a project or
forgot to include a project, click Previous.

In the lower right corner of the page, click Submit, then review the confirmation prompt, and
click OK.

The Transfer Summary page displays the Source File Group you selected and the plan file number
of each transferred plan file, including any that were previously transferred. Do any of the
following:

¢ To transfer another project, click the link Click here to transfer another plan file.
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¢ [f, on the first page of the utility, you did not select to build nodes, click the link Click here
to build/rebuild nodes to go to the Node Rebuild Utility and build nodes from your
imported project data.

¢ If you are finished, close the utility.

Transfer Capital Projects to Financial Planning

Transfer Summary

Source File Group: CapitalPlanning-2021

Selected Plan Files: 3, 4

Previously transferred CAPREQs re-transferring: 2,13

“lick here to transfer anather plan file

Click hiere 1o build/re-bulld nodes

NOTE: If you adjust capital project data, you can transfer the project again to update it in Axiom
Financial Planning. However, you will need to open and save or rebuild the Financial Planning plan
file in Axiom Financial Planning to propagate the changes. If you delete a project in Axiom Capital
Planning, you must also delete it in Axiom Financial Planning. For more information on transferring
previously-transferred projects, see Manage transferred capital projects.

For information on how to work with transferred projects in Axiom Financial Planning, see Working with
capital project data in plan files.

Manage transferred capital projects

When you run the Transfer Capital Projects to Financial Planning utility, projects previously transferred
automatically transfer again by default. However, you can control this action by enabling or disabling
these projects from transferring again.

To manage transferred projects:
1. Do one of the following:

¢ |f you are already on the first page of the Transfer Capital Projects to Financial Planning
utility, skip to step 2.

¢ In the Fin Plan Admin task pane, in the Integration section, double-click Transfer Capital
Projects to Financial Planning.
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Integration = ‘

+  Integration Utilities
Transfer to Financial Planning
- | Transfer Capital to Financial Planning |

2. Click Click to manage previously transferred projects.

= T @ F

Transfer Capital Projects to Financial Planning

@ This utility transfers Capi

Plznning plzn file dstz o Financial Flanning.

1. Select Capital Planning Year to Transfer. 2021 ¥

2. Destination File Group: Financial Planning-2020
3. Select Optional Historical Data to Include:  Select... RS
4. Rebuild Nodes? Yes -

Note: Previously transferred projects will transfer to Financial Planning again unless you select otherwise. Re-transferring will overwrite data with any changes that have been made.
| > cClick to manage previously transferred projects |

Next

3. Do any of the following:

a. To transfer all projects in the list, click Yes. To disable the transfer of all projects, click No.

b. To search for a specific project, type project information in the Search box such as the
CAPREQ number, the project ID, or description.

c. Toview the plan file for a project, click the folder icon next to the CAPREQ number. The
plan file opens in a separate tab. From here, you can make any necessary changes to the
project. However, to propagate the changes in the Transfer Capital Projects to Financial
Planning utility, you will need to close it and open it again.

d. Forindividual projects, click the toggle to Yes to transfer the project. Click the toggle to No
to disable the transfer.

Transfer Capital Projects to Financial Planning

@ This utility will transfer Capital Planning to Financial Pl

s to transfer and which modh

Select Capital Planning Year: 2021 -
Destination File Group: Financial Planning-2020_{Working)

Include Historical Data (optional): = 2019 ¥ | Note: Including historical data may create variances in histarical reconcilliations

Note: All previously transferred projects will transfer 1o Financial Planning again. You can mark any of these projects as 'No' to not transfer again.

~ Click to Hide Previously Transferred Projects o
Yes No Search:  Search % Clear
Transferred? CAPREQ  Project ID Description Total Requested Entity Department K. Project Type  Start Year Creator Status
Yes - e 2 CP_Pending.2  Dialysate Conductivity MeterNew test plan file $29.700 0 2 Dialysis 2021 Kwilliams Approved

o

10000 14 2021 KWilliams Pending

o Yes - & 13 Pending General Software s 413
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4. Click Next to continue the transfer process as described in step 7 in Select and transfer projects
from Axiom Capital Planning.

NOTE: The projects you disable from transferring will not display in the list.

Working with capital project data in plan files

After you transfer capital project data to Axiom Financial Planning and the projects are created as
nodes, they display in Open Plan Files dialog where you can select and open them. The new nodes can
be used in models, scenarios, and reports. For more information, see the following:

e Working with Financial Analysis reports — Run reports on nodes, scenarios, financial statements,
summary reports, and more.

¢ Add an initiative node — Use initiative nodes to track the volume, revenue, expense, and capital
associated with a new project.

e Working with Scenarios — Use scenarios to generate and compare forecasts based on different
sets of assumptions to get a sense of your organization's finances in various possible future
scenarios.

If an Axiom Capital Planning project that you have imported is later updated, you need to re-transfer the
project and rebuild the node. For information on re-transferring, see Manage transferred capital
projects. For information on rebuilding nodes, see Rebuild a node.htm.
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10

Working with Reports

Reports use Axiom file functionality to bring in data from the database, and if desired, to save data back
to the database. You can use any Axiom file feature in a report except calc method libraries.

Report files, unlike other Axiom files, are not associated with any file group. You can bring in data from
any table. For example, if you have two file groups that are configured to save data back to two different
tables (or to different columns in the same table), you can use a report to compare the data.

» Report structure

Axiom reports are free-format. When you create a new report, you can use various query options to
bring data anywhere into the report, and you can use spreadsheet functionality to format the report and
calculate values such as subtotals and percentages.

Reports can have any number of sheets. Each sheet can be configured to bring in data from the
database, and, if desired, save data back to the database. If you want to use an Axiom query on a sheet,
or save data to the database from a sheet, that sheet must be configured on the Control Sheet. Other
Axiom file functionality, such as Axiom functions or GoTo bookmarks, do not require the sheet to be
configured on the Control Sheet.

» Reports Library

Report files are stored in the Axiom Software database. To make it easy to access and organize reports,
Axiom Software supports a virtual folder structure known as the Reports Library.

Each report is assigned to a folder in the Reports Library. When you open reports, you can navigate
through the Reports Library structure to quickly locate the report that you want to open.

The Reports Library is managed by using Axiom Explorer. If you are an administrator, or if you have
Administer Axiom Explorer rights, then you can use Axiom Explorer to create report folders, move
reports between folders, and delete existing reports.

You can also save reports outside of the Axiom Software database—for example, to your local computer
or to a network folder. In this case the file is considered to be a non-managed file. It is recommended to
maintain all reports as managed files unless you have a compelling reason to use a non-managed file.
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» Report output and distribution

In addition to the standard output options for Axiom files—such as the ability to take a snapshot of an
Axiom file—report files can use the File Processing feature.

Using file processing, you can refresh a report file and perform output and distribution actions such as
saving a snapshot copy of the file, emailing a snapshot copy of a file, or exporting data to a CSV/TXT file.
You can process the file "as is," or perform Multipass processing on the file, where the file is processed
multiple times using a unique filter for each pass.

» Saving data to the database

In addition to viewing data, you can also use reports to calculate data and save data back to the
database. In certain circumstances, it may be more appropriate to use a report to save data rather than
plan files or driver files. If a report file has been configured to save to the database, you can use the Save
button in the File Options group to save data.

Contact Syntellis Support if you are unsure about the best way to manage a certain set of data.

Browsing the Report Library

In addition to browsing the report folders in the Axiom Financial Planning task panes, you can search all
of the available Axiom reports in the Reports Library.

To browse the Report Library:
1. In the Main ribbon tab, in the Reports group, click Reports > Browse All Reports.

MAIN ADMIN Home

B ? oH Oz ¥%->

Open App Online Navigation Save Refresh  Change Additions Quick  GoTo
Filter

@ EIE B | [

Publish Reports Report Security Close

Formula Bar

Menus ~ Help ~ b Data  view ~ - - Headings - Tips Manager | Axiom SW
| Browse All Reports h
¢ Axiom Assistant Al Home .| Design Reports 3

2. Inthe Reports Library dialog, you can do the following:
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A | Reports Library ? *
Browse Reports Library
Folder Path lz‘ Document Name |z| Type E
\Axiom\Reports Libran/\Budgeting Utilities\Budget Setup PayrollGLMapping wlsx
\Axiom\Reports Libran/\Budgeting Utilities\Provider Utilities\System Setup ProvBenchmark wlsx
\Axiom\Reports Libran/\Budgeting Utilities\Provider Utilities\Reconciliation Matching Provider Dept Revenue to Dept Salaries  xlsx
\Axiom\Reports Librarny\Budgeting Utilities\Provider Utilities\Reconciliation Matching Provider Revenue to Salaries wlsx
\Axiom\Reports Libran/\Budgeting Utilities\Provider Utilities\Reconciliation ProviderComp JobCodes wlsx
\Axiom\Reports Libran/\Budgeting Utilities\Provider Utilities\Reconciliation Reconcile GL Revenue to Provider wlsx
\Axiom\Reports Libran/\Budgeting Utilities\Provider Utilities\Reconciliation Review Provider Data wlsx
\Axiom\Reports Librany\Budgeting Utilities\Provider Utilities\Statistics Summarize Provider Statistics to Financial xlsx
\Axiom\Reports Libran/\Budgeting Utilities\Balance Sheet & Deductions NYB_Deductions_FSDetail wlsx
\Axiom\Reports Libran/\Budgeting Utilities\Balance Sheet & Deductions NYB_Deductions_FSPayor wlsx
\Axiom\Reports Libran/\Budgeting Utilities\Balance Sheet & Deductions Budget Deductions wlsx
\Axiom\Reports Librany\Budgeting Utilities\Balance Sheet & Deductions Budget Balance Sheet and Cash Flow wlsx
\Axiom\Reports Librany\Budgeting Utilities\Balance Sheet & Deductions Budget Deductions_Demo wlsx
\Axiom\Reports Librany\Budgeting Utilities\Budget Reconciliation Budget Process Management Report wlsx
\Axiom\Reports Librany\Budgeting Utilities\Budget Reconciliation Budget Workbook Reconciliation wlsx
\Axiom\Reports Librany\Budgeting Utilities\Budget Reconciliation Payroll12 Hours Reconciliation wlsx
\Axiom\Reports Librany\Budgeting Utilities\Budget Reconciliation Payroll12 Negative Hours wlsx
\Axiom\Reports Librarny\Budgeting Utilities\Budget Reconciliation PayType Mapping Analysis xlsx

e To sort, group, or search by any of the columns, click the drop-down arrow next to the

column label.

e To open a report, select it from the list, and click OK.

Viewing a report

Axiom Financial Planning reports are organized by folder in the Fin Plan Admin task pane or the Fin Plan
task pane. The specific report folders and files that you can access and the level of access rights depend
on your security settings. Administrators have full access to all reports.

When you first open a report, it is just an empty template, which you need to populate with data. Some
reports automatically prompt you to select an account, department, or other variable. The system then
populates the report with related data from the database tables.

Other reports simply open as an empty template by refreshing the data. For more information, see

Refreshing a report with data.

To view a report:

1. Double-click the report to open it.

2. To populate the report with data, see Refreshing a report with data.
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The selected report opens. If a report is opened read-only, then the text (R/0) displays in the file tab.
You cannot save read-only reports.

NOTE: If another user has the report open as read/write, then you can only open the file as read-
only, regardless of your security permissions.

» Advanced options

e To open a report without refreshing Axiom queries that are configured to refresh on open, right-
click the file and then select Open Without Refresh.

NOTE: This option is only available to administrators.

* If you have read/write permissions to a report but you want to open it as read-only to prevent
locking the file from other users, right-click the file, and select Open Read Only.

» Opening non-managed report files

If you have a non-managed report saved to your local drive or a network folder, you can open it as
follows:

¢ In the Excel Client, use standard Excel functionality to open the file within Axiom Financial
Planning.

¢ |n the Windows Client, click the Axiom button in the top left-hand corner. Click Open, and
navigate to the file.

Refreshing a report with data

To update a spreadsheet Axiom report with the most current data from the database, refresh the file. A
refresh does the following:

e Updates active Axiom queries with data, according to the update settings defined for the query

e Updates Axiom functions with data

e Performs an Excel calculation

e Reapplies the currently active views (if applicable)

To refresh a report:

e On the Axiom tab, in the File Options group, click Refresh.

This refreshes all sheets in the workbook. If you want to refresh the current sheet only, click the
down arrow on the right-hand side of the Refresh button, and then click Refresh Active Sheet.

In systems with installed products, this feature may be located on the Main tab.
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You may be prompted to define values before the refresh occurs. If so, these values will be applied to
the report to impact the data refresh.

TIP: You can also use F9 to refresh the entire workbook, and SHIFT+F9 to refresh only the active
sheet.

Navigating reports

Apart from each report having an Instructions tab, Axiom report files do not have a standard structure.
Each report can have any number of sheets, layouts, custom views, drill-downs, GoTo targets, quick
filters, and associated task panes—all configured for the specific information that displays.

Although not all of these features are available for every report, here is an overview of common report

features:

» Instruction tab

Each report has an Instructions tab that provides an overview of its specific business purpose, features,
and steps for processing the report.

» Custom views

Custom views allow for different presentations of data within a report. For instance, a report might
default to showing monthly data but have custom views defined for displaying data by quarter or year.

NOTE: Not all reports have custom views defined.
If custom views have been defined within a report, you can access them by doing the following:

1. Inthe Main ribbon tab, in the Workbook Options group, click Change View.

ﬂ 15| Change View = | 5= Add Rowfs) =

=] | AL
Refresh
Data Annual View le Attachments
Comments
KF Manthly View EBUDlS] 26340
F74 Projection View |

2. From the menu, select the view to use.
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» Quick Filter

A Quick Filter is a temporary report filter. This allows you to quickly view the data at a different level of
detail, without needing to alter the report configuration. For more information, see the following:

e Applying a Quick Filter to a report
¢ Understanding hierarchy-based Quick Filters

» Drills

Some reports contain rows (or columns) where the data represents a roll-up of values for multiple
database records. For instance, an income summary report might combine patient revenue for all
departments into a single total for the year, or a report on payroll by department might roll up both
regular and non-productive hours into a combined number of hours for each department. In such cases,
you can use drills to view the individual values for each item included in the roll-up.

To drill in a report, do the following:

1. Inthe report spreadsheet, select a cell.

2. Inthe Main ribbon tab, in the Workbook Options group, click Drill.

3. From the drop-down, select any of the available drills to view a breakdown by that dimension or
value.

A new spreadsheet opens to display data at the specified drill-down level.

NOTE: While we have made an effort to deactivate any drill options that do not apply to a particular
row/column/cell, there are simply too many possibilities for us to deactivate every invalid drilling
method for every cell in every report. As a result, certain drill methods may produce strange results.
For the most part, common sense should imply which dimensions or values you can drill for a given
roll-up (for example, drilling by Vice President on a single department might result in a report with a
single record, as a department typically has one VP assigned to it).

» GoTo targets

GoTo targets are simply bookmarks that allow you to jump to different sections of a report. Not all
reports include GoTo targets. To navigate to a target, do the following:

1. Inthe Main ribbon tab, in the Workbook Options group, click GoTo.
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MAIN ADMIN Home

O ? @ H| GO = > m BB

Formula Bar
Open App Online Navigation Save Refresh Change AdHtmns Golo Publish Reports Report
Menus ~ Help + - Data  View~ - - Headings - - Tips.

2. From the menu, select the GoTo target.

Applying a Quick Filter to a report

Using the Quick Filter feature, you can apply a temporary filter to a report. This allows you to quickly
view the data at a different level of detail, without needing to alter the report configuration.

For example, you may be viewing an Income Statement report for the entire consolidated organization,
and you want to view the same report at a different level of detail, such as for just North America or just
the South region. You can use the Quick Filter to recalculate the report at the desired level of detail, and
then clear the filter when you are done.

The Quick Filter is combined with your table security filters and any filters that are currently defined in
the report, such as sheet filters and filters defined for Axiom queries.

To apply a Quick Filter to a report:
1. On the Axiom tab, in the File Options group, click Quick Filter.

Hsave ~ [2Refresn + €z Quick Filter
IE] Change View - ':.-_:f'\ Drill =
= GoTo ~ Freeze Panes

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

2. At the top of the dialog, specify how the filter should be applied:
e Workbook (default): The Quick Filter is applied to all sheets in the workbook.
e Active Sheet: The Quick Filter is only applied to the currently active sheet.
This selection may determine which hierarchies and tables are available in the dialog to build the
filter. See Hierarchy and table availability in the Quick Filter dialog.
3. Inthe Quick Filter dialog, define a filter using one of the following methods:

e Data Hierarchies: Select the desired hierarchy levels(s) from the hierarchies listed in the
dialog. As you select items in the hierarchy, the corresponding filter is automatically built
in the Filter box.
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For example, you might have a hierarchy named Geography, which has local regions rolling
up into countries, and countries rolling up into world regions. You can select the desired
items that you want to see in the report, such as Europe, Asia, or North America as world
regions. For more information and examples, see Understanding hierarchy-based Quick
Filters.

e Manual Filter: You can manually type a filter into the Filter box using standard filter
criteria statement syntax. Fully qualified Table.Column syntax must be used.

e Advanced Filter: Click Advanced Filter to create a filter using any reference table columns
(not just hierarchy columns).

A | Quick Filter ? X

1' Edit the Quick Filter far the active sheet or workboolk.

Apply Filter To: ® Workbook () Active Sheet

-

, . Option 1: Select values |
<type here to filter val

. from hierarchies to auto- _ - /ér _
I &, Accounts create a filter Option 3: Click

4 o Geography ) gm— to switch to the
b [ WerldRegion - Asia region .
b [ WeorldRegion Corporate - Corporate departments | Advanced Filter
I [] WarldRegion Europe - Europe region
I [] WarldRegion Morth America - North America region
b & Managerial

Data Hierarchies Advanced Filter

Option 2: Type afilter
| directly in the Filter box

Filter: “"‘7 /

QK Cancel

Example Quick Filter dialog

4. Click OK.

If the Quick Filter is applied to the entire workbook, a warning message informs you that the
entire workbook will be refreshed. If you do not want to see this message again in the future,
select Don't show this message again. Click OK to continue.
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If the Quick Filter is applied to the current sheet, that sheet is refreshed and no warning message
appears.

If the file has been configured with GetCurrentValue("QuickFilter") functions, then these functions will
display the currently applied Quick Filter for your reference. If not, you can view the current Quick Filter
by clicking the Quick Filter button again. The current filter displays in the Filter box.

» Clearing the Quick Filter

Once a Quick Filter has been applied to a report, the filter remains applied until one of the following
occurs:

e The file is closed. Quick Filters cannot be saved in the file and are always cleared when the file is
closed.

¢ A new Quick Filter is applied by using the Quick Filter button and selecting a different filter.

e The Quick Filter is manually cleared. To clear the Quick Filter, click the Quick Filter button again
and then click Clear Filter.

» Hierarchy and table availability in the Quick Filter dialog

The hierarchies and tables shown in the Quick Filter dialog are based on the Axiom queries in the report.
Axiom Financial Planning looks up the primary tables for the queries, and only shows the hierarchies and
reference tables that are relevant to those primary tables. This is done to help ensure that the Quick
Filter will be applicable to at least one query in the report.

If the filter applies to the entire workbook, then Axiom Financial Planning looks at the primary tables for
all Axiom queries in the workbook. If the filter applies to the active sheet only, then Axiom Financial
Planning looks at only the primary tables for the Axiom queries defined on the active sheet.

If the primary table of an Axiom query has multiple lookup paths to a reference table, Axiom Financial
Planning must be able to choose one of the paths in order to apply a Quick Filter using that reference
table. Axiom Financial Planning will automatically prioritize and use one of the lookup paths if it meets
one of the following criteria (listed in order of priority):

e Avalidated column on the primary table (key or non-key) has the same name as the reference
table

e The primary table has only one single-level lookup to the reference table (regardless of how many
multi-level lookups are present)

e The primary table has only one key column that looks up to the reference table (regardless of
how many other single-level non-key lookups are present)

If the spreadsheet report has multiple Axiom queries where the primary tables look up to the same
reference table, the reference table will display in the Quick Filter dialog as long as all of the primary
tables meet one of these rules, so that the resulting Quick Filter can be applied to all of the queries.
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If a primary table has multiple lookup paths to a reference table and one path cannot be prioritized
using the previously described criteria, then the reference table will be omitted from the Quick Filter
dialog. As an alternative, the primary table itself will display in the Quick Filter dialog, so that a specific
path can be selected through the primary table and therefore avoid any ambiguity. For example, if the
primary data table has two non-key columns named PrimaryPhysician and SecondaryPhysician that both
look up to Physician.Physician, then the selection must be made through the primary data table so that
the correct path to Physician.Physician is used.

EXCEPTION: If the primary table of one of the Axiom queries is the reference table, then the reference
table will display in the Quick Filter dialog even if the report contains an Axiom query where the primary
table does not meet one of these rules. In this case, an ambiguous column error will occur if you
attempt to create a Quick Filter using the reference table.

NOTE: If the report uses GetData functions instead of an Axiom query, then all hierarchies and
reference tables are listed in the dialog because Axiom Financial Planning cannot determine the
"primary table" in this context. In this case, it is possible to define a Quick Filter that does not apply
to any GetData functions in the workbook. If this occurs, the filter will simply have no effect.

» Understanding hierarchy-based Quick Filters

When you use hierarchies to create a Quick Filter, Axiom Financial Planning automatically creates the
filter based on your selections. When only one item it selected, the filter is simple—only data that
matches the selected item is included. For example, if you select Asia from a Geography hierarchy, you
will get a filter something like: Dept .WorldRegion="Asia"'.
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A Quick Filter

1' Edit the Quick Filter far the active sheet or workbook.

Apply Filter To: ® Workbook () Active Sheet

Data Hierarchies

<type here to filter values:

Advanced Filter

I & Accounts
4 5 Geography

I WarldRegion Asia - Asia region

b [ World Region Corporate - Corporate departments

b [ WaorldRegion Europe - Europe region

b [ World Region MNorth America - Morth America region
I % Managerial

LI e T

Filter:
DEPT.WorldRegion = "Asia’

Clear Filter %

OK

Cancel

Simple Quick Filter

NOTE: Sometimes when you select a single "child" item underneath a "parent" item, the child and
parent will be joined with AND. For example: DEPT.VP="'Jones' AND DEPT.Manager='Smith'.
This means that the DEPT table has other instances of Manager Smith that belong to different VPs,
so the compound statement is to ensure that you only get the data where Manager Smith is under
VP Jones. (You can manually edit the filter to remove the Jones portion of the statement if you want
to see all data for Manager Smith, regardless of VP). If instead Axiom Financial Planning constructs
the filter as just Dept .Manager="Smith"', that means all instances of Manager Smith are also

under VP Jones.

You can select multiple items in the same hierarchy or from different hierarchies. Items from the same
hierarchy are combined using OR, which means data matching any of the selected items is included.
Items from different hierarchies are combined using AND, which means only data that matches both

selected items is included.
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A Quick Filter ? *

‘I Edit the Quick Filter far the active sheet or workbook.

Apply Filter To: ® Workbook () Active Sheet

Data Hierarchies Advanced Filter
<type here to filter values>
I & Accounts

4 5 Geography

I WarldRegion Asia - Asia region

A WarldRegion Corporate - Corporate departments

I WarldRegion Europe - Europe region

A WarldRegion Morth America - North America region
I % Managerial

Filter: Clear Filter %
DEPT.WaorldRegicn in ('Asia’, 'Europe?

QK | | Cancel

Example 1

In example 1, we have selected two items from the same grouping level in a single hierarchy, so a simple
filter criteria statement is created using IN. The resulting filter will include all data from Asia and Europe.

Administrator's Guide Axiom Financial Planning | 192



A Quick Filter ?

‘I Edit the Quick Filter far the active sheet or workbook.

Apply Filter To: ® Workbook () Active Sheet

Data Hierarchies Advanced Filter

<type here to filter values>
I & Accounts
4 5 Geography
A WarldRegion Asia - Asia region
A WarldRegion Corporate - Corporate departments
4 [m] WarldRegion Europe - Europe region
v ] Country France

I Country kaly
b [] Country UK

4 (] World egicn MNorth America - Morth America region
o Country USA

— [m]

] Region US Central - United States Central Sales Region
I Fegion US East - United States Eastern Sales Region
b Region US West - United States Western Sales Region

I % Managerial
Filter: Clear Filter %
DEPT.Country = 'ltaly' OR DEPT.Region = 'US East'
OK | | Cancel

Example 2

In example 2, we have selected two items from different grouping levels, but within the same hierarchy.

In this case a compound filter criteria statement is created using OR. The resulting filter will include all
data that belongs to either Italy or US East.
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A | Quick Filter X
1' Edit the Quick Filter for the active sheet or workboolk.
Apply Filter To: ® Workbook () Active Sheet
Data Hierarchies Advanced Filter
<type here to filter values:
I & Accounts
4 5 Geography
b [ WarldRegion Asia - Asia region
b [ WarldRegion Corporate - Corporate departments
b [ WarldRegion Europe - Europe region
4 [m] WarldRegion Morth America - North America region
4 [m] Country USA
b Region US Central - United States Central Sales Region
I Fegion US East - United States Eastern Sales Region
b Region US West - United States Western Sales Region
4 % Managerial
b [ vP Bree Sigrman
I /P David Prince
b [ VP Diana Prince
I [] vP Evan Simpson
Filter: Clear Filter %
(DEPT.Region = 'US East) AND (DEPT.VP = "Dawvid Prince’)
| OK | | Cancel

Example 3

In example 3, we have selected two items from different hierarchies, so a compound filter criteria
statement is created using AND. The resulting filter will include only data that belongs to both US East

and VP David Prince.

Using the Filter Wizard

You can use the Filter Wizard to assist you in constructing filters throughout Axiom Financial Planning.

The Filter Wizard offers two different approaches for building filters:

e Data Hierarchies: Build a filter using hierarchies that have been set up for your system. You select
the items to include, and the Filter Wizard builds the filter criteria statement for you.

e Advanced Filter: Build a filter using any table and column that is relevant to the current context.
This approach also allows for more operators, including greater than, less than, and not equal to.
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» Create filters using data hierarchies

For example, you may have a hierarchy for Geography that starts at the WorldRegion level, then goes
down to the Country level, and then goes down to the LocalRegion level. If you want to filter by a
particular country in the Asia WorldRegion, you can expand the Geography hierarchy, then expand the
Asia WorldRegion, and then select the desired country.

The hierarchies available to you are defined by your system administrator, based on grouping columns
in reference tables. If your system has no defined hierarchies (or if no defined hierarchies are relevant to
the current context), then the Data Hierarchies section does not display, and the Advanced Filter opens
directly.

Note the following about filters created using data hierarchies:

¢ Only include filter criteria statements can be created using data hierarchy selections. As you
select items, those items will be included by using an equals (=) operator or an IN statement (for
including multiple items at the same level). If you want to write a filter criteria statement that
specifies items to exclude, or that uses other operators such as greater than or less than, then
you must use the Advanced Filter.

¢ Certain assumptions are made regarding the use of AND and OR when multiple items are selected
from different hierarchy levels or different hierarchies. If you want to change the way each
statement is joined, you can manually edit the filter in the Filter box, or you can use the Advanced
Filter.

¢ Sometimes when you select a child item underneath a parent item, the child and parent are
joined with AND. For example: DEPT.VP='Jones' AND DEPT.Manager='Smith'. This means
that the DEPT table has other instances of Manager Smith that belong to different VPs, so the
compound statement is to ensure that you only get the data where Manager Smith is under VP
Jones. You can manually edit the filter to remove the Jones portion of the statement if you want
to see all data for Manager Smith, regardless of VP. If instead the system constructs the filter as
just Dept .Manager="'Smith"', that means all instances of Manager Smith are also under VP
Jones.

To create filters using data hierarchies:
1. Inthe right side of the dialog, click Simple Filter.

A | Filter Wizard ? X

, Create a filter to place in the current cell.

View by: Folder ~ # Simple Filter
Filter <type here to filter list> x Filter |<type here to filter values> x
» ™ IDimensions =
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2. Select the checkbox for each item to include in the filter. You can expand each hierarchy to see
the items listed in it. You can also type a value into the filter box above the hierarchies to filter
the list. As you select items, the filter criteria statement is created in the Filter field at the bottom
of the dialog.

A | Filter Wizard ? X

ﬂ Create a filter to place in the current cell.

Data Hierarchies Advanced Filter

<type here to filter values>
| ,:%: Director

4 = Entity

I _
I Entity 1 - University
I Entity 2 - Medical Center

I Entity 3 - Physician Group
1 Entity 4 - Rehabilitation Care Hospital
v [ Entity 5 - Medical Enterprises

v ] Entity 6 - NeuroSurgery Clinic
I

I

I

|

I

I

I

[] Entity 7 - General Hospital

] Entity 8 - Alliance Hospital

] Entity 9 - Eliminating Entries

] Entity 10 - Medical Associates

] Entity 11 - Physician Network

] Entity 12 - Axiom General Hospital

] Entity 14 - Skokie General Hospital
=, Entity Description
I 2  Financial Structure

Filter: v Clear Filter %
DEPT.Entity in (1, 2, 3)

B0

| oK || Cancel |

3. Do one of the following:
e To apply the filter as is, click OK.
e To manually edit the filter, type in the Filter field, and click OK.

» Create filters using the Advanced Filter

Using the Advanced Filter option, you can create a filter using any relevant table and column, and using
any supported operator.

To create a filter using Advanced Filter:
1. Inthe right side of the dialog, click Advanced Filter.
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A | Filter Wizard

' Create a filter to place in the current cell.

Data Hierarchies

o filter values>

<type here

> [

[=]
[

Director
b = Entity

2. Inthe left-hand side of the dialog, select the table column on which you want to base the filter.

For example, to create a filter such as DEPT . DEPT>=5000, then you must select the DEPT column

from the DEPT table.

To find the desired table and column, do the following:

e Use the View by option to view the list by table, table type, folder, or alias. To select an
alias, you must change the view to Alias—aliases are not listed under their assigned table.

e You can also filter the list by typing into the filter field. The filter matches based on table

name or column name.

After you select a table column, the values in that column display in the right-hand side of the

dialog.

NOTE: If the selected column is a key column for a data table, and that key column links to a
lookup column, the Filter Wizard automatically uses the lookup column in the reference table
instead of the column in the data table. This is the recommended way to build the filter
throughout the system, and it is required in some contexts. For example, if you select the
column Acct in the GL2019 data table, the filter wizard automatically uses ACCT.ACCT in the

filter (instead of GL2019.ACCT).

3. Inthe right-hand side of the dialog, type or select the value on which to base the filter.

A | Filter Wizard

' Create a filter to place in the current cell.

View by: | Table ~

? b

Simple Filter

type here to

Filter <

filter list> x

Filter [<type here to fi

» 57 DeliverTo = |0 o (pefaunt
» 57 DeliverTo EXCEL 3= 10000 (E
> | 15000 (EHS S—
v ¥ DEPT »= |[] 15300 (EHS
¥ DEPT < |O 15400 evenue
FT Description = g 16140

x

You can type into the field above the list of values to filter the list or to specify a value. If one or
more values are selected, then those items are used in the filter. Otherwise, whatever is typed

into the field is used by the filter.
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If the column is a string, you can type an asterisk at the front or end of the value if you want to
use "ends with" or "begins with" wildcard matching.

4. Inthe space between the two selection boxes, select the operator to use for the filter criteria
statement, such as equals, not equals, greater than, or less than. By default, the filter statement
uses equals (=).

A | Filter Wizard ? X

l Create a filter to place in the current cell.

View by: | Table ~ Simple Filter

Filter \ pe here to filter values> x
1 0 (Default

Filter <type here to filter list>

¥ 37 DeliverTo

» 57 DeliverTo_EXCEL % 10000 (E
15000 (E venue
v & DeeT 15300 (F
g DEPT 1 15400 (EHS Other N evenue)
F Description % 1:‘3‘?3
» BB Entity [ 16350

Note the following about filter operators:

e Greater than / less than options are only available if the column data type holds numbers
or dates.

e [f multiple items are selected, then IN and NOT IN syntax is automatically used for equals
and not equals respectively. Note that if the operator is equals but you select more items
than you have not selected, the system will instead use NOT IN syntax for the unselected
items to simplify the filter statement.

¢ [f the column is a string column, and you type a value rather than selecting it, then LIKE
and NOT LIKE syntax is automatically used for equals and not equals respectively. By
default, wildcard characters (% signs) are placed on both sides of the text, meaning that it
will match any value that contains the text. If you place an asterisk to the start or end of
the text, then the wildcard character will be only at that location.

¢ If the column is a string column and the value contains an apostrophe (such as O'Connor),
the wizard automatically converts this value to double apostrophes so that it is valid for
use in the filter (0" Connor). Apostrophes in string values must be escaped this way so that
they are not interpreted as the closing apostrophe for the filter criteria statement.

5. Review the filter criteria statement in the Preview box to ensure that it is as intended. If you need
to make changes, edit your selections made above. The Preview box is not editable.

6. Do one of the following:

e |f the filter criteria statement is finished, click OK. The Filter Wizard uses the statement in
the Preview box (you do not have to click Apply in this case).

e To create a compound filter, click Apply to move the current criteria statement into the
Filter box. Then, repeat steps 1-4 to create another criteria statement. When the next
statement is complete, click AND or OR to join it to the prior statement.
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You can repeat this process as many times as necessary to create the desired statement.
You can also edit the full criteria statement within the Filter box as needed. When the
entire statement is complete, click OK.

» Edit existing filters

If a filter already exists in the setting or cell from which you launched the Filter Wizard, that existing
filter displays in the Filter field of the wizard.

Note the following:

¢ [f you select a new item from the Data Hierarchies section, the new filter will overwrite the
existing filter in all cases.

¢ [f you build a new filter using the Advanced Filter, you can concatenate that filter to the existing
filter using AND or OR. If you would rather replace the existing filter, then click the Delete icon to
clear the existing filter from the Filter field, and then accept the new filter.

» Table and column visibility

Whenever possible, the Filter Wizard is context-sensitive, meaning that it only displays hierarchies and
tables that are relevant to the current context. For example, if you are defining a filter for a file group
permission set in Security, the Filter Wizard is limited to the plan code table (and any hierarchies defined
for that table).

The available tables and columns in the Filter Wizard are also subject to the following settings:

e Security — If a you do not have any read access to a table, then that table does not display in the
Filter Wizard. If you have filtered read access to a table, then the filter is applied to the values
displayed in the wizard.

e Column Properties — Individual columns in a table can be configured to be hidden in the Filter
Wizard using the Is Filter Column setting. This may be used to hide columns that are unlikely to
be used in filters. Filters can still be manually created using these columns; the property simply
hides the column from the user interface to streamline the column list.

Creating a new report

You can create a new report if you have read/write access to at least one folder in the Reports Library.
You can use any of the methods discussed below to create a new report. If you do not have these
permissions, then the associated menu options for creating new reports will not be available to you.

NOTE: After saving a new report to the Axiom file system, you may not see that new report
displayed in Axiom Explorer or the Reports menu until the file system has been refreshed. You can
go to Reports > Refresh file system to manually trigger a refresh and cause the new report to
display.
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» Creating a new report using the Report Wizard

You can create a new report using the Report Wizard. In the wizard, you make selections regarding the
type of report that you want to create and the desired data, and then the wizard creates a report based
on your choices. You can then further modify the report as needed. For more information, see About the

Report Wizard in Help (Main ribbon tab > Help).

To create a new report using the Report Wizard:
e On the Main ribbon tab, in the Reports group, select Reports > Design Reports > Report Wizard.

MAIN  ADMIN  Home
~ — - o
? RO = T2 2=
* bt 12 . Formula Bar m ! »
s Publish  Reports Report | Security cde
< - | T Ao sw
IF) Browse All Reports
\i] DesignReports  » (5 Report Wizard ||

#  New Report »r

OpenApp ~ Online Navigation Save Refresh Change Additions Quick  GoTo
(s = S D: - Rter .

ata  View v Headings

< Axiom Assistant Al Home
ROLLING FORECASTING ~

» Creating a new blank report
You can create a new report from scratch using the default blank report template. This template is
entirely free-format.

If your organization has saved additional report templates, you can use those to create a new report as
well. Only administrators can create new report templates.

To create a new blank report:
e On the Main ribbon tab, in the Reports group, select Reports > Design Reports > New Report.

MAIN | ADMIN  Home

[:‘P ? <1> SB W l@ Y = Formula Bar m j D » c\Dj

OpenApp | Online | Navigation Save Refresh  Change Additions Quick  GoTo Publish Reports Report Security los
VErme Help z Data  vView - Filter o Headings o B Tips. Manager | AxiomfbW
I Browse All Reports |
< Axiom Assistant A] Home &) DesignReports  » [ RepoWfiizard |
[¥_NewReport_+ ]

ROLLING FORECASTING -

If your system has multiple report templates, you can select the template to use from this menu.
Otherwise, the default ReportTemplate is automatically used.

You can now use Axiom file functionality on this sheet, such as using Axiom queries to bring in data. For
more details on setting up Axiom files, see Axiom file setup in Help (Main ribbon tab > Help).

» Saving a new report

To save a new report, in the File Options group of the Main ribbon tab, click Save. When you save the
new report for the first time, you are prompted to define a file name and select a folder location in the
Reports Library. You can also define a description for the report.
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A Save As ? X
\Axiom\Reports Library |
File » View ~
My Files - Name Modified Locked By Size Type Modified By Description
7t Favorites Asset Replacement Planning Rej File Folder
* il Recent Asset Replacement Planning Uti File Folder
My Documents .
Budgeting Reports File Folder
Libraries - Budgeting Utilities File Folder
~ [ Reports Library 7 Capital Module WIP File Folder
Asset Replacement Plann{ng REPOHS Capital Planning Module WIP File Folder
3 Asset Replacement Planning Utilities .
» Budgeting Reports Capital Planning Reports File Folder
» Budgeting Utilities Capital Planning Utilities File Folder
Capital Module WIP Capital Tracking Module WIP File Folder
Capital Planning Module WIP Capital Tracking Reports File Folder
' Capital Planning RE_FO_ITS Capital Tracking Utilities File Folder
4 Capital Planning Utilities CMADa File Fold
Capital Tracking Module WIP ata !e olaer
» Capital Tracking Reports Common File Folder
» Capital Tracking Utilities Comparative Analytics Utilities File Folder
4 CMAData Cost Management Reports File Folder
Common Cost Management Utilities File Folder
N . 5 .
Comparative Analytics Ufilities Financial Planning Reports File Folder
4 Cost Management Reports . ) . )
’ Cost Management Utilities Financial Planning Utilities File Folder
» Financial Planning Reports Management Reporting File Folder
4 Financial Planning Utilities Management Reporting Utilities File Folder
¥ Management Reporting PLMData File Folder
' Management Reporting Utilties Productivity Reporting File Folder
> 4 PLMData Productivity Uil File Fold
4 Productivity Reporting roductivity IV‘ es fe olaer
N Productivity Utilities Rolling Forecasting Reports File Folder
3 Rolling Forecasting Reparts
» Rolling Forecasting Utilities File name: |Reportd
»
Strategy Management Re_po_rts Description:
L Ctrntnnu hA Visilitine
H—' Reports Library  Description: The Reports Library repository
I Axiom System Folder

You must have read/write permissions to a folder to save a report there. A lock icon displays next to
folders where you do not have read/write permissions. If you have access to a My Documents folder,
you can also save reports there for your own use.

If you later want to change the file name, location, or description, you can use Axiom Explorer. If you do
not have rights to access Axiom Explorer, you can edit the description by using Save As (Repository)
(save the file with the same name and location, but edit the description).

You can also choose to save the report to your local drive or to a network location, by using Save As
(Local File). In this case the report is not stored in the Axiom Financial Planning database and is
considered to be a non-managed file.

NOTE: Access to certain task panes (such as the Sheet Assistant) may depend on security
permissions defined at a folder level. When a new report file is created, the file location is assumed
to be the root of the Reports Library until the file is saved. Therefore access to task panes for brand
new reports depends on the user's permissions defined at the Reports Library level. If a user does
not have permission to the task panes at the Reports Library level but does have access at a sub-
folder level, then the user will not see the task panes until they save the file to that sub-folder.
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» Creating a new report based on an existing file

You can use Save As to create a new report based on a copy of an existing report. You can save the
copied file to the Reports Library, or as a local non-managed file.

You can also create a report based on an existing Excel file, by opening the Excel file in Axiom Financial
Planning. To use certain Axiom file features such as Axiom queries, you must add a Control Sheet to the
report. For more information, see Control Sheets in Help (Main ribbon tab > Help). Then you can use
Save As (Repository) to save the file to the Reports Library.

Saving a report

When you save a report, the report file is updated in the Axiom Financial Planning file system. If the
report is configured to save data to the database, a save-to-database also occurs.

To save a report:

e On the Axiom tab, in the File Options group, click Save. (In systems with installed products, this
feature may be located on the Main tab.)

Your file permission settings in Security determine whether you can save a particular report. If a report
is open with read/write permissions, then you can save it. If the report is open as read-only, then the
report file cannot be saved, but you may still be able to save data. You may also be able to save a copy
of the report.

NOTE: Some files may use a Control Sheet setting that causes the data in the report to zero when
the file is saved. This is a security precaution that is normally enabled in reports only. You can click
Refresh to restore the data.

» Save-to-database reports

Some reports may be configured to save data to the database. If the report is configured to save to the
database, then the file is validated before saving. If errors are found, the file still saves but the data save
is stopped and the errors are displayed in the Save Errors pane. These errors must be corrected before
data can be saved to the database. If no errors are found, then a confirmation message displays, with
information about the number of records saved.

Your file permission settings in Security determine whether you can perform a save-to-database for a
particular report. Note that the permission to save data is managed separately from the file access
permission. Therefore, it is possible that you could have read-only permissions for the file, but still have
rights to save data (or the opposite—you could have read/write permissions for the file, but not have
the rights to save data).

When you click Save, Axiom Financial Planning automatically performs all save actions that your user
rights allow and that the file is configured to perform. If desired, you can use the additional save options
to only save the file, or to only save data.
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To save only the file:

* In the Axiom tab, in the File Options group, click the down arrow to the right of the Save button,
and then click Save File Only.

The plan file is saved. All save-to-database processes are ignored.

To save only the data:

e In the Axiom tab, in the File Options group, click the down arrow to the right of the Save button,
and then click Save Data Only.

Data from the file is saved to the database. The file itself is not saved.

NOTE: In systems with installed products, the additional save options may be located on the Main
tab. In all systems, you can also access these options by right-clicking the file tab.

» Saving a copy of a report

You can save a copy of a report using Save As features. You might want to save a copy of a report to use
as a starting point to create a new report, or to create an archive copy before making changes to the
report.

In most cases, you should save the report to the Axiom Financial Planning file system (in the Reports
Library). However, it is possible to save report files outside of the Axiom Financial Planning system (as
non-managed files). Non-managed files have limited functionality, and are not covered by Axiom
Financial Planning security or included in system processes.

To save a copy of a report to the Reports Library:

1. On the Axiom tab, in the File Options group, click the down arrow to the right of the Save button,
and then click Save As (Repository).

TIP: The Save As options are also available by right-clicking the file tab.

The Save As dialog opens, displaying the contents of the Reports Library.

NOTE: By default this dialog only displays files with the same file extension as the current file.
If you want to view all file types when using this dialog, select View > Show All Files. This
setting will be remembered.

2. Inthe left-hand side of the dialog, navigate to the folder in the Reports Library where you want to
save the file.

You must have read/write permissions to a folder in order to save a copy of the report there. A
lock icon displays next to folders where you do not have read/write permissions to any folder in
that folder tree.

3. Inthe File name box, type a name for the new report.
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4. Optional. In the Description box, type a description for the report.

5. Click OK.

To save a copy of a report locally (as a non-managed file):

1. On the Axiom tab, in the File Options group, click the down arrow to the right of the Save button,
and then click Save As (Local File).

TIP: The Save As options are also available by right-clicking the file tab.

The Save As dialog opens.

2. Navigate to the desired location on your local computer or on a network file share, and then click
Save.

You can change the name of the file and its file format when saving. In the Excel Client, you can
save the file using any file format that your Excel version supports. In the Windows Client, you
can save the file as XLSM, XLSX, or XLS.

Working with Report Processing

Some reports support automated processing. If so, the File Processing task pane displays collapsed on
the left side of the screen when you open the report.

NOTES:

¢ The File Processing menu command and the associated task pane are only available to
administrators or to users with the Allow File Processing permission for the current file.

e Other file types can be set up to use file processing, but the most common use is in a report.

By using file processing, you can automatically refresh a file, such as a report, and then perform various
actions on it. The file can be processed as-is, or you can leverage Multipass processing to cycle through
each element of a dimension or grouping, with an appropriate data filter automatically applied to each
pass.

You can use processing to perform the following actions:

» Save snapshot of file — Create a snapshot copy of the current file, and then save and/or email it.

» Save snapshot of form — Create a snapshot copy of a form-enabled file, and then save and/or
email it.

e Print — Print the current file, using one or more print views.

e Export to delimited text file — Export data in the current file to a delimited text file, and then
save and/or email it.

¢ Save data — Perform a save-to-database from the current file.
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e Alerts — Process alert conditions defined in the file.
¢ File collect — Combine multiple spreadsheet files into a single file, and then save and/or email it.

e Batch — Perform file processing on multiple files in a batch process, including the ability to
override certain file processing settings for the file.

One common use for file processing is report distribution, which allows you to automatically deliver
report files to multiple recipients. This frequently involves using several different features of file
processing, for example:

e Multiple reports configured for snapshot file processing and using Multipass processing. For
example, an income statement processed by department, region, or VP, and creating a separate
snapshot file for each element.

e Areport configured for file collect, to collect all of the snapshots into targeted report packages,
including adding things like cover sheets and other supporting information. These packages could
be saved to designated file locations and/or emailed to the appropriate recipients.

e A report configured for batch processing to run everything at once. For example, the batch would
contain an entry for each report configured for snapshot processing, and then finish with the file
collect report.

File processing is set up on a per-file basis. File processing can be set up on any Axiom file, but the
primary use case is in reports.

NOTE: To set up a report for processing, some processing actions require set up before they can be
performed. For example, to run a file collect process, the report must have a File Collect sheet
defined. For more information, see File Processing in Axiom Help (Main ribbon tab > Help).

After the file has been configured to use file processing, you can process it by selecting an option in the
Main ribbon tab’s File Output section: File Output > File Processing. From this menu, you can choose to
Process File or Process File Multipass. File processing can also be performed using Scheduler and from a
task pane.

Processing a report
If a report is set up to use file processing, you can process the report to automatically perform actions
such as:

e Save snapshot copies of the file and automatically email them to various recipients

e Export data in the file to a CSV or TXT file

e Save data in the file to the database as part of a multipass process

e Collect multiple output files into a single report package

e Process multiple reports in batch

This topic explains how to process a file that has already been configured for file processing. For details
on how to set up a file for file processing, see the Axiom File Processing Guide.
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NOTES:

¢ The File Processing menu command and the associated task pane are only available to
administrators or to users with the Allow File Processing permission for the current file.

e Other file types can be set up to use file processing, but the most common use is in a report.

To process a file using file processing:

1. Open thefile. If you want to see what the file is configured to do during file processing before
executing it, you can check the settings in the File Processing task pane.

2. Inthe File Processing task pane, in the Actions section, click one of the following options to start
processing:
e Process File: The file is processed once "as is." The file is refreshed and the file processing
action is performed. No multipass filter or settings are applied.

e Process File Multipass: The file is processed multiple times, with a unique filter applied for
each pass. For example, if the file is set up to process by DEPT, then the file is processed
once for each department. The data queries in the file are automatically filtered to return
data for the current pass department only.

TIP: You can also process the file using the File Processing menu on the Axiom tab. (In
systems with installed products, this feature may be located on the Main tab.)

Once file processing is initiated, the following occurs:
e The file is refreshed. If you are performing multipass processing, the file is refreshed using a data
filter for the current pass item.
e The file processing action is performed. If you are performing multipass processing, the action
may be performed after each pass, or it may be performed once all passes are complete,
depending on the file processing settings.

A status bar displays the progress of the file processing. When the processing is complete, a
confirmation box displays information about the process, such as how many passes were performed,
how many files were created, etc.

Note that the file itself is not saved as part of file processing. You can process a file even if you have
read-only rights to the file. However, if the file processing is set up to save to the database, you must
have rights to save data for that file.

Understanding file output options

Axiom Financial Planning provides a variety of file output options to share data with people throughout
your organization. This section explains the file setup to use these features.
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e Print view setup: You can set up one or more custom print views for each sheet in an Axiom file.
You can associate these print views with sheet views to automatically hide and/or format rows
and columns in the print copy.

¢ Snapshot setup: Users can take snapshot copies of Axiom files without requiring any advance
setup. However, if desired, you can flag certain rows and columns in the sheet to be deleted in
the snapshot copy. The primary use for this would be to delete work areas or Axiom query
artifacts that are no longer necessary in the snapshot copy.

Printing an Axiom file

You can print a spreadsheet Axiom file on a per sheet basis. You can decide to print one or more sheets,
or all available sheets.

Each sheet can have one or more defined print views. The print views can be used to print different
"views" of the sheet, and to set certain standard print options such as the print orientation. For
example, for a plan file, you might have one print view that prints a "summary" view of the sheet (with
certain columns and rows hidden for printing), and another print view that prints a "detail" view of the
sheet (with all columns and rows visible).

If a sheet has no predefined print views, then the sheet can be printed using the settings defined for the
spreadsheet using standard Excel printing features. For more information on defining print settings for a
spreadsheet, see the Microsoft Excel Help. In the Windows Client, the spreadsheet print settings are
defined in the Workbook Explorer, in the Page Setup section for each sheet.

NOTE: You can always print the file using standard spreadsheet print functionality, even if Axiom
Financial Planning print views have been defined.

To print an Axiom file:
1. Onthe Axiom tab, in the File Output group, select one of the following:
e |If you want to be able to select print views from all sheets in the workbook, click Print.

e |If you want to print only the current sheet, then click the arrow to the right of the Print
button, and then click Print This Sheet.

NOTE: In systems with installed products, this feature may be located on the Main tab—
either directly on the ribbon or under Publish.

The Print Sheets dialog opens. This dialog lists the available print views for the entire workbook

or for the current sheet, depending on how you entered the dialog. To sort this list by the Sheet
Name or Print View Name, click the column header.
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A | Print Sheets - Budget-2020_984011020000.xsx ? >
Eﬂ Select the sheets and the views that you wish to print.
L] Sheet Mame Print View Name Print Details Print Preview .
(] Summary Summary View,/Edit Print Preview
L] Summary Variance View/Edit Print Preview
] Stat_Rev Annual View View/Edit Print Preview
[l Stat_Rev Monthly View View/Edit Print Preview
[] Stat_Rev Projection View View/Edit Print Preview
[l Expense Annual View View/Edit Print Preview
[l Expense Monthly View View/Edit Print Preview
[l Expense Projection View View/Edit Print Preview
[ Jobcode Monthly Dollars View  View/Edit Print Preview
[ Jobcode Monthly FTEs View View,/Edit Print Preview
[ ] Jobcode Monthly Hours View View/Edit Print Preview
L] lobcode Summary View View/Edit Print Preview
Current Printer: Wskifps01.kaufmanhall.net\KHSecurePrint
| Choose Printer... | Print

Example Print Sheets dialog

NOTES:

¢ |f a sheet does not have a defined print view, then it is listed with a print view name of
"Default," and will use the print settings defined for the spreadsheet.

e Control Sheets cannot be printed using the Axiom Financial Planning printing feature,
whether they are visible or hidden. If you want to print a Control Sheet, use the
standard spreadsheet printing features.

2. Inthe Print Sheets dialog, select the sheet / print view combinations that you want to print.

If you want to print all print views for all sheets, then select the check box in the column header
to select all.

If you opened this dialog by using Print This Sheet and the sheet has only one available print
view, then that view is selected by default.

3. You can also do any of the following before printing:
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¢ View and edit the print settings. If you want to view and potentially change the print
settings for a selected view, click the View/Edit link. In the Print Options dialog, you can
change any of the print settings, for the current print job only (the changes are not saved
in the file).

e Preview a print view. If you want to preview a print view, click the Print Preview link. The
native spreadsheet Print Preview feature will open to preview the print job. Only one view
can be previewed at a time.

e Select a printer. If you want to print to a different printer than your default printer, click
Choose Printer at the bottom of the dialog. In the Printer Setup dialog, select the printer
that you want to use, and then click OK.

NOTE: In the Windows Client, the printer is always your default printer unless you
change it for a particular print job. In the Excel Client, the printer starts as your default
printer, but if you change the printer for a print job, the changed selection will be
remembered for any future print jobs in the current session.

4. Click Print.
The selected items are printed.
Print Options dialog

The Print Options dialog displays the print settings for the current print view. If desired, you can edit
settings for the current print job only. Any changes made will not be saved in the file.

NOTE: Print options are read-only when using the Print Plan Files option to print multiple plan files.

This dialog displays all of the settings that will be applied to the print job, whether the setting is defined
in the associated Print tag or inherited from the spreadsheet settings. If a setting is blank, then that print
option is not defined and will not be applied to the print job.

Print View Options
Iltem Description
Print View Name The name of the current print view.

View Name The name of the sheet view to be applied when printing. These are the
same sheet views that are available from the Change View menu.

For example, if the sheet view is configured to hide columns or rows,
those columns and rows will be hidden in the print copy. Row and
column sizing is also applied.

Paper Size The paper size for the print job, either Letter or Legal.

Orientation The print orientation for the print view, either Portrait or Landscape.
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Item Description

Repeat Rows The rows to repeat at the top of the page. Rows must be specified as a
range; for example: 1:3.

Repeat Columns The columns to repeat at the left of the page. Columns must be
specified as a range; for example: A:C.

Scaling

Item Description

Fit To Pages Wide The number of pages on which to fit the print area. For example, if you
want the print area to fit on one page, specify 1.

Percent Zoom The percent zoom to apply to the print range. Specify the number
without a percent sign. For example, to zoom by 90%, specify 90.

Headers and Footers

Left Header Header text to display in the left-hand side of the header.
Center Header Header text to display in the center of the header.

Right Header Header text to display in the right-hand side of the header.
Left Footer Footer text to display in the left-hand side of the footer.
Center Footer Footer text to display in the center of the footer.

Right Footer Footer text to display in the right of the footer.

Printing multiple plan files

You can print multiple plan files in batch by using the Print Plan Files feature. You can select multiple
plan files within a file group, and then select one or more print views for each plan file. The available
print views for each plan file are based on the template that was used to create the plan file.

To print multiple plan files from a file group:

1. On the Axiom tab, in the File Output group, click the down arrow to the right of the Print button,
and then click Print Plan Files.

NOTE: In systems with installed products, this feature may be located on the Main tab—
either directly on the ribbon or under Publish.

TIP: If you have access to the file group menu for a file group, then you can access Print Plan
Files from the file group menu. In this case, the current file group is pre-selected in the dialog.
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2. Inthe Print Plan Files dialog, use the File Group list to select the file group that contains the plan
files that you want to print.

Only one file group can be printed at a time. Once a file group is selected, the dialog displays a list
of the available plan files.

3. Inthe Select plan files to print section, select the plan files that you want to print.

* You can sort and filter the list using standard Axiom grid functionality to find the plan files
that you want to print.

¢ To select multiple plan files at once, highlight the plan files, and then right-click and select
Select. If you want to print all plan files that currently display in the dialog, select the check
box in the header row.

Once at least one plan file has been selected, you can select which print views to print.

4. Inthe Select views to print section (at the bottom of the dialog), select the views that you want
to print. You must do this for each source template used for the selected plan files.

Select views to print: & Select at least one print view per ternplate

Print Views Template

0 zelected Select print views Budget Template

e Click the Select print views link.

e In the Select Print Views dialog, select the sheet / print view combinations that you would
like to print, and then click OK.

If you want to see the settings that will be applied to the print job, click the View link. Print
settings are read-only in this context.

NOTE: All template sheets are listed in this context (except for Control Sheets),
including sheets that you may not normally see in plan files because they are hidden. If
you select a sheet that is hidden in one of the selected plan files, it will not be printed.
A message will inform you of the unprinted sheet when the printing process is
complete.

e Repeat this process for each source template.

If all of the selected plan files were built using the same template, then there will be only one
template listed. If the selected plan files were built using multiple templates, then multiple
templates will be listed. The print selections for each template will only apply to the plan files
that were built using that template.
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5. If you want to print to a different printer than your default printer, click Choose Printer at the
bottom of the dialog. In the Printer Setup dialog, select the printer that you want to use, and
then click OK.

NOTE: In the Windows Client, the printer is always your default printer unless you change it
for a particular print job. In the Excel Client, the printer starts as your default printer, but if
you change the printer for a print job, the changed selection will be remembered for any
future print jobs in the current session.

6. Click Print.
The selected plan files are printed, using the print view selections.

If a selected print view is not found in a target plan file, a message displays at the end of the process,
listing the affected plan file and the relevant sheet / print view. This may occur if the print views in
either the template or the plan file have been modified after plan file creation.

Taking a snapshot copy of an Axiom file

You can take a “snapshot” of a spreadsheet Axiom file, so that you can save a copy as a normal Excel file
and then open it in Microsoft Excel (without needing Axiom Financial Planning). For example, you may
want to send a copy of a report to someone that does not have access to Axiom Financial Planning.

When you create a snapshot of an Axiom file, the file is copied as an XLSX file, and the following occurs:

e All Control Sheets and any hidden sheets are automatically removed. You can choose whether to
include all remaining sheets, or only the active sheet.

e All Axiom formulas are replaced with values. You can choose whether to retain Excel formulas, or
replace them with values. If Excel formulas are preserved, certain formulas will be replaced with
values if they reference sheets or cells that are deleted as part of the snapshot processing.

e Rows and columns flagged for delete are deleted.
Due to the file format, any VBA macros in the file are also removed.

To take a snapshot of an Axiom file:

1. Open the file in Axiom Financial Planning.

2. Onthe Axiom tab, in the File Output group, click Snapshot.

NOTE: In systems with installed products, this feature may be located on the Main tab—
either directly on the ribbon or under Publish.

The Snapshot File dialog opens.

3. Inthe Formula Replacements section, select one of the following:
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e Convert All Formulas (default): All formulas are replaced with values.

e Retain Excel Native Formulas: All Excel formulas in the spreadsheet will be retained as is,
with one exception. If a cross-sheet formula references a sheet that will not be present in
the snapshot (depending on the Sheets To Snapshot setting), that formula will be replaced
with values.

NOTE: If the file contains a pivot table, this option must be selected in order for the
pivot table to work in the snapshot copy.

4. Inthe Sheets to Snapshot section, select one of the following:
e Limit to Active Sheet (default): Include only the active sheet in the snapshot.

e All Sheets In File: Include all sheets in the file (except any Control Sheets and hidden
sheets, which are always removed).

5. Click OK.

The snapshot file is created and is opened in Axiom Financial Planning. The navigation tab for the file is
titled either Sheetname_snapshot (if the snapshot contains only one sheet) or FileName_snapshot (if
the snapshot has multiple sheets). You can now use Save As features to save the file locally or to a
network location.

NOTE: If you are using the Excel Client and you want to save a copy of the snapshot as a PDF file, you
can use standard Excel functionality to do so. Use File > Save As, and then select PDF as the file type.
This is an Excel-specific feature that is not available in the Windows Client.

If you want to email a snapshot to someone directly, you can use the E-Mail Workbook feature. This
creates a snapshot and attaches it to an email (instead of opening it in Axiom Financial Planning).

Emailing a snapshot of an Axiom file

You can email a snapshot of a spreadsheet Axiom file using the E-mail feature. Axiom Financial Planning
creates a snapshot copy of the file and attaches it to an email. The copy can then be viewed outside of
Axiom Financial Planning by someone who may have no access to the system. When you use this
feature, Axiom Financial Planning creates a snapshot copy of the file just like it would if you used the
Snapshot feature.

The email can be sent using your default email client (such as Microsoft Outlook), or you can send the
file using the Axiom Financial Planning Scheduler email service. Note that the Scheduler email service
does not support HTML format for email.
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NOTES:

¢ The name of the emailed file is either Sheetname_snapshot (if the snapshot contains only
one sheet) or FileName_snapshot (if the snapshot has multiple sheets). The name cannot be
changed.

¢ You can also email snapshot copies using the File Processing feature. File processing is
typically used when you want to automate the process and employ multipass processing to
send the same file to different people using different data. The E-mail feature is best used to
send "one-off" snapshots as needed.

To email a snapshot copy of an Axiom file:
1. Open the file in Axiom Financial Planning.

2. Onthe Axiom tab, in the File Output group, select E-mail.

NOTE: In systems with installed products, this feature may be located on the Main tab—
either directly on the ribbon or under Publish.

The E-mail Active Workbook dialog opens.
3. For Send As, select Snapshot.
4. For Send using, select one of the following:

e Outlook: Send the email using the default email client on your local machine (for example,
Microsoft Outlook). The name of this option may be customized for your organization.

e Axiom Mail Service: Send the email using the Axiom Financial Planning Scheduler email
service.

5. Complete the following Snapshot Options in the dialog:

Option Description

Send file as Select XLS, XLSX, XLSM, or PDF. XLSX is selected by default.

Include Select one of the following:

e Entire Workbook: All sheets are included in the snapshot (except
Control Sheets and hidden sheets, which are always removed).

e Active Worksheet Only (default): Only the active worksheet is
included in the snapshot.
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Option Description

Formulas e Convert All Formulas (default): All formulas are converted to values.
e Retain Excel Native Formulas: Axiom formulas are converted to
values, but Excel formulas are left as is. Note that if an Excel formula
references a sheet that is not included in the snapshot, that formula
will be converted to a value.
NOTE: If the file contains a pivot table, this option must be selected in
order for the pivot table to work in the snapshot copy.

This option does not apply if PDF is the selected file type.

6. Click OK.

If you selected to send the file using your default email client, then a new email message opens, with
the snapshot file attached. You can then specify the recipient, subject, and body text for the email, and
then send it.

If you selected to send the file using the Axiom mail service, then an E-Mail dialog opens so that you can
specify the recipient, subject, and body text for the email. In the address boxes (To, Cc, and BCC), you
can either type an email address, or click the button to select an Axiom Financial Planning user. If you
select a user, the email will be sent using the user's email address as defined in Axiom Financial Planning
security. When you click OK, the email settings are saved to the database, to be sent the next time the
Scheduler SMTP Email Delivery task is run.

Emailing a hyperlink to an Axiom file

You can email a hyperlink to a spreadsheet Axiom file using the E-mail feature. Axiom Financial Planning
creates a URL hyperlink to the file and includes it in an email. The email recipient can click on the link to
launch the system and open the file directly, assuming that the recipient is an Axiom Financial Planning

user who has rights to access the file.

The email can be sent using your default email client (such as Microsoft Outlook), or you can send the
file using the Axiom Financial Planning Scheduler email service. Note that the Scheduler email service
does not support HTML format for email.
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NOTES:

¢ Alternatively, you can obtain a URL to an Axiom file using a variety of ways and then paste it
into an email that you create manually. For example, you can use GetDocumentHyperlink or
right-click a file in Axiom Explorer to obtain a URL. The email hyperlink feature is provided as a
convenience to quickly send a hyperlink to the current file.

¢ The email hyperlink feature cannot be used to send a hyperlink to open a form-enabled file as
an Axiom form; the source file will always be opened as a spreadsheet.

e The hyperlink included in the email uses the same format as hyperlinks generated using
GetDocumentHyperlink, including the differing URL format for systems using SAML or
OpenlID Authentication.

To email a hyperlink to an Axiom file:
1. Open the file in Axiom Financial Planning.

2. On the Axiom tab, in the File Output group, select E-mail.

NOTE: In systems with installed products, this feature may be located on the Main tab—
either directly on the ribbon or under Publish.

The E-mail Active Workbook dialog opens.
3. For Send As, select Document Link.
4. For Send using, select one of the following:

e Outlook: Send the email using the default email client on your local machine (for example,
Microsoft Outlook). The name of this option may be customized for your organization.

e Axiom Mail Service: Send the email using the Axiom Financial Planning Scheduler email
service.

5. Optional. Complete the Document Link Options in the dialog:

Option Description

Sheet Filter If desired, enter a filter to apply to the file when it is opened. You can type
the filter statement or use the Filter Wizard.

The filter is applied like a Quick Filter and affects any data queries in the
file. For example, Dept .Region="'West ' means that all data queried will
be limited to the West region.
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Option Description

Cell Address If desired, specify the cell to be made active when the document is
opened. For example:

Sheetl1!D22

If the specified location would not be in view normally then the file will be
scrolled to that location; otherwise the file will open in its default view
with the cursor placed at that location.

6. Click OK.

If you selected to send the hyperlink using your default email client, then a new email message opens,
with the hyperlink included in the body text. You can then specify the recipient, subject, and additional
body text for the email, and then send it.

If you selected to send the hyperlink using the Axiom mail service, then an E-Mail dialog opens so that
you can specify the recipient, subject, and additional body text for the email. In the To and Cc boxes, you
can either type an email address, or click the button to select an Axiom Financial Planning user. If you
select a user, the email will be sent using the user's email address as defined in Axiom Financial Planning
security. When you click OK, the email settings are saved to the database, to be sent the next time the
Scheduler SMTP Email Delivery task is run.

Using rating agency medians
Several reports in the Axiom Financial Planning allow you to use the rating agency medians for ratio
comparison purposes. These medians include the following:

e Moody's
e S&P
e Fitch

You can also create your own user-defined medians.
You can use medians in the following reports:

e The Financial Statements report, which you can launch from the task pane or from the Control
Panel

e The Financial Statement with Detail report

e The Scenario Sensitivity Analysis report

To use rating agency medians:
1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, do one of
the following:
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¢ Double-click Financial Statements.
¢ Click Financial Analysis, and double-click Financial Statements with Detail.
e Click Sensitivity Analysis, and double-click Sensitivity Analysis.

2. Inthe Refresh Variables dialog, in the Select Rating Agency Median drop-down, select the
median.

3. Inthe Filter by select group of scenarios drop-down, do one of the following:
¢ To include all of the scenarios assigned to a specific group in the report, select Yes.
° Inthe Select a SCENARIO.RptScenario Group field, type the scenario group name,
or click Choose Value to choose from a list of scenario group names.
e Toinclude an individual scenario in the report, select No.

° In the Select a SCENARIO field, type the name of the scenario, or click Choose Value
to choose from a list of scenario names.

4. Inthe No. of Projection Years drop-down, select the number of years to include in the report,
and click OK.

The selected medians display in the Report tab, in the Statistics and Ratios section of the report.

Creating a user-defined median

Use this procedure to create your own medians.

To create a user-defined median:

1. Inthe Fin Plan Admin task pane, in the Administration section, click Administrative Utilities, and
double-click User Defined Credit Medians Input.

Administration "~

# Dimension Maintenance - Integration Mappir
¥ A |Dimension Update Utilities

- munistrative Ltilities
%User Defined Credit Medians Input h
Annual Reliforward Utility
(=] Revenue Spread Utility
(=N Fp Data Collection Template
k Security Setup

- Financial Planning Data Diagrams
IﬂE‘Fir'lan.::iaI Planning Table Diagram
b ' Create New File Group

2. Inthe User Defined column, type the median information in the yellow cells.
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User Defined Credit Medians Input
User
Credit Indices Defined AA I AA-
Days Cash on Hand 0.00 390.4 350.6
Days in Accounts Receivable 0.00 48.2 48.6
MNet Patient Revenues 0 1,352,895 865,171
Operating Margin 0.0% 7.10% 5.80%
Excess Margin 0.0% 10.00% 8.80%
Debt to Capital (%) 0.0% 21.00% 23.60%
Coverage (x) 0.00 0.00 0.00
Average Age of Plant 0.00 11.4 10.5
Cash to Debt (%) 0.0% 312.10% 268.20%

3. In the Main ribbon tab, click Save.

Working with Financial Analysis reports

The following table provides a brief description of the Financial Analysis reports available in Axiom
Financial Planning:

Report Description

Financial Planning Provides a web-based version of the Capital tab in the Financial
Dashboard Statements report.

Capital Summary Create a summary of capital spending for selected scenario(s).

Capital Summary by Create a summary of capital spending for the selected scenario(s) by
Model model.

Code Comparison by Compare a single code across multiple models.

Model

Code Drill Report by Compare a single code across multiple models.

Model

Consolidating by Create a consolidating set of financial statements for a single year for a
Model-Enterprise selection of models.

Consolidating by Create a consolidating set of financial statements for a single year for a
Node selection of nodes.

Financial Statements View a set of Consolidated Financial Statements for selected scenario(s).
Financial Statements View a set of Consolidated Financial Statements with full detail for
with Detail selected scenario(s).
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Report Description

Model Assumptions View a high-level view of the assumptions that went into the projections
and related ratios.

Payor Analysis Summarize payor-level data for a selected scenario for all years.
Payor Analysis- Display payor-level data for the year-over-year change for a selection of
Change scenarios.

Using the Financial Planning Dashboard

The Financial Planning Dashboard provides a web-based version of the Capital tab in the Financial
Statements report. The Dashboard displays the following data:

e Credit Profile — Common financial metrics used for analysis by rating agencies

° Financial Summary — Selected profitability and capital metrics

° Profitability — Annual Operating Margin, Operating EBIDA Margin, and Excess Margin grid
and graph, compared to selected rating median

° Debt Position — Annual debt service coverage, debt to capitalization, and debt to cash flow
grid and graph compared to selected rating median

° Liquidity — Annual cash to debt, days cash, and days in AR grid and graph compared to
selected rating median

° Other Financials — Average age of plant, capital spending ratio, and compensation ratio
grid and graph compared to selected rating median

e Capital Position Analysis — Sources and uses of cash analysis for selected number of years. Allows
entry of other additional sources and uses of cash as well as bond funds and displays cash flow
requirements and historical cash flow

e Capital Position Scenarios — Annual cash flow requirements for incremental days cash on hand
values with the option to change days cash on hand values and increment baseline cash values

e Capital Capacity — Estimated debt capacity, long-term debt, existing cash, minimum cash target,
net cash position, and net capital capacity grid and graph
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To use the Financial Planning Dashboard:

1. Inthe Fin Plan Admin task pane, in the Financial Planning Reports section, double-click Financial
Planning Dashboard.

Financial Planning Reports
» . _My Reports
Financial Statements
Consolidating by Mode
» . Financial Analysis
» . Sensitivity Analysis

I [=|Financial Planning Dashboard |h

2. To filter the data for the dashboard, click the funnel icon in the upper left corner of the page.

ard: Financial Summary

ating Agency Median

User Defined v]* Capital Position Scenarios Capital Capacity

Filter by select group of scenarios?
No -y | X

3. Select the following filter options, as needed:
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Option Description

Select Rating Select the rating agency to use.

Agency Median NOTE: By default, the system uses the rating agency median defined

in the Setup driver.

Filter by select To filter by a group of scenarios, select Yes.

f ios?
group of scenarios NOTE: If you select Yes, the Select a SCENARIO.RptScenario Group

drop-down displays. Select the scenario group from this drop-down.

Select a MODEL Select one or more models.

Select a SCENARIO Select one or more scenarios.

No. of Projection Select the number of years.

Years

Advanced Filters Use the Filter Wizard to create or use an existing filter.
4. Click Apply.

Running the Capital Summary report

Use this report to create a summary of capital spending for the selected scenario(s).

To run the Capital Summary report:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click
Financial Analysis, and double-click Capital Summary.

2. Inthe Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank.

Options Description

Filter by select group of Do the following:

scenarios? . . . .
e To display scenarios in the report filtered by their

assigned group, select Yes.
e To not display scenarios by assigned group, select No.

Select a SCENARIO a. Click Choose Value.

b. Inthe Choose Value dialog, select the scenario to
include in the report.

c. Click OK.
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Options Description

No. of Projection Years a.

b.

Click Choose Value.

In the Choose Value dialog, select the number of

projection years to include in the report.

c. Click OK.

3. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

4. To save the report, in the Main ribbon tab, click Save.

Running the Capital Summary by Model report

Use this report to create a summary of capital spending for the selected scenario(s) by model.

To run the Capital Summary by Model report:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click
Financial Analysis, and double-click Capital Summary by Model.

2. Inthe Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Options Description

Filter by select group of Do the following:

scenarios? . . . .
e To display scenarios in the report filtered by their

assigned group, select Yes.
¢ To not display scenarios by assigned group, select No.

Select a SCENARIO a.

Click Choose Value.

b. Inthe Choose Value dialog, select the scenario to
include in the report.

c. Click OK.
Click Choose Value.

No. of Projection Years a.

b. Inthe Choose Value dialog, select the number of
projection years to include in the report.

c. Click OK.

3. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

4. To save the report, in the Main ribbon tab, click Save.
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Running the Code Comparison by Model report

Use this report to compare a single code across multiple models.

To run the Code Comparison by Model report:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click
Financial Analysis, and double-click Code Comparison by Model.

2. Refresh the data in the report by doing one of the following:
e |n the Admin ribbon tab, in the Workbook Options group, click Refresh Data.

e Press F9.

3. Inthe Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Options Description

Select Year 1 of Comparison Select the first year to include in the report.
Select Year 2 of Comparison Select the second year to include in the report.
Select Scenario to View Select the scenario to include in the report.
Select Statistic #1 for Analysis Select the first statistic to compare..

Select Statistic #2 for Analysis Select the second statistic to compare.

4. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

5. To save the report, in the Main ribbon tab, click Save.

Running the Code Drill Report by Model report

Use this report to compare a single code across multiple models.

To run the Code Drill Report by Model report:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click
Financial Analysis, and double-click Code Drill Report by Model.

2. Refresh the data in the report by doing one of the following:
¢ |n the Admin ribbon tab, in the Workbook Options group, click Refresh Data.

e Press F9.

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

NOTE: To return all results, leave the selections blank, and click OK.
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Options Description

Select Scenario a. Click Choose Value.

b. Inthe Choose Value dialog, select the scenario to

include.
c. Click OK.
No. of Projection Years Select the number of projected years.
Select Code a. Click Choose Value.

b. Inthe Choose Value dialog, select the code to
include.

c. Click OK.

4. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

5. To save the report, in the Main ribbon tab, click Save.

Running the Consolidating by Model-Enterprise report

Use this report to create a consolidating set of financial statements for a single year for a selection of
models.

To run the Consolidating by Model-Enterprise report:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click
Financial Analysis, and double-click Consolidating by Model-Enterprise.

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

e Press F9.

3. Inthe Refresh Variables dialog, select the following, and click OK:
NOTE: To return all results, leave the selections blank, and click OK.

Options Description

Select a Comparison Year Select a year to include in the report.

Select Scenario a. Click Choose Value.

b. Inthe Choose Value dialog, select the scenario to
include.

c. Click OK.

Model Grouping Select the model group to include in the report.
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4. Atthe top of the report, in the Financial Planning Year cell, select the planning year data to view.

5. To save the report, in the Main ribbon tab, click Save.

Running the Consolidating by Node report

Use this report to create a consolidating set of financial statements for a single year for a selection of
nodes.

To run the Consolidating by Node report:
1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click
Financial Analysis, and double-click Consolidating by Node.

NOTE: There are two Consolidating by Node reports listed in the task pane. These reports are
identical.

2. Refresh the data in the report by doing one of the following:
¢ |n the Admin ribbon tab, in the Workbook Options group, click Refresh Data.

e Press F9.

3. Inthe Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Options Description

Select Scenario to View a. Click Choose Value.

b. Inthe Choose Value dialog, select the scenario to
include.

c. Click OK.

Select Year Select a year to include in the report.

4. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

5. To save the report, in the Main ribbon tab, click Save.

Running the Financial Statements report

Use this report to create a set of consolidated financial statements for the selected scenario(s).

This report includes the following data:
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e Credit Profile — Common financial metrics used for analysis by rating agencies
° Financial Summary - Selected profitability and capital metrics

° Profitability - Annual Operating Margin, Operating EBIDA Margin, and Excess Margin grid
and graph, compared to selected rating median

° Debt Position - Annual debt service coverage, debt to capitalization, and debt to cash flow
grid and graph compared to selected rating median

° Liquidity - Annual cash to debt, days cash, and days in AR grid and graph compared to
selected rating median

© Other Financials — Average age of plant, capital spending ratio, and compensation ratio
grid and graph compared to selected rating median

e Capital Position Analysis — Sources and uses of cash analysis for selected number of years. Allows
entry of other additional sources and uses of cash as well as bond funds and displays cash flow
requirements and historical cash flow

e Capital Position Scenarios - Annual cash flow requirements for incremental days cash on hand
values with the option to change days cash on hand values and increment baseline cash values

e Capital Capacity — Estimated debt capacity, long-term debt, existing cash, minimum cash target,
net cash position, and net capital capacity grid and graph

To run the Financial Statements report:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click
Financial Analysis, and double-click Financial Statements.

NOTE: There are two Financial Statements reports listed in the task pane. These reports are
identical.

2. Refresh the data in the report by doing one of the following:
e In the Admin ribbon tab, in the Workbook Options group, click Refresh Data.

e Press F9.

3. Inthe Refresh Variables dialog, select the following, and click OK:
NOTE: To return all results, leave the selections blank, and click OK.

Option Description

Select Rating Agency Median Select the Rating Agency Median to include in the report.

NOTE: By default, the system uses the rating agency
median selected in the Setup driver.
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4.

5.

Option Description

Filter by select group of Do one of the following:

scenarios? . - .
e To filter the report by the specified group the scenario

belongs to, select Yes.
¢ To not filter the report by group, select No.

Select SCENARIO Select one or more scenarios.
No. of Projection Years Select the number of projected years.
Select Model(s) (optional) Select one or more models.

At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

To save the report, in the Main ribbon tab, click Save.

Running the Financial Statements with Detail report

Use this report to create a set of Consolidated Financial Statements with full detail for the selected
scenario(s).

To run the Financial Statements with Detail report:

1.

In the Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click
Financial Analysis, and double-click Financial Statements with Detail.

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

e Press F9.

In the Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Option Description

Select Rating Agency Median Select the Rating Agency Median to include in the report.

Select Scenario to View a. Click Choose Value.

b. In the Choose Value dialog, select the scenario to
include.

c. Click OK.

At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

To save the report, in the Main ribbon tab, click Save.
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Running the Model Assumptions report

Use this report to create a high-level view of the assumptions that went into the projections and related
ratios.

To run the Model Assumptions report:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click
Financial Analysis, and double-click Model Assumptions.

2. Inthe Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Option Description

Select Rating Agency Median Select the first Rating Agency Median to include in the
#1 report.
Select Rating Agency Median Select the second Rating Agency Median to include in the
#2 report.
No. of Projection Years Select the number of projected years to include in the
report.

Select a SCENARIO a. Click Choose Value.

b. In the Choose Value dialog, select the scenario to

include.
c. Click OK.

3. Atthe top of the report, in the Financial Planning Year cell, select the planning year data to view.

4. To save the report, in the Main ribbon tab, click Save.

Running the Payor Analysis report

Use this report to view a summary of Payor-level data for a selected scenario for all years.

To run the Payor Analysis report:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click
Financial Analysis, and double-click Payor Analysis.

2. Inthe Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.
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Options Description

Select Scenario a. Click Choose Value.

b. Inthe Choose Value dialog, select the scenario to
include.

c. Click OK.

No. of Projection Years Select the number of projected years to include in the
report.

3. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

4. To save the report, in the Main ribbon tab, click Save.

Running the Payor Analysis-Change report

Use this report to analyze Payor-level data for the year-over-year change for a selection of scenarios.

To run the Payor Analysis-Change report:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click
Financial Analysis, and double-click Payor Analysis-Change.

2. Refresh the data in the report by doing one of the following:
¢ |n the Admin ribbon tab, in the Workbook Options group, click Refresh Data.

e Press F9.

3. Inthe Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Options Description

Select Scenario a. Click Choose Value.

b. Inthe Choose Value dialog, select the scenario to

include.
c. Click OK.
Select Base Year for Select the base year to compare the other years to.
Comparison
Select Comparison Year #1 - #4 Select the years to add to the report to compare to the
base year.

4. Atthe top of the report, in the Financial Planning Year cell, select the planning year data to view.

5. To save the report, in the Main ribbon tab, click Save.
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Working with Integration reports

Integration reports are available in the Integration folder in the Financial Planning Reports section of the
Fin Plan task pane, and in the Integration section of the Fin Plan Admin task pane.

Management Reporting Variance Analysis report — View integrated budget data and compare operating
revenue, income, and expenses from Axiom Financial Planning, Axiom Budgeting, and Axiom Rolling
Forecasting for a selected FP File Group year.

Using the Management Reporting Variance Analysis report

The Management Reporting Variance Analysis report allows you to compare operating revenue, income,
and expenses from Axiom Financial Planning, Axiom Budgeting, and Axiom Rolling Forecasting for a
selected Axiom Financial Planning File Group year. You can also use the report to compare Axiom
Financial Planning data and data from one of the other two products, if desired, or if your Axiom
Financial Planning system is not integrated with both Axiom Budgeting and Axiom Rolling Forecasting.

You can use this report as a comparison tool to compare a selected year between Axiom Financial
Planning, Axiom Budgeting, and Axiom Rolling Forecasting. This can be used to compare performance to
the target set in Axiom Financial Planning.

The Management Reporting Variance Analysis report has two parts: a set of graphs and an income
statement.

The graphs display the following Key Performance Indicators:

e Total operating revenue

* Total operating expenses

* Net operating income

¢ Total net income over expenses
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FP File Group Year: 2020 | Analysis Year: 2021 | FP Node: All | FP Model: 'Budget Integration’ | FP Scenario: 0 | Budget Type/Yr: Budget-2020 | RF Period: Jul-2018 - Jun-2019
Integrated Reporting: Financial Planning, Budgeting, and Rolling Forecast income statement

Click to open

= Launch Data Navigator

To view rounded

Total Operating Revenue ($ 000s) amounts, hover your Total Operating Expenses ($ 000s) Total Operating Revenue
$400,000 cursor over each §300,000
$350,000 CO‘Umn $250,000
§300,000
$250,000 sl
$200,000 $150.000
10800 5100,000
$100,000
$5,000 $50,000
$0 s0
FP Budget RF Budget
Net Operating Income (S 000s) Total Net Income Over Expenses ($ 000s) KPI boxes display
880,000 520,000 exact amounts
$70,000 $70,000
$60,000 560,000
560,000 $50,000
$40,000 $40,000
$30,000 $30,000
$20,000 $20,000
$10,000 510,000
$0 S0
FP Budget RF FP Budget

*NOTE change values by using filter panel

The income statement displays an analysis section followed by a Statistics and Ratios section:

Data Navigator x
Income Statement Analysis
Financial Rolling Budgeting vs. FP § Budgeting vs. FP % RFvs.FP § RFvs. FP %
Planning Budgeting Forecast Variance Variance Variance Variance
Patient Revenue b
Variance wamning set to +/- 10%
Inpatient 370,838 376,828 359,504 5,990 2% 11,334 —
Outpatient 226,258 156,690 155452 -69,568 -31% -70,807 31% ﬁ
4 Total Patient Revenue $597,096 $533,518 $514,955 -$63,578 1% -$82,141 -14% A

Deductions from Revenue

Charity Services 14,114 13,167 10,264 048 % 3851 27% A
Deductions From Revenue 274,240 375411 227,880 101371 37% 46,351 7% A
Other Discounts o 14,287 77 14,287 0% 77 0%
Bad Debt 1879 1,265 1981 614 -33% 62 3% A
4 Total Deductions from Revenue $290,233 $404,130 $240,170 $113,896 30% -$50,063 7% A
Other Revenue
Premium Revenue 0 32,029 27,424 32029 0% 27,424 0%
Other Operating Revenue 33438 15,169 30,107 18,269 -55% 3331 0% A
4 Total Other Operating Revenue $33,438 847,198 $57,531 $13,760 ax $24,093 2% A
Total Operating Revenue $340,301 $176,586 $332,316 -$163,715 -a8% -§7.985 2%
Operating Expenses

Close

Statistics and Ratios section:
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Total Not Income 548259 -$85,283 $54861 5133541 277% 6,602 4%
Statistics & Ratios

Total FTEs 2359.3 22922 15158 -67.1 -8% -843.5 36%
Profitability

EBIDA $77.331 476,310 $82,580 -$153,641 -199% $5249 7%

EBIDA Margin 2272% -4321% 24.85%

Operating EBIDA $69,894 -$76,310 b $82,580 -$146,204 ~209% $12,686 18%

Operating EBIDA Margin 20.54% -43.21% 24.85%

Excess Margin 13.88% -48.30% 16.51%

Close

To use the report:

1. Inthe Fin Plan Admin task pane, in the Financial Planning Reports section, expand the
Integration folder and then double-click Management Reporting Variance Analysis.

Financial Planning Reports -
Financial Statements
Eansulidating by Node

b . Financial Analysis

b . Sensitivity Analysis

= |/ Integration

F=]Ma nagement Reporting Variance Analysis
Financial Planning Dashboard

2. To filter the data in the report, click the funnel icon in the upper left corner of the report.

i FP File Group Year: 2020 | Analysis Year: 2021 | FP Node: All | FP Moc

Tl E e T Integrated Reporting: Financial Planning,
FF File Group Year
2020 - x

Analysis Year

2021 v | x

Total Operating Revenue (S 000s)

§5,000,000 |

3. Select from the following filter options, as needed:

Filter Option Description

Financial Planning Inputs  Select the data from Financial Planning to use.

FP File Group Year Select the FP File Group year to compare.

Analysis Year Select the year to analyze and set budget targets.
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Filter Option Description

FP Node (from DEPT Select the FP Node used as the link between the integrated

table) (optional) products in the report. This data comes from the mapping
column in the DEPT table that maps the Financial Planning and
Department together.

Model (optional) Select the model, if desired.

Scenario Select the scenario. For more information, see Working with
Scenarios and Create, modify, or copy a scenario.

Budgeting Inputs Select the data from Management Reporting table to use in your
analysis.

Budget Type/Year Select the desired Budget-[year], Actual-[year], or Current Year
Forecast-[year]

Rolling Forecasting Select the data to use from Rolling Forecasting.

Inputs

Rolling Forecasting Select the desired quarter to use as the first quarter in your

Period 1 analysis year.

Rolling Forecasting Select the desired quarter to use as the second quarter in your

Period 2 analysis year.

Rolling Forecasting Select the desired quarter to use as the third quarter in your

Period 3 analysis year.

Rolling Forecasting Select the desired quarter to use as the fourth quarter in your

Period 4 analysis year.

4. Click Apply.

5. To launch the income statement, in the upper right of the report, click Launch Data Navigator.

Working with Scenario Analysis reports

Axiom Financial Planning offers several reports specifically designed for analyzing and comparing
scenarios.

The following is a list of the reports available to analyze your scenarios:

Report Description

2 Scenario Comparison  View data from two different scenarios side-by-side, along with the
variance and % change between the two scenarios.
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Report Description

3 Scenario Comparison Compare a scenario against two other scenarios, with the variance and %
change for each.

Multi Scenario Ratio View projections for key financial ratios and key debt and liquidity ratios
Comparison for up to five different scenarios at once.

Multi Scenario Review View projections for key statistics for up to five different scenarios at

once.
Scenario Review View the Consolidated Financial Statements for selected scenarios.
Scenario Structure View the models, nodes, node types, integration status and associated

global assumptions sets for a given scenario.

Scenario Variance View the projected variances between the income statements, balance
Comparison sheet, statement of charges, cash flow statement and key statistics and
ratios for two selected scenarios for a number of years.

Run the 2 Scenario Comparison report

Use this report to compare one scenario to another for a single year.

To run the 2 Scenario Comparison report:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, click Scenario
Analysis, and double-click 2 Scenario Comparison.

2. Refresh the data in the report by doing one of the following:
¢ Inthe Admin ribbon tab, in the Workbook Options group, click Refresh Data.
e Press F9.

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

NOTE: To return all results, leave the selections blank, and click OK.

Options Description

Select Forecast Year of Select the forecast year for the scenarios to compare.
Comparison
Select Scenario 1 to Compare a. Click Choose Value.

b. Inthe Choose Value dialog, select the first scenario
to compare to the second.

c. Click OK.
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Options Description

Select Scenario 2 to Compare a. Click Choose Value.

b. In the Choose Value dialog, select the second
scenario to compare to the first.

c. Click OK.

4. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.
(TFS 8063)(TFS 8860)

5. To save the report, in the Main ribbon tab, click Save.

Run the 3 Scenario Comparison report

Use this report to compare three scenarios for a single year.

To run the 3 Scenario Comparison report:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, click Scenario
Analysis, and double-click 3 Scenario Comparison.

2. Refresh the data in the report by doing one of the following:
¢ Inthe Admin ribbon tab, in the Workbook Options group, click Refresh Data.
e Press F9.

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

NOTE: To return all results, leave the selections blank, and click OK.

Options Description

Select Forecast Year of Select the forecast year for the scenarios to compare.
Comparison
Select Scenario of Comparison a. Click Choose Value.

b. Inthe Choose Value dialog, select the scenario to
compare the first and second scenario to.

c. Click OK.

Select Scenario 1 for a. Click Choose Value.

Comparison . . .
P b. Inthe Choose Value dialog, select the first scenario

to compare to the scenario of comparison.

c. Click OK.
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Options Description

Select Scenario 2 for a. Click Choose Value.

Comparison .
P b. In the Choose Value dialog, select the second
scenario to compare to scenario of comparison.

c. Click OK.

4. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

5. To save the report, in the Main ribbon tab, click Save.

Run the Multi Scenario Ratio Comparison report

Use this report to compare multiple ratios across multiple scenarios.

To run the Multi Scenario Ratio Comparison report:
1. Inthe Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, click Scenario
Analysis, and double-click Multi Scenario Ratio Comparison.

2. Inthe Refresh Variables dialog, select one to five scenarios to include in the report by doing the
following:

NOTE: To return all results, leave the selections blank, and click OK.

a. Click Choose Value.
b. Inthe Choose Value dialog, select the scenario to include in the report.
c. Click OK.

3. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.
(TFS 8063)(TFS 8860)

4. To save the report, in the Main ribbon tab, click Save.

Run the Multi Scenario Review report

Use this report to multiple key statistics for up to five scenarios.

To run the Multi Scenario Review report:
1. Inthe Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, click Scenario
Analysis, and double-click Multi Scenario Review.

2. In the Refresh Variables dialog, select one to five scenarios to include in the report by doing the
following:
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NOTE: To return all results, leave the selections blank, and click OK.

a. Click Choose Value.
b. In the Choose Value dialog, select the scenario to include in the report.
c. Click OK.
3. Atthe top of the report, in the Financial Planning Year cell, select the planning year data to view.

4. To save the report, in the Main ribbon tab, click Save.

Run the Scenario Review report

Use this report to compare three scenarios for a single year.

To run the Scenario Review report:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, click Scenario
Analysis, and double-click Scenario Review.

2. In the Refresh Variables dialog, select the following, and click OK:

NOTE: To return all results, leave the selections blank, and click OK.

Option Description

Select Rating Agency Median Select the forecast year for the scenarios to compare.
Filter by select group of Do the following:
scenarios?

¢ To display scenarios in the report filtered by their
assigned group, select Yes.

¢ To not display scenarios by assigned group, select No.

Select a SCENARIO a. Click Choose Value.

b. Inthe Choose Value dialog, select the scenario to
include in the report.

c. Click OK.

No. of Projection Years a. Click Choose Value.

b. Inthe Choose Value dialog, select the number of
projection years to include in the report.

c. Click OK.

3. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

4. To save the report, in the Main ribbon tab, click Save.
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Run the Scenario Structure report

Use this report to show the contents and characteristics of a specified scenario.

To run the Scenario Structure report:
1. Inthe Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, click Scenario
Analysis, and double-click Scenario Structure.

2. Inthe Refresh Variables dialog, click Choose Value.

3. Inthe Choose Value dialog, select the scenario to include in the report, and click OK.

NOTE: To return all results, leave the selection blank, and click OK.

4. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

5. To save the report, in the Main ribbon tab, click Save.

Run the Scenario Variance Comparison report
Use this report to compare one scenario to another for multiple years.

To run the Scenario Variance Comparison report:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, click Scenario
Analysis, and double-click Scenario Variance Comparison.

2. Inthe Refresh Variables dialog, select two scenarios to compare by doing the following, and
clicking OK:

NOTE: To return all results, leave the selections blank, and click OK.

Options Description

Select Scenario #1 for Variance a. Click Choose Value.

Comparison . ) .
P b. Inthe Choose Value dialog, select the first scenario

to compare to the second scenario.

c. Click OK.

Select Scenario #2 for Variance a. Click Choose Value.

C .
omparison b. In the Choose Value dialog, select the second

scenario to compare to the first scenario.

c. Click OK.

3. At the top of the report, in the Financial Planning Year cell, select the planning year data to view.

4. To save the report, in the Main ribbon tab, click Save.
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Run the Scenario Sensitivity Analysis report

Axiom Financial Planning includes a specialized report that allows you to determine what changes to key
drivers would be required to reach certain financial targets within a given scenario. You can also use this
same report to gauge the impact of changes to key statistics on key metrics (For example, the sensitivity
of a scenario to changes in key statistics).

The process of running the Scenario Sensitivity Analysis report begins by defining targets and ends with
making adjustments to projections for key statistics. You can save one set of targets and adjustments
per scenario. To maintain more than one set of sensitivity analysis settings, go to the Scenario Manager
and duplicate the scenario.

To get the maximum benefit from scenario sensitivity analysis, you should think about your targets and
your organization's overall situation before entering any adjustments on the report.

In what areas does your organization have the most flexibility to meet its target? Which factors are
realistically under your control and which factors are not? What degree of impact on other metrics is
acceptable in order to reach a particular target? How predictable are future trends for key statistics, and
have you accounted for all the ways in which they might fluctuate over time? Are you in a position
where an unexpected spike or drop in a certain key statistic might leave you vulnerable?

With these issues in mind, you can make your adjustments more deliberately, assess their impacts more
objectively, and keep the larger context for the analysis in mind.

To run the Scenario Sensitivity Analysis report:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Financial Planning Reports section, click
Sensitivity Analysis, and double-click Scenario Sensitivity Analysis.

2. Inthe Select Refresh Variables dialog, do the following, and click OK:

Options Description

Select the Rating Agency Select the Rating Agency to include in
the report.
Select the # of Forecast Years for Analysis Select the number of forecast years to

include in the report.

Select a Scenario for Analysis Select the scenario to include in the
report.

3. Use this report to perform the following:
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» Impact Analysis

Before reviewing the primary use for this report (performing a goal seek to determine the
adjustments needed to reach a defined target), it is best to begin by simply entering some
adjustments into the yellow cells at the top of the report to see the impact of changes to key
drivers on the target metrics.

Sensitivity Drivers 2019 2020 2021 2022 2023 2024 2025 2026
npatient Discharges 0% 0% 0% %

npatient Length Of Stay
Outpatient Visits

patient Revenue Inflation Rate
FTE Productivity

FTE Salary Inflation
Nen-salary Expense Inflaticn
Physician FFS Visits
nvestment Income (Basis Pts)

coooooooo
coooooooo

The resulting values display in the Sensitivity Summary Statistics section at the bottom of the
worksheet.

Sensitivity Summary Statistics (After Worksheet) 2019 2020 2021 2022 2023 2024 2025 2026
Total Inpatient Discharges 37,623 37,226 36,860 26,499 36,144 o 0 0
Total Patient Days 233191 230,759 228,513 226,299 224,119 o 0 o
Average Inpatient Length Of Stay 6.20 6.20 6.20 620 6.20 0.00 0.00 0.00
Total Dutpatient Visits 575,534 583,818 591,622 599,530 607,545 ) 0 0
Total Revenue 4,877,087 4,935,077 4,996,736 5,060,379 5,126,077 o 0 o
Total Salaries and Wages 578,811 577,503 576,327 575,177 574,054 ) 0 [
Physician FFS Visits 0 0 0 0 0 0 0 0
Physician Salaries & Wages ) 0 0 0 [} ) 0 0

To clear out the adjustments and revert the values to the base, in the Sensitivity task pane, in the
Sensitivity section, click the Reset Sensitivity Drivers.

Sensitivity
|3¥ Recet Sensitivity Drivers |
¥ Reset Sensitivity Base
SF Execute Sensitivity Analysis

To update the report as if the current adjusted values were the base, in the Sensitivity task pane,
in the Sensitivity section, click Reset Sensitivity Base. This allows you to gauge variances against
the adjusted numbers as you tweak other drivers.

Sensitivity
4¥ Reset Sensitivity Drivers
|3% Recet Sensitivity Base |
SF Execute Sensitivity Analysis

—/

[ IMPORTANT: Performing this action always restores the original base values for the scenario.
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» Setting targets for goal seek

The real power of the Scenario Sensitivity Analysis report is not its ability to calculate impacts of
adjustments to statistics, but rather its ability to begin with a pre-defined target and calculate the
adjustments necessary to reach that goal.

To run the Execute Sensitivity Analysis process:

a. To set targets for analysis, in the Sensitivity task pane, in the Sensitivity section, double-
click Execute Sensitivity Analysis.

MAIN  ADMIN  Home
m 2 @ H O Y > |t | E

Open App Online Navigation ~Save Refresh  Change Additions Quick  GoTo X Publish Reports
Menus * Help ~ - Data  \fjow ~ - Filter = Headings - "

< Axiom Assistant E HomePage (R/0) [#) Scenario Sensitivity Analysis (R/0) x

MNavigation o
=* Go to Before
- Go to Incremental
- Go to After
=* Go to Configuration
> Go to Sensitivity f—
Sensitivity Drivers ‘

Inpatient Discharges

Report Functions o)
’:.:!} Refresh Report
| save Sensitivity Data Inpatient Length Of Stay
Sensitivity ~ Outpatient Visits

My Files and Tasks

4¥ Reset Sensitivity Drivers Patient Revenue Inflation Rate
2¥ Reset Sensitivity Base FTE Productivity
| 4% Execute Sensitivity Analysis |

Explorer

FTE Salary Inflation

b. In the Generate Sensitivity Analysis dialog, do the following, and click Execute.

Option Description

Target Select a metric for defining your target.
Financial Goal Type your financial goal.
Start Year Select the year during which you plan to begin working

toward the goal
Target Year Select the target year for achieving the goal.

Driver Select the primary driver to adjust to reach the goal.

The report automatically applies the necessary adjustments to the key driver, evenly distributed
over the selected time period, to reach the goal.

NOTE: It is rare that targets can be realistically met by adjusting one statistic in isolation. You
most likely want to refine the proposed adjustments, and then click Execute Sensitivity
Analysis again, but this time adjusting a different statistic to make up for any differences. To
clear out the adjustments applied thus far, click Reset Sensitivity Drivers at any time.
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4. To save the changes you have made in the report, in the Sensitivity task pane, in the Report

Functions section, click Save Sensitivity Data.

Intelligence Center

The Intelligence Center is a centralized hub where you can view any report that you have access to in
the Axiom Reports Library—including web reports, Axiom forms, visualization reports, and spreadsheet
reports.

Using the Intelligence Center, you can:

e View any report you have access to, regardless of the report type
e Create new web reports (all clients) and visualization reports (clients with certain product
licenses)
e Open reports for editing, in the appropriate editor for the report type
e Export and share web reports
e Perform other report management activities, such as creating and deleting folders, copying and
deleting reports, and editing report names and descriptions
AXIOM| Intelligence Center o o @ E;
w
Reports  Row Structures Search fora Create new
v & Feports Library Intelligence Center report by naﬂ reports )
* | Access all of your
v (3 !Corporate rts i
5 M:?S‘S g:,':»::a"szzdol:_‘eb Reports Library | ICorporate > Analysis Search reports Q
O Finance
O !'ReportBuilder
» (O Archive Analysis
£ Dashboards Name Y Modified on Y Modified by Y Type h g
T e Acct Analysis 2/4/2022 916 AM  Clark Adams Web Report
» (O Forms
» O MiscReports B Budget Analysis ® Info 3/2/2021 1227 PM  Clark Adams Axiom Forms
’ E ‘:O‘NWTZTN [@ Budget to Actuals Comparison  Edi 7/2/2021 736 AM  Clark Adams Spreadsheet Report
lecovereas iles .: Share N
» [0 Supporting Documents B cCorporate Dashboard 2/4/2022917 AM  Clark Adams Web Report
» O Temp X Export »
Quarterly Performance 3/2/202112:53PM  Jane Doe Web Report
» [ Test [y Copy
y o uities Perform report actions
such as edit, copy, and i Delete
= delete . . S
1 50w items per page 1-5of Sitems

» ) My Documents

Example Intelligence Center
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» Accessing the Intelligence Center

All users can access the Intelligence Center in the Web Client browser:

LX ]

Click the Syntellis icon =21 in the Navigation bar. From the Area menu, select Intelligence Center.

1o @ i

PRODUCT AREAS
Home
Intelligence Center

System Administration

In the Desktop Client, you can open the Intelligence Center from the Reports menu. By default this

menu is present on the Axiom tab. If your system has installed products, it may be available to you on
the Main tab.

“ AXIOM = AXIOMDESIGNER  Home
VZ]Budget ~ D 'I‘-] 2 r

V=] Capital »
Reports Tables Imports Manage
Al v v -
] Al Reports
< Axiom Assi ¥ | New Report
i New Form
My Files -
" Intelligence Center
5 » 37 Favo
o v T3 Report Wizard...
2> EiRece ,
£y WMy 7« Refresh File System
Reports Library
Filla Faci-

Intelligence Center on the default Reports menu

» Opening reports

You can open any report that displays in the Intelligence Center. The Intelligence Center is automatically
filtered to only show the reports that you have access to.

To open a report from the Intelligence Center:

1. Inthe left-hand panel, select the Reports tab if it is not already selected.

2. Do one of the following to locate the report that you want to open:
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e Use the folder tree in the left-hand panel to navigate to the folder where the report is
located.

OR
¢ Use the Search box to search for the report by name.

For more information on how to search, filter, and sort the Intelligence Center, see Intelligence
Center overview.

3. Once the report displays in the Intelligence Center grid, click on the report name to open it.

e Web reports open in the same browser tab.

e Other web-enabled reports open in a new browser tab. This applies to Axiom forms,
visualization reports, and deprecated web reports.

e If the report is a spreadsheet report, Axiom Financial Planning attempts to launch the
Axiom Desktop Client and open the report. This works as follows:

° The launch routine uses the Axiom Windows Client by default.

° If an Axiom Financial Planning client is already open, the launch routine is skipped
and the report is opened in that client—regardless of whether the open client is the
Excel Client or the Windows Client. Therefore, if you want to open reports in the
Excel Client, you must launch the Excel Client first using the Quick Launch menu,
then you can open spreadsheet reports from the Intelligence Center.

NOTE: You must have the appropriate security permissions to use the Axiom Financial
Planning Desktop Client in order to open a spreadsheet report. If you do not have
either the Windows Client Access permission or the Excel Client Access permission,
then spreadsheet reports are hidden in the Intelligence Center because you cannot
launch the client to view them.

If other types of files are present in the Reports Library—such as PDF, Word, or PowerPoint—these files
can also be opened from the Intelligence Center if you have a program capable of reading the file type.
Axiom Financial Planning attempts to open the file using the same routine that opens the Axiom
Desktop Client.

» Creating new reports

Using the Create button at the top right of the Intelligence Center, you can create new reports and new
fixed row structures for use in web reports. This button is context-sensitive, depending on what area
you have selected from the left-hand panel.

To create a new report, select the Reports area from the left-hand panel, then click the Create button.
Select one of the following:

e Create web report: This option opens the web Report Builder so that you can create a new web
report from scratch. For more information, see Creating new web reports.
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e Create web report from template: This option creates a new web report using a template
provided by an installed product. See Creating new web reports from template.

* Create new visualization: This option creates a new visualization report. This option is only
available in systems where visualization reporting is licensed and enabled.

AXIOM| Intelligence Center o o @ L:i
w
Reports Row Structures
v # Reports Library Intelligence Center
v [0 ICorporate
Reports Library | !Corporate > Analysis Search reports Q
O Analysis
O Finance Create web report from template
O !ReportBuilder Create web report
» [0 Archive AnaIyS|s Create new folder
= Deshboarss Name Y Modified on Y  Modified by Y Type g
» (O File Processing
Acct Analysis 2/4/2022 916 AM  Clark Adams Web Report
» O Forms

Example Create button to create a new report

To create a new fixed row structure, select the Row Structures area from the left-hand panel and then
click Create. For more information, see Creating fixed row structures.

» Other Intelligence Center actions

In the Intelligence Center, you can use the Actions menu to perform other report and folder
management activities. To view the available actions, navigate to the item that you want to work with,
then hover your cursor over the three dots icon in the right-hand side of the Name column. Actions are
available for report files, report folders, and fixed row structures.

Analysis

Name Y

B Acct Analysis

Budget Analysis @-nfo
# Edit

@ Budget to Actuals Comparison & she >
+ E

B Corporate Dashboard & Export »
[ Copy

B Quarterly Performance -

Example Actions menu
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The following actions are available:

Action Description More Information

Info Opens the Settings panel for the current e Changing folder names and
item, displaying the item name and descriptions
description.  Changing report names and

descriptions

e Changing fixed row structure
names and descriptions

Edit Opens the current item in the appropriate ¢ Editing reports
editor. * Editing fixed row structures
Share Share the current report with other users ¢ Sharing a web report via email

via email. Only available for web reports.

Export Export the current report as a PDF, Excel, e Exporting grid data in a web
or Delimited file. Only available for web report to a delimited file
reports. e Exporting grid data in a web

report to Excel
e Exporting a PDF copy of a web

report
Copy Generates a copy of the current item. Only e Copying web reports
available for fixed row structures and web e Copying fixed row structures
reports.
Delete Deletes the current item. e Deleting reports

¢ Deleting folders
¢ Deleting fixed row structures

You can also create new folders by clicking Create > Create new folder while you are in the Reports
area.

Intelligence Center overview

The Intelligence Center is organized into two main areas. To view an area, select the area name from the
left-hand panel:

e The Reports area, which contains the Reports Library folder tree and your My Documents folder
(if you have access to it). You can click on folders in this section to navigate through the folder
tree. Once a folder is selected, the contents of that folder display in the report grid. You can click
on a subfolder name to open that subfolder, or you can click on a report name to open that
report.
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e The Row Structures section, which contains fixed row structures for use in web reports. This
section does not have subfolders. You can click on the parent Fixed Row Structures folder to view
the available fixed row structures, and click on a name to open that structure.

As you navigate, a breadcrumb displays at the top of the report grid. You can click on a folder name in
the breadcrumb to move to that folder location.

AXIOM| Intelligence Center n| A @ L:i
Click a folder in the
Reports Row Structures breadcrumb to return

w
i Search fora
v & Foports Libray Intelligence Center | tothat folder report by name

[ View reports or
orporate .
fixed row structures Reports Library | ICorporate > Analysis Search reports Q
O Analysis

(3 Finance

Click a column

[ IReportBullder header to sort by tCI;fl:tk thbe filter :Con
H 0 Tliter by a column
» O Archive Analysis _ that column o e by @
(O Dashboards
ashboa Name Y Modified on Y Modified by Y Type h 4
» [0 File Processing
B Acct Analysis 2/4/2022 916 AM  Clark Adams Web Report
» O Forms
» O Misc Reports B Budget Analysis 3/2/202112:27PM  Clark Adams Axiom Forms
» [0 Monthly Reports
[@ Budget to Actuals Comparison 7/2/20217:36 AM  Clark Adams Spreadsheet Report
O Recoveref
» O Supp Brcwse_ycur available B Corporate Dashboard 2/4/2022 917 AM Clark Adams Web Report
folders in the Reports
» O Tem| Library )
B Quarterly Performance 3/2/202112.53PM  Jane Doe Web Report
» O Test
» [0 Utilities
» D Web .
1 50 w itemsperpage 1-5ofSitems

» (3 My Documents

Navigating the Intelligence Center

» Searching the Intelligence Center
You can use the Search box at the top right of the Intelligence Center to find a report or a fixed row
structure. The search matches on name only. The search box is context-sensitive as follows:

e [f the currently selected area is Reports, then the search can be used to find reports in the
Reports Library and your My Documents folder.

e [f the currently selected area is Row Structures, then the search can be used to find fixed row
structures.

To search for an item by name:

e Type your search text into the Search box, and then click the magnifying glass or hit the Enter key
to search.

The grid updates to show a list of all reports or fixed row structures that match your search text. You can
open an item or perform other actions using this list. You can also filter and sort this list as described in
the following sections.
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To clear a search:
e Click the X icon in the right side of the Search box.

Your search text is cleared, and you are returned to the folder location that you were viewing when you
started the search.

» Filtering the grid

When you are viewing a folder in the Intelligence Center (or when viewing search results), you can filter
the contents by any column in the grid. For example, you can filter to show all reports of a certain type,
or to show all reports created after a certain date.

To filter the grid based on a column:
1. Click the filter icon in the column header to show the filter options.

2. Set the filter options as desired. You can set up to two filter options, combined with either
AND or OR.

3. Click Filter.

The grid updates to only show items that meet the filter. Additionally, a green dot displays by the filter
icon in the column header to indicate that the grid is filtered by this column.

Analysis
Name Y M
Jm
B Corporate Dashboard “tontains 0]
dashboard
And
Contains

Example Intelligence Center column with a defined filter

If multiple columns are filtered, the filters are combined using AND—meaning the grid only shows items
that match all of the filters.

The column filter is retained until you clear it, or until you navigate to a new folder location. If you have
filtered the search results, clearing the search results also clears the filter.
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To clear a filter:

1. Click the filter icon in the column header to show the filter options.

2. Click Clear.

The grid updates to clear the filter.

» Sorting the grid

When you are viewing a folder in the Intelligence Center (or when viewing search results), you can sort
the list by any column in the grid.

To sort the grid by a column, click on the column header. Each click toggles between ascending sort,
descending sort, and no sort. If the grid is currently sorted by a column, the sort direction is indicated by
an arrow on the column header (up for ascending, down for descending).

The sort is reset when you move to a new folder location. If you have sorted the search results, clearing
the search results also clears the sort.

NOTE: The grid can only be sorted by one column at a time. If you have sorted by a column and then
you click the column header of a different column, the sort on the original column is cleared and
replaced by the new column sort.

Managing report files in the Intelligence Center

Using the Intelligence Center, you can create, edit, copy, and delete reports in the Reports Library. You
can also edit report names and descriptions.

» Creating new reports

Using the Create button at the top right of the Intelligence Center, you can create new reports and new
fixed row structures for use in web reports. This button is context-sensitive, depending on what area
you have selected from the left-hand panel.

To create a new report, select the Reports area from the left-hand panel, then click the Create button.
Select one of the following:

e Create web report: This option opens the web Report Builder so that you can create a new web
report from scratch. For more information, see Creating new web reports.

» Create web report from template: This option creates a new web report using a template
provided by an installed product. See Creating new web reports from template.

e Create new visualization: This option creates a new visualization report. This option is only
available in systems where visualization reporting is licensed and enabled.
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AXIOM| Intelligence Center O o @ L:;

o @
Reports Row Structures
v & Reports Lbrary Intelligence Center
v [0 ICorporate
Reports Library | ICorporate > Analysis Search reports Q
O Analysis
(3 Finance Create web report from template
[0 'ReportBuilder Create web report
» [0 Archive Analy5|s Create new folder
O Dashboards
sefnos Name Y Modified on Y  Modified by Y Type i
» (O File Processing
Acct Analysis 2/4/20229:16 AM  Clark Adams Web Report
» O Forms

Example Create button

To create a new fixed row structure, select the Row Structures area from the left-hand panel and then
click Create. For more information, see Creating fixed row structures.

Different security permissions are required to create new web reports versus visualization reports.
These security requirements are noted in the relevant topics.

» Copying reports

In the Intelligence Center, you can copy existing reports to create new reports. Currently, this
functionality is only available for web reports, and only web reports that were created in the Report
Builder. Web reports created from template cannot be copied.

In order to copy a web report, you must be an administrator or have the Create Web Reports security
permission. You must also have read/write access to the current folder, because the copy is created in
the current folder.

To copy a report from the Intelligence Center:

1. Inthe Intelligence Center, locate the web report that you want to copy. You can use folder
navigation to find the report, or use the Search box at the top of the page.

2. Once the web report displays in the Intelligence Center grid, hover your cursor over the Name
column to make the three-dots icon visible. Click the icon then select Copy from the menu.
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Name h ¢

B Acct Analysis B

B Budget Analysis @ Info
# Edit

[@ Budget to Actuals Comparison < Shwe >
+

B Corporate Dashboard 3} Export »
[y Copy

B Quarterly Performance 8 Delste

If the Copy action is present but disabled, then you cannot copy this report because you do not
have the appropriate security permissions.

3. Inthe Copy Report dialog, enter a name for the copy. By default, the name is Copy of
OriginalReportName.

4. Click OK.

The copy is created in the current folder, with the specified name.

» Editing reports
You can open a report for editing from the Intelligence Center if the report is eligible to be edited, and
you have read/write permissions to the report.

To edit a report from the Intelligence Center:
1. Inthe Intelligence Center, locate the report that you want to edit. You can use folder navigation
to find the report, or use the Search box at the top of the page.
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2. Once the report displays in the Intelligence Center grid, hover your cursor over the Name column
to make the three-dots icon visible. Click the icon then select Edit from the menu.

Name Y

Acct Analysis B

=

Budget Analysis @ Info
& Edit
Budget to Actuals Comparison < Share >
*
Corporate Dashboard & Export »
[y Copy
Quarterly Performance & Delete

3. Thereport is opened for editing as follows, depending on its file type:

* Web reports are opened in the Report Builder, in the current browser tab.

¢ Visualization reports are opened in the Visualization Report Editor, in a new browser tab.

¢ Spreadsheet reports and Axiom forms are opened in the Axiom Desktop Client, as

spreadsheet report files. This works as follows:
° The launch routine uses the Axiom Windows Client by default.

° If an Axiom Financial Planning client is already open, the launch routine is skipped
and the report is opened in that client—regardless of whether the open client is the
Excel Client or the Windows Client. Therefore, if you want to open reports in the
Excel Client, you must launch the Excel Client first using the Quick Launch menu,
then you can open spreadsheet reports from the Intelligence Center.

NOTE: You must have the appropriate security permissions to use the Axiom Financial
Planning Desktop Client in order to open a spreadsheet report. If you do not have
either the Windows Client Access permission or the Excel Client Access permission,
then spreadsheet reports are hidden in the Intelligence Center because you cannot
launch the client to view them.

Why is the Edit action missing for some reports?

The following report types cannot be opened for editing from the Intelligence Center. The Edit action
does not display for these files:

¢ Web reports built from template: If a web report is built from a template, the report is tied to
that template and cannot be separately edited. For more information, see Creating new web
reports from template.
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e Deprecated web reports: The prior implementation of web reporting is deprecated. To edit a
deprecated web report, click the file name to open the report, then click the wrench icon in the
toolbar to open the legacy web report editor.

e Other non-report file types: The Reports Library can be used to store other non-report, non-
Axiom file types, such as PDF, DOC, PPT, JPG, and others. These file types cannot be edited in
Axiom Financial Planning.

Why is the Edit action disabled for some reports?

If the Edit action is present but disabled, this means that although the report type is eligible to be
edited, it is not possible for you to edit this particular report. One of the following reasons may apply:

* You do not have edit permissions (Read/Write access) to the file.
e The file is product-controlled and therefore cannot be edited.
e The file is configured to prevent editing (applies to certain visualization reports).

» Changing report names and descriptions

If you have read/write access to a report, then you can rename the report or change its description.

NOTES:

¢ In systems with installed products, the names and descriptions of product-controlled reports
cannot be edited.

 If you have read/write access to a report file, but read-only access to its folder, then you
cannot edit the report name.

To change a report name and/or description:

1. Inthe Intelligence Center, locate the report that you want to edit. You can use folder navigation
to find the report, or use the Search box at the top of the page.
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2. Once the report displays in the Intelligence Center grid, hover your cursor over the Name column
to make the three-dots icon visible. Click the icon then select Info from the menu.

Name Y
B Acct Analysis @
B Budget Analysis @ Info
& Edit
@ Budget to Actuals Comparison < Shae b
B Corporate Dashboard S Export »
[y Copy
B Quarterly Performance 8 Deete

The Settings panel opens along the right-hand side of the page.

3. In the Settings panel, edit the report Name or Description as needed, then click Save.

The name can be up to 250 characters, and the description can be up to 2000 characters.
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Example Settings panel

If the report name and description cannot be edited, then the Apply button is not available. This
may occur because you do not have the necessary permissions, or because the report belongs to
an installed product.
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» Deleting reports

If a report is no longer needed, you can delete it using the Intelligence Center. In order to delete a
report (or any other file that resides in the Reports Library), you must have read-write access to the file
and to the folder it resides in.

NOTE: In systems with installed products, product-controlled reports cannot be deleted.

To delete a report:

1. Inthe Intelligence Center, locate the report that you want to delete. You can use folder
navigation to find the report, or use the Search box at the top of the page.

2. Hover your cursor over the row with the report, hover your cursor over the Name column to
make the three-dots icon visible. Click the icon then select Delete from the menu.
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Y
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Info

Edit
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Export »
Copy
Delete

If the report cannot be deleted, the Delete action is disabled. This may occur because you do not
have the necessary permissions to delete the report, or because the report belongs to an
installed product.

3. When you are prompted to confirm that you want to delete the report, click OK.

The report is deleted from the system and no longer displays in the Intelligence Center. If the report was
deleted in error, an administrator may be able to restore the report using the Restore Deleted Files
feature in the Desktop Client.

Managing folders in the Intelligence Center

Using the Intelligence Center, you can create, rename, and delete folders in the Reports Library.
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» Creating new folders

You can create new folders as needed in the Intelligence Center. In order to create a folder, you must
have read-write access to the parent folder.

To create a folder:

1. Inthe Intelligence Center, navigate to the folder location where you want to create a new folder.

For example, if you want to create a new top-level folder in the Reports Library, select the
Reports Library. If you want to create a new subfolder within a folder, then select that folder.

2. Click Create > Create new folder.

3. Inthe Create new folder dialog, enter a name for the new folder, then click OK.

The new folder is created in the current location.

» Changing folder names and descriptions

If you have read/write access to a folder, then you can rename the folder or change its description.

NOTE: In systems with installed products, the names and descriptions of product-controlled folders
cannot be edited.

To change a folder name and/or description:

1. Inthe Intelligence Center, navigate to the parent folder of the folder that you want to rename, so
that the folder you want to rename displays in the Intelligence Center grid.

2. Hover your cursor over the row with the folder, so that the three dots icon is visible the Name
column. Click the icon then select Info from the menu.

Name Y

O My Folder B

B Acct Analysis @ Info
i1 Delete

B Budget Analysis

The Settings panel opens along the right-hand side of the page.
3. In the Settings panel, edit the folder Name or Description as needed, then click Apply.
The name can be up to 250 characters, and the description can be up to 2000 characters.

If the folder name and description cannot be edited, then the Apply button is not available. This
may occur because you do not have the necessary permissions, or because the folder belongs to
an installed product.

Administrator's Guide Axiom Financial Planning | 257



» Deleting folders

If a folder is no longer needed, you can delete it using the Intelligence Center. In order to delete a folder,
the folder must be empty and you must have read-write access to the folder.

NOTE: In systems with installed products, product-controlled folders cannot be deleted.

To delete a folder:

1. Inthe Intelligence Center, navigate to the parent folder of the folder that you want to delete, so
that the folder you want to delete displays in the Intelligence Center grid.

2. Hover your cursor over the row with the folder, so that the three dots icon is visible the Name
column. Click the icon then select Delete from the menu.

Name Y

O My Folder E]

B Acct Analysis @ Info
 Delete

B Budget Analysis

If the folder cannot be deleted, the Delete action is disabled. This may occur because you do not
have the necessary permissions to delete the folder, or because the folder belongs to an installed
product.

The folder is deleted from the system and no longer displays in the Intelligence Center. There is no
confirmation dialog before deleting an empty folder. If the empty folder was deleted in error, you can
create a new folder with the same name.

Web Reports

Axiom web reports provide a fully browser-based reporting option for Axiom Financial Planning data.
You can create, edit, and view web reports all within the Axiom Financial Planning Web Client.

Web reports are designed to be intuitive for report designers to build, and easy for report viewers to
use. The Intelligence Center provides a centralized hub to create new web reports and to view any
report that you have access to.

Web reports support two different ways to display reporting data in a grid:
¢ Dynamic rows: Dynamically display data rows based on a specified dimension or grouping.

e Fixed rows: Use predefined fixed row structures to organize data rows into sections with headers,
totals, and subtotals.
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Web reports can be created from scratch using the Report Builder, or you can create them from
templates provided by installed Axiom Financial Planning products.

Managing Web Reports

Using the Intelligence Center in the Axiom Financial Planning Web Client, you can create, edit, copy, and
delete web reports as needed. Web reports are designed to be intuitive for report builders to create,
and easy for report viewers to use.

» Creating new web reports
To create a new web report, select the Reports area from the left-hand panel of the Intelligence Center,
then click Create. From the Create menu, select one of the following:

¢ New web report: This option opens the Report Builder so that you can create a new web report
from scratch.

¢ New web report from template: This option creates a new web report based on a template
provided by an installed product.

If you want to create a web report that uses a fixed row structure, the fixed row structure must be
defined separately and then assigned to the report. Using the Intelligence Center, you can create, edit,
and delete fixed row structures. For more information, see Managing Fixed Row Structures.

In order to create a web report, you must be an administrator or have the Create Web Reports security
permission. You must also have read/write access to at least one folder in the Reports Library or My
Documents.

» Copying web reports

In the Intelligence Center, you can copy existing web reports to create new reports. In order to copy a
web report, you must be an administrator or have the Create Web Reports security permission. You
must also have read/write access to the current folder, because the copy is created in the current folder.

NOTE: Only web reports created in the Report Builder can be copied. Web reports created from
template cannot be copied.

To copy a web report from the Intelligence Center:

1. Inthe Intelligence Center, locate the web report that you want to copy. You can use folder
navigation to find the report, or use the Search box at the top of the page.

2. Once the web report displays in the Intelligence Center grid, hover your cursor over the Name
column to make the three-dots icon visible. Click the icon then select Copy from the menu.
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If the Copy action is present but disabled, then you cannot copy this report because you do not
have the appropriate security permissions.

3. Inthe Copy Report dialog, enter a name for the copy. By default, the name is Copy of
OriginalReportName.

4. Click OK.

The copy is created in the current folder, with the specified name. If you want to save a copy in a
different folder, then you can Edit the report instead and use Save As within the Report Builder.

» Editing web reports

You can open a web report for editing from the Intelligence Center if the report is eligible to be edited,
and you have read/write permission to the report.

NOTE: Only web reports created in the Report Builder can be edited. Web reports created from
template cannot be edited.

Only one user at a time can open a web report for editing in the Report Builder. However, other users
can continue to view the report as normal.

To edit a web report from the Intelligence Center:

1. Inthe Intelligence Center, locate the web report that you want to edit. You can use folder
navigation to find the report, or use the Search box at the top of the page.
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2. Once the web report displays in the Intelligence Center grid, hover your cursor over the Name
column to make the three dots icon visible. Click the icon then select Edit from the menu.

Name Y
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Budget Analysis © info
& Edit

[} Budget to Actuals Comparison & Share >
+

B Corporate Dashboard = Export >
[ Copy

B Quarterly Performance ® Delete

If the Edit action is present but disabled, then you cannot edit this report. This may be because
the report belongs to an installed product and cannot be edited, or because you do not have
read/write access to the report, or because the report was created from template.

The report opens in the Report Builder, in the current browser tab. You can now edit it as needed. For
more information, see Using the Report Builder.

Alternatively, when viewing a web report, an Edit button is present in the top right-hand corner if the
report is eligible to be edited, and you have read/write permission to the report. You can click the Edit
button to open the report in the Report Builder, make and save your changes, then click the Back button
on your browser to return to the report.

AXIOM| Intelligence Center | A @ ..Ei

w @

Edit  Export = Share

Budget to Actuals | Corporate

Through June 2022

Q12022 Q2 2022
WorldRegion s
Q1 Actuals Q1 Budget Difference Q2 Actuals Q2 Budget Difference
Q, Asia 56,080,316 55,416,307 29.04% $5,039,730 $5,334,331 11.35%

Example Edit button to open the current report in the Report Builder

» Changing web report names and descriptions

If you have read/write access to a web report, then you can rename the report or change its description.
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NOTES:

¢ In systems with installed products, the names and descriptions of product-controlled reports
cannot be edited.

* If you have read/write access to a report file, but read-only access to its folder, then you
cannot edit the name or description.

To change a web report name and/or description:

1. Inthe Intelligence Center, locate the web report that you want to edit. You can use folder
navigation to find the report, or use the Search box at the top of the page.

2. Once the web report displays in the Intelligence Center grid, hover your cursor over the Name
column to make the three-dots icon visible. Click the icon then select Info from the menu.
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+

B Corporate Dashboard & Export »
[ Copy
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The Settings panel opens along the right-hand side of the page.
3. In the Settings panel, edit the web report Name or Description as needed, then click Save.

The name can be up to 250 characters, and the description can be up to 2000 characters.
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Example Settings panel

If the web report name and description cannot be edited, then the Save button is not available.
This may occur because you do not have the necessary permissions, or because the report
belongs to an installed product.

» Deleting web reports

You can delete a client-created web report if it is no longer needed. You must have read/write access to
the report and its folder in order to delete a report. Product-controlled web reports cannot be deleted.

TIP: If a report is deleted in error, an administrator may be able to restore the report using the
Restore Deleted Files feature in the Axiom Financial Planning Desktop Client.

To delete a web report from the Intelligence Center:

1. Inthe Intelligence Center, locate the web report that you want to delete. You can use folder
navigation to find the report, or use the Search box at the top of the page.

2. Once the web report displays in the Intelligence Center grid, hover your cursor over the Name
column to make the three-dots icon visible. Click the icon then select Delete from the menu.
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If the report cannot be deleted, the Delete action is disabled. This may occur because you do not
have the necessary permissions to delete the report, or because the report belongs to an
installed product.

3. When you are prompted to confirm that you want to delete the report, click OK.

The report is deleted from the system and no longer displays in the Intelligence Center.

TIP: You can also delete a web report in the Desktop Client, using Axiom Explorer or the Explorer
task pane.

Creating new web reports

Using the Intelligence Center, you can create new web reports from scratch so that you can build the
report as needed.

In order to create a web report, you must be an administrator or have the Create Web Reports security
permission. In order to save the new report you must have read/write access to at least one folder in
the Reports Library or access to the My Documents folder. If you do not have permission to create web
reports, then the option to create a new web report will not be available from the Create button in the
Intelligence Center.

To create a new web report:

1. Inthe Intelligence Center, click Create > Create web report.
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NOTE: The Reports area must be selected in the left-hand panel of the Intelligence Center in
order to create a new web report.

The Report Builder opens in the current browser tab, displaying a new blank report.

2. Inthe Select Table dialog, select a primary table to determine the data context for the report,
then click OK.

The data context determines the overall pool of data that is eligible to be included in the report.
The selected primary table determines which other tables are eligible for inclusion in the report,
based on lookup relationships and shared dimensions. All table columns and filters used in the
report must be compatible in the context of the primary table.

You can select a table from the drop-down list directly, or type into the box to search for a table
name. The search uses "contains" matching to return any tables that contain the search text
within the table name. Tables that start with the search text are listed first, followed by tables
that contain the search text anywhere in the table name. In the following screenshot, the text
2022 has been used to search for tables with the year 2022 in the name.
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62022

Selecting a primary table for the data context

Once a table is selected for the data context, you can work with the report in the Report Builder.
The Build tab of the Report Builder is where most of the report creation occurs. The Build tab is
organized into three main areas as follows:

¢ The Data Panel on the left side is where you select the data to include in your report.
¢ The Report Canvas in the middle is where you build the report. Columns can be dragged

and dropped from the Data Panel to the Report Canvas. You can also create calculations to
display in the report columns, and define column groups.

¢ The Configuration Panel on the right side is where you define properties for the report,
the data grid, and the individual columns. You can configure properties such as report
titles, drilling options, and column formatting.

For more information on using the Report Builder, see Using the Report Builder.

3. At the top of the Report Canvas, click inside the title boxes and define the title text as desired.
You can also optionally edit the title text within the Report Configuration panel. For more
information, see Defining report titles and other web report properties.
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4. Define the rows of the report by doing one of the following, depending on whether you want to
generate the rows dynamically or use a fixed row structure:

¢ Dynamic rows: In the Data Panel, locate the table column that you want to use as the row
dimension. Drag and drop the column to the Row Dimensions box in the Report Canvas.
For more information, see Specifying the row dimension for a web report.
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Dragging and dropping a column to use as the row dimension
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* Fixed rows: Select the grid placeholder text in the Report Canvas so that the Grid
Configuration properties load into the Configuration Panel. On the General tab, enable
Use fixed rows then select an existing Fixed row structure. For more information, see
Specifying the fixed row structure for a web report.
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5. Use the Data Panel to locate the data columns that you want to display in the report, then drag
and drop those columns out to the Column Definitions box in the Report Canvas. Once the
columns are added to the grid, you can configure data and display properties for each column.

For more information, see Adding data columns and calculated columns to a web report and
Configuring column properties for a web report.
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Adding and configuring data columns

NOTE: To populate the grid with data after adding columns to the Column Definitions box,
click the Refresh Data button. By default, the Report Builder uses live data, but you must
manually refresh in order to see the result of any data changes. For more information, see
Changing data display options for the Report Builder.

6. Select the grid in the report canvas so that the configuration panel changes to show the Grid
Configuration settings. Define the grid settings as needed, such as to enable the total row or
enable drilling options. For more information, see Configuring grid properties in a web report.

In the following example, the total row was enabled for the grid.
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Configuring grid properties

7. Click the Filters tab along the top of the page to define report-level filters as needed, to limit the
data shown in the report. For more information, see Filtering data in web reports.

In the following example, a general filter was added to exclude the Corporate world region value
from the report and to only show data for revenue accounts.
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AXIOM| Intelligence Center

< Intelligence Center Build

AllFilters + Add v

Revenue for Sales Regions
Revenue for Sales Regions

General filter @D cenabled

Name

Revenue for Sales Regions

Description

Filter Criteria

ACCT.Category = Revenue’ AND DEPT.WarldRegion <= ‘Corporate’

Defining a report-level filter to limit data in the report

noo @

Q@

Preview (VIR

Filters

8. Return to the Build tab, then use the plus icon at the top right of the Column Definitions box to
add calculated columns to the grid as needed. For more information, see Adding data columns

and calculated columns to a web report.

Build  Parameters  Filters

Corporate

1o @ i

w @
& Refresh Data Preview
Report Configuration
General Advanced
Title

+ v Budget to Actuals

Q2 Actuals = [DQ1Budget = [0 Q2Budget - Add Calculated Column @
Add Column Group
Subtitle
Q1 Actuals Q2 Actuals Q1 Budget Q2 Budget Through June 2022
56,089,316 $5,939,730 55,416,397 55,334,331 -
Report description

Click the plus icon to add a calculated column
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In the following example, two calculated columns have been added to calculate the difference
between actuals and budget for each quarter.

AXIOM| Intelligence Center

< Intelligence Center

Data Context

GL2022

> 8 6L2022
» [ Dimension Tables

» % Related Tables

Budget to Actuals

Through June 2022

Buld  Parameters  Filters

Corporate

oo >0
T WorldRegion MQ1 Actuals ~ [ Q1Budget = [MDifference = | MQ2Actuals = [Q2Budget ~ M Difference -
,
WorldRegion 01 Actuals Q1 Budget Difference Q2 Actuals Q2 Budget Difference
Asta (asia region) $6989,316 $5416,307 20.08% $5939,730 $5334331 11.35%
Europe (Europe region) $473,158 $340,531 38.95% 3369618 5335371 16.16%
North America (North 32,766,656 35,600,235 7.08% $26,180,604 35,068,189 -25.34%
America region)
$40,229,130 41,366,163 -2.75% 32,509,952 $40,737,891 -20.20%

1-30f3items

Adding and configuring calculated columns

% | | Refiesh Data | Preview

Column Configuration

General Advanced

Calculation

({Q1 Actuals}- {Q1 Budget)) / {Q1 Bud.. J°

Header

Difference

Column width

Alignment

Default (Right) v

Number format

Percent v
Data filter Edt
@D cnavieitter

() Hidecolumn

Include in total row

Default (true) v

Use the plus icon at the top right of the Column Definitions box to add column groups to the grid
as needed. Using column groups, you can display multiple columns grouped underneath a
header. For more information, see Defining column groups for a web report.
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noo @ i

v @

Build  Parameters  Filters % RefreshData  Preview

Report Configuration

Corporate

General Advanced

Title

+ v Budget to Actuals

s = [DQ2Actuals = [ Difference == [DQ1Budget =~ [MQ2Budget = [ Add Calculated Column
Add Column Group

» | subtitle

Q2 Actuals Difference Q1 Budget 02 Budget Difference Through June 2022

$5,939,730 29.04% 55416,397 $5,334331 11.35% -
Report description

Click the plus icon to add a column group

In the following example, two column groups have been added for Q1 and Q2.

AXIOM| Intelligence Center n a @ i3
w @
< Intelligence Center Bulld  Parameters Filters #+  RefreshData Preview
Data Context i i .
: Budget to Actuals - Corporate i column Group Configuration
612022 H H H
General
Search tables ; Through-June 2022  Headertent
o 1
» E oL N + Q
» [ Dimension Tables T WorldRegion mal - | maz (1) Hide column
> % Related Tables Q1 Actuals -~ [0Q1Budget = [ Difference - MQ2Actuals - [MQ2Budget ~~ [ () Autowrap header text
Header Alignment
« »
) @ Default v
WorldRegion
Q1 Actuals Q1 Budget Difference Q2 Actuals Q2 Budget Difference | poi rier ot

Asia (Asia region) $6,980,316 45,416,397 20.04% $5939,730 $5,334,331 11.35% No filters defined

Europe (Europe region) $473,158 $340,531 38.95% $389,618 $335,371 16.18%

North America (North $32,766,656 $35,600,235 7.98% 426,180,604 $35,068,189 25.34%

America region)

40,229,130 41,366,163 -2.75% $32,509,952 40,737,891 -20.20%
1-30f 3items.

Adding and configuring column groups
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10. Optional. If you want the report to dynamically change data based on user selections, then click
the Parameters tab to add report parameters to the report. For more information, see Using
report parameters in web reports.

11. Click Save to save the report.

12. Inthe Save Report As dialog, complete the following fields and then click Save:

Item Description

File name The name of the report file. This is the name that users will see in the
Intelligence Center.

Description Optional. A description of the report. Currently, descriptions do not
display in the Intelligence Center, but they can be viewed in the
Axiom Financial Planning Desktop Client using Axiom Explorer.

Save to folder The folder in the Axiom repository where you want to save the
report.

¢ C(Click the folder icon [= to the right of the field.

¢ In the Choose output folder dialog, select a folder in the Reports
Library. You can only select folders where you have read/write
access to the folder. If a folder name displays with a lock icon, this
means you have read-only access to that folder and therefore
cannot save a new report there.

NOTE: If you have access to the My Documents folder, then you
can also save reports to that location for your personal use.

¢ Click OK to choose the folder and return to the save dialog.

The path to your selected folder now displays in the field.

If you use a file name that already exists in the target folder, you will be prompted to choose
whether or not to overwrite the existing file. If you choose not to overwrite, the save operation is
canceled and you are returned to the Report Builder.

Keep in mind that many of these steps can be done in any order. You can configure the grid settings
before defining report titles, and so on. The main dependency is that you must select a primary table for
the data context before you can begin adding columns to the report.

Creating new web reports from template

Using the Intelligence Center, you can create new web reports from a template. Currently, templates
are only provided by installed Axiom Financial Planning products. For more information about any
templates provided by your installed products, see the separate product documentation.
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Some report templates require a fixed row structure to define the row dimensions and sections of the
report. If you want to create a new web report from a template that requires a fixed row structure, this
row structure must already exist so that you can assign it to the report when you create it. For more
information, see Managing Fixed Row Structures.

Web reports created from template remain linked to that template. If a template changes, that change
is automatically available in all reports created from that template.

In order to create a web report, you must be an administrator or have the Create Web Reports security
permission. In order to save the new report you must have read/write access to at least one folder in
the Reports Library or access to the My Documents folder. If you do not have permission to create web
reports, then the option to create a new web report from template will not be available from the Create
button in the Intelligence Center.

To create a new web report from template:

1. Inthe Intelligence Center, click Create > Create web report from template.

AXIOM| Intelligence Center o a @ 1
Q@
Reports Row Structures
v & Reports Library Intelligence Center
v O Corporate
Reports Library | Corporate Q
O Analysis
O3 Finanee Create web report from template
O ReportBuilder Create web report
> 3 Archive !Corporate Create new folder
£ Besthoards Name Y Modified on Y Modified by Y Type T

[}

File Processing
0O Analysis 3/2/202112:27 PM Clark Adams File Folder

0

Forms

Jpaimero O Finance 3/2/202112:27PM  Clark Adams File Folder

f

NOTE: If your system does not have any product-delivered templates available, then this
option will not be present on the Create menu.

The Create New Web Report from Template dialog opens to walk you through the report
creation process.

2. On the template screen, select the template that you want to use to create the report, and then
click Next.
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Create New Web Report from Template X

Select a template

Template name Created on
Balance Sheet Validation Report

Budget Balance Sheet Trend

Budget Comparative Income Statement

Budget Consolidating Balance Sheet

Budget Income Statement Trend

Budget Yield Trend

Cash Flow Forecaster Log Report

Cash Flow Forecaster Log Report Instrument Detail
Comparative Balance Sheet

Comparative Income Statement

Consolidating Balance Sheet

Consolidating Income Statement -

m ‘ CANCEL |

Example template screen showing product-delivered templates

3. On the fixed row structure screen, select the fixed row structure to use in the report, and then
click Next. If the template you selected does not use a fixed row structure, then this screen does
not display and you can skip to step 4.
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Create New Web Report from Template X

Select a fixed row structure

Fixed row structure name Created on

PM Test Yield with NIM V2 =
Contribution Statement

Statement of Earnings

Balance Sheet V1

Summary Balance Sheet

Operating Expenses

Student

Balance Sheet Trend Validation

= Lo [

Example screen showing fixed row structures

NOTE: If no fixed row structures are listed, then your system does not have any available
fixed row structures. You must create one before you can create a web report using the
selected template. You can click Back to select a different template, or you can click Cancel to
exit the dialog and return to the Intelligence Center. For more information, see Managing
Fixed Row Structures.

4. On the final screen, complete the following fields to save the new report, and then click Create.

Iltem Description

Name The name of the report file.

Description Optional. A description for the report.
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Iltem Description

Save report in The folder in the Axiom repository where you want to save the
report.
¢ Click the folder icon [= to the right of the field.

¢ Inthe Choose output folder dialog, select a folder in the Reports
Library. You can only select folders where you have read/write
access to the folder. If a folder name displays with a lock icon, this
means you have read-only access to that folder and therefore
cannot save a new report there.

NOTE: If you have access to the My Documents folder, then you
can also save reports to that location for your personal use.

¢ Click OK to choose the folder and return to the save dialog.

The path to your selected folder now displays in the field.

The report is opened in the current browser tab. You can now review the data using a variety of tools
available to web reports, such as sorting, filtering, and drilling. For more information, see Viewing and
exploring data in web reports.

Once a report is created from template, it cannot be edited—for example, to choose a different fixed
row structure. If you want to use a different fixed row structure, create a new report from template
again. Remember that any changes to the template or to the fixed row structure will automatically flow
through to all reports that use the template or the fixed row structure.

Using the Report Builder

Using the Report Builder, you can create and edit web reports using a drag-and-drop interface. Web
reports are intended to be intuitive for report builders to create and easy for report viewers to use.

Web reports support two different ways to display reporting data in a grid:
e Dynamic rows: Dynamically display data rows based on a specified dimension or grouping.

» Fixed rows: Use predefined fixed row structures to organize data rows into sections with headers,
totals, and subtotals.

The Report Builder opens when you do either of the following:
e Create a new web report from the Intelligence Center.

e Edit an existing web report from the Intelligence Center or from the report viewer.
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» Overview of the Report Builder
The Report Builder is organized into three tabs:

e Build: Use this tab to design the report data and configure report properties. This is the default
tab.

e Parameters: Use this tab to enable and configure interactivity for the report. Report users can
dynamically change the data that displays in the report using report parameters.

¢ Filters: Use this tab to define report-level filters, to limit the data shown in the report.

In the Build tab, the Report Builder has three main areas:

e The Data Panel on the left side is where you select the data to include in your report.

e The Report Canvas in the middle is where you build the report. Columns can be dragged and
dropped from the Data Panel to the Report Canvas. You can also create calculations to display in
the report columns, and define column groups.

e The Configuration Panel on the right side is where you define properties for the report, the data
grid, and the individual columns. You can configure properties such as report titles, drilling
options, and column formatting.

AXIOM| Intelligence Center Separate tabs for building n oo @ i
the report, defining report
parameters, and defining b
report filters
< Intelligence Center Bulld  Parameters  Filters '3 Preview
Data Context .
Budget to Actuals Corporate Report Configuration
612022 e Report Canvas: |- General Advanced
Through June 2022 Dl’ag and dl’OP
columns to design Title
» BB 6L2022 +v the report o Budget to Ac
v B omenson Tases — Configuration Panel:
¢ = [MworldRegion == oo = [@ma2 *  Secondary Configu re grid, column,
> % Related Tables Q1 Actuals =~ Q1 Budget - [Difference = M2 Actuals = [0Q2Budget - [ Difference == corpora. ~ and report properties
> Subtitle
a Qz Through June 2022
WorldRegion

Data Panel: Q1 Actuals Q1 Budget Difference Q2 Actuals Q2 Budget Difference
SEIEC[ IEbIES End Report description
N Asia (Asia region) $6,980,316 $5,416,307 20.04% $5,039,730 $5,334,331 11.35%
columns to include
in report ) .
Europe (Europe region) $473,158 $340,531 38.95% $389,618 $335371 16.18%

File group context Edit
North America (North America

region) $32,766,656 $35,600235 7.98% $26,180,604 $35,068,189 2534%

40,229,130 $41,366,163 2.75% $32,500,952 $40,737,891 -20.20%
Report data
|-3ofsitems (® Live data with manual refresh

(O ive data with auto refresh

(O Mock data

Overview of the Report Builder

As you build and configure the report, a preview of the grid displays in the Report Canvas area. Several
options are available to control how data is shown in this grid. For more information, see Changing data
display options for the Report Builder.
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» Building a report in the Report Builder

The following is an overview of how to build a report in the Report Builder:

Define a data context: Each report must have a specified primary table to determine the data
context for the report. Once the data context is defined, you can build the report using columns
from the primary table and from related tables.

Define report titles: You can define report title text and an optional report description.

Define the grid rows: Web reports can use dynamically generated rows based on a dimension, or
they can use a fixed row structure. Do one of the following depending on the type of report that
you want to make:
° For dynamic rows, add a row dimension to the grid by dragging and dropping a table
column.

° For fixed rows, specify a fixed row structure by modifying the grid properties.

Add data columns and calculated columns: Drag and drop table columns out to the grid to define
the data columns for the report, and define calculated columns as needed. You can also define
column groups to create grouped headers in the report.

Configure grid properties: Configure grid properties such as the total row and user interaction
options, including enabling and configuring drilling options as needed. You can also adjust the
default formats for various column types.

Configure column properties: Configure properties for each column such as alignment, width,
number format, and column filters.

Define report filters: You can define general and table-specific filters to limit the data shown in
the report grid.

Define report parameters: You can optionally create and configure report parameters to allow
end users to dynamically change the data shown in the report.

» Changing data display options for the Report Builder

As you build and configure the report, a sample of the grid data displays in the Report Canvas area. You
can choose how data displays in the sample grid as you build the report.

NOTE: The sample grid is intended to give you an idea of how the report data will display to report
viewers, but it is not intended to be an exact representation of the final report. To see the report as
it will appear to report viewers, use the Preview feature.

To change how data displays in the Report Builder:

1.

On the Build tab of the Report Builder, click the gear button at the top of the page to load the
Report Configuration properties.
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n o @ i

w @

& Refresh Data Preview

2. Select one of the following options for Report data:

e Live data with manual refresh (default): Live data is shown in the grid, however, you must
manually refresh the data after making configuration changes that affect the data shown.
This is for performance reasons, so that you do not have to wait for data queries to
complete in order to continue working on your report. When using this option, data
updates are handled as follows:

° |If you add a new column, or make a configuration change that would affect the data
shown in the column, the column will be blank. To populate the grid for data in this
column, click the Refresh Data button.

° If you make a configuration change that would affect the data shown in the entire
grid, the grid will be blank. To populate the grid with the current data, click the
Refresh Data button.

The Refresh Data button is only available when using this option.

¢ Live data with automatic refresh: Live data is shown in the grid, and the data
automatically updates after you make any configuration changes. Generally speaking, this
option should only be used when the report queries a small set of data so that updates will
be quick, or when you do not expect to be making many configuration changes that affect
data.

¢ Mock data: Mock data is shown in the grid. When using this option, you can get a basic
idea of how the report columns and format will display to the user, without viewing actual
data. This is a good option if you do not need to made configuration changes that affect
the data, or if you do not need to view the data while you are making these changes.
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AXIOM| Intelligence Center

< Intelligence Center

Data Context

612022

> 6Lz
» & Dimension Tables

» % Related Tables

Budget to Actuals

Through June 2022

D worldRegion

WorldRegion

Asia (Asia region)

Europe (Europe region)

North America (North America
region)

1-3of 3items

Data display options for the Report Builder

mal

a1l Actuals ==

Q1 Actuals

$6,980,316

$473158

$32,766,656

$40,229,130

Build  Parameters  Filters

Q1 Budget =

Q1

Q1 Budget

$5,416,307

$340,531

$35,609,235

$41,366,163

Corporate

@ Difference ==

Difference

20.04%

38.95%

7.98%

2.75%

- a2

M Q2 Actuals =

Q2 Actuals

$5030,730

$389,618

$26,180,604

$32,509,952

[0 Q2 Budget =

Q2

Q2 Budget

$5334,331

$335371

$35,068,189

$40,737,891

(@ Difference ==

Difference

11.35%

16.18%

25.34%

-20.20%

n oo @

w @

& [RefreshData | Preview

Report Configuration

General Advanced

Title

Budget to Actuals

< Secondary title

Corporate

Subtitle

Through June 2022

Report description

File group context Edit

Report data
(®) Live data with manual refresh

(O Live data with auto refresh

(O Mock data

Even if you are viewing live data, keep in mind that the grid shown in the Report Canvas is simply meant
as a guide to help you build the report—it is not intended to be a fully functional representation of the
report. If you want to see how the report will display to report viewers, click the Preview button.

NOTE: The Report data option is not saved in the report, and your selection is not saved for future
Report Builder sessions. Every Report Builder session defaults to using live data with manual refresh.

» Previewing a report

The sample grid in the Report Canvas accurately reflects some report configuration details such as
column headers and number format. However, other configuration details are not reflected in the
sample grid. For example:

e Column width may not be accurately reflected in the sample grid. Initially, the grid will expand to
fit the available space. Once there are enough columns to fill the space, the column width will be

honored.

e The sample grid only shows up to ten rows of data (when using dynamic rows) and does not
display paging options.

¢ Drilling options are not available in the sample grid.

e Report viewer options to sort and filter column data are not available in the sample grid

e Report parameters cannot be used on the sample grid.
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If you want to see how the report will display to end users in the report viewer, including all user
interaction options for the report, click the Preview button at the top of the Report Builder.

n o @ i

w @

& Refresh Data Preview

The report preview opens in a separate dialog that overlays the Report Builder. Using this preview, you
can view the report data and try out end-user features like sorting, filtering, and drilling the report.
When you are done viewing the preview, click Close at the bottom of the dialog to return to the Report
Builder (or click the X in the top right corner).

The report preview does have a few limitations. Export and share options are not available in the report
preview. Additionally, if hyperlinks are used in the report, the hyperlinks will always open in a new tab,
even if they are configured to open in the same tab—this is done so that clicking a hyperlink will not
close the Report Builder.

» Saving a report

Use the Save button at the top of the Report Builder to save the report. If the report is a brand new
report, you will be prompted to define a name and folder location for the report. Otherwise, the existing
report is saved.

If you have opened an existing report for editing and you want to save a copy of it with a new name,
click the down arrow to the right of the Save button and select Save As.

n o @ &

w @

el Refresh Data Preview m

Save As

Column Configuration

Save button with Save As option
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NOTE: The Create Web Reports security permission is required in order to use Save As.

If you have made changes to the report but have not yet saved, you will be prompted to save when you
attempt to close the browser tab or navigate to a new location.

Defining the data context for a web report

The data context for a web report determines the overall pool of data that is eligible to be included in
the report. To define the data context, you select a primary table as the "base" table for the report. This
primary table then determines which other tables are eligible for inclusion in the report, based on
lookup relationships. All table columns used in the report must be compatible in the context of the
primary table.

In the Report Builder, the primary table for the data context is specified on the Build tab, in the left-
hand Data Panel. You must select the primary table before you can drag and drop any table columns out
to the grid.

To select a primary table for the data context:

There are two ways to select a primary table for the data context.
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¢ When you create a brand new report, you are automatically prompted to select a primary table
for the data context.

You can select a table from the drop-down list directly, or type into the box to search for a table
name. The search uses "contains" matching to return any tables that contain the search text
within the table name. Tables that start with the search text are listed first, followed by tables
that contain the search text anywhere in the table name. In the following screenshot, the text
2022 has been used to search for tables with the year 2022 in the name.

Select Table

Select a Data Context for the report

2022

BGT2022

6L2022

Example Select Table prompt when creating a new report
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e If you are already in the Report Builder, then you can define or change the primary table using
the Data Context box at the top of the Data Panel. Click the Edit icon ¢ to open the Select Table

dialog (as shown in the previous screenshot).

< Intelligence Center

Data Context

GL2022 &

» HBH GL2022
» & Dimension Tables

» S Related Tables

Once you have selected a table, that table name is shown in the Data Context box, and the Data Panel
populates to show a table tree in three expandable/collapsible sections:

e TableName: The selected table and its columns. This table is the primary table.

e Dimension Tables: Reference tables that the primary table looks up to. If the reference tables
have lookups to other reference tables, these multi-level reference tables are accessible through

the first-level reference tables.

e Related Tables: The contents of this section depend on the type of table selected as the primary
table.
o If the primary table is a data table, then this section contains other tables that look up to
one or more of the same reference tables as the primary table.

o If the primary table is a reference table, then this section contains tables that look up to
the reference table.

You can expand these tables to view the columns, and then drag and drop columns out to the Report
Canvas area so that they can be used as row dimensions or data columns.
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< Intelligence Center

Data Context

GL2022 7

b

F

F

BB GL2022
M AccT
@ DEPT
M m
M m2
M M3
M m4
M M5
M Mms
@ m7
M s
M m9

Expanded table tree

In this example, we have selected GL2022 as the primary table. GL2022 is a data table that looks up to
reference tables Dept and Acct. The table tree is populated as follows:

GL2022: This node contains all columns in GL2022, as well as columns in the lookup tables Dept
and Acct.

Dimension Tables: This node contains the lookup reference tables Dept and Acct. If the reference
tables look up to other downstream reference tables (multi-level lookups), those downstream
reference tables can be used through these tables.

Related Tables: This node contains other tables that also look up to Dept or Acct (or to a multi-

level lookup through Dept or Acct). This may include tables such as GL2021, BGT2021, and
BGT2022.
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When you save the report, the data context is saved for that report and will be reloaded into the Data
Panel whenever the report is opened in the Report Builder.

NOTES:

¢ When choosing the data context, the list of tables is automatically filtered to only show tables
that you have access to. If you have the Administer Tables security permission, all tables will
be shown. This means it can be possible to select a primary table where you do not have
access to any of the data in the table. You can build the report but it will not populate with
data.

e Certain tables can be restricted from showing the in the Report Builder using the system
configuration setting TablesRestrictedFromReportWriter. If a table that you have access to is
not available, it has likely been restricted using this setting.

» Changing the data context

You can change the data context freely until you have done either of the following:
e Dragged and dropped columns out to the grid setup boxes in the Report Canvas

e Selected a fixed row structure for use with the report (when using the Use fixed rows option in
the Grid Configuration properties)

You can still change the data context if needed, but any newly selected primary table must be
compatible with the table columns you have already added to the grid, and with the fixed row structure
you have selected (if applicable). If the newly selected primary table is not compatible, an error will
occur when the Report Builder tries to refresh the grid in the Report Canvas. At this point you have the
choice of selecting a different primary table that is compatible (which may mean returning to the
original primary table), or removing the incompatible columns from the grid, or choosing a different
fixed row structure.

Other settings that must be compatible with the primary table include columns selected as drilling
columns for a Directed drilling configuration. If you change the primary table and any of these settings
are incompatible with the new primary table, an error will occur.

If you change the data context and save the report, the new primary table is now saved for the report
and will be reloaded into the Data Panel whenever the report is opened in the Report Builder.

Specifying the row dimension for a web report

The row dimension for a web report defines the summation level for the row data. For example, you
may want the rows in your grid to show data by department, region, entity, account, or some
combination of dimensions. You specify a table column to use as the row dimension, and then the rows
in the grid are dynamically generated based on the unique values in that column.

NOTE: If you want your report to use a static row structure with multiple sections instead of
dynamically generating the rows, then use a fixed row structure instead of a row dimension.
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The row dimension for the report is placed in the left-hand box at the top of the Report Canvas, known
as the Row Dimensions box. The report grid cannot render until you specify either a row dimension or a
fixed row structure.

New Report + Add Secondary Title

+ Add Subt Drag and drop data
columns to define the |
rows of the report

Row Dimensions box at the top of the Report Canvas

Web reports can have multiple row dimensions. If two or more row dimensions are specified, then each
row in the report represents a unique combination of the dimensions. For example, if the row
dimension is just Dept, then each row shows data for a department. If the row dimension is Dept and
Acct, then each row shows data by the unique combinations of department and account.

To specify a row dimension for a web report:
1. On the Build tab of the Report Builder, in the Data Panel, expand the table tree until you locate

the column that you want to use as a row dimension.
If the Data Panel is empty, this means you must select a primary table first.

2. Drag and drop the column to the Row Dimensions box at the top of the Report Canvas.

3. Select the column name in the Row Dimensions box, and then use the Column Configuration
panel to configure display properties such as column width, alignment, header text, and
formatting. For more information, see Configuring column properties for a web report.

4. If multiple columns are present in the Row Dimensions box, you can drag and drop them within
the box so that they display in the desired order within the grid.

Once a row dimension is specified, the Data Panel updates to remove any tables that are incompatible
with the specified row dimension. You can now build out the data columns of the report by dragging and
dropping columns from the Data Panel, and by creating calculated columns. For more information, see
Adding data columns and calculated columns to a web report.
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Defining a row dimension for a web report

NOTES:

Build

Parameters  Filters

Corporate

Please add at least one column to the Column Definitions box

n a @ i

w @

£ HEUCTA Save v

Column Configuration

General Advanced

Column
DEPT.WorldRegion

Header

WorldRegion

Column width

Alignment
Default (Left) v

@D Eenave iiter

T Hi
() Hide column

@D show description
Description display format

Value (Description v

e If you drag and drop a validated column from a data table to use as the row dimension, such
as GL2022.Dept, this column reference is automatically "elevated" to point to the lookup
table instead, meaning Dept.Dept. This is done so that the column reference is compatible
with other data tables that reference the same lookup table. This elevation only occurs if the

validated column looks up to a shared dimension table.

¢ Calculated fields from the database cannot be added as row dimensions.

» Using a dynamic column for the row dimension

You may want to design a report where the row dimension is dynamic based on user input. Users can
choose the grouping level that they want to see the rows summarized by.

To configure a report to use a dynamic row dimension, you must:
e Create a Column List report parameter, and configure the parameter to use the columns that you
want users to be able to choose as the row dimension.

¢ Add a Dynamic column to the Row Dimensions box, and configure that column to use the Column
List report parameter.

Administrator's Guide Axiom Financial Planning | 290



When a report user opens the report, they can use the Report Parameters panel to choose the column
that they want to use as the row dimension. The report then refreshes to show the data grouped by that
column. For more information, see Using report parameters in web reports and Using Column List
report parameters.

» Displaying descriptions for the row dimension

In many cases your row dimension will be a code, such as a department code or an account code, and
you want to display the description for the code next to it. By default, any column with an associated
description is automatically enabled to show the descriptions appended to the column value. If desired,
you can specify a different display format for the descriptions, or you can disable showing descriptions.

This behavior applies to any column with descriptions used in the report, but the most common use
case is for the row dimension columns.
To configure the description display formats for row dimensions:

1. On the Build tab of the Report Builder, select the row dimension column in the Row Dimensions
box.

2. Inthe Column Configuration settings, on the General tab, enable or disable Show description as
needed.

3. If descriptions are enabled, then select the desired display format from the Description display
format list.

In the following example, the Dept column has been configured to show descriptions using the Value -
Description format. If you select a format that shows descriptions first, such as Description (Value),
then the rows will be sorted by the descriptions instead of the underlying values.

AXIOM| Intelligence Center o a @ ’_:3
w Q@
< Intelligence Center Build  Parameters  Filters 4  RefreshData  Preview
Data Context . " fqurati
New Report + Add Secondary Title Column Configuration
L2022 7
General Advanced
+ Add Subtitle cotumn
DEPTDept
v BB ol PV +~
Header
» [ AceT O DEPT == MM = M2 = TM3 =
DEPT
» [ oerT
e Column widin
m m2
m M3 =T (30 M2 M3 Alignment
e 11000 - Balance Sheet $1.200,867 $2,060,668 $567,027 Default (Left) v
@ ms
Twe 20000 - Corporate $338371 $348818 $512,223 Number format
T Defautt (Dimension) v
21000~ Corporate Administration $109,424 $142424 $113,341
mwms @D cravleditter
@ mo 22000 - Information Technologies $446,802 $463814 $466,517 _
() Hide column
@ m10 T
23000 - Purchasing & Materials Mgt $129,671 $160499 $144,200 T
D (o] v
@ Mz 24000 - Business Development §29,110 $28736 $32,280 B I
» [ integer Value - Description v
25000 - Finance $169,733 $167,145 $187,505
m ot

m yTo1

@ vo2

1-100f 124 items

M vz

Example row dimension column configured to show descriptions
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» Filtering the row dimension

In some cases you want the report to display a subset of values from the row dimension column, instead
of all values. To filter the row dimension values, use the Filters tab to define a general filter for the
report.

For example, if the row dimension is Dept but you want the report to only display departments that
belong to a specific entity, define a general filter such as Dept.Entity="Entity 1'. This will filter
the grid so that it only shows data that belongs to Entity 1, including the row dimension values.
Department codes that do not belong to Entity 1 will not be included in the data query.

» Changing the row dimension

You can change the row dimension at any time by dragging and dropping additional columns to the Row
Dimensions box, or by removing existing row dimensions.

To remove a row dimension, click the three-dots icon to the right side of the column name and then
select Delete Column. If you remove the only row dimension, the grid in the Report Canvas cannot be
rendered until you specify a new one.

If you change the row dimension after adding data columns and calculated columns, or if you change
the primary table after specifying a row dimension, it is possible that some of the selections may be
incompatible with each other. In this case, an error will display when the Report Builder attempts to
refresh the data in the Report Canvas. You may have to remove incompatible columns, change the row
dimension, or change the primary table in order to restore a valid grid configuration.

If you decide that you want to change the report to use a fixed row structure instead of a row
dimension, use the Grid Configuration properties to enable fixed rows and then choose a fixed row
structure. For more information, see Specifying the fixed row structure for a web report. Any columns
currently placed in the Row Dimensions box will be ignored while fixed rows are enabled for the report.

Using upstream grouping columns as row dimensions in web reports

Under normal circumstances, row dimension columns can be columns on the primary table for the data

context, or columns on lookup dimension tables. However, when the primary table for the web report is
a reference table, you can also optionally use columns from related tables as row dimensions. This type

of configuration is referred to as upstream grouping columns.

Upstream grouping columns can be useful for reporting in certain Axiom Financial Planning products
that hold important data in reference tables. For example, the Enterprise Decision Support (EDS)
product needs to report on data in the Encounter table, which is a reference table. For some reports,
they want to group this data using a related table such as the EncounterPayor table, yet still bring in
columns from other related tables that look up to the Encounter table (such as CostDetail). Columns
from the EncounterPayor table are considered upstream grouping columns because EncounterPayor
looks up to Encounter instead of the other way around.
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» Identifying upstream grouping columns
A row dimension column is considered an upstream grouping column if both of the following are true:

e The primary table for the data context is a reference table. Reference tables are a particular type
of table classification in Axiom Financial Planning that can only have one key column, and can
serve as the lookup source for a validated column. Reference tables are also often referred to as
dimension tables, as many reference tables are used to define dimensional data such as
department, account, or entity.

¢ The row dimension column is from a related table instead of from a dimension table or the
primary table.

» Design considerations and limitations when using upstream grouping columns

When upstream grouping columns are used in a report, the data query uses different syntax than when
using standard row dimensions. This special syntax causes the following design considerations and
limitations:

e Aggregations: Average and Distinct Count aggregation types cannot be used in the report.

e Data impact: When rendering the report, any data from the primary table that is not referenced
by the upstream grouping column is omitted from the report. For example, imagine that the
primary table is Encounter, and you are grouping by a column in the upstream EncounterPayor
table. If there are records in the Encounter table that the EncounterPayor table does not
reference, those records are omitted from the report.

e Total row: When the current row dimension is an upstream grouping column, the totals shown in
the total row may not match the sum of all the displayed rows. This is because multiple values in
the upstream grouping column may reference the same record in the primary table, causing that
record to be included multiple times. The total row displays the total as if each record from the
primary table is only included once. When this situation occurs, a warning icon displays on the
total row, with an explanation of this effect in the tooltip.

For example, imagine that the primary table is Encounter, and you are grouping by a column in
the upstream EncounterPayor table. Payor A and Payor B both reference Encounter 100, so
values associated with Encounter 100 are included in both payor rows in the report. Rather than
double-count the values from Encounter 100, the total row only counts the values once.

Specifying the fixed row structure for a web report

Web reports can optionally use fixed row structures to define the data sections in the report. Instead of
dynamically generating the rows based on a table column, fixed row structures individually define each
row of data, including section headers, subtotals, and totals.

Fixed row structures are defined separately so that you can reuse them in different web reports, and so
that you can update the row structure in one place and have the changes propagate to all reports that
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reference the fixed row structure. The fixed row structure that you want to use in the web report must
already exist—they cannot be created or edited in the Web Report Builder. For more information, see
Managing Fixed Row Structures.

The fixed row structure is specified in the Configuration Panel, using the Grid Configuration properties.
The grid in the Report Canvas cannot render until you specify either a fixed row structure or a row
dimension.

To specify a fixed row structure for a web report:

1. On the Build tab of the Report Builder, in the Report Canvas, click the grid area below the column
setup boxes. This area displays with placeholder text until either a row dimension or a fixed row

structure is specified.

AXIOM| Intelligence Center o a @ I..Ei
“* @
< Intelligence Center Build Parameters - Fiters o rrevey (g
Data Context i
New Report + Add Secondary Title Grid Configuration
612022 7
General Advanced
+ Add Subtitle
Column Properties
> B oLz TV o
@D Eravie corumn iers
» I Dimension Tables T
% () Multi-column sorting
> % Related Tables -
@D Eravle reorcering columns

Click here to load the Grid Properties
Please select at least one Row Dimension column gr‘dpiggggll\‘lézuon (7)) Use fixed rows

Include total row

0-00f 0tems

A NN

) Suppress zero rows

2. Inthe Grid Configuration properties, enable Use fixed rows.

3. From the Fixed row structure drop-down list, select an existing fixed row structure. You can type
into the box to filter the list by name.
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Grid Configuration

General Advanced

Column Properties v

D Enable reordering columns

Grid Properties v

‘) Use fixed rows

Fixed row structure

[ rey| v

RevEXp

RevExp1

After selecting a fixed row structure, the Report Canvas area updates as follows:

e The Row Dimensions box updates to show a placeholder column named Fixed Row Header
Column. This column is the column that holds the section titles and data row labels as defined in
the fixed row structure. You can select this placeholder column in order to configure certain
display details about this column within the web report.

¢ Once you have dragged and dropped at least one data column to the Column Definitions box, you

can use Refresh Data to update the grid and show the sections and rows as defined in the fixed
row structure.
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Example web report using a fixed row structure

NOTES:

noa @

@

o rehonta| e

Grid Configuration

General Advanced

Column Properties A

@D Erevie reordering columns

Grid Properties ~

@D vserxedrous
Fixed row structure
RevEXp1 v

I
() Enableariling

¢ |f you want to make changes to the fixed row structure, you must edit the structure in the
separate fixed row structure editor. Any changes made to the row structure will automatically

apply to any web report that uses the fixed row structure.

e The option to Add Dynamic Column above the Row Dimensions box is not available when
using a fixed row structure. Dynamic columns are only available for use when using row

dimensions to generate the rows of the report.

* |f you decide that you want to use dynamically generated rows instead of a fixed row
structure, you can simply disable Use fixed rows and then drag a column to the Row
Dimension setup box. For more information see Specifying the row dimension for a web

report.

» Impact on Grid Configuration options

When Use fixed rows is enabled for the grid, multiple grid configuration options become unavailable
because they do not apply to web reports that use fixed row structures. If these options were
configured before fixed rows were enabled for the grid, the configuration will be ignored.

e Enable column filters: Report viewers cannot filter columns when using fixed rows.

e Multi-column sorting: Report viewers cannot sort columns when using fixed rows.
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¢ Include total row (and related settings): This option does not apply because fixed row structures
have their own defined subtotal and total rows.

e Suppress zero rows: This option does not apply to fixed row structures; all configured rows will
display regardless of whether they return all zero data.

e Grid sort order: This option does not apply to fixed row structures.

» Configuring the Fixed Row Header Column

Most of the display details for the Fixed Row Header Column are configured within the fixed row
structure and therefore cannot be changed within the web report. However, if you select the Fixed Row
Header Column item in the Row Dimension setup box, you can configure the following:

Iltem Description

Column width The column width of the column in the grid, in pixels. Enter the desired
column width as a whole integer between 30 and 600.

The default width of the Fixed Row Header Column is 400.

Adding data columns and calculated columns to a web report

When creating a web report, you can add as many columns as needed to define the data that you want
to display in the report. You can also define calculated columns, such as to show the difference between
two columns.

The data columns and calculated columns for the grid are placed in the right-hand box at the top of the
Report Canvas, known as the Column Definitions box. This box defines the columns to display in the
report. Although it is possible to add columns and calculated columns to the Column Definitions box
before specifying a row dimension or a fixed row structure, the grid in the Report Canvas will not
populate until the rows are defined.

New Report + Add Secondary Title
+ Add Subtitle Drag and drop the Click here to add a
data columns to | calculated column
PO display in the report g + v

Column Definitions box at the top of the Report Canvas
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» Adding data columns

To display data in the report, you can drag and drop table columns from the Data Panel to the Column
Definitions box in the Report Canvas. The Data Panel displays the tables and columns that are eligible to
be included in the report, based on the selected data context (primary table) and the specified row
dimension.

To add a data column to a web report:
1. On the Build tab of the Report Builder, in the Data Panel, expand the table tree until you locate
the column that you want to add to your report. You can also use the search boxes at the top of
the panel to find a particular table or column by name.

2. Drag and drop the column to the Column Definitions box at the top of the Report Canvas.

NOTE: When using the default behavior, the new column will render as blank in the report
until you click Refresh Data.

3. If the column is not in the desired location within the grid, drag and drop it within the Column
Definitions box to reorder the columns.

4. Use the Column Settings in the Configuration Panel to configure display properties for the
column, such as column width, alignment, header text, and formatting. For more information, see
Configuring column properties for a web report.

By default, when you drag and drop a column to the grid, that column is selected and its column
properties display in the Configuration Panel. You can return to the column properties at any time
by clicking the column name in the Column Definitions box.
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Example web report after adding data columns

NOTE: If Use fixed rows is enabled for the grid, currently the Report Builder does not dynamically
update the tables listed in the Data Panel based on the specified fixed row structure. If you drag and
drop a column from a table that is not valid in the context of the fixed row structure, a generic error
will occur when the Report Builder attempts to populate the grid.

» Adding calculated columns

Calculated columns can be used to display totals, differences, percentages, and other calculations within
a column of the report. Calculations can be based on columns from related tables that are eligible to be
included in the report.

To add a calculated column to a web report:

1. On the Build tab of the Report Builder, in the Report Canvas, click the plus sign in the top right
corner of the Column Definitions box, and then click Add Calculated Column.
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w @
Build  Parameters  Filters o Refresh Data Preview m
Corporate Report Configuration
General Advanced
Title
+ v Budget to Actuals
M Q2 Actuals =+ [DQ1Budget = [0Q2Budget - Add Calculated Column

Add Column Group

Subtitle

Q1 Actuals Q2 Actuals Q1 Budget Q2 Budget Through June 2022

56,089,316 $5,939,730 55,416,397 55,334,331 -
Report description

2. At the top of the Add Calculated Column dialog, define the following properties:
e Header: Enter the column header text for the calculated column. This is effectively the
name of the calculated column. By default, the header text is "Calculation".

e Numeric type: Select the desired numeric type for the calculated column. If this is left at
Default, the default numeric type for calculated columns is Currency.

Add Calculated Column X

Header Difference Numeric type  Percent ~
» EBGL2020
» % Related Tables

» i Grid Columns

You can change these properties later using the Column Configuration properties in the
Configuration Panel.

3. To create the calculation, drag and drop columns from the table tree on the left to the calculation
canvas. See Defining calculations for more information.

4. When you are finished creating the calculated column, click OK.

The calculated column is added to the Column Definition box. By default, the new column is blank
until you click Refresh Data.

Administrator's Guide Axiom Financial Planning | 300



5. If the calculated column is not in the desired location within the grid, drag and drop it within the
Column Definition box to reorder the columns.

6. Use the Column Configuration properties in the Configuration Panel to configure display
properties for the column, such as column width and alighnment. For more information, see
Configuring column properties for a web report.

By default, when you define a calculated column, that column is selected and its column
properties display in the Configuration Panel. You can return to the column properties at any time
by clicking the column name in the Column Definitions box.

AXIOM| Intelligence Center O a @ j$H
w @
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Example web report after creating a calculated column

» Defining calculations

Using the Add Calculated Column dialog, you can build a calculation based on columns from related
tables that are eligible to be included in the report. The column does not have to be present in the grid
in order to be used in a calculation. Numeric values can also be used in the calculation.

The left-hand side of the dialog lists a table tree of available columns, while the right-hand side of the
dialog—the calculation "canvas"—is where you build the calculation. To start the calculation:

e Drag and drop two columns out to the canvas. The two columns are separated by an operator
selector.

e Select the desired operator.
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You can continue building the calculation by dragging and dropping additional columns and selecting the
operator. You can also do the following:

e Numeric values: To add a numeric value to the calculation, click the plus icon at the top right of
the dialog. You can then move, reorder, or delete the numeric value just like columns.

e Reorder items: To change the order of columns in the calculation, drag and drop them on the
canvas.

e Parentheses: To add parentheses to a part of the calculation, select Add Parentheses from the
operator selector. The two columns affected by the operator will become enclosed in
parentheses.

e Delete items: To delete an item, hover your cursor over the column and then click the trash can

icon.
Add Calculated Column X
Header Difference Percent Numeric type  Percent v
» EBGL2020
: +e
» % Related Tables Add numeric
values to the
v i Grid Columns calculation
[0 Jan Actuals
Build the
(D Jan Budget calculation on the
canvas area
Drag and dro R ,
co\un%ns from lll?le ( Jan Actuals - Jan Budget ) /- Jan Budget

tree to the canvas

Select calculation
operators and add
parentheses

Cancel

Example calculation in the calculation editor

Calculations can use the following operators: addition (+), subtraction (-), multiplication (*), and division
(/). Use parentheses to determine calculation order, such as: (GL2022.Q1-
BGT2022.Q1) /BGT2022.0Q1.

Calculations can use the following columns:
e Numeric columns from the primary table, whether or not those columns are also in the grid.

e Numeric columns from related tables, whether or not those columns are also in the grid.
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e Numeric columns from the grid, including other calculated columns. Grid columns display using
the header text defined for the column.

If you use a table column from the grid instead of from the table itself, then the calculation will
use the column as it is configured to display in the grid. For example, if the grid column has a
column filter or uses an alternate aggregation, the calculation will be based on that modified
version of the column.

NOTES:

¢ |f you drag and drop a column from the primary table or a related table, it displays on the
canvas using the column name only—such as M1. You can hover your cursor over the column
box to see a tooltip with the full table.column name—such as GL2022.M1. If you drag and
drop the column from the Grid Columns node, then it will display using the defined header
text for the column.

¢ |f you use a grid column in the calculation, then the grid column cannot be deleted from the
grid because deleting it would cause the calculation to become invalid. An error message will
display if you attempt to delete a referenced column from the grid. To resolve the issue, you
can do one of the following: edit the calculation to remove the reference, delete the
calculated column, or configure the grid column as hidden so that it can still be referenced in
the calculation but not display in the report.

» Editing calculated columns

You can edit an existing calculated column to change the calculation.

To edit a calculated column in a web report:

1. On the Build tab of the Report Builder, in the Report Canvas, click the calculated column in the
Column Definitions box.

2. On the General tab of the Column Configuration properties, click the Edit icon #*to the right of
the Calculation box.

Column Configuration

General Advanced i

Calculation

({Q1 Actuals} - {Q1 Budget}) / {Q.. &

3. Inthe Edit Calculated Column dialog, edit the calculation as needed, then click OK.
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Administrator's Guide

» Pre-aggregation in calculated columns

You can pre-aggregate calculations in a calculated column. A pre-aggregate calculation is applied to data

rows in the query before those rows are aggregated by the row dimension.

In this example, the sum of columns Q1 through Q4 have been summed up and presented in a new
calculated column, Total Yearly Budget and the Pre-Aggregation Calculation button is selected.
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26000 (Portfolio Management) Supplies $26915 $26,796 $26,383 $26,503 $106,687 | DataProperties
27000 (Human Resources) Telephone $4,551 $4452 $4304 $28,645 $42,042
28000 (Facilities) Utilities $228,515 $227,814 $227,743 $227,778 $911,850
29000 (Legal) Telephone $286,236 $307,796 $301,139 $304,462 51,199,633
$1,607,027 $1,625,001 51,598,730 $1,636,190 6,466,948

se of pre-aggregation calculations impacts the total row, if it is enabled. Behavior is as follows:

e Post-aggregation calculations: The calculation is performed on the total row values of the source

columns.

e Pre-aggregation calculations: The values in the calculated column are summed for presentation

on the total row.

e Pre-aggregation calculations can use alternate aggregations if desired. The field is unhidden for

the calculated column when pre-aggregation is enabled. If an alternate aggregation is set and
then pre-aggregation is disabled, the alternate aggregation field is re-hidden and ignored.

» Additional column actions

Once data columns and calculated columns have been added to the grid, you can further adjust them as

follows:

e Reorder columns: To reorder a column in the grid, drag and drop it to any location in the Column
Definitions box. Note that you cannot drag and drop a column from the Column Definitions box to

the Row Definitions box. If you accidentally dragged a column to the wrong box, you must
remove the column and then drag and drop it again from the Data Panel.
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¢ Remove columns: To remove a column from the grid, click the three-dots icon to the right of the
column name and then select Delete Column. Use caution before removing a calculated
column—if you later decide you want to re-add the column, you will need to re-create the
calculation from scratch.

¢ Copy columns: To copy a column in the grid, click the three-dots icon to the right of the column
name and then select Clone Column. A copy of the column is created to the right of the original
column. The new column has the same properties as the original column, except that the text
(Copy) is appended to the header text. You can modify the new column as needed in order to
differentiate it from the original, such as to define a filter for the column, or to modify the
calculation.

NOTE: If you copy a table column in the grid (as opposed to a calculated column), it is not
possible to point the column to a different table column. The purpose of copying a table
column is to display multiple instances of the same table column, but using different filters or
different aggregation types.

e Group columns: If you want a set of columns to display under a group header, you can define a
column group and then add the columns to that group. For more information, see Defining
column groups for a web report.

» Configure columns: To configure display properties for a column, select the column name in the
Column Definitions box, then use the Column Configuration properties in the Configuration
Panel. For more information, see Configuring column properties for a web report.

Defining column groups for a web report

You can define column groups in web reports so that certain columns can display together under a
group header. For example, your report might have several actuals columns followed by several budget
columns, and you want these columns to display under the group headers "Actuals" and "Budget".

To define a column group, first you add the group "container" to the Column Definitions box of the grid,
then you add table columns to the group container.

To define a column group:

1. On the Build tab of the Report Builder, in the Report Canvas, click the plus sign in the top right
corner of the Column Definitions box, and then click Add Column Group.
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noo @ i

v @

B“_”d Parameters  Filters ¢ RefreshData  Preview m
Corporate Report Configuration
General Advanced
Title
+ v Budget to Actuals
Is = [DQ2Actuals = [ Difference == [DQ1Budget =~ [MQ2Budget =~ [ Add Calculated Column
Add Column Group
Subtitle
Q2 Actuals Difference Q1 Budget Q2 Budget Difference Through June 2022
55,039,730 29.04% 55416,397 55,334,331 11.35%

Report description

A new empty column group is added to the Column Definitions box.

71 Q2 Budget =+ [0 Difference == [ New Column Group **

Drop Columns Here

2. Drag and drop the desired columns into the column group. You can drag and drop columns that
are already in the Column Definitions box, or you can drag and drop columns from the Data Panel
directly to the group.

New Column Group =

M Q2 Actuals == [0 Q2 Budget *+ [T Difference *

3. Select the column group box, and use the Column Group Configuration panel to define the
header text and other properties. See the following section for more information on the available
properties.

The column group displays in the grid with its child columns underneath.
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AXIOM| Intelligence Center o a @ I.:i

w @
< Intelligence Center Buld  Parameters  Filters % RefreshData  Preview
Data Context .

Budget to Actuals Corporate Column Group Cenfiguration
gLz 4 General

Through June 2022 Header text

v v 1
> B8 6Lao22 w = “
» I Dimension Tables [0 WorldRegion = mal - | ma2 () Hide column
> % Related Tables MQ1Actuals = [DQ1Budget = [ Difference = a2 Actuals =  MQ2Budget = M () Autowrap header text
, | Header Algnment
Q1 Q2 Default v
WorldRegion
Q1 Actuals Q1 Budget Difference Q2 Actuals Q2 Budget Difference Data Filter Edit

Asia (Asia region) $6,989,316 $5416,397 29.04% $5,939,730 $5,334,331 11.35%

Europe (Europe region) $473,158 $340,531 38.95% $389,618 $335,371 16.18%

T‘\lonh Ame”Fa (North $32,766,656 $35,609,235 -7.98% $26,180,604 $35,068,189 -25.34%

America region)

$40,229,130 $41,366,163 -2.75% $32,509,952 $40,737,891 -20.20%
1-30f 3items

Example web report with column groups

Once a column group has been created, you can work with it as follows:

* Reordering groups: To reorder a column group, drag and drop the group to another location

within the Column Definitions box.

* Deleting groups: To delete a column group, click the three-dots icon in the top right corner of the
group box and then select Delete Group. However, if you still want to use the columns in the
group, you should drag and drop the columns out of the group before deleting the group. If you

delete the group with columns in it, all of the columns will be deleted as well.

e Copying groups: To copy a column group, click the three-dots icon in the top right corner of the

group box and then select Clone Group. A copy of the group is created to the right of the original
group, including copies of the child columns within the group. The new group has the same
properties as the original group, except that the text (Copy) is appended to the header text. You
can modify the new group as needed in order to differentiate it from the original, such as to
define a filter for the group, or to populate the group with different child columns.

NOTE: If a calculation in the column group references another column in the group, then
when the group is cloned the calculation in the new group is updated to point to the
corresponding column in the new group.
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e Configuring groups: To configure display properties for a column group, select the group in the
Column Definitions box, then use the Column Group Configuration properties in the
Configuration Panel.

¢ Nested groups: Currently, nested groups are not allowed. You cannot drag and drop a group
within another group.

You can work with columns within the group as follows:
¢ Adding columns: You can continue to add columns by dragging and dropping them into the group
box. You can also copy columns within the group.

e Removing columns: You can drag and drop columns out of the column group box to remove
them from the group. If you don't want the column to be in the report at all, you can delete the
column as normal.

e Reordering columns: You can reorder columns in the group by dragging and dropping them
within the group box.

e Configuring columns: Columns in a column group can be configured as normal. Select the column
box within the group box to bring up the Column Configuration properties in the Configuration
Panel.

» Column group properties

The following column group properties are available for web reports on the General tab of the Column
Group Configuration panel:

Item Description

Header The header text to display on the group header. Enter the desired header
text.
Hide column Specifies whether the column group is hidden in the report:

¢ [f enabled, then the group is hidden in the report. The group remains
visible in the Column Definitions box so that you can continue to
configure the group as needed.

e |f disabled (default), then the group is visible.
Autowrap header text Specifies whether header text wraps:
e |f enabled, then header text that exceeds the group width will wrap.

e |f disabled (default), then header text that exceeds the group width is
truncated. The user can resize the group wider to view the full header
text.

Header alignment The alignment of the header text over the columns in the group. Select
one of the following: Default, Left, Right, Center. Group headers use
center alighnment by default.

Administrator's Guide Axiom Financial Planning | 308



Item Description

Data filter Optional. Defines a filter to limit the data shown in the columns within this
group. This is equivalent to defining the same data filter at the column
level for each column in the group. For more information, see Using group
filters.

» Using group filters

The Data filter property can be used to filter the data coming into the columns within a particular group.
This filter only impacts the data in the group columns; it has no impact on the rest of the report.

To filter the data in a group:
1. On the Build tab of the Report Builder, in the Report Canvas, select the group that you want to
filter.

2. In the Column Group Configuration panel, click the Edit link over the Data filter box to open the
Filter Wizard.

3. In the Filter Wizard, create the filter as needed. For more information on how to use the Filter
Wizard to create a filter, see Using the Filter Wizard in the Report Builder.

The tables available in the Filter Wizard depend on whether the current group consists of
columns from a single table or multiple tables, and the primary table specified as the Data
Context of the report:
 If the group consists of columns from a single table, the Filter Wizard shows that table and
its dimension tables.
e If the group consists of columns from multiple tables, the Filter Wizard shows the following
tables:
° If the group uses columns from multiple tables, and the primary table is a data
table, the Filter Wizard shows the common dimension tables for the tables involved
in the calculation.

EXCEPTION: If the group includes a column from a dimension table, then the Filter
Wizard shows the common dimension tables for all related tables used in the
report, regardless of whether the related table is used in this particular group.

° If the group uses columns from multiple tables, and the primary table is a reference
table, the Filter Wizard shows the primary table and its dimension tables.

EXCEPTION: If the group only consists of columns from related tables (no columns
from the primary table or its dimension tables), then the Filter Wizard shows the
common dimension tables for all related tables used in the group.

If the group contains a calculated column, the columns used in the calculation are considered as
part of the group.
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You can create a filter using any column on the available tables. If you choose to use a predefined
global filter from the Filter Library, the global filter must be based on the same eligible table
columns.

4. Once the filter statement is complete, click OK to close the Filter Wizard and add the filter to the
Data filter box.

Once a filter has been defined for a group, you can modify it as follows:

e To edit the filter, click the Edit link over the Data filter box again and change the filter within the
Filter Wizard.

e To delete the filter, click the Clear link over the Data filter box.

Data filters defined at the group level are combined with any filters defined at the column level. If the
group contains calculated columns, the group filter is applied to all columns referenced in the
calculation. If the calculated column references grid columns, the group filter is combined with any
other filters applied to the grid columns (either at the column level or at the group level, if the column
belongs to a different group). Additionally, if a data filter is defined at the report level, it is also applied.
All relevant filters are combined using AND to determine the data that can display in a particular
column.

If a group has a defined filter, then a filter icon displays next to the group name in the sample grid of the
Report Canvas. This icon is intended to let report builders know about the group filter at-a-glance. The
icon does not display in the report viewer.

Defining report titles and other web report properties

Using the Report Configuration panel in the Report Builder, you can define titles for web reports and
configure other web report properties.
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AXIOM| Intelligence Center

< Intelligence Center

Data Context

GL2022

» BB 6L2022
+ [ Dimension Tables

» % Related Tables

Budget to Actuals

Through June 2022

@ worldRegion ==

WorldRegion

Asia (Asia region)

Europe (Europe region)

North America (North
America region)

1-30f3items

Example Report Configuration panel

» Defining report titles

Build  Parameters

mar
[MQ1 Actuals = [MQ1 Budget =
Q1
Q1 Actuals Q1 Budget
$6,989,316 45,416,397
$473,158 $340,531
$32,766,656 $35,600235
$40,229,130 $41,366,163

Filters

Corporate

M Difference ==

Difference

29.04%

38.95%

-7.98%

-2.75%

Da2

@D Q2 Actuals ==

Q2 Actuals

$5,939,730

$389,618

26,180,604

$32,509,952

Q2
Q2 Budget
$5334,331

335371

435,068,180

$40,737,891

M Q2 Budget =

Difference

11.35%

16.18%

-25.34%

-20.20%

@ piffere

n oo @ ui
o

(€]

E] RefreshData  Preview

Report Configuration
General Advanced
Title

Budget to Actuals

secondary title
Corporate
Subtitie

Through June 2022

Report description

File group context Edit

Report data
(®) Live data with manualrsfresh

(O Live data with auto refresn

(O Mock data

Each web report can have a defined title, subtitle, and secondary title. You can also define an optional

report description.
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AXIOM| Intelligence Center

Title I Secondary title I

Budget to Actuals | Corporate
Through June 2022
. Q1 Q2

WorldRegion Subtitle I

Q1 Actuals Q1 Budget Difference Q2 Actuals Q2 Budget Difference
Asia (Asia region) $6,089,316 $5416,397 20.04% $5,039,730 $5,334,331 11.35%
Europe (Europe region) $473,158 $340,531 38.05% $380,618 $335,371 16.18%
North America (North $32,766,656 $35,600,235 -7.98% $26,180,604 $35,068,189 25.34%
America region)

$40,229,130 $41,366,163 -2.75% $32,509,952 $40,737,891 -20.20%

Example titles as they display in a rendered report

To configure report titles for a web report:
e On the Builder tab of the Report Builder, in the Report Canvas, click on the box for the title text
that you want to edit, then type the desired title text. Once you are finished, you can press Enter
to exit the box (or press Tab, or click outside of the box).

The Title, Secondary Title, and Subtitle are all defined in separate boxes that roughly correspond
to where the titles display in the rendered report.

New report < + Add Secondary Title

+ Add Subtitle

Click on the title boxes to edit the report titles

When you click on a report title box to make it active, the Report Configuration properties load in the
right-hand Configuration Panel. The titles defined for the report also display in this panel, and can also
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be edited here. Any edits made in the title boxes are reflected in the Report Configuration properties,
and vice versa. An optional Report description can be defined in this panel, or you can define it when

saving the report.

NOTE: Currently, it is not possible to use variables in web report titles.

AXIOM| Intelligence Center

< Intelligence Center

Data Context

GL2022

» BB GL2022
» & Dimension Tables

r % Related Tables

Budget to Actuals

Through June 2022

@ worldRegion ==

WorldRegion

Asia (Asia region)

Europe (Europe region)

North America (North
America region)

1-30f3items
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Report Configuration

General Advanced

Title

Budget to Actuals

Secondary title

Corporate

Subtitie

Through June 2022

Report description

File group context Edit

Report data
(®) Live data with manual refresh

(O Uive data with auto refresh

O Mock data

Using the Report Configuration panel, you can define a variety of properties for the web report, such as
to associate the report with a file group or to configure database properties for the report. The following
table provides a reference for each property in the panel.

To access the Report Configuration panel, select the Build tab in the Report Builder and then click the
gear button in the top right. The panel is organized into two tabs, General and Advanced.

General report configuration properties

Item Description

The main title for the report. This text displays at the top of the report,
over the grid.

Title
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Item Description

Secondary title Optional. The secondary title for the report. If defined, this text displays in
the same line as the main title, separated by a horizontal pipe character.
For example:

Title | Secondary Title

Subtitle Optional. The subtitle for the report. This text displays in smaller font
underneath the main title.

Description Optional. A description for the report.

File group context Optional. The file group associated with the report. The file group context

can be used to report on process management information, or to
generate hyperlinks to plan files in the file group.

Report data Specifies the data display behavior for the Report Builder. This option only
applies to the current Report Builder session, and is not saved in the
report.

NOTE: If you created a web report using the Report Builder in version 2021.2 or 2021.3, that report
may have had one or more Report Filters defined in the Report Configuration properties. These
filters are now defined on the Filters tab. Your existing filters have been migrated to this new
location.

Advanced report configuration properties

The Advanced tab is only visible to administrators and support users.

Iltem Description

Current Data This setting is for a pre-release feature that is not yet generally available.
Required

Filtering data in web reports

You can define report-level filters to limit the data shown in a web report. There are three different
types of report filters:

¢ General filters: General filters are based on reference tables, and impact all tables in the report
that look up to the reference tables used in the filter.
¢ Table-specific filters: Table-specific filters only impact a single specific table used in the report.

For example, if a report has data from GL2022 and BGT2022, you can define a table-specific filter
that only filters one of those tables.
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e Column value filters: Column-specific filters only impact a single specific table used in the report.
A Filter field displays in the Column Value Configuration area. This filter only works for columns

with a static source type. Column filters are ignored if the column source type is changed to
dynamic.

Report-level filters are defined on the Filters tab of the Report Builder. Any existing filters are displayed
in the left-hand pane. You can select a filter to view and edit its properties in the right-hand pane.

AXIOM Intelligence Center -+~ | a ® [5;

w ®
< Intelligence Center Build  Parameters  Filters — M
All Filters + Add ~

Revenue Filter
Revenue Filter

General filter () Enabled

. N;
Budget Filter ame

Table specific filter (BGT2022) Revenue Filter

Description

Filter Criteria

DEPT.WorldRegion = ‘Europe” AND (ACCT.Category = ‘Revenue’ OR
ACCT FestAcet = Program Revenue')

Filters tab of Report Builder

NOTE: Filters cannot be reordered in the Filters tab. Filters are listed in the order they are created.
The order has no impact in how the filters are applied.

Filters can also be defined at the individual column level and group level. In this case, the filter only

applies to the data in the affected column or group. For more information, see Using column filters and
Using group filters.

» Creating report filters for a web report

You can create as many filters as needed for your web report.
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To create a report filter:

1. On the Filters tab of the Report Builder, click the Add button and then select the type of filter
that you want to create:

¢ General Filter: Define a filter that is based on one or more dimension tables, to filter all
tables in the report that look up to the dimension tables.

¢ Table-Specific Filter: Define a filter that only impacts a specific table used in the report.
Select the table from the fly-out menu. This menu only lists non-dimension tables that are
used in the report. The primary table is only listed if it is a data table.

< Intelligence Center Build  Parameters  Filters

All Filters + Add ~
1e Filter
Revenue Filter General Filter
General filter
Table-Specific Filter » L2022
BGT2022
Revenu
Description

Creating a report-level filter

The Filter Wizard opens automatically after you make your selection.

2. In the Filter Wizard, create the filter as needed. For more information on how to use the Filter
Wizard to create a filter, see Using the Filter Wizard in the Report Builder.

The tables available in the Filter Wizard depend on the type of filter you are creating, and the
primary table specified as the Data Context of the report:
e If you are defining a general filter, the Filter Wizard shows the following tables:
° If the primary table is a data table, the Filter Wizard only shows the dimension

tables for the report.

° |f the primary table is a reference table, the Filter Wizard shows the primary table of
the report and the dimension tables for the report.

e If you are defining a table-specific filter, the Filter Wizard shows the table that you selected
from the menu and its dimension tables.

Additionally, if the report is configured to report on Process Management columns, then these
columns are also available to define general or table-specific filters. For more information, see
Reporting on process information in web reports.
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You can create a filter using any column on the available tables or on the Process Management
columns (if present). If you choose to use a predefined global filter from the Filter Library, the
global filter must be based on the same eligible table columns.

3. Once the filter statement is complete, click OK to close the Filter Wizard and add the filter to the
Filters tab.

4. Optional. Edit the filter properties as desired. You can give the filter a specific name, define an
optional filter description, and toggle the filter as enabled or disabled. By default, the newly
created filter is enabled and will filter the report data. See the following section for more
information on editing the filter properties.

P Editing existing filters
You can edit all filter properties except for the filter type. It is not possible to convert a general filter to a

table-specific filter or vice versa.

To edit an existing filter:

1. On the Filters tab of the Report Builder, in the left-hand pane, select the filter box for the filter
that you want to edit.

The properties for the selected filter display in the right-hand pane.

2. Edit the filter properties as needed.

Filter properties

Iltem Description

Name The name of the filter. By default, the name is set as follows:
e General filters use the name General Report Filter.
e Table-specific filters use the name TableName Filter.

You can change this name to something more descriptive as needed. Filter
names only display in the Report Builder.

Description Optional. If desired, you can define a description to document the
purpose and scope of the filter.
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Item Description

Enabled Specifies whether the filter is enabled. By default, filters are enabled and
will impact the data shown in the report.

If desired, you can toggle the filter to disabled in order to keep the filter in
the report properties for future use, but temporarily disable it. When you
are ready to use the filter again, you can toggle it back to enabled.

While the filter is disabled, the filter box in the left-hand pane is grayed
out. The filter will not be applied to the data queries in the report.
However, you can continue to edit the other filter properties while the
filter is disabled.

Filter Criteria The filter criteria statement for the filter. Click Edit to edit the filter within
the Filter Wizard.

If you only want to edit the filter criteria statement, you can hover your cursor over the top right corner
of the box, and click the Edit icon to open the Filter Wizard directly.

All Filters + Add ~
Revenue Filter & %
General filter

» Deleting existing filters
You can delete a report filter if it is no longer needed. Remember that you can disable the filter instead,
if you want to temporarily remove the filter without deleting it from the report.

To delete an existing filter:
1. Onthe Filters tab of the Report Builder, in the left-hand pane, locate the filter that you want to
delete.

2. Hover your cursor over the top right corner of the box, then click the Delete icon to delete the

filter.

All Filters + Add v
Revenue Filter s x
General filter @

The filter is deleted from the report.
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» Filter notes

General filters and table-specific filters have certain setup and behavior differences.

General filters
General filters are based on reference tables:

e [f the primary table is a data table, you can define a general filter using any reference table that
the primary table looks up to. Basically, this means the tables listed in the Dimension Tables node
of the report.

e [f the primary table is a reference table, you can define a general filter using the primary table
itself, or using any reference table that the primary table looks up to.

When creating the filter, you can use any column on the reference table, including multi-level lookups
through the reference table. For example, if the primary table looks up to Dept, the filter could be
Dept.Dept=24000 or Dept.Region="West' or Dept.Region.RegionType=1.

The general filter applies to all tables in the report that look up to the reference table (as well as the
reference table itself). For example, imagine that you have a report that compares GL2022 to BGT2022.
You want to define a filter so that the report only shows data for the West Region. In this case you can
define a general filter on the Dept table of Dept.Region="West"'. Since both tables look up to the
Dept table, the general filter will apply to both tables and limit the data in the report.

NOTES:

e |f the primary data table looks up to multiple reference tables, the general filter can be a
compound filter that uses multiple reference tables. In this case, the filter will only apply to
data tables that look up to both reference tables. For example, imagine you define a general
filter of Dept.Region="West' and Acct.Category='Revenue'. If the report contains a
table that only looks up to the Acct table but not the Dept table, then the filter will not apply
to that table and no error will occur.

¢ If you define a general filter and then change the primary table of the report to a table that
has different dimension tables, the filter will not cause an error. If the existing filter does not
apply to any tables in the report, it will simply be ignored.

* |f the report uses process management columns, you can create a general filter with these
columns.

Table-specific filters

Table-specific filters apply only to the selected table for the filter. All other tables are unaffected by the
filter.

The table-specific filter can use any column in the table or its dimension tables. For example, if the
selected table is BGT2020, the filter could be BGT2020.m1<>0 or
BGT2020.Acct.Category="Revenue' or Dept.Region="West"'.
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Table-specific filters can be defined on any table used in the report, except for the following tables.
General filters can be defined for these tables instead.

* Reference tables that are Dimension Tables for the report.

e The primary table, if the primary table is a reference table.

NOTE: If you define a table-specific filter and then later edit the report configuration so that the
table no longer has any columns in the report, the filter will not cause an error. It will simply be
ignored.

Create limit filters

You can use the new limit filter to broaden your ability to view data from any table in your organization.
This powerful new filter lets you generate data sets in a single filter that wasn't possible before.

Axiom has two types of tables:

e Data tables contain transactional or budget data, such general ledger or budget tables.

e Reference tables (also called lookup or dimension tables) are single-key tables with values that
point to other values.

An example of a reference table is the DEPT table, which contains keys for department-related data,
such as department name, department description, and locations, such as WorldRegion and Country.
Data tables contain data that is linked to a key.

A key in a dimension table can point to many data tables.

When you create a report, the tables you can use in the report are listed on the left side:
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> (=B These additional dimension tables are all
v [l Dimension Tables associated with DEPT, the data context for o =
this filter. We've used Country and Region HRegion 0D (o) ooz s &3 i
» BB Owner for this report.
» BB Region
» BB TempBud
Count Region YTD Q1
» BB TestGroup & &
US West (United States Western Sales
. B Region) $36,463 $22013 521
» BB worldRegion N
China china (China Sales Region) $0 $0
v (@ Related Tables
» BB AltKeyTest France France (France Sales Region) S0 50
o [z GET India India (India Sales Region) s0 $0
» B BGT2015
» BB 8eT2016 Italy Italy (italy Sales Region) S0 S0
» BB BGT2017 singapore Singapore (Singapore Sales Region) $0 $0
» [ BGT2018
= Related tables are those tables that have Dept as one UK (United Kingdom Sales Region) 84,442 52,671 52
* ser018 of its fields. We can use one or more of these tables in
the report. For example, we could view data for several US West (United States Western Sales
B8 8672020 g
’ years of the budget to analyze budgeting trends by Region) $2,643,900 §1,582,343 $1.60
» BB BGT2020.V1 sales regions or for a specific budget item type, such as
Faciliies or IT.
» [ BGT2021
» B3 BGT2022

You can create a report based on the EDS Encounter table, but without any filters.

AXIOM]| Intelligence Center - o a o 13

< Intelligence Center Buld  Paramelers  Fiters o Preview

Data Context

New Report + Add Secondary Title Column Configuration
Encounter ’
General  Advanced
+ Add itl
Search tables entity ) Add Subtitle Column
+ BB Ercounter +v 4. ENTTVENTTY
+ S Dimension Tabies Display Properties B
5 Dimaniion Tbien enTTY | MCaseCount = [ TotalactusiPayments =+ (D TotslCost = Revenue = L
» @oer |
» BB Encounerpaten Formatting Praporties *
v @enry L
@ ey | enTITY CaseCount TotalActualPayments TotalCost Revenue | Data Properties N
» | 0 PyEm 0 (DEFAULT) 2300 327126 300460 5273 (@D Emablefiterng
» 0 PLocasond
2000 (PORTLAND WILLAMETTE MEMORIAL HOSPITAL) 296320200 313030794144 267335008875 $156,048857
[ B
» @D Relaes Tadies 3000 (WILLAMETTE OUTPATIENT SERVICES) 14491700 18,169,865.04 2398340525 ($5,813,540)
(PORT TH OREGON MEMOR
ACDO"O AR EALTH OREQDS MEMORIAL 41121000 633,683,153 86 628975868 55 $4707.285
HOSPITAL)
6200 (FORTLAND HEALTH MEDICAL GROUF) 622114800 78072596676 110481387187 3200
7000 (PORTLAND HEALTH HOME CARE) 3525900 8214081039 9302591788 (510,885107)
1-sofenems

Report without filters

For this report, you can view information about a specific population group, such as patients who have
had a total hip replacement.

For a limit report, select the General Filter option, which lets you limit data from any table.
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Select type of filter x

(@) General Filter (O Table Filter
Limits all data coming into the report Applies only to data from the selected
from any table table

Cancel

Filter selection dialog

Here we define the population group of patients who've had total hip replacements:

Select values for PopulationMame X

Search available values Contains Selected Values =

= Total Hip Replacement
available values =

Aetna Inpatients

End Stage Renal Disease

Foreign object after surgery
Percutaneous Coronary Interverttion {PCI)
Robotic Procedures

Sepsis

Stage 3 or 4 Pressure Ulcers

Total Knee Replacamment

8 values available 1 value selected

Cancel [Ewd

Selecting value for PopulationName
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After you finish creating the filter, review how the results have changed:

AXIOM| Intelligence Center oo @
% @

< Intelligence Center Build  Parameters Filters o [:., et r Preview

Data Context New Report + Add Secondary Title

+ Add Subtitle

DEnTTY McaseCount ~ [ TotalhctuaPayments ~ M TotelCost ~  MIReverve =

ENTITY Casecount TotalActualPayments Totalcost Revenue

2000 (PORTLAND WILLAMETTE MEMORIAL HOSPITAL] 202,00

41100 {PORTLAND HEALTH OREGON MEMORIAL

7014208 56 2184129118 85172912
HOSPITAL) e i

Total 1.545.00 35,592.667.91 2807544378 §7.517.224

Completed limit filter report

The previous example uses a simple limit filter; however, filters can be as complex and detailed
required.

Notes to remember about filters:

¢ You cannot directly edit the SQL statement; instead use the filter and selection tools.

e Make sure the data context for your report is a dimension table, so that your report can pull data
from multiple tables. If you use data table as context, the report can only contain data from that
data table.

e Always use the General Filter option when creating a limit filter.
Using report parameters in web reports

Using report parameters, you can enable end users to dynamically change the data showing in the
report. The advantages of using report parameters include:

¢ You can more efficiently cover your reporting needs using fewer reports, which means less time
needed to develop and maintain reports.

e Report users are more in control over the data they want to see in the report.

» What can report parameters impact in the report?
Report parameters can be used to dynamically impact the following items in the report:

e The row dimensions used in the report can change dynamically by using Column List report
parameters. For example, the user can dynamically change the row dimension to show data by
different groupings such as department, account, region, entity, and so on.
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e The data in the report can be dynamically filtered by using Column Value report parameters. For
example, the user can select one or more values in a column—such as departments, accounts, or
entities—and the report is dynamically filtered to show only the data for the selected values.

Reports can use either or both types of parameters as needed to provide the desired level of
interactivity.

» How are report parameters defined?

Report parameters are defined in the Report Builder using the Parameters tab. Using this tab, you can
create, configure, and delete parameters as needed. When configuring parameters, you define
properties such as:

e The type of parameter, Column List or Column Value

¢ The name of the parameter and the display text to use when presenting parameters to report
users

¢ Whether the parameter is optional or required—if required, then the report does not display
data until the user makes a selection

¢ For Column List parameters, the list of table columns to associate with the parameter, and an
optional default column selection

e For Column Value parameters, the column to associate with the parameter:

° You can select a specific column or you can tie the Column Value parameter to a Column
List parameter, so that Column Value parameter dynamically uses the selected column

° You can specify whether users can select a single value in the column or multiple values
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AXIOM)| Intelligence Center

< Intelligence Center

All Parameters + Add v
Category
Dept x
Column List Name
Grouping for analysis
Category
Category x

Column Value Display prompt

Account category to analyze

Account category to analyze

() Required

Column Value Configuration

Source column type

(®) static column

O Dynamic column

Selected Column

ACCT.Category Edit

T
() Allow mulii-select

Description display format

Value - Description

Build

Parameters

Filters

Example Parameters tab to define report parameters in the Report Builder

» How do users interact with report parameters?

oo @i

w @

Preview [SENCERS

When users view a report with report parameters, the parameters display in a panel along the left-hand
side of the report. Users can make selections and apply them to dynamically refresh the report with

data that meets their selections. If a parameter is required, then the user must interact with the report
parameter panel before the report shows any data.

AXIOM)| Intelligence Center

Report Parameters
Grouping for analysis

Vice President v

Budget to Actuals

Account category to analyze [hcuchpunez022

Revenue v
Vice President ]
Bree Sigman
Evan Simpson

Frank Martinez

Javier Grant

Example web report using report parameters

Administrator's Guide

Q1 Actuals

$6,015,031

12,810,352

$161,693

$5,018,848

Q12022

Q1 Budget

$6,054,348

$13,105,690

$331,567

54,165,304

Difference

-13.51%

-2.92%

-51.23%

20.49%

Q2 Actuals

$6,437,818

$5208,342

$262,089

54,119,925

oo @ L
&

Edit  Export  Share

Q22022
Q2 Budget Difference
$6,848,978 -6.00%
$12,995,756 -50.28%
$326,543 -19.74%
54,102,194 0.43%

Axiom Financial Planning | 325



Managing report parameters

Using the Parameters tab in the Report Builder, you can add, edit, reorder, and delete report

parameters. Report parameters enable reports to update dynamically based on selections made by
report users.

When you select the Parameters tab in a report, any existing parameters display in the All Parameters
panel along the left-hand side. You can select a parameter box to view the properties for that
parameter.

AXIOM| Intelligence Center Parameters tab to O a @ 11
manage report
parameters o ®
< Intelligence Center Build  Parameters  Filters Preview m
All Parameters + Add v
Category
Dept x

Column List Name

Grouping for analysis General

Category parameter
Category x . Dbroperties
Column Value Display prompt

Account category to analyze
Account category to analyze

@ reaired

Add new parameters
and work with existing . X
parameters Column Value Configuration Configuration for the J
e

e —~ specific parameter typ

(®) static column

(O pynamic column

Selected Column

ACCT.Category Edit

T
() Allow multi-select

Description display format

Value - Description v

Example Parameters tab in the Report Builder

This topic describes the basic features available to manage report parameters in a report. For more
information on how to configure and use specific parameter types, see the following topics:

e Using Column List report parameters
¢ Using Column Value report parameters

» Adding report parameters

You can add as many report parameters as needed to provide the desired interactivity for the report.
Keep in mind that all report parameters in the report are active and will display to end users.
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To add a report parameter:

e On the Parameters tab of the Report Builder, click Add, then select the type of parameter to
create.

© Column List: Define a list of columns that report users can select from. The selected
column can be used as dynamic row dimension in the report, or as the column for a
Column Value parameter.

° Column Value: Select a column that report users can select values from. The selected
values are then applied to the report as a report filter.

< Intelligence Center

All Parameters + Add

Column List

Column Value

The new parameter is added to the All Parameters panel along the left-hand side. You can now
configure the properties for the parameter, which display in the main area to the right.

General parameter properties

Item Description

Name The name of the parameter. By default, this is set to Report Parameter
(Type). You can edit this name as needed.

The parameter name does not display to report users; it is solely for use in
the Report Builder. You should give the parameter a name that indicates
its purpose.

Display prompt The prompt text to display to report users in the Report Parameters panel.
By default, this is set to Report Parameter (Type). You can edit this name
as needed.

You should define display prompt text that helps users understand the
purpose of the parameter. For example, "Select a department".

Administrator's Guide Axiom Financial Planning | 327



Item Description

Required Specifies whether the parameter is required.

e |f enabled, then the report does not refresh with data until this
parameter has a value. The message "Waiting for input" displays in the
report grid until all required parameters have a value.

In the Report Parameters panel, the Apply button does not become
available until all required parameters have a value. Additionally,
required parameters cannot be cleared.

e |f disabled (default), then users can optionally leave this parameter
blank (unset) when applying parameter values. The report can refresh
data without this parameter.

Parameter-specific properties
The remaining parameter properties depend on the parameter type. For more information, see:

e Using Column Value report parameters

e Using Column List report parameters

» Editing report parameters

You can edit existing report parameters as needed.

To edit a report parameter:
e On the Parameters tab of the Report Builder, select the parameter that you want to edit in the
All Parameters panel.

The current configuration for the parameter displays in the main area. You can edit the parameter
properties as needed.

» Reordering report parameters

When users view a report with parameters, the parameters are listed in the Report Parameters panel in
the order that they display in the Report Builder. You can reorder the parameters as needed to change
how they display to report users.

To reorder report parameters:

e On the Parameters tab of the Report Builder, select the parameter box that you want to move,
then drag and drop the box to a new location in the list.

NOTE: If you have a Column Value parameter that is dependent on a Column List parameter, the
Column List parameter should be located before (above) the Column Value parameter.
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» Deleting report parameters

You can delete existing report parameters if they are no longer needed. Remember that all parameters
are active and will display to report users, so if a parameter is not needed the only option to hide it from
report users is to delete it.

To delete a report parameter:

e On the Parameters tab of the Report Builder, in the All Parameters panel, click the X icon in the
right-hand corner of the parameter that you want to delete.

Using Column List report parameters

When you use a Column List report parameter, you define a list of table columns to allow the report
user to select a column. The user's selected column can then be applied to the report in one of the
following ways:

e The selected column can be applied to the report as a row dimension. This allows the report user
to dynamically change the row dimension for the report, so that the same report can be used to
view data by different dimensional groupings such as department, region, or entity. In order to do
this, you must configure the report with a dynamic column for the row dimension, and then link
the dynamic column to the Column List report parameter.

e The selected column can be applied to a Column Value parameter. This allows the report user to
select a value or values from the column to be dynamically applied as a report filter and change
the data shown in the report. In order to do this, you must configure the report with a Column
Value parameter, then link the Column Value parameter to the Column List parameter.

When a user views the report with a Column List report parameter, the list of columns is displayed in a
drop-down list, using the header text as defined for the column.

Select a Grouping

| VP| v |

WorldRegion

Dept

vp ]

Example Column List parameter in the Report Parameters panel

» Defining a Column List report parameter

Column List report parameters are defined on the Parameters tab of the Report Builder. You can define
as many Column List parameters as needed for the report.

To create a Column List parameter:
1. Inthe Report Builder, select the Parameters tab.

2. Click Add > Column List.
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The new parameter is added to the All Parameters panel along the left-hand side. The properties
for the parameter now display in the main area.

3. Complete the following general properties for the parameter:

Item Description

Name The name of the parameter. By default, this is set to Report
Parameter (Type). You can edit this name as needed.

The parameter name does not display to report users; it is solely for
use in the Report Builder. You should give the parameter a name that
indicates its purpose.

Display prompt The prompt text to display to report users in the Report Parameters
panel. By default, this is set to Report Parameter (Type). You can edit
this name as needed.

You should define display prompt text that helps users understand
the purpose of the parameter. For example, "Select a department".

Required Specifies whether the parameter is required.

¢ [f enabled, then the report does not refresh with data until this
parameter has a value. The message "Waiting for input" displays
in the report grid until all required parameters have a value.

In the Report Parameters panel, the Apply button does not
become available until all required parameters have a value.
Additionally, required parameters cannot be cleared.

¢ |f disabled (default), then users can optionally leave this
parameter blank (unset) when applying parameter values. The
report can refresh data without this parameter.

NOTE: If the Column List parameter is linked to a dynamic column, the parameter must have
a value in order to refresh data, regardless of whether the parameter is configured as
required.

4. Inthe Column List Configuration section, complete the following parameter-specific properties:
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Iltem Description

Selected columns

Default value

Administrator's Guide

The selected columns for the parameter. Click Edit to select columns
in the Select Columns dialog.

¢ Use the table treeview in the left-hand panel of the dialog to
locate the columns that you want to use. You can select any
column from the primary table, a dimension table, or a related
table. You can use the search boxes at the top of the panel to
search by table names or by column names.

¢ Once you locate a column that you want to use, drag the column
to the middle Selected Columns panel.

¢ For each selected column, define Header text in the right-hand
Column Properties panel. This header text is displayed in the
Column List drop-down when users select a column from the list.
If the Column List parameter is linked to a dynamic column, this
text is also used as the header text for the dynamic column within
the report grid.

e When the columns are presented to report users in a drop-down
list, they will be displayed in the order listed here (top to bottom).
To reorder columns, click on the drag handle in the left-hand side
of the column box, and then drag and drop the column to a new
location within the list.

e After selecting and configuring the columns, click OK to return to
the Report Builder. The selected columns now display in the
Selected columns box.

NOTE: If the primary table is a data table, and a selected column
looks up to a dimension table for the primary table, the column
reference is automatically "elevated" so that it uses the lookup
dimension table instead of the source table. For example, if the
primary table is GL2021, and you select either GL2021.Acct or
BGT2021.Acct, the column reference is elevated to Acct.Acct. This
elevation is done so that the column is valid for use as a row
dimension, and so that any filter resulting from the column is applied
as a general filter affecting all tables that look up to the dimension
table.

Optional. The default value for the parameter. When a report user
opens the report, the parameter will use this value by default.

You can select any of the columns in the Selected columns list to use
as the default value, or you can leave it blank to have no default
value.
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IMPORTANT: The columns selected for the Column List parameter must be valid within the
context of how you intend to use the parameter. If the parameter will be used with a dynamic
column, then all of the selected columns must be valid as row dimensions within the report
configuration. If the parameter will be used with a Column Value parameter, then all of the
selected columns must be valid to be used as filters within the report configuration. If a
column in the list is not valid for use as a row dimension or a filter, an error message will
display when the user attempts to apply that parameter selection to the report. As the report
designer, you should test your parameters to verify that they work as intended within the

report.
g
AXIOM| Intelligence Center o o @ I':i
1A
< Intelligence Center Build  Parameters  Filters Preview
All Parameters + Add v
DeptGroup
DeptGroup x
Column List Name
Grouping for analysis
DeptGroup
Category x

Column Value Display prompt
Account categery to analyze
Grouping for analysis

() Required

Column List Configuration
Selected columns Edit

WorldRegion (DEPT.WorldRegion)
Country (DEPT.Country)
Region (DEPT.Region)
Vice President (DEPT.VP)
Manager (DEPT. Manager)
Dept (DEPT.Dept)

Default value

Dept X w
Example Column List parameter with a list of columns and a specified default value

» Using a Column List parameter with a dynamic column

In order to use a Column List parameter to dynamically change the row dimension of the report, you
must:

e Add a dynamic column as a row dimension for the report
¢ Link the Column List parameter to the dynamic column

This configuration is only possible when using row dimensions, meaning the report rows are dynamically
generated based on the row dimension columns. If you are using a fixed row structure in the report,
then the option to add a dynamic column is not available.
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Web reports can use one or more row dimension columns. When using dynamic columns, all of the row
dimensions can be dynamic, or you can have a mix of dynamic and fixed row dimensions.

To define a dynamic column:
1. Inthe Report Builder, select the Build tab.

2. Click the plus icon over the Row Dimensions box, then select Add Dynamic Column.
New Report
- + Add Subtitle
+v
Add Dynamic Column o —

A column box labeled Dynamic is added to the Row Dimensions box.

New Report

+ Add Subtitle

0 Dynamic ** |

3. Inthe right-hand Column Configuration panel, from the Dynamic column parameter list, select
the Column List parameter to use with the dynamic column. Parameters are listed by name as
defined on the Parameters tab.
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Column Configuration

General

Dynamic column parameter

DeptGroup v

Default column

DEPT.Dept

By default, Axiom Financial Planning automatically selects the first available Column List
parameter and uses the default value defined for that parameter. If the parameter does not have
a defined default value, the Report Builder uses the first column in the list of columns defined for
the parameter. This is because the Report Builder must be able to associate the dynamic column
with an actual table column in order to refresh data.

If no Column List parameters are defined, or if the Column List parameter does not have a
defined list of columns, then the report cannot be refreshed with data until this issue is resolved.

4. Complete the remaining Column Configuration properties as needed. Note the following:

e The Header property and the related header properties on the Advanced tab are not
available for dynamic columns. The column header text for each column in the column list
is defined when configuring the Column List parameter.

* You can optionally enable Show description and select a Description display format for
the dynamic column. These options will apply if the selected column for the Column List
parameter has an associated description column.

The following example shows a web report configured with a dynamic row dimension column, linked to
a Column List report parameter. The grid is refreshed with data using the default column specified for
the report parameter.
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AXIOM| Intelligence Center n a @ I..Ei

w
< Intelligence Genter Build  Parameters  Filters &  RefreshData  Preview m
Data Context .
Budget to Actuals + Add Secondary Title Column Configuration
G0z 4 General
lrouaiuneoy Dynamic column parameter
- - DeptGroup
» BB GLao22 v = i e
> I Dimension Tables ma1 2022 -~ Moz22022 Default column
» % Related Tables Q1 Actuals ~ [DQlBudget - [ Difference == [DQ2Actuals -~ [D0Q2Budget — [T DEPT Dept
Column width 250
»
Q12022 Q22022 Alignment
Dynamic
Q1 Actuals Q1 Budget Difference Q2 Actuals Q2 Budget Di Default (Left) ~
Arizona Distribution $17.271 So 0.00% $17,318 $o ()
Enable fiiter
Arizona Warehouse $82,285 59,421,017 -09.13% 582,201 $5,143,359 ‘(:)‘ Hide column
@D show description
Asia Distribution $154,044 $320,721 -51.97% $151,086 $320,781
Description display format
Asia Warehouse $211,502 $316,257 -33.12% $207.622 $314,567 Description only
scription only v
Atlanta - Store 52 $9,875417 514,256,548 -30.73% $9,429,706 518,749,209
»
Total $857,770,545  $214,751,120 299.43% $846,341,814  $202,328,130
1-100f 119 items

Example Report Builder with dynamic row dimension

NOTE: In the Report Canvas, the dynamic column displays in the grid using the header text Dynamic.
This only occurs in the Report Builder, so that you know which column is the dynamic column. When
previewing or viewing the report, the dynamic column uses the header text defined for the currently
selected column, as defined in the Column List parameter configuration.

In this example the Column List report parameter lets the user select from three different grouping
levels—Dept.Dept, Dept.WorldRegion, or Dept.VP. The report will refresh with data and use the
selected column as the row dimension.
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AXIOM| Intelligence Center

< Intelligence Center Build  Parameters  Filters
All Parameters + Add v
DeptGroup
DeptGroup x
‘Column List Name

Select a Grouping
DeptGroup

Display prompt

Select a Grouping
@D required

Column List Configuration
Selected columns Edit

World Region (DEPT.WorldRegion)
Vice President (DEPT.VP)

Department (DEPT.Dept)

Default value

Department X v

oo @ ki

w @

ECUETEE Save v

Example Column List parameter providing column options for the dynamic row dimension

AXIOM| Intelligence Center

Report Parameters

Select a Grouping

World Region v

Budget to Actuals

Through June 2022

Q12022
World Region s
Q1 Actuals Q1 Budget Difference
Asia region 56,089,316 55,416,397 20.04%
Europe region $473,158 $340,531 38.95%
North America region $32,766,656 $35,835,060 -8.56%
Total $40,229,130 $41,591,988 -3.28%

Q2 Actuals

55,939,730

$389,618

$26,180,604

$32,509,952

A

Edit

Q2 2022

Q2 Budget

55,334,331

$335371

§35,292,107

540,961,809

o @ L
% ®

Export  Share

Difference

11.35%
16.18%

-25.82%

-20.63%

Example end user experience to select and change the row dimension
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Design considerations for the report user experience
When using a dynamic column with a Column List parameter, you must decide whether you want the
report to refresh using a default column selection, or if you want to require the user to make a selection
before the report refreshes with data.
¢ [f the Column List parameter does not have a specified default column, then when a user opens
the report, it will not refresh with data and instead displays the message "Waiting for input". The
user must select a value for the Column List parameter and apply before the report is refreshed
with data.

e |f the Column List parameter has a specified default column, then when a user opens the report,
it refreshes with data using the default column. The user can then optionally change the selected
column in order to refresh the report using a different row dimension.

NOTE: If the Column List parameter that drives the dynamic column does not have a default value,
then the report cannot be exported or shared because it does not have a column to use as the row
dimension. Although report parameter selections made by users are not honored when exporting or
sharing web reports, the default value is honored for the dynamic column when exporting or sharing
the report.

Design considerations for drilling

If you want to use a dynamic column and also enable directed drilling for the report, you must be careful
to ensure that all of the drill columns are compatible with the Column List columns. If the user can select
a column for the Column List parameter that is not compatible with the drill columns, an error will occur
when the user attempts to drill the report.

Alternatively, you can enable drilling and use key column drilling, which will continue to work as long as
all of the columns defined the Column List parameter are valid as row dimension columns.

» Using DateParts in a Column List parameter

You can use DateParts when setting parameters for a ColumnList. Click Parameters from your report
and click Add to add a Column List.

In the Column List Configuration section, click Edit to select a column and then drag the column name to
the Selected columns section. Then use the Date part to retrieve menu to select a date part and click
OK.

» Using a Column List parameter with a Column Value parameter

In order to use a Column List parameter to populate the source column for a Column Value parameter,
you must:

¢ Define a Column Value parameter

¢ Configure the parameter as dynamic and select the Column List parameter as the source
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In the following example, the Column Value parameter is configured to use the FilterCols Column List
parameter. First the user will select a column from the Column List parameter, then the user will select a

value or values in that column from the Column Value parameter.

AXIOM| Intelligence Center

< Intelligence Center Build  Parameters  Filters

All Parameters + Add
FilterValue

FilterCols x

Column List Name

Filter by

Filtervalue
FilterValue x
Column Value Display prompt

Select filter values
Select filter values

() Required

Column Value Configuration

Source column type

(O static column

(® Dynamic column

Selected parameter (dynamic column source)

FilterCols v

@D Atow multi-select

Description display format

Value - Description v

Example Column Value parameter using a Column List parameter to provide the source column

n o @ i

w @

Frevien m
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AXIOM| Intelligence Center o o @ HH
¥ Q@

Report Parameters Edit  Export = Share

Filter by
AccT x i
- e Account Analysis
Select filter values .
Region * Jan Feb Mar
tray
China 7,600,520 7,436,078 $9,008,480
5000 - Travel
£000 - Ciner Trave Corporate $3,632,055 $5,474,832 $3121,313
France $4,140,101 $4282217 $4,136,503
india $4472,830 $4,595,180 $5100,535
Italy $1,104,481 $1259,156 $1,047,663
Singapore $6,004,279 $6,772,344 $6985,727
UK $4,727,841 $4,794,366 $4,780,809
US Central $73,601,052 73,525,863 73,021,619
US East 54003715 $49,227,795 48,112,441
US West $128700258  §129,931,118  $129,827.850

$289,166,229 $287,298,948 $286,043,029

Example end user experience to choose the filter column and values

For more information on how to configure Column Value parameters and how the selected values are
applied as report filters, see Using Column Value report parameters.

Design considerations for the report user experience

When a Column Value parameter is linked to a Column List parameter, the Column Value parameter is
automatically dependent on the other parameter. This means that the Column Value parameter will not
become active in the Report Parameters panel until a value has been selected for the Column List
parameter. The Column Value parameter will then become active and allow the user to select a value or
values from the column selected for the Column List parameter.

NOTE: Because of this automatic dependency, you should make sure that the Column List parameter
is ordered before (above) the Column Value parameter.

Additionally, you must decide whether you want the Column Value parameter to start with a default
column or not:

e |f the Column List parameter does not have a specified default column, then the Column Value
parameter will be disabled until a value is selected for the Column List parameter.

e If the Column List parameter has a specified default column, the Column Value parameter is
enabled and uses the default column. The user can optionally select a different value for the
Column List parameter to change the column used by the Column Value parameter.
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Using Column Value report parameters

When you use a Column Value report parameter, you specify a column from which the user can select
one or more values. The user's selected values for the column are then applied to the report as a report
filter. This allows the user to dynamically change the data shown in the report.

For example, you may design a report that is intended to display financial results for a selected
department or entity. You can create a Column Value report parameter that uses the department or
entity column. The user can select the departments or entities that they want to view, and then apply
the parameter values to refresh the report with the selected data.

When users view the report with a Column Value report parameter, the column values are displayed in a
drop-down list:

e Column values are displayed with descriptions if applicable.
e Users can type text into the drop-down list to filter the list and find a specific value.

e Users can select one value from the list, or multiple values, depending on the parameter
configuration.

Select filter values
| ud

5000 - Travel

6000 - Other Travel
7400 - Tuition and Tr...
7700 - Maintenance ...

9300 - Expense Trans...

Example Column Value parameter in the Report Parameters panel

» Defining a Column Value report parameter

Column Value report parameters are defined on the Parameters tab of the Report Builder. You can
define as many Column Value parameters as needed for the report.

To create a Column List parameter:
1. Inthe Report Builder, select the Parameters tab.

2. Click Add > Column Value.

The new parameter is added to the All Parameters panel along the left-hand side. The properties
for the parameter now display in the main area.

3. Complete the following general properties for the parameter:
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Item Description

Name The name of the parameter. By default, this is set to Report
Parameter (Type). You can edit this name as needed.

The parameter name does not display to report users; it is solely for
use in the Report Builder. You should give the parameter a name that
indicates its purpose.

Display prompt The prompt text to display to report users in the Report Parameters
panel. By default, this is set to Report Parameter (Type). You can edit
this name as needed.

You should define display prompt text that helps users understand
the purpose of the parameter. For example, "Select a department".

Required Specifies whether the parameter is required.
¢ If enabled, then the report does not refresh with data until this

parameter has a value. The message "Waiting for input" displays
in the report grid until all required parameters have a value.

In the Report Parameters panel, the Apply button does not
become available until all required parameters have a value.
Additionally, required parameters cannot be cleared.

¢ |f disabled (default), then users can optionally leave this

parameter blank (unset) when applying parameter values. The
report can refresh data without this parameter.

4. Inthe Column List Configuration section, complete the following parameter-specific properties:

Iltem Description

Source column type Select one of the following to determine the source of the column for
the Column Value parameter:
¢ Static column: Select this option if you want to select a specific
column to use as the source column.
¢ Dynamic column: Select this option if you want to dynamically
use the selected column for a Column List parameter as the
source column.
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Iltem Description

Selected column

Selected parameter
(dynamic column
source)

Allow multi-select

Description display
format

Administrator's Guide

If the specified Source column type is Static column, click the Edit
link to select a column from the Select Column dialog.

¢ Use the table treeview in the left-hand panel to locate the column
that you want to use. You can select any column from the primary
table, a dimension table, or a related table. You can use the
search boxes at the top of the panel to search by table names or
by column names.

¢ Once you locate a column that you want to use, select it and then
click OK. The selected column name now displays under the
Selected column header.

NOTE: If the primary table is a data table and the selected column
looks up to a dimension table for the primary table, the column
reference is automatically "elevated" so that it uses the lookup
dimension table instead of the source table. For example, if the
primary table is GL2021, and you select either GL2021.Acct or
BGT2021.Acct, the column reference is elevated to Acct.Acct. This
elevation is done so that the column is applied as a general filter
affecting all tables that look up to the dimension table.

If the specified Source column type is Dynamic column, then select
the desired Column List parameter to use as the source.

This means that the user will first select a column from the
designated Column List parameter, then the user can select one or
more values from that column using the Column Value parameter.
The Column Value parameter will not be active until the Column List
parameter has a selected value. If the Column List parameter has an
assigned default value, this value will be used as the initial source
column for the Column Value parameter when the report is opened.

Specifies whether the parameter allows selecting multiple values
from the column. By default, this is disabled, which means users can
only select a single value at a time.

The display format to use for the column values in the drop-down
list. By default, this is set to Description only.

This setting applies when the column used by the Column Value
parameter has an associated description column. If the column used
by the parameter does not have an associated description column,
then this setting is ignored and the column values will display as is.
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IMPORTANT: The column used by the Column Value parameter must be valid as a filter
column for the current report configuration. If a column in the list is not valid for use as a
filter column, then an error message will display when the user attempts to apply the
parameter selection to the report. As the report designer, you should test your parameters to
verify that they work as intended within the report.

\ J
AXIOM)| Intelligence Center Il A @ Ei
wr @
< Intelligence Center Build  Parameters  Filters Preview m
All Parameters + Add ¥
Category
Dept x
Column List Name
Grouping for analysis
Category
Category x
Column Value Display prompt

Account category to analyze
Account category to analyze

() Required

Column Value Configuration

Source column type

@ Static column

(O pynamic column

Selected Column
ACCT.Category Edit

T q
() Allow multi-select

Description display format

Value - Description v

Example Column Value parameter allowing report users to filter the report by the source column

» Using DateParts with ColumnValue parameters

You can use DateParts when setting parameters for a ColumnValue. Click Parameters from your report
and click Add to add a Column Value.
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< Intelligence Center

All Parameters + Add ~

Report Parameter (Column
Value)

Column Value

Report Parameter (Column Value)

Build  Parameters

Report Parameter (Column Value)
Name

Report Parameter (Column Value)

Display prompt

Report Parameter (Column Value)

Required

Column Value Configuration
Source column type
© Static column

O Dynamic column

Selected Column
no column selected> Edit

Allow multi-select

Parameter filter behavior for Related Table columns

Filters

Preview Save ¥

Parameters view

In the Column Value Configuration section, select Static column. In the Selected Column section, click
Edit and the select the column you want to use. Then, select which date part to use, such as Full Date.
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Select Column X
Search tables Search columns Column properties
- Column name
O status
DEPT.Dept_Date
@ Dept_Date
M Biglumeric Date part o retrieve
M BudCat FullDate
M Active
M RegionZ
@ DateTime
0 Percent
@ integerDim
M Integervalue h
Selected column: DEPT.Depi_Date Cancel el
Specifying column and date part
When you view the report, you can select a date to apply to the results of the report.
Report Preview X
Report Parameters
Report Parameter (Column Valug) New Report
WorldRegion 4 Country Dept Description YTD
1/1/2018 -
122018 Asia (Asia region) Singapare 78500 (Test/Dept) Test/Dept $97,557,11
V/alne gmp‘)'ate (Corporate UsA 29000 (Strat Plan) Strat Plan §17,466,64
1/4/2018 epartments)
1/5/2018 Europe (Europe region) UK 80500 (Paris - Store 89) Paris - Store 89 $50,497,68
1/6/2018 .
North America (North Usa 95001 (West Coast West Coast Distribution $1,262,544,80

1/7/2018

America region)

Distribution)

3

Report with column value drop-down list
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» Using a Column List parameter with a Column Value parameter
In order to use a Column List parameter as the source for a Column Value parameter, you must:
e Create and configure a Column List parameter

e Configure the Column Value parameter as dynamic and select the Column List parameter as the
source

In the following example, the Column Value parameter is configured to use the FilterCols Column List
parameter. First the user will select a column from the Column List parameter, then the user will select a
value or values in that column from the Column Value parameter.

AXIOM| Intelligence Center [n] a @ :.EE
w
< Intelligence Center Build  Parameters  Filters Preview m
All Parameters + Add
FilterValue
FilterCols x
Golumn List Name
Filter by
Filtervalue
Filtervalue x

Column Value Display prompt
Select filter values
Select filter values

() Required

Column Value Configuration

Source column type

(O static column

(®) Dynamic column

Selected parameter (dynamic column source)

FilterCols v

@D Alow multi-select

Description display format

Value - Description v

Example Column Value parameter using a Column List parameter to provide the source column
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AXIOM| Intelligence Center o o @ HH
¥ Q@

Report Parameters Edit  Export = Share

Filter by
AccT x i
- e Account Analysis
Select filter values .
Region * Jan Feb Mar
tray
China 7,600,520 7,436,078 $9,008,480
5000 - Travel
£000 - Ciner Trave Corporate $3,632,055 $5,474,832 $3121,313
France $4,140,101 $4282217 $4,136,503
india $4472,830 $4,595,180 $5100,535
Italy $1,104,481 $1259,156 $1,047,663
Singapore $6,004,279 $6,772,344 $6985,727
UK $4,727,841 $4,794,366 $4,780,809
US Central $73,601,052 73,525,863 73,021,619
US East 54003715 $49,227,795 48,112,441
US West $128700258  §129,931,118  $129,827.850

$289,166,229 $287,298,948 $286,043,029

Example end user experience to choose the filter column and values

For more information on how to configure Column List parameters, see Using Column List report
parameters.

Design considerations for the report user experience

When a Column Value parameter is linked to a Column List parameter, the Column Value parameter is
automatically dependent on the other parameter. This means that the Column Value parameter will not
become active in the Report Parameters panel until a value has been selected for the Column List
parameter. The Column Value parameter will then become active and allow the user to select a value or
values from the column selected for the Column List parameter.

NOTE: Because of this automatic dependency, you should make sure that the Column List parameter
is ordered before (above) the Column Value parameter.

Additionally, you must decide whether you want the Column Value parameter to start with a default
column or not:

e |f the Column List parameter does not have a specified default column, then the Column Value
parameter will be disabled until a value is selected for the Column List parameter.

e If the Column List parameter has a specified default column, the Column Value parameter is
enabled and uses the default column. The user can optionally select a different value for the
Column List parameter to change the column used by the Column Value parameter.
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» How Column Value parameter selections are applied as filters
When a Column Value parameter selection is applied to the report, the filter is applied as follows:

e [f the source column is from a related table, or if the source column is from the primary table
when the primary table is a data table, then the filter is applied as a table-specific filter.

e Otherwise, the filter is applied as a general report filter.

NOTE: Because columns that look up to dimension tables are automatically "elevated" to the
dimension table when the primary table is a data table, it is not possible to apply table-specific filters
with these columns when using a Column Value parameter. For example, it's not possible to use
BGT2021.Acct in a Column Value parameter, because the column reference is always elevated to
Acct.Acct and therefore applied as a general filter. In the majority of use cases involving columns
that look up to dimension tables, the general filter is the intended filter.

The filters resulting from Column Value parameter selections are applied in the same way as report-level
filters defined in the Report Configuration panel. For more information on the difference between table-
specific filters and general report filters, see Filtering data in web reports.

The syntax used for filters depends on whether the parameter allows single selection or multiple
selection. For example, if the source column is Dept.Dept, filters are created as follows:

¢ Single selection: A filter will be created such as Dept .Dept=20000.

e Multiple selection: A filter will be created such as Dept .Dept IN (20000,21000,45000).

To make your variable narrow the list displayed to only the departments used in a single table (for
example, GL 2020), enter GL.2020 . Dept . Dept.

This filter statement is not visible to report users—the users only see their selected value(s) for the
column.

Keep in mind the following:

e |tis possible that the source column used by the Column Value parameter is not valid as a filter
column for the report, depending on the report configuration. In this case an error will occur
when the user attempts to apply the parameter.

e |tis possible that the Column Value parameter uses a source column that is valid as a filter
column for the report, however, the filter has no effect. For example, if the column is applied as a
table-specific filter but the report does not use any columns from that table, then the table-
specific filter will have no effect and no error will occur.

All report parameters should be tested by the report designer to ensure that they are working as
intended, before rolling out the report to end users.
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Configuring grid properties in a web report

The grid properties define the available features and the overall presentation of data in a web report.
Using the grid properties, you can configure:
e User interaction properties such as whether users can filter columns, sort columns, and reorder
columns
* Display properties such as whether the grid has a total row and whether rows with all zero values
display
e Drilling properties such as what type of drilling is enabled and configuration for directed drilling

In the Report Builder, the grid properties are defined in the right-hand Configuration Panel.

To configure grid properties for a web report:
1. On the Build tab of the Report Builder, in the Report Canvas, click the grid that displays below the
column setup boxes.

2. Inthe right-hand Configuration Panel, complete the Grid Configuration properties as needed.

AXIOM | Intelligence Center o a @ !.Ei
w @
< Intelligence Center Build  Parameters  Filters #  RefreshData  Preview
Data Context . N
Budget to Actuals Corporate Grid Configuration
GL2022 7
General Advanced

Through June 2022
Column Properties ~

9 L2022 T w
g @D Enable column filiers
» [ Dimension Tables @ worldRegion == Q1 Actuals == [MQ2Actuals =~ [DQ1Budget == [0Q2Budget —
() Muiti-column sorting
» % Related Tables —
@D Enable rearcering columns
WorldRegion Q1 Actuals Q2 Actuals Q1 Budget Q2 Budget Grid Properties R
Asia (Asia region) $59,065,030 $58,174,791 $33,016,385 $34,789,159 D) vse e rows
Corporate (Corporate departments) $11,786,889 $7,370,832 $6,102,073 $6,200,837 @D inciuceotalow
Total header label
Europe (Europe region) $30,716,504 $30,422,551 $1,202,834 $1,223,440 otal rowheader [abe
North America (North America region) $760,989,716 $750,407,151 $153,881,599 5139,551,224
(*). SUPPress zero rows
$862,558,229 $846,375,326 | $194,203,791 $181,854,660 -
; " I .
P Click the grid area () Enable arilling
to load the grid

configuration
properties
Example Grid Configuration properties

The grid configuration properties are separated into two tabs:
e General: Basic grid properties that should be reviewed and configured for all web reports.
e Advanced: Advanced grid properties such as default column formats for the grid.
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» General grid properties

The following grid properties are available for web reports on the General tab of the Grid Configuration
panel:

Column Properties

Iltem Description

Enable column filters Specifies whether users can filter columns in the grid. Only applies to grids
with dynamic rows; users cannot filter columns in grids where Use fixed
rows is enabled.

e |f enabled (default), then filter icons display on columns where Enable
filter is enabled in the column configuration properties. Report users
can use these icons to filter the data shown in the column. If Enable
filter is disabled on a column, the filter icon is not available for that
column.

 |f disabled, then filter icons do not display on any columns, regardless
of whether Enable filter is enabled for the column.

Multi column sorting Specifies whether users can sort by multiple columns in the grid. Only
applies to grids with dynamic rows; users cannot filter columns in grids
where Use fixed rows is enabled.

e |f enabled, then users can sort the grid by multiple columns. If the grid
is already sorted by a column and a user clicks another column to sort,
then the grid is first sorted by the most recent column and then sorted
by the original column. Columns will remain sorted until the user
toggles the sort disabled for that column.

e |f disabled (default), then users can sort the grid by a single column. If
the grid is already sorted by a column and a user clicks another column
to sort, then the sort is disabled on the original column and the grid
becomes sorted by the most recent column.

Users can sort columns by clicking on the column header. Each click
toggles through sort ascending, sort descending, and no sort.

NOTE: The ability to clear the sort is only available if multi-column sorting
is enabled. Otherwise, clicking a column header will toggle between sort
ascending and sort descending. You can click a different column header to
sort by that column, but you cannot clear the sort.

Enable reordering Specifies whether users can reorder columns in the grid.

columns * If enabled (default), then users can drag and drop columns within the
grid to temporarily reorder them.

¢ [f disabled, then users cannot reorder columns in the grid.

Administrator's Guide Axiom Financial Planning | 350



Grid Properties

Item Description

Use fixed rows Specifies whether the grid uses dynamic rows or a fixed row structure.

e |f enabled, then the grid uses a fixed row structure to define the rows.
Select the structure using the Fixed row structure field. For more
information, see Specifying the fixed row structure for a web report.

e |f disabled (default), then the grid dynamically generates rows based
on a table column specified as the row dimension. The row dimension
is specified by dragging and dropping the desired table column into the
Row Dimensions box at the top of the Report Canvas. For more
information, see Specifying the row dimension for a web report.

Fixed row structure Specifies the fixed row structure to use in the grid. Only applies when Use
fixed rows is enabled.

Select an existing fixed row structure to define the rows of the grid. You
can type into the box to filter the list of fixed row structures by name.

Fixed row structures can be created from the Intelligence Center. For
more information on creating fixed row structures, see Managing Fixed
Row Structures.

Include total row Specifies whether a total row is present on the grid. Only applies to grids
with dynamic rows; if Use fixed rows is enabled then the grid uses
subtotal and total rows as defined in the fixed row structure.

e |f enabled, then a total row displays at the bottom of the grid. If the
grid data is paged, the total row shows the total of all rows across all
pages.

Use the Total row header label field to define label text for the total
row, such as "Total". This text displays in the last row dimension
column.

Columns displaying numeric, non-dimensional data are included in the
total row by default. If desired, you can exclude a numeric column
from the total row using the column configuration properties.

e |f disabled (default), then the grid does not have a total row.
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Item Description

Suppress zero rows Optional. Specifies whether data rows with all zeros are suppressed from
showing in the grid. Only applies to grids with dynamic rows; all zero rows
cannot be suppressed in grids where Use fixed rows is enabled.

Non-key columns that meet both of the following criteria are evaluated to
determine whether a row should be hidden:

e The column data type is Integer (all types) or Numeric.

e The column is from the primary table or an additional data table.

If the primary table is a data table, Integer and Numeric columns on
lookup reference tables are ignored—meaning these columns may have
values, but the row is still suppressed if all applicable data table columns
have zero values. There is one exception: reference table columns are
considered if the column classification is Values and the numeric type is
Currency.

Calculated columns defined in the grid are not evaluated for this purpose
and do not prevent a row from being suppressed.

Enable drilling Specifies whether users can drill down rows in the grid to view the
underlying data.

e |f enabled, then users can drill rows in the grid. Use the Drilling type
property to specify what type of drilling options are present:

° Key columns (default): Users can drill down to the key column level
of the data. These drilling options are automatically generated
based on the validated key columns of the primary table. No
additional setup is required.

° Directed: Users can drill down predefined drilling paths. Use the
View/Edit Configuration link underneath the Directed option to
configure the drilling paths.

For more information, see Configuring drilling for web reports.

e |f disabled (default), then users cannot drill rows in the grid.
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Item Description

Grid sort order Specifies the sort order for data in the grid.

e Default: Data is sorted by the row dimension columns specified for the
grid, in ascending order. If multiple row dimension columns are
present, the first row dimension column is the primary sort column,
followed by the second row dimension column, and so on.

e Custom: Specify one or more columns to sort the grid data, in either
ascending or descending order. Use the View/Edit Configuration link
underneath the Custom option to select the drill columns.

° The Edit Sorting Configuration dialog lists all columns in the grid. It
is not currently possible to sort by a column that is not present in
the grid. If necessary, you can add a column to the grid in order to
sort by that column, then configure the column as hidden so that it
does not show in the grid.

° To add a column to the sorting configuration, drag the column from
the left-hand panel to the right-hand panel, and then select Asc
(default) or Desc for the sort order. To remove a column from the
sorting configuration, click the X icon on the right-hand side of the
column box.

° If multiple columns are added to the sorting configuration, the top-
most column is the primary sort column, followed by the next
column, and so on. You can reorder the columns in the list by
clicking the drag handle on the left-hand side of the column box
and then dragging and dropping it to a new location.

If a custom sort is specified but no columns are added to the sorting
configuration, the grid will revert to using the default sort order.

NOTES:

e |f Multi column sorting is not enabled for the grid, the grid will still
honor a multi-column sort configuration when the report is initially
rendered. However, if a user sorts by any column, the grid reverts to
single-column sorting with no way to return to the previous sort
configuration other than by reloading the report.

¢ Process columns cannot be added as custom sort columns.

e If a dynamic column is added to the sort configuration, it displays in
the list with its assigned Column List report parameter name in
parenthesis. If you hover your cursor over the column name in the sort
configuration, the current column used by the dynamic column is
shown in the tooltip.
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NOTE: If you created a web report using the Report Builder in version 2021.1, that report may have
had a defined Data Filter in the Grid Configuration properties. These filters are now defined at the
report level, on the Filters tab. Any existing grid filter will be automatically converted to a general
report filter. In rare cases, this conversion may result in report errors if the grid-level filter is not
valid as a general report filter. If this occurs, you can delete the converted filter and re-create it as a
table-specific filter.

» Advanced grid properties

Using the properties on the Advanced tab of the Grid Configuration panel, you can view and edit
Default column formats for columns in the current report. Select a column Data type that you want to
configure, and this section will populate with the properties for the selected data type.

All columns added to the report will inherit the settings defined here. By default, columns will continue
to inherit any changes made to the default column formats unless the format has been overridden at
the column level.

For example, the default alignment for String columns is Left. When String columns are added to the
grid, they are configured to use the Default alignment, meaning Left. If desired, you can change the
default alignment for String columns to Center, and all String columns in the grid that are using the
Default alignment will now update to use Center alignment. However, if you have manually configured a
particular String column to use Right alignment instead of the Default alignment, that column will
continue to use its configured alignment of Right.
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Item Description

Data type Select a column data type to view and edit the default column formats for
that type. The following data types are available:

e String: Columns containing text or alphanumeric values. Includes table
columns using the String data type.

¢ Date: Columns containing dates. Includes table columns using the Date
data type.

e DateTime: Columns containing date-time values. Includes table
columns using the DateTime data type.

e Boolean: Columns containing True or False values. Includes table
columns using the Boolean data type.

e Dimension: Columns containing numeric dimension codes. Includes
table columns using Numeric, Integer, or Identity data types, where
the Column Classification is Dimension.

e Decimal: Columns containing decimal numeric values. Includes table
columns using the Numeric data type, where the column has a
Numeric Type of Number.

¢ Number: Columns containing whole integer numeric values. Includes
table columns using Integer or Identity data types, where the Column
Classification is Value.

e Currency: Columns containing currency numeric values. Includes table
columns using the Numeric or Integer data types, where the column
has a Numeric Type of Currency.

¢ Percent: Columns containing percent numeric values. Includes table
columns using the Numeric or Integer data types, where the column
has a Numeric Type of Percent.

Additionally, when you create a calculated column, you can specify its
data type as one of the numeric data types. The column will then use the
default column formats for that data type. The default data type for
calculated columns is Currency.

NOTE: Columns that would normally be treated as Number data type are
treated as Dimension data type if they are used as row dimension columns
or drill columns.
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Item Description

Column width The default column width for the selected Data Type, in pixels. Enter the
desired column width as a whole integer between 30 and 600.

The default width for each data type is as follows:
e Currency, Decimal, Percent, Date, Boolean: 120
e Number: 150
e DateTime, String, Dimension: 200
Alignment The default alignment of the column values for the selected Data Type. If

you want to change the default alignment for a data type, select one of
the following: Left, Right, Center.

The default alignment for each data type is as follows:
e String, Date, DateTime, Boolean, Dimension: Left

e Decimal, Number, Currency, Percent: Right

Numeric default properties

The following default properties only display if the selected Data type is a numeric data type. These
properties can be used to define the default numeric format by column data type.

For example, the default number format for the Currency data type uses 0 decimal places, with a
thousands separator, and a negative number format of red parentheses. When a Currency column is
added to the grid, the contents automatically display using this number format. If desired, you can
change the default number format for Currency so that it uses 2 decimal places, and all Currency
columns in the grid will now update to show 2 decimal places. This applies to columns that use the
Currency number format by default, as well as columns that you have manually configured to use the
Currency format. However, if you have manually configured a particular Currency column so that it now
uses a Custom number format instead of the Currency number format, then it will continue to use its
custom configuration.

Iltem Description

Decimal places The number of decimal places used by the selected Data Type. Enter any
whole number from 0 to 10. You can also use the arrow keys to move the
number up or down.

The default number of decimal places for each numeric data type is as
follows:

e Currency: 0
e Decimal, Percent: 2

The Number data type does not use decimals.
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Item Description

Use 1000's separator Specifies whether the selected Data Type uses a thousands separator:

e If enabled (default), numbers show with a thousands separator, such
as 1,000.

e |f disabled, numbers do not use a thousands separator, such as 1000.

Negative number The format used by the selected Data Type to display negative numbers.

format Select the desired format from the drop-down list. Available formats use
the minus sign, or parentheses, or red text (or a combination of these
formats).

The default negative number format for each numeric data type is as
follows:

e Decimal, Number, Percent: Minus sign

e Currency: Red text in parentheses

Date and Date Time default properties

The following default properties only display if the selected Data type is a date data type. These
properties can be used to define the default date format by column data type.

For example, the default format for Date columns is Month/Day/Year (such as "10/152022"). When a
Date column is added to the grid, the contents automatically display using this format. If desired, you
can change the default format for Date so that it displays as "October 15, 2022" instead, and all Date
columns in the grid will now update to use this format. However, if you have manually configured a
particular Date column so that it uses a different date format instead of the default format, then it will
continue to use its custom configuration.

Item Description

Date format The format used by the selected Data Type to display date or date-time
values. You can select any of the "full date" formats supported by Date
and DateTime columns, including custom formats. By default, the formats

Date Time format are:

e Date: 10/15/2020
e Date Time: 10/15/2020 13:25

or

NOTE: Only "full date" formats are supported as the default format. If you
configure an individual Date or DateTime column to use a different date
part, such as Year or Quarter, then the default date format no longer
applies, and the column is treated as a Dimension data type.

Custom Date format Use this field to define the custom date or date-time format, if Custom is
specified as the Date format or Date Time format. For more information

or
on the syntax to define custom date and date-time formats, see Custom

Custom Date Time formats.

format

Administrator's Guide Axiom Financial Planning | 357



» Frequently asked questions
Can | disable paging for a dynamic row grid?

Currently, if the grid uses dynamic rows then the grid is automatically paged if it exceeds 25 rows. This
paging cannot be disabled.

How do | define a grid-level filter to limit the data in the report?

If you want to filter the data in the grid, you can define a report-level filter. Select the Filters tab of the
Report Builder to define one or more report-level filters.

Configuring column properties for a web report

The column properties define the presentation of each column in the grid. Using the column properties,
you can configure:

e Display properties such as header text, column width, alignment, and number formatting
e Data properties such as column filters, alternate aggregation, and display formats for data

* Grid behavior properties such as inclusion in the total row, and whether end users can sort and
filter using the column

In the Report Builder, the column properties are defined in the right-hand Configuration Panel. The
column properties can be defined for both table columns and calculated columns.

To configure column properties for a column in a web report:

1. On the Build tab of the Report Builder, in the Report Canvas, click a column name in either the
Row Dimensions box or the Column Definitions box to select that column.

2. Complete the Column Configuration properties that display in the Configuration Panel.

Administrator's Guide Axiom Financial Planning | 358



AXIOM| Intelligence Center

< Intelligence Center

Data Context

GL2022

» BB BGT2021
v B8 86T2022
» [ AccT
» [ DEPT
[0 DETAIL

mm
m m2
m M3
@ ma
m ms
m me
m m7
M ms
m me
@ m10
@ w11
m w12
[ saveTagDocID

@ saveTag

Budget to Actuals

Through June 2022

[0 WorldRegion ==

WorldRegion

Asia (Asia region)
Corporate (Corporate departments)
Europe (Europe region)

North America (North America region)

1-40f 4items

Q1 Actuals ==

Build  Parameters  Filters

Q1 Actuals

$59,065,030

$11,786,889

$30,716,504

$760,989,716

0 Q2 Actuals ==

Corporate
Click on a column |
name to configure it

Q1 Budget =

Q2 Actuals Q1 Budget
$58,174,791 $33,016,385
$7,370832 $6,102,973
$30,422,551 $1,202,834
$750,407,151 $153,881,509

The column configuration properties are separated into two tabs:

Q2 Budget |

$34,789,1329

$6,200,837

$1,223,440

$139,551,224

oo @ i

w @

#%  RefreshData  Preview

Column Configuration
General Advanced

Column
BGT2022.02

Header

Q2 Budget

Column width

Alignment

Default (Right) v
Number format

Default (Currency) v
Agaregation

Default (Sum) v
Data filter Edit
@D eravle fitter
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e General: Basic column properties that should be reviewed and configured for all columns in the

grid.

e Advanced: Advanced column properties to be configured as needed.

» General column properties

The following column properties are available for web reports on the General tab of the Column
Configuration panel. These properties apply to table columns, calculated columns, and dynamic

columns.
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Item Description

Column The following information displays at the top of the panel to identify the
column:
or
. e Column: If the column is a table column, the full Table.Column path
Calculation displays for your reference.
or

Column Configuration
Default Column

General Advanced

Column

BGT2020.Q1

e Calculation: If the column is a calculated column, a text representation
of the calculation displays for your reference. You can click the Edit
icon to the right of the box to open the Edit Calculated Column dialog
and edit the calculation as needed.

Column Configuration

General Advanced

Calculation

({Q1 Actuals} - {Q1 Budget}) / {Q.. &

e Default column: If the column is a dynamic column, the currently used
Table.Column path displays for your reference. This column is
determined by the configuration for the Column List parameter that is
associated with the dynamic column.

Column Configuration

General

Dynamic column parameter

DeptGroup v

Default column

DEPT.Dept
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Item Description

Dynamic column The Column List report parameter to associate with the dynamic column.
parameter Only applies when the current column is a dynamic column.

For more information, see Using Column List report parameters.

Header The header text to display on the column header. Enter the desired
header text.

e |If the column is a table column, the column name is used as the header
text by default.

e |f the column is a calculated column, the text "Calculation" is used as
the header text by default.

If the column is a dynamic column, the header text is defined in the
Column List parameter settings, for each column that is available to be
selected. Within the Report Canvas only, the dynamic column displays
using the header Dynamic.

Column width The width of the column in the grid, in pixels. Enter the desired column
width as a whole integer between 30 and 600.

The default width depends on the column data type, and is configured at
the grid level. If you do not enter a custom width, then the default width
displays in the Column width box in gray text. If you leave this default
width and the grid-level defaults are changed, then column will update to
use the new default width. For more information, see Configuring grid
properties in a web report.

Alignment The alignment of the column values. Select one of the following: Default,
Left, Right, Center.

The default alignment depends on the column data type, and is configured
at the grid level. If a column is set to use Default and the grid-level
defaults are changed, the column will update to use the new default
alignment. For more information, see Configuring grid properties in a web
report.
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Item Description

Select Formatting Properties to work with number formats. The number
format used by the column. Only applies to columns that hold numeric
data. Select one of the following:

Number Format

Aggregation

Data filter

Administrator's Guide

Default: The column uses the default number format as defined for the
column's data type at the grid level. If a column is set to use Default
and the grid-level defaults are changed, the column will update to use
the new default number format. For more information, see Numeric
default properties.

Currency, Decimal, Number, Percent, or Dimension: The column uses
the default number format as defined for the selected data type. For
example, you may have a column that is natively a Decimal column,
but you want it to display using Currency format in a particular report.

If a column is assigned to a different number format, it will also inherit
the default column width and alignment set for the associated data
type, if the column is using the default column with and alignment.

Custom: The column uses a custom number format as defined in the
column properties. Click Override default formatting to work with
custom number formats.

When Custom is selected, then several additional properties become
available to configure the number format. In this case, the column is
no longer tied to any particular default number format.

° Decimal places: Specify the number of decimal places to display,
from 0 to 10.

© Use 1000's separator: Specify whether the number uses a
thousands separator or not.

° Negative number format: Specify the format to use for negative
numbers.

This option is not available for use with dynamic columns.

Select Data Properties to configure Aggregation. The aggregation type
used to aggregate data queried from the database column. Does not apply
to calculated columns or to columns used as row dimensions.

If you want to override the default aggregation type for a database
column, select an aggregation type.

Select Data Properties to configure the optional Data filter. Defines a filter
to limit the data shown in this column. The column-level data filter should
be used instead of a grid-level data filter when you want the filter to
impact just this column. For more information, see Using column filters.
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Item Description

Enable filter Specifies whether report viewers can filter the report based on the
column contents.

e |f enabled (default), and if Enable Column Filters is enabled in the Grid
Configuration properties, then a filter icon is available on the column in
the rendered report. Report viewers can use this column to filter the
grid based on the column contents.

e |f disabled, then the filter icon is not available on the column.

This property does not apply to any column in the grid if Use fixed rows is
enabled in the Grid Configuration properties. Fixed row reports do not
support end-user column filtering.

Hide column Specifies whether the column is hidden in the report. Does not apply to
columns used as row dimensions.

¢ If enabled, then the column is hidden. The column remains visible in
the Report Builder so that you can continue to configure the column as
needed.

¢ [f disabled (default), then the column is visible.

Show description Select Display Properties to work with configure the description text.

Specifies whether you want descriptions to display for dimension values.
This option only applies to key columns, alternate key columns, and
validated columns that have an associated description column.

e |f enabled (default), then descriptions display alongside the dimension
values or instead of the dimension values. For example, if the column
is Acct then you likely want the account descriptions to display along
with the account codes.

When this option is enabled, the Description display format field
becomes available. Select the desired display format from this list. By
default, the format Description (Value) is used.

e |f disabled, then only the dimension values display. For example, if the
column is Acct then only the account codes will display.

NOTE: If the dimension table has multiple description columns (meaning
columns where Describes Key is True), then the first description column is
used.

If the column is a dynamic column, then this option will be applied when
the currently selected column has a description column, and ignored
when it does not.
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Item Description

Include in total row Specifies whether the column is included in the total row, if a total row is
enabled in the Grid Configuration properties. Does not apply to columns
used as row dimensions.

Select one of the following:

e Default: The column is included or not based on its data type. All
numeric columns are included by default unless they are the
Dimension data type. All other non-numeric columns are not included
by default, unless you change the aggregation so that the column
returns a number (such as using Count aggregation on a String
column).

¢ Include: Override the default behavior and include the column in the
total row.

¢ Exclude: Override the default behavior and exclude the column from
the total row.

If a column is included in the total row, it is treated as follows:

e Table columns use their default or configured aggregation in the total
row. For example, if a numeric column uses the default aggregation of
sum, the column will be summed in the total row.

e Calculated columns apply their calculation to the total row.

This option does not apply if Use fixed rows is enabled in the Grid
Configuration properties. Columns will be included or excluded in subtotal
or total rows using the default behavior.

Date part to retrieve Specifies the date or date-time part to retrieve, if the column is a Date or
Date Time column. For example, you can return the full date value, or just
the year or month, or the fiscal year or month. For more information, see
Date part and format options.

Date format Specifies the format to display the date values, if the column is a Date or
Date Time column. The available format options depend on the specified
Date part to retrieve. For more information, see Date part and format
options.

The label and visibility of this setting varies depending on the selected
date part. For example, if you select Month as the date part, then the
label for this setting is Month format. If you select a date part that does
not have any formatting options, such as Year, then this setting is hidden.

Administrator's Guide Axiom Financial Planning | 364



» Advanced column properties

The following column configuration properties are available for web reports on the Advanced tab of the
Column Configuration panel. These properties apply to table columns and calculated columns. Dynamic
columns do not use these properties.

Header Properties

Item Description

Header text (row 1) The header text to display on the column header. Enter the desired
header text.

NOTES:

e This is the same property that displays on the General tab as Header.
The header text can be edited from either tab.

e The (row 1) label only displays if Multi-row header has been enabled.
In this case, the property defines the header text for the top row of the
multi-row header.

Header text (row 2) The header text to display on the second row of the column header. Enter
the desired header text.

This property is only available if Multi-row header has been enabled.

Multi-row header Specifies whether the column header has multiple rows:

e |f enabled, then the header text property updates so that there are
two properties: Header text (row 1) and Header text (row 2). The
default header text populates row 1. You can define additional text to
display on row 2.

e |f disabled (default), then only one row of header text can be defined.
Keep in mind that enabling a multi-row header is different than wrapping
header text. If you enable multi-row headers, then you can define two

separate rows of header text. A line break separates each row. If
autowrap is enabled, then each row of header text wraps individually.

If you just want a single row of header text that wraps, you can leave this
option disabled and then enable Autowrap header text.

Autowrap header text  Specifies whether header text wraps:

¢ |f enabled, then header text that exceeds the column width will wrap.
If Multi-row header is enabled, both rows of header text will wrap
individually.

e If disabled (default), then header text that exceeds the column width is
truncated. The user can resize the column wider to view the full
header text.
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Item Description

Header alignment The alignment of the header text. Select one of the following: Default,
Left, Right, Center. All column headers use Default alighment by default.

By default, the header text uses the same alignment as the column
contents (as determined by the Alignment property on the General tab).
If you leave the header alignment set to Default, then the header
alignment will adjust to match the column alignment. If, however, you
want the header alignment to be different than the column alignment,
you can configure this property.

Link Properties

For more information on using hyperlink columns in web reports, see Displaying hyperlinks in web
reports.

Item Description

Enable Specifies whether the column displays hyperlinks. Select this option if you want each
link row of this column to contain a hyperlink that dynamically incorporates the current
column value.
If this option is enabled, then the additional link properties in this section become
available; otherwise they are hidden.

Link Specifies the type of link to display in the column:
type e Custom: You specify the relative URL for the hyperlink, including using variables to
dynamically incorporate the current column value in the URL.
¢ Plan file: Axiom Financial Planning dynamically generates a hyperlink to the plan file
associated with each row. In order to use this option, the report must have a
specified File group context in the Report Configuration properties, and the row
dimension must be the key column of the plan code table for that file group.

NOTE: This option only displays if the report meets the requirements to support plan
file links. Otherwise, all links are custom links by default, and this option does not
display.
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Item Description

URL Specifies the URL to use in the hyperlink column. Enter a relative location in the Axiom
Financial Planning system. The URL can use variables as needed so that the URL value is
dynamic per row of the report.

For example, imagine that the report contains the key column of a plan code table (such
as Dept), and you want each plan code to link to the Process Routing page for a
particular plan file process. The full URL to the Process Routing page uses the following
syntax:

https://mycompany.axiom.cloud/process/
processdefinitionID/planfile?planvalue=plancode

The process definition ID will be constant for the URL, but the plan code value needs to
be the current row's department value. The {value} variable can be used for this
purpose. The following relative URL with a variable would be entered into the URL field:

/process/16682/planfile?planvalue={value}

NOTE: The relative URL can be entered with or without the beginning forward
slash.

When the report is viewed, the column will resolve to use the full URL with the current
column value. For example, the row showing Dept 22000 will have the following URL:

https://mycompany.axiom.cloud/process/16682/planfile?planval
ue=22000

When the user clicks on the hyperlink in this row, they will be taken to the Process
Routing page for Dept 22000, for the plan file process associated with process definition
ID 16682.

NOTE: The URL property only displays if the specified link type is custom, or if the Link
type option is not present because all links in the report are custom. When using the
plan file link type, the URL to the plan file is automatically generated by Axiom Financial
Planning.
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Item Description

Link text  Specifies the display text for the hyperlink column. Enter the desired text, using
variables as needed. Keep in mind the following:

¢ |If you want the link text to be the column value—meaning the same value that
would display in the column if the column was not enabled as a link column—then
you can leave this field blank. The current column value is automatically used as the
link text.

e The variable {value} displays the raw column value from the database. For
example, if the column is a numeric column, the value will not have numeric
formatting and will show all decimal places.

e The variable {formattedvalue} displays the column value with formatting—such
as default formatting based on the column type, or applied formatting in the Column
Configuration properties. It is only necessary to use the { formattedvalue}
variable if you want to display the formatted column value along with other link
text. If you just want to display the formatted value by itself, you can leave the field
blank as previously noted.

Link Specifies the tooltip to show when a user hovers the cursor over the hyperlink. Enter
tooltip the desired text, using variables as needed. The same variable behavior noted
previously for the Link text property also applies to this property.

Open Specifies whether the hyperlink opens in the same tab (replacing the report) or in a new
link in tab. By default, the hyperlink opens in the same tab. Enable this option if you want the
new tab hyperlink to open in a new tab.

» Using column filters

The Data filter property can be used to filter the data coming into a particular column. This filter only
impacts the data in the current column; it has no impact on the rest of the report.

To filter the data in the current column:
1. Click the Edit link over the Data filter box to open the Filter Wizard.

2. In the Filter Wizard, create the filter as needed. For more information on how to use the Filter
Wizard to create a filter, see Using the Filter Wizard in the Report Builder.

The tables available in the Filter Wizard depend on whether the current column is a table column
or a calculation, and the primary table specified as the Data Context of the report:

e If the current column is a table column, the Filter Wizard shows that table and its
dimension tables.

e If the current column is a calculated column, the Filter Wizard shows the following tables:

° If the calculated column only uses columns from a single table, the Filter Wizard
shows that table and its dimension tables.
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° If the calculated column uses columns from multiple tables, and the primary table is
a data table, the Filter Wizard shows the common dimension tables for the tables
involved in the calculation.

EXCEPTION: If the calculation includes a column from a dimension table, then the
Filter Wizard shows the common dimension tables for all related tables used in the
report, regardless of whether the related table is used in this particular calculation.

° |f the calculated column uses columns from multiple tables, and the primary table is
a reference, the Filter Wizard shows the primary table and its dimension tables.

EXCEPTION: If the calculation only consists of columns from related tables (no
columns from the primary table or dimension tables), then the Filter Wizard shows
the common dimension tables for all related tables used in the calculation.

You can create a filter using any column on the available tables. If you choose to use a predefined
global filter from the Filter Library, the global filter must be based on the same eligible table
columns.

3. Once the filter statement is complete, click OK to close the Filter Wizard and add the filter to the
Data filter box.

Once a filter has been defined for a column, you can modify it as follows:

e To edit the filter, click the Edit link over the Data filter box again and change the filter within the
Filter Wizard.

¢ To delete the filter, click the Clear link over the Data filter box.

Data filters defined at the column level are combined with any filters defined at the column group level
and at the grid level. All relevant filters are combined using AND to determine the data that can display
in a particular column.

If a column has a defined filter, then a filter icon displays next to the column name in the sample grid of
the Report Canvas. This icon is intended to let report builders know about the column filter at-a-glance.
The icon does not display in the report viewer.

NOTES:
¢ |f a data filter is defined for a calculation, the filter is applied to the columns referenced in the
calculation, then the calculation occurs.

e Column-level data filters cannot be defined for columns used as row dimensions. To limit the
rows shown in the grid, use a report-level filter in the Report Configuration properties.
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» Frequently asked questions

| defined a column filter but it isn't impacting the grid data as | expected—why do I still see rows that
don't match the column filter?

A column filter only filters the data coming into that specific column. If you want to define a filter that
impacts the entire report, including the row data, then you should define a filter at the report level.
Select the report title and then use the Report Configuration properties to define one or more Report
filters.

To illustrate the difference, imagine the following uses of a filter to only show data from the West
region:

e Report: When the general filter Dept .Region="West"' is defined for the report, the entire grid
is filtered to only show data from the West region. Row dimension values (such as departments)
will only display if they belong to the West region, and column data is limited to only show data
for the West region.

¢ Column: When the filter Dept .Region="West ' is defined on a column, that single column is
filtered to only show data from the West region. Other columns and row dimension values are
not limited by this filter. You might do this if you want to create a report that shows the different
region data in different columns, such as to compare data from the West, East, North, and South
regions side-by-side.

Configuring drilling for web reports

You can enable two types of drilling for web reports:

¢ Key columns: Users can drill to view the underlying data based on the key columns of the table
specified as the Data Context. This option provides limited "out-of-the-box" drilling functionality
that does not require any further setup.

¢ Directed: Users can drill to view the underlying data based on predefined drilling paths. The
report designer defines the available drilling paths and can configure certain display attributes for
the drill.

To enable either drilling option:

1. On the Build tab of the Report Builder, in the Report Canvas, select the grid so that the Grid
Configuration properties display in the Configuration Panel.

2. On the General tab of the Grid Configuration properties, enable Enable Drilling.
3. For Drilling type, select either Key columns or Directed.

4. If you selected Directed, click the View/Edit Configuration link to define the directed drilling
paths.
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General Advanced
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) Multi-column sorting

Q Enable reordering columns

Grid Properties v

| Use fixed rows
! Include total row

| Suppress zero rows

@ Enabie driling

Drilling type
() Key columns

@ Directed

View/Edit Configuration

Example drill options enabled for the grid

» Configuring directed drilling paths
Use the Edit Drilling Configuration dialog to define the drilling paths for directed drilling.

To define drilling paths:

1. Inthe Grid Configuration properties, click the View/Edit Configuration link under the Directed
drilling option.

2. Drag and drop columns from the table tree to the Drill Columns area in the middle of the dialog.
The available columns for drilling depend on the table specified as the primary table for the data
context:

e If the primary table is a data table, then you can use any column on the primary table or on
a lookup reference table (the Dimension Tables).
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e If the primary table is a reference table, then you can use either of the following:

° Any column on the primary table, including multiple-level lookup references to the
dimension tables.

° Any column on a table that looks up to the primary table (the Related Tables). This
option is not available if the report uses a fixed row structure.

NOTE: If you use a column from a related table, you are effectively using
upstream grouping columns in your drilling path. This means that any special
considerations and limitations that apply to upstream grouping columns also
apply to the drill results. For more information, see Using upstream grouping
columns as row dimensions in web reports.

3. Place the drill columns in the desired order for the directed drilling. Users can drill from the
column at the top of the list down to the column at the bottom of the list. Generally speaking, the
lowest level of detail should be at the bottom—for example: VP > Director > Manager > Dept.

e To reorder columns, click the handle on the left side of the column box to drag and drop
the column to a new position.

e To remove a column, hover your cursor over the column and then click the X on the right
side of the column box.

4. Select each drill column and configure the drill properties in the right side of the dialog. See the
following table for information on these properties.

5. Click OK to complete the drill configuration and return to the Report Builder.
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Edit Drilling Configuration x

Drill columns Column properties
» EBGL2020 - Drill Column Configure display
1 - DEPT.Country properties for the
v [& Dimension Tables DEPT.Dept drill columns
» EBACCT -
2 - DEPT.Region Header
v EBDEPT
Department

[0 Dept 3 - DEPT.Dept

M Description Column width

[ Template Order the drill 300

columns from
» [0 WorldRegion highest level to Alignment
lowest level

D Country Default (Left)

» [0 Region (\‘ Show descripti
N Drag and drop /I ow description
M Currency » columns that you
want to use as the Description display format
» [DVP drill levels
Description (Value) ¥
M Employees

s

Cancel

Example drilling configuration dialog

Drill Column Properties

Iltem Description

Drill column The full Table.Column path of the drill column displays for your reference,
so that you know which column you are configuring.

Header Header text for the column in the drill results. Enter the desired text. The
column name is used by default.

Column width The width of the column in the drill results, in pixels. Enter the desired
column width as a whole integer between 30 and 600.

By default, the width is 300 for all drill columns, regardless of data type.

Alignment The alignment of the column values. Select one of the following: Default,
Left, Right, Center.

The default alignment depends on the column data type. If a column is set
to use Default and the grid-level defaults are changed, the column will
update to use the new default alignment. For more information, see
Configuring grid properties in a web report.
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Item Description

Show description Specifies whether you want descriptions to display for dimension values.
This option only applies to key columns, alternate key columns, and
validated columns that have an associated description column.

e |f enabled (default), then descriptions display alongside the dimension
values or instead of the dimension values. For example, if the column
is Acct then you likely want the account descriptions to display along
with the account codes.

When this option is enabled, the Description display format field
becomes available. Select the desired display format from this list. By
default, the format Description (Value) is used.

e |f disabled, then only the dimension values display. For example, if the
column is Acct then only the account codes will display.

NOTE: If the dimension table has multiple description columns (meaning
columns where Describes Key is True), then the first description column is
used.

» Using directed drilling
If directed drilling is enabled and configured, you can drill down the predefined drilling paths to view the
underlying data. Directed drilling works as follows:

e When you view the report, you can hover your cursor over a row to show the magnifying glass
icon on the left side of the row.

Q1 2020
WorldRegion T
Q1 Actuals Q1 Budget
$6,989,316 $5,416,397
s camy
aTopE $473,158 $340,531
North America $32,766,656 $35,609,235

e Click the magnifying glass to drill to the first level of the drill. This is the column positioned at the
top of the Drill Columns list in the Edit Drilling Configuration dialog. The drill results openin a
new browser tab.

e From here, you can continue to drill by hovering over a row and clicking the magnifying glass to
go to the next level of the drill. All subsequent drills are performed in the same browser tab.

¢ Once you reach the final level of the drill, no more drilling options are available and the
magnifying glass no longer displays.
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NOTE: If a particular drill level has data that cannot be associated with any grouping values, then the
drill results contain a row labeled <No value>. This row cannot be further drilled. This situation may
occur if the drill level contains records with a blank or empty string value, or if some of the
underlying data in the row being drilled does not have a reference to the current drill level.

» UsingDateParts in drill column configurations
Use directed drilling to configure a datepart in a drill column configuration.
In Grid Properties in the right sidebar, enable drilling and select the Directed drilling type to configure.

Choose the Directed option and click View/Edit Configurationto open the Edit Drilling Configuration
dialog box. This example shows how DEPT.Dept_Date was configured to retrieve by YearMo.

Edit Drilling Configuration X
Search tables search columns Drill columns Column properties
" Drill column
» BB BET2020 1- DEPT.Dept_Date
DEPT.Dept_Date
» [®] Dimension Tables
2 - DEPT.Country Header
Dept_Date

3 - DEPT.Region
Column width 3

4- DEPT.Dept
Alignment

Default (Left) v

Date part to retrieve

YearMo v

Cancel ﬂ

Once configured, the values are shown by the year and month.
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Report Preview

New Report
WorldRegion = Europe (Europe regi...
Drill Path - -
By Dept_Date
Dept_Date < YTD TOT
201901 54,442 510,595
201906 50 50
Total 54,442 510,595

» Using key column drilling

If key column drilling is enabled, you can automatically drill to the key column level to view the
underlying data. The available key columns are determined as follows:

e |f the primary table used as the data context is a data table, you can drill to the validated key
columns on the table. However, any key column used as a row dimension will not be available for
drilling, since the report already shows data at that level.

e |f the primary table used as the data context is a reference table, you can drill to the key of the
reference table, unless the key is used as the row dimension.

When you view the report, you can hover your cursor over a row to show the magnifying glass icon on
the left side of the row. From here you can drill as follows:

e |f there is only one available key for drilling, click the magnifying glass to drill.
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e If multiple keys are available for drilling, click the magnifying glass to show a list of the available
keys, then click on the key you want to drill.

WorldRegion 1
Q1 Actuals
Asia $6,989,316
)
~— Drill by ACCT
$473,158
Drill by Dept
NOFUN AMerica $32,766,656

The drill results open in a new browser tab. If multiple keys were available for drilling, you can optionally
drill the drill results to view the other key(s).

If no keys are available for drilling, then the magnifying glass does not display when you hover your
cursor over the row.

» Presentation of drill results

When you drill, the drill results display in the same browser tab, replacing the original report grid. The
data contents of the drill results are as follows:

e The row dimension(s) of the original report are removed from the grid and replaced with the
current drill column. The drill column is either the current column of a directed drilling path, or
the selected key column.

e All other columns of the report are included in the drill results and show data for the current drill
level.

e |f the drill results contain multiple rows of data, the grid includes a total row. If the drill results
contain a single row of data, the total row is omitted.

e Drill results are paged if the results contain many rows.

The current drill path displays along the top of the page. The drill path identifies the row that was drilled
and the current drill level. If you have drilled the drill results, the previous drill levels also display in the
drill path. You can click a previous drill level to return to that level, or you can click the X icon to clear
the drill and return to the original report grid.

The drill column displays as follows:

¢ For key column drilling, the column alignment and width are determined by the column data

type. The header text is the key column name. Key column values are presented as Description
(Value).

e For directed drilling, the column alignment, width, and header text are as configured in the Edit
Drilling Configuration dialog.
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AXIOM| Intelligence Center

Budget to Actuals | Corporate
Through June 2022

WorldRegion = Europe Country = UK

Drill Path x TR o By Region
a1 Q2
Region ¢
Q1 Actuals Q1 Budget Difference Q2 Actuals Q2 Budget Difference
United Kingdom Sales Region (UK) $161,771 $5247,830 -34.73% $237,089 5244075 -2.86%

Example drill results with drilling path displayed at the top

Reporting on process information in web reports

You can include process columns in a web report in order to display status information for plan files in a
plan file process. You can display information such as:

e Current process status for a plan file, including the current step name and number

e Process step history per plan file, including the name and number of each step the plan file has
been active in, the plan file's step status, and the time spent in the step

e Step statistics, such as average time spent in each step and number of workbooks in each step

In order to report on process information, the web report must be associated with a file group. The
process columns are then available to be added to the report, and will return information on the
designated plan file process for the file group.

» Configuring a web report to use process columns

Process columns are not available for use in the Report Builder unless the report is associated with a file
group. This association is made in the Report Configuration properties.

Primary table prerequisite

Process reporting will only work if the primary table selected as the Data Context for the report is
compatible with the plan code table for the file group. In the majority of cases you should select the
plan code table itself. For example, if the plan code table is Dept, then you should select Dept as the
primary table for the report. However, if needed you can use a table with a lookup to the plan code
table instead.
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To associate a web report with a file group:
1. On the Build tab of the Report Builder, click the gear button at the top of the page to load the
Report Configuration properties.

oo @ ki

w @

Fa ) Refresh Data Preview m

2. Inthe Report Configuration properties, click the Edit link above the File group context box.

File group context Edit

3. Inthe Choose File Group Context dialog, select a file group or a file group alias, then click OK.

Use the radio buttons at the top of the list to toggle between viewing file group aliases or file
groups. When viewing file group aliases, the name of the file group that is currently assigned to
the alias displays in parentheses after the alias name.
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Choose File Group Context X

@ File group alias O File group

Name Y

Current Budget (Budget 2021)

Current Capital (Capital Requests)

Cancel

Selecting a file group alias means the report will be dynamically associated with the file group
that is currently assigned to the alias. For example, if the Current Budget alias is updated so that it
points to the Budget 2023 file group instead of the Budget 2022 file group, the report will update
to show the process information for the Budget 2023 file group.

NOTE: The selected file group must have a designated Plan File Process in the file group
properties.

Once a file group context has been selected, a new node appears in the Data Panel named Process
Management. The process columns are listed under this node, organized into Process Status Columns
and Process Step Columns. To use a process column in the report, drag and drop it to the setup boxes at
the top of the Report Canvas just like any other column.
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Data Context

CapitalRequest 7

» BB CapitalRequest

» [&E] Dimension Tables

L
m

Process Management
¥« Process Status Columns
M Process Status

M Current Step

M Process Initiator

4
ln

Process Step Columns
M Process Step

M step Status

M Time in Step

M Workbook Count

Process columns available in the Data Panel

» Using process columns

The following tables detail what each process column returns, as well as usage and configuration
guidance for each column. Additionally, note the following:

e When a process column is used in a report, the plan code values are automatically filtered to only
return codes that have any activity in the plan file process. It is not necessary to filter the report
by a ShowOnlList column in order to suppress plan code values that are not active in the file
group.

e Process columns can be used as row dimensions or as column definitions, however, only certain
process columns make sense to use as row dimensions. See the column details for more
information.
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Process status columns

The process status columns can be used to display current process status information for plan codes in
the file group. These columns are best used if you want to create a report that shows the current step
and status for each plan file.

When using the process status columns, the row dimension for the report should be just the key column
of the plan code table for the file group. For example, if the plan code table is Dept, the row dimension
should be the Dept key column of that table. This means that each row of the report will be a plan code
in the file group, showing the process status for that plan code. Note the following:

Column Name Description

Process Status Returns the current process status for each plan code. For example:
Active, Stalled, Completed, or Aborted.

Current Step Returns the name and/or number of the current step of the plan file.

e By default, the column is configured to show as Value (Description),
where Value is the step number and Description is the step name.

¢ You can use the Description display format option in the Column
Configuration panel to change the display format—for example, to
display as Description Only or as Value - Description.

e |f you want to display just the step number, disable the Show
description option in the Column Configuration panel.

Process Initiator Returns the name of the user who initiated the process for the plan file.
This column is only available if the associated file group is an on-demand
file group.

NOTE: Reports created prior to version 2022.1 may have a column named Current Step Number—
this column has been deprecated but it will continue to work in existing reports.

Process step columns
The process step columns can be used to return process information for each step that a plan file has
been active in. When using process step columns, you should set the row dimension as follows,
depending on the goal of the report:
e If the goal of the report is to see step detail by plan code, then the row dimension should be set
to both the key column of the plan code table and the Process Step column. This means that the
report will contain a separate row for each combination of plan code and step.

e [f the goal of the report is to see grouped information about the step, then the sum level for the
query should be set to just the Process Step column. This is useful to see information such as
average time in step, and the count of workbooks that have been active in the step.
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Column Name Description

Process Step Returns the name and/or number of the step. When using process step
columns, this column should be a row dimension for the report.

e By default, the column is configured to show as Value (Description),
where Value is the step number and Description is the step name.

* You can use the Description display format option in the Column
Configuration panel to change the display format—for example, to
display as Description Only or as Value - Description.

e |f you want to display just the step number, disable the Show
description option in the Column Configuration panel.

Sub-steps are returned using decimals, such as 2.1 and 2.2. Even though
this column is a string column, if the report is sorted by the Step Number
column the numbers will be sorted in the correct order.

Step Status Returns the status of the step per plan file. This column is only useful
when the row dimension is set to both the key column of the plan code
table and the Process Step column.

Time In Step Returns the time spent in each step per plan file. Although the raw value
for this column is seconds, the total seconds are translated into the
highest useful time value for display in the report—whether that is
seconds, minutes, hours, or days. Therefore, one plan file may list the time
in step as "25 minutes" while another plan file may list the time in step as
"2 days".

If the row dimension for the report is set to just the Process Step column,
then the Aggregation for the Time In Step column should be changed to
Average so that the column returns the average time spent in the step
(for all plan codes that were ever active in the step). Otherwise the
column will return the total time spent by all plan codes in the step, which
is likely not a useful value.

NOTE: If you use this column in a calculation, the calculation will be based
on the raw seconds value. Therefore if you want to return the time in step
using the same time unit for all plan codes, regardless of how long they
have been in the step, you can use a calculation to do so. For example,
divide the time in step by 86400 to convert the seconds to days.
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Column Name Description

Workbook Count Returns the count of workbooks that have been active in the step. This
column is only useful when the row dimension is set to just the Process
Step column, so that you can see the count for all plan codes that have
been active in the step. If the key column of the plan code table is
included as the row dimension, then the Workbook Count will always
return 1 for each plan code / step combination, which is likely not a useful
value.

This column always uses Count aggregation and cannot be changed.

NOTE: Reports created prior to version 2022.1 may have columns named Step Number and Step
Name—these columns have been deprecated but will continue to work in existing reports.

» Filtering based on process columns
When a report uses process columns, the report can be filtered based on these columns.

e End user filtering: If a process column is enabled for end user filtering (Enable filter is enabled for
the column), then users viewing the report can filter it on the fly. For example, a user may want
to filter the Process Status column to only see plan files that are currently stalled in the process.

Process Status Report

Dept ¢ Process Status Current Step Currg
21000 - Corporate Administration Active D Jr—
22000 - Infermation Technologies Active [ Active
) ) D Completed

23000 - Purchasing & Materials Mgmt Stalled

D Pending
24000 - Business Development Active

[] statiea
25000 - Finance Active

Clear

26000 - Portfolio Management Active g o e
27000 - Human Pesnlirres Artive Burnat Nevelnnment 1

Example end user filtering on process columns
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e Report filtering: Process columns can be used to define a general report filter or a table-specific
report filter, to limit the data shown in the report. For example, you may want to filter the report
to only show plan files in a certain step or with a certain status. The Process Management
columns are only available in the Filter Wizard dialog when the report is configured to enable use

of process columns.

Example filter using process columns

Process Management columns cannot be used as column filters on columns or calculations, or on
groups. The Process Management columns node is hidden when the Filter Wizard is opened in

these contexts.

NOTES:

° When filtering by process columns, you should base the filter on the same set of
columns that you are using in the report (Process Status Columns or Process Step
Columns). Although it is possible to cross-filter, the results may not be as expected
since these two sets of columns are looking at the process information from two

different angles.

° If you are filtering by Time in Step, input the number as seconds. The Filter Wizard will
then convert that number to the largest relevant time unit for display in the dialog.

» Example process reports

The following screenshots show some of the reports that can be created using process columns. These
examples only use process columns, but the reports could contain additional columns from the plan
code table or from related data tables, in cases where it makes sense to show this additional

information.

The first example shows a report using process status columns, for the purpose of viewing the current
status of each plan code. The row dimension is the key column of the plan code table (CapitallD).

Process Status

Capital Request ¢
11 - New machinery

13 - Equipment maintenance

14 - Warehouse remode!

16 - Computer upgrades

Web report with process status columns

Administrator's Guide

Process Status

Active
Active
Active
Active

Current Step

[l

- Executive Approva

- Initial Request

- Manager Inputs

- Initial Request

Process Initiator
Wendy Hunter

Wendy Hunter

Rufus Xavier Sasparilla

Wendy Hunter
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The second example shows a report using process step columns, for the purpose of viewing process
history for each plan code. The row dimension is set to the step name and the key column of the plan
code table (Dept). The end user could filter the Dept column to view the history for a specific plan code.

Step History per Plan File

Dept ¢ Process Step $ Step Status Time in Step

21000 - Corporate Administration 1 - Budget Development Active 6 days
22000 - Information Technologies 1 - Budget Development Completed 32 minutes
22000 - Information Technologies 2 - Management Approval Skipped 0 seconds
22000 - Information Technologies 3 - Management Edits Active 6 days
23000 - Purchasing & Materials Mgmt 1 - Budget Development Completed 32 minutes
23000 - Purchasing & Materials Mgmt 2 - Management Approval Skipped 0 seconds

Web report with process step columns, grouped by key column and step

The third example shows a report using process step columns, for the purpose of viewing process
statistics. The row dimension is set to the step number only, so that the process data is aggregated at
the step level. The columns show the count of workbooks that have been active in each step, as well as
the average time in step per workbook.

Average Time in Step

Process Step = Time in Step Workbook Count
1 - Budget Development 6 days 50
2 - Management Approval 2 days 16
3 - Management Edits 6 days 12
4 - Finance Approval 8 days 3

Web report with process step columns, grouped by step
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Displaying date and date-time values in web reports

When using Date or DateTime columns in web reports, you can display the values in a variety of
different ways:

e You can choose to report on the full date or date-time value, or you can choose to report on just
a part of the value by selecting a date part. When you use a date part you are extracting a specific
portion of the date, such as Year, Month, Quarter, and so on.

* You can choose various formatting options for the date or date-time value. For example, you can
display the full date as 10/10/2022 or as October 10, 2022. Many of the date part options also
support various formats. For example, you can display the Month date part as 10 or Oct or
October.

» Using date formatting versus date parts

There is a significant difference between defining a display format for a date or date-time value, versus
using a date part. When you choose a date part, then for the purposes of this report you are effectively
changing the column data type and contents to match the selected date part. For example, if you specify
the date part as Month, the column is now treated as if it contains values from 1 to 12 representing
each month. All of the other information about the date or date-time value is ignored. This means that
you can use the column as a row dimension, and the values will be grouped by month instead of by the
underlying date or date-time value.

Date formatting, on the other hand, is primarily for display only. The display format does not
fundamentally change the way the values are treated. For example, you can choose to format a full date
value as simply October 2022, but in this case the column values in the report are still the full date. If
you use this column as a row dimension, you will likely see multiple instances of October 2022 as rows,
because the underlying column values are different dates in October 2022 such as 10/102022,
10/11/2022, and so on. You are really grouping the report by the full date values and not by the display
format. If instead you want to group the report by month and year (or "yearmo"), then you can select
the YearMo date part. Now the column values are effectively transformed to integer yearmo values for
purposes of the report, enabling the report data to be grouped by unique yearmo combinations.

Other benefits of using date parts include:

e Column values are sorted by the date part and its chosen display format. For example, if the date
part is Month, the column will be sorted as expected whether you choose to display the month as
1-12 or as January-December. Full date or date-time values are always sorted by the full date or
date-time regardless of display format.

e If end-user filtering is enabled for the column, the filtering options match the configured date
part. For example, if the date part is Quarter, the user can filter by selecting from the list of Q1-
Q4 values.
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e Date parts can also be used when defining filters for the report data, such as general filters or
column filters. This makes it easier to construct filters based on a portion of the date or date-time
value. For more information, see Using date part filtering.

e Date parts support the concept of a fiscal year calendar. For example, you can choose to return
the calendar month or the fiscal month, if they are different for your organization.

» Configuring date parts and display formats for Date and DateTime columns

Use the Column Configuration properties to specify the date part and display format for any Date or
DateTime columns in your report.

To configure the date part and display format for a Date or DateTime column:

1. On the Build tab of the Report Builder, in the Report Canvas, click a column name in either the
Row Dimensions box or the Column Definitions box to select that column.

2. Complete the following Column Configuration properties in the Configuration Panel, on the
General tab:

Item Description

Date part to retrieve  Specifies the date or date-time part to retrieve for this column. For
example, you can return the full date value, or just the year or
month, or the fiscal year or month.

By default, this property is set to Full Date or Full DateTime, which
means the column will return the full date or date-time value. You
can then use the Date format property to specify how this value
should display in the report.

You can optionally chose a different date part in order to extract and
retrieve a specific aspect of the date or date-time value. When a date
part is selected, the column data is effectively transformed into the
date part values for purposes of this report. For more information on
the available date part options, see Date part and format options.

Date format Specifies the display format for the date or date-time values. The
available formatting options depend on the specified Date part to
retrieve. Some date parts, such as Year, do not have additional
formatting options, in which case this property does not display.

The label of this property varies depending on the selected date part.
For example, if you select Month as the date part, then the label for
this setting is Month format.

For more information on the available formats for each date part, see
Date part and format options.
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Item Description

Custom Date Specifies the custom format to use for the full date or date-time

Format value, if the Date format property is set to Custom. For more details
on the available options to define default custom formats, see
Custom formats.

NOTE: The labels for these properties vary depending on whether the column is a Date or
DateTime column. For example, if the column is DateTime, then the properties are labeled
DateTime part to retrieve, DateTime format, and Custom DateTime Format.

Data filter Edit

DateTime part to retriave

Fiscal month v
Month format

1-January W

Example date part and format properties in the Column Configuration panel

» Date part and format options

You can configure Date and DateTime columns to display in various ways using the date part and format
options:

e Date part: Specify the part of the date or date-time value that you want to display—such as the
full date or date-time, the year or fiscal year of the date, the month or fiscal month of the date, or
the hour or minute from the time.

e Format: Specify the format to display the selected date part. For example, if you select full date,
you can display it as 10/15/2022 or October 2022 or Thursday, October 15, 2022. If you select
Month, you can display it as 10 (the month number), Oct, or October.

The following tables detail the date part and format options. Where multiple formats are available, the
default format is shown in bold. If only one format is available for a particular date part, then the Date
format property does not display.
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Standard date and time options

Date Part Description Format
Full Date Use the full date stored in ¢ Default
the column. Only applies to e Custom
Date columns. * ShortMonth Year (Oct 2022)
This option is the default ¢ Month Year (October 2022)
date part for Date e Month/Date/Year as Date (10/15/2022)
columns. ¢ Day, Month Date, Year (Thursday, October
15,2022)

¢ YearMonth as Number (202210)
¢ YearMonthDay as Number (20221015)

Date data types have a configured default that
is set at the grid level. If a column is set to use
Default and the grid-level defaults are changed,
the column will update to use the new default
format. For more information, see Configuring
grid properties in a web report.

Full DateTime Use the full date-time Same as Full Date, plus the following additional
stored in the column. Only options:
applies to DateTime e Month/Date/Year Hour:Minute as DateTime
columns. (10/15/2022 13:25)
This option is the default ¢ Month/Date/Year Hour:Minute:Second
date part for DateTime DayPeriod as DateTime (10/15/2022 1:25:00
columns. PM)

¢ Day, Month Date, Year Hour:Minute:Second
DayPeriod (Thursday, October 15, 2022
1:25:00 PM)

¢ YearMonthDate Hour:Minute as Number
(20221015 13:25)

Date Time data types have a configured default
that is set at the grid level. If a column is set to
use Default and the grid-level defaults are
changed, the column will update to use the new
format. For more information, see Configuring
grid properties in a web report.

Date Only Use the date part of the Same formats that are available for Full Date.
date-time. Only applies to
DateTime columns.
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Date Part Description Format

YearMo Use the combined year and  Year and Month combined (202210)
month of the date.
Year Use the year part of the Full year (2022)
date.
Quarter Use the quarter for the ¢ Number of the Quarter (1-4)
date. e Number of the Quarter with Prefix (Q1)
¢ Text Description (1st quarter)
Month Use the month part of the ¢ Number of the Month (1-12)
date. e Number of the Month with 2-Digits (01)

¢ Short Name of the Month (Jan)
¢ Name of the Month (January)

Week Use the number of the Number of the Week (1-52)
week for the date, within
the year.
Day of Year Use the day of the year for Number of the Day (1-365)
the date.
Day of Month Use the day of the month Number of the Date (1-31)
for the date.
Day of Week Use the day of the week ¢ Number of the Day (1-7)
for the date. The first day o 2-Letter Abbreviation for the Day (Su)
of the week is Sunday. * Short Name of the Day (Sun)
¢ Name of the Day (Sunday)
Hour Use the hour of the date- ¢ 24-Hour Clock Number (0-23)
time. Only applies to  12-Hour Clock with Day Period (1 AM)
DateTime columns. e 24-Hour Clock as Hundreds (100)
Minute Use the minute of the Number of the minute (0-59)

date-time. Only applies to
DateTime columns.
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NOTES:

¢ If a column is configured to display the full date or date-time, but the selected format only
shows a part of it, the column sorting and filtering remains based on the full date or date-time
value.

 |f a DateTime column is configured to display the hour, the column filtering is always based on
0-23, regardless of the display format. For example, if the display format is a 12-hour clock
with day period, filtering by 13 displays values of 1 PM.

¢ |f a Date or DateTime column is configured to use a date part that is not the full date part—
such as Year, Quarter, or Month—the column becomes a Dimension date type for purposes of
inheriting the default alignment and column width.

Fiscal year options

The fiscal year for your system is determined by the system configuration setting
ClientFiscalYearEndMonth. By default, this is set to 12, which means the fiscal year is the same as the
calendar year. If your organization uses a different fiscal year end, your implementation consultant
should adjust this setting accordingly.

For example, if your organization's fiscal year ends in June, the ClientFiscalYearEndMonth setting should
be changed to 6. This means:

e Adate of 6/1/2022 is in fiscal year 2022 and represents month 12 of the 2022 fiscal year.
* Adate of 7/12022 is in fiscal year 2023 and represents month 1 of the 2023 fiscal year.

When the fiscal year is different than the calendar year, the fiscal year options will return different date
information than the corresponding standard date options. Continuing the example where the fiscal
year end is June, the following return values apply to a date of 7/1/2022:

e The Year part will return 2022, whereas the Fiscal Year part will return 2023.
e The Quarter part will return Q3, whereas the Fiscal Quarter part will return Q1.

e The Month part will return 7, whereas the Fiscal Month part will return 1.

Date Part Description Format

Fiscal YearMo Use the combined fiscal Year and Month combined (202310)
year and month that the
date belongs to.

Fiscal Year Use the fiscal year that the Full year (2023)
date belongs to.
Fiscal Quarter Use the fiscal quarter that ¢ Number of the Quarter (1-4)
the date belongs to. * Number of the Quarter with Prefix (Q1)

¢ Text Description (1st quarter)
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Date Part
Fiscal Month

Description

Format

Use the fiscal month that ¢ Number of the Month (1-12)

the date belongs to. e Number of the Month with 2-Digits (01)

¢ Number And Short Name of the Month (1 -
Jan)

¢ Number And Name of the Month (1-
January)

» Custom formats

When using the Full Date or Full DateTime parts, you can optionally specify a custom format to display
the date or date-time value. When you select Custom as the format, a Custom Date Format box

becomes available so that you can enter the custom format syntax. The following case-sensitive syntax
can be used in the custom format:

Desired

Date/Time Part

Syntax

Day Period

Returns the day period AM or PM.

Day of Month

For the day number (1), use one or two letters (d or dd). dd
enforces 2 digits.

Day of Week

Eore

For the abbreviated day name (Sun), use one upper-case
letter (E).

For the full name (Sunday), use four upper-case letters
(EEEE).

For the numerical day of the week (1), use one lower-case
letter (e). Sunday is the first day.

Hour

Horh

For the hour in the 12-hour clock (1-12), use one or two
lower-case letters (h or hh). hh enforces two digits.

For the hour in the 24 hour clock (0-23), use one or two
upper-case letters (H or HH). HH enforces two digits.

NOTE: Use k if you want to display the 24 hour clock as 1-24
instead of 0-23.

Minutes

For the minutes number (1), use one or two letters (m or mm).
mm enforces 2 digits.

Month

For the numerical month (1), use one or two letters (M or
MM). MM enforces 2 digits.

For the short name (Jan), use three letters (MMM).
For the wide name (January), use four letters (MMMM).
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Desired Syntax

Date/Time Part

Seconds S For the seconds number (1), use one or two letters (s or ss). ss
enforces 2 digits.

Quarter Q e For the numerical quarter (1), use one or two letters (Q or
QQ). QQ enforces 2 digits.

¢ For the abbreviation (Q1), use three letters (QQ).

e For the text description (1st quarter), use four letters

(QQQQ).
Year y ¢ To render the full year (2022), use one letter (y).

¢ To render a two-digit year (20), use two letters (yy).

For example, to render a date as 2022 Oct 10, you would enter the following into the Custom Date
Format box: y MMM d.

Date part to retrieve

Full Date v

Date format

Custom v

Custom Date Format

y MMM d

Example custom date format

Displaying hyperlinks in web reports

Web reports can display hyperlinks within a column, so that each row can link to a designated page or
plan file relating to the current row of the report. You can define two different types of links:

e Custom: Link to any page in the Axiom Financial Planning system by entering a relative URL.
Variables can be used in the URL so that it is unique per row of the report.

¢ Plan File: Link to any set of plan files in the Axiom Financial Planning system. When using this
option, Axiom Financial Planning dynamically generates the URL to each plan file on a per row
basis, given a file group context. The row dimension of the report must be the key column of the
plan code table in order to generate the links.
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Process Status

By Department

Dept

21000

22000 -

23000 -

24000

25000 -
26000 -
27000 -
28000 -
29000 -

40000 -

Example report with a hyperlink column

To configure a column in a web report to show hyperlinks:
1.

- Corporate Administration

Information Technologies

Business Development

Finance

Portfolio Management

Human Resources

Facilities

Legal

Los Angeles - Store 3400

Purchasing & Materials Mgmt

Process Status

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Current Step

X

@

Current Step Name

Management Approval

Management Approval

Management Edits

Management Edits

Management Approval

Management Edits

Management Approval

Management Edits

Management Approval

Management Edits

Total

$106,424

5446802

$129,671

§20,110

$169,733

$105.420

8113366

$851,278

$137,963

$17,490,615

§118,326,278

Meore Information

Open routing page for 23000

25 » itemsperpage 1-250f 59 tems

On the Build tab of the Report Builder, in the Report Canvas, click a column name in either the
Row Dimensions box or the Column Definitions box to select that column.

You must select the column name in the setup boxes and not the column name in the grid below.
Selecting a column name in the preview grid causes the Grid Configuration to display instead of

the Column Configuration.

NOTE: The ability to display hyperlinks within a column is not available if the report uses fixed
rows. Additionally, the following column types cannot be enabled to display hyperlinks:
dynamic columns and process columns.

In the Column Configuration panel, select the Advanced tab.

In the Link properties section, select Enable links.

Complete the Link properties as needed.
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Link Properties ~

@D enavietink

Link type
T w
URL nsert variable -
/process/ 16682/ planfile?planvalue={value}
Link text nsert variable -
Open routing page for {value}
Link tooltip nsert variable «

Click to view full routing details

Q Open link in new tab

Example hyperlink properties

Once a column is enabled to show links, the column will display the contents of the Link text property. If
the Link text property is left blank, the normal column contents display. Column contents are styled as
hyperlinks with blue underlined text when the report is viewed in Preview mode or in the report viewer.

NOTES:

¢ Hyperlinks do not show on the column within the Report Canvas grid. You must view the
report in Preview mode or the report viewer in order to see and interact with the hyperlinks.

¢ If you click a hyperlink while viewing the report in Preview mode, the link always opens in a
new tab, regardless of the link property configuration. This is done so that clicking the
hyperlink does not cause you to exit the Report Builder.

¢ Hyperlinks are not preserved when exporting a report. If you export to PDF, the column
displays the link text without an active hyperlink. If you export to Excel or a delimited file, the
link configuration is ignored, and the regular column value is exported (as if the column were
not enabled to show links).

» Link properties

The following properties are available in the Advanced tab of the Column Configuration panel when
Enable links is enabled.
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Item Description

Link Specifies the type of link to display in the column:

type e Custom: You specify the relative URL for the hyperlink, including using variables to
dynamically incorporate the current column value in the URL.

e Plan file: Axiom Financial Planning dynamically generates a hyperlink to the plan file
associated with each row. In order to use this option, the report must have a
specified File group context in the Report Configuration properties, and the row
dimension must be the key column of the plan code table for that file group. For
more information, see Setting up a report for plan file links.

NOTE: This option only displays if the report meets the requirements to support plan
file links. Otherwise, all links are custom links by default, and this option does not
display.
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Item Description

URL The URL to link on each row. The URL must be to a relative location within the Axiom
Financial Planning system. When the report is viewed, the full URL will be generated by
appending the relative URL to the current Axiom Financial Planning system address.

To make the link dynamic, use the Insert Variable menu above the box to insert a
variable for use within the URL. For more information, see Using variables in the link
properties.

For example, imagine that the report contains the key column of a plan code table (such
as Dept or CapReq), and you want each plan code to link to the Process Routing page
for a particular plan file process. The full URL to the Process Routing page uses the
following syntax:

https://mycompany.axiom.cloud/process/
processdefinitionID/planfile?planvalue=plancode

The process definition ID will be constant for the URL, but the plan code value needs to
be the current row's department value. The {value} variable can be used for this
purpose. The following relative URL with a variable would be entered into the URL field:

/process/16682/planfile?planvalue={value}

NOTE: The relative URL can be entered with or without the beginning forward
slash.

When the report is viewed, the column will resolve to use the full URL with the current
column value. For example, the row showing Dept 22000 will have the following URL:

https://mycompany.axiom.cloud/process/16682/planfile?planval
ue=22000

When the user clicks on the hyperlink in this row, they will be taken to the Process
Routing page for Dept 22000, for the plan file process associated with process definition
ID 16682.

NOTE: The URL property only displays if the specified link type is custom, or if the Link
type option is not present because all links in the report are custom. When using the
plan file link type, the URL to the plan file is automatically generated by Axiom Financial
Planning.
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Item Description

Link text ~ Optional. Specifies the display text for the hyperlink column. Enter the desired text,
using variables as needed. For more information, see Using variables in the link
properties.

If you want the link text to be the regular column value—meaning the same value that

would display in the report if the column was not enabled as a link column—then you
can leave this field blank. The regular column value is automatically used as the link

text.
Link Optional. Specifies the tooltip to show when a user hovers the cursor over the
tooltip hyperlink. Enter the desired text, using variables as needed. For more information, see

Using variables in the link properties.

Open Specifies whether the hyperlink opens in the same tab (replacing the report) or in a new
link in tab. By default, the hyperlink opens in the same tab. Enable this option if you want the
new tab hyperlink to open in a new tab.

NOTE: If the link type is Plan file and the plan files are spreadsheets that will open in
the Axiom Financial Planning Desktop Client, then you should not enable this option
because it does not apply. The links will work either way, but if you enable the option to
open in a new tab, then Axiom Financial Planning will first open an empty browser tab
and then launch the Desktop Client.

» Using variables in the link properties

The following variables can be used in the URL, Link text, and Link tooltip properties, so that these
values can be unique per row of the report. To insert a variable, use the Insert Variable menu above
each field. Once the variable has been inserted into the field, you can enter any additional text as
needed.

Iltem Description

{value} Resolves as the raw column value for the current row. For
example, if the column is a numeric column, the value will not
have numeric formatting and will show all decimal places.

This variable is most appropriate for use in the URL property,
when the URL contains the column value. For example, the URL to
the Process Routing page contains the plan code value.

{formattedvalue} Resolves as the formatted column value for the current row,
honoring any default formats for the column type and applied
formatting in the Column Configuration properties.
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Item Description

{column: Resolves as the raw value in the specified table column, for the

TableName.ColumnName} current row. This can be used if you need to reference a value
from a different column than the current column in any of the
URL properties.

Edit the variable to replace the TableName.ColumnName text
with the desired table column name. For example:
{column:Dept.Description}

{column: Resolves as a formatted value in the specified table column, for
TableName.ColumnName the current row. This can be used if you need to reference a
:format}

numeric value from a different column than the current column in
any of the URL properties, and you need to apply formatting to
that numeric value.

Edit the variable as follows:

¢ Replace the TableName.ColumnName text with the desired
table column name.

e Replace the format text with syntax that indicates the desired
numeric format. See the following table for details on this
syntax.

For example: {column:BGT2022.m1:S$#, #}

NOTE: If you use a variable to display values from a different column as the Link text, the total row
will continue to display the total of the actual column values. It is recommended to omit the column
from the total row in this case.

Number format syntax

Number format syntax is case-sensitive. All examples assume the raw value is 1234.5678

Syntax Description Examples

0 (zero) The zero placeholder replaces the zero with the Oreturns 1234
corresponding digit if such is present.

. . . 00000 returns 01234
Otherwise, zero appears in the result string.

# (pound) The digit placeholder replaces the pound sign #returns 1234
with the corresponding digit if one is present.

. . . . H#i#HH returns 1234
Otherwise, no digit appears in the result string.

. (period) The decimal placeholder determines the 0.00 returns 1234.57
location of the decimal separator in the result
string.

#.4## returns 1234.57
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Syntax Description Examples

, (comma) The group separator placeholder inserts a 0,0 returns 1,234

localized group separator between each group. # # returns 1.234

% (percent) The percentage placeholder multiplies a #% returns 123456%
number by 100 and inserts a localized
percentage symbol in the result string.

S (dollar) The currency placeholder specifies that the S#,#.00 returns $1234.57
number will be formatted by using the currency
culture settings. The $ symbol is replaced with
the localized currency symbol. $ is interpreted
as a format specifier in the format string.

» Setting up a report for plan file links

You can enable a column to link to plan files in a file group, without needing to manually create the
necessary URLs to the plan files. The application will automatically generate the correct URL syntax to
each plan file.

In order to do this, the report must be set up as follows:

e A file group must be specified as the File group context for the report. The plan file hyperlinks
will open the plan files in the designated file group.

© Click the gear icon to view the Report Configuration panel.
© Click Edit over the File group context field.

° Select a file group or file group alias, then click OK. Selecting a file group alias means the
report will be dynamically associated with the file group that is currently assigned to the
alias. For example, if the Current Budget alias is updated so that it points to the Budget
2023 file group instead of the Budget 2022 file group, the report will update to link to plan
files in the Budget 2023 file group.

e The row dimension for the report must be the key column of the plan code table. For example, if
the plan code table of the file group is Dept, the row dimension for the report must be Dept.Dept.
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@

Report Configuration

Title

Budget Status

Secondary ftitle
Subtitle

By Department

Report description

File group context Edit

Current Budget (Budget 2021) X

Example Report Configuration panel with a designated file group context

Once the report is configured so that plan file links are possible, then the Plan file link type becomes
available as an option in the Link properties. Once this option is selected, the URL field becomes hidden
because Axiom Financial Planning will automatically generate the necessary URL to the plan files.

In the following example, the Dept column has been enabled to contain hyperlinks to plan files. The Link
text field has been left blank to use the column values in the Dept column, which have been configured
to show descriptions.
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Budget Status .+ Add Secondary Title Column Configuration
e e et R e ree, e e o T e S S T eneral advanced

By Department
Header Properties -

+ v 2w, Header text

[0 Dept == D Process Status -~ [0 Cumrent Step -~ [ Current Step Number Dept
I Multi-row header

("7 Autowrap header text
Dept Process Status Current Step Current Step Number Header alignment
21000 - Corporate Administration Active Management Approval 2 Default (Left) w
22000 - Information Technologies Active Management Approval 2 . )

Link Properties ~

23000 - Purchasing & Materials Mgmt Active Management Edits 3

@D Enavie tink
24000 - Business Development Aclive Management Edits 3 Link type
25000 - Finance Active Management Approval 2 Plan File e
26000 - Portfolio Management Active Management Edits 3 Link text Insert variable v
27000 - Human Resources Active Management Approval 2
28000 - Facilities Active Management Edits 3 Link tooltip Insert variable «

Click to open plan file

29000 - Legal Active Management Approval 2

D Open link in new tab
40000 - Los Angeles - Store 3400 Active Management Edits 3

1- 10 of 60 iterns

Example link properties to use plan file links

When the report is viewed, the column enabled for plan file links will contain hyperlinks to the plan files
in the designated file group. If the plan files are web-enabled, the hyperlinks open the plan files in the
browser. If the plan files are spreadsheet-based, the hyperlinks open the plan files in the Axiom Financial
Planning Desktop Client.
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Budget Status

By Department

Dept ¥ Process Status

Active

Active
Active
25000 - Financ Active

Click to open plan file

Active

1 2 R S

Example report with a column enabled for plan file links

NOTES:

Current Step

Management

Management

Management

Management

Management

Management

Management

Management

Approval

Approval

Edits

Edits

Approval

Edits

Approval

Edits

Current Step Number

v itemsperpage  1-250f 60 tems

¢ |f the designated file group has a Show On List column, the row dimension is not
automatically filtered to only show plan codes where the Show On List column is true (1). You
should define a general filter for the report to exclude plan codes where the Show On List
column is false (0). The row dimension will only be filtered automatically if you have also
chosen to include process management columns in the report.

¢ |f a plan file has not been created for a plan code, the row will still contain a hyperlink but the
hyperlink will fail with a "plan file has not been created" error.

¢ You can select the Plan file link type for any column in the report that you want to link to the
plan files. The column with the hyperlinks does not have to be the key column of the plan

code table.

Using the Filter Wizard in the Report Builder

The Filter Wizard displays when you create or edit a filter in the Report Builder. The same dialog is used
for report filters, column filters, and column group filters. The dialog provides a user-friendly way to
build data filters using your current system's data structures.
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Edit filter X

Columns Filter Library

v T Dimension Tables

>

-

WorldRegion | <= |+ Europe
AND ~

Description CONTAINS |» store

AND =
B AccT
= Category = |+ Revenue
B8 DEPT
OR ~

D Dept = FestAcct | = |»  Program Revenue

@ Description @

M Template

» @D worldRegion
@ country

» [ Region

@ curency

DEPT.WorldRegion <= ‘Europe’ AND DEPT.Description LIKE "%store

» MvP B

@ Employeas

Save as Global Filter
Example Filter Wizard in the Report Builder

Using the Filter Wizard, you can:

% AND (ACCT.Category = Revenue’ OR ACCT.FcstAcct = ‘Program

Cancel m

¢ Browse and search table columns to create a new filter, or, use a global filter from the Filter

Library.

e Select the operator for the filter such as equals, not equals, greater than, less than, and so on.

e Select existing column values to filter by, or manually enter values.

e Easily combine and group multiple filter statements using AND and OR.

» Creating a filter

Each filter that you create in the Filter Wizard can consist of one or more filter statements. Multiple
filter statements are combined using OR or AND to create compound filters. Each filter statement
consists of a Table.Column name, an operator, and one or more values. For example, the following are

all filter statements:
Dept.Region='US West'

Acct.Acct IN (1250, 1300, 1400)

Encounter.AdmitDate BETWEEN 1/1/2020 and 12/31/2021

GL2022.M1 > O
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The following steps describe the general process of creating a new filter from scratch. For more
information on specific aspects of the Filter Wizard, see the other sections in this topic.

To create a filter in the Filter Wizard:

1. In the Filter Wizard dialog, on the Columns tab, use the table tree to find the column that you
want to use for the first column filter statement. Note the following:

e The table tree is automatically filtered to only show tables that are relevant to the current
context. For example, if you are creating a table-specific report-level filter, the table tree is
filtered to only show the selected table.

¢ You can use the search boxes over the table tree to search for a particular table or column
by name.

2. Select the column and drag it over to the right-hand area of the dialog. This area is known as the
filter canvas. Once you drop the column to the filter canvas, it creates a filter statement "box"
that is structured as follows:

ColumnName Operator Values

3. If the column is a Date or DateTime column, select the date part that you want to use for the
filter. For more information on this choice, see Using date part filtering.

By default, when you drag over a Date or DateTime column, the date part menu automatically
opens. If you press the Escape key or otherwise close the date part menu without making a
selection, the default is Full Date or Full DateTime. If you select a date part from the menu, the
operator menu automatically opens next.

4. From the operator menu, select the operator that you want to use for the filter statement. By
default, when you drag over the column, the operator menu automatically opens. The data type
of the column determines the default operator and the list of available operators. For more
information, see Using operators.

5. Select or input one or more values for the column filter statement. If you selected an operator
from the operator menu, the following occurs:

¢ [f the operator is equals or not equals, the Select Values dialog automatically opens so that
you can select one or more values. If you select multiple values, the operator will
automatically adjust to IN or NOT IN to accommodate the multiple values. For more
information on using this dialog, see Using the Select Values dialog.

e If the operator is anything else, an input box becomes focused so that you can input or
select one or more values. In most cases, this will be a single input box where you can type
the desired value. Note the following:
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° If the column is a String column and you are manually typing in text instead of
selecting values in the column, do not type quotation marks or wildcard characters.
The Filter Wizard will automatically add quotation marks or wildcard characters as
needed.

° |f the operator is BETWEEN or NOT BETWEEN, two input boxes become available so
that you can input or select both values.

° If the column is a Boolean column, the input becomes a drop-down menu for
selecting True or False.

° |f the column is a Date or Date time column, the input becomes a calendar control
to select a date or date/time from a calendar.

If instead you closed the operator menu without making an explicit selection, then the default
operator is used and the column filter statement is set to <no values>. You can manually click
on the <no values> text to specify one or more values using the same behavior described
previously.

6. Repeat the previous steps as needed to create more filter statements.

NOTE: You can use preexisting global filters instead of creating filter statements, or use global
filters in combination with filter statements. Select the Filter Library tab, locate the desired
filter, and drag and drop it to the filter canvas. For more information, see Using global filters
in the Report Builder.

7. If your filter consists of multiple filter statements and/or global filters, these are combined using
AND or OR. By default, all statements in the filter are combined using AND. You can group
multiple statements together and change the compound operator as needed. For more
information, see Creating compound filters.

8. Review the complete filter as shown at the bottom of the Filter Wizard.
9. Click OK to complete the filter and apply it to the current context.

When building a filter, or when editing an existing filter, you can:

e Change the operator: Click on the operator to open the operator menu and select a different
operator. In most cases your current value or values are preserved and will apply to the new
operator if applicable.

¢ Change the value(s): Click on the value to select or input a different value or values. You can also
hover your cursor to the right of the filter statement and click the pencil icon to edit the value.

¢ Add more statements: Drag additional columns or global filters to the canvas, then specify how
these statements are combined. You can group and reorder statements by selecting and dragging
them.
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e Remove statements: Hover your cursor over an existing filter statement or global filter, then click
the trash can icon to remove it from the filter. Note that if you want to clear a filter, this is not
achieved by deleting all the filter statements within the filter. Instead you should delete the filter
from the current context. For example, if the filter is a column filter, click the Clear option for the
filter in the Column Properties.

Edit filter Click to choose the Click to specify values *
operator for the

for the statement

statement
columns Filter Library S — —
= WorldRegion | <= |+ Europe Change how
AND = multiple statements
~ X
. = Description | CONTAINS |+ store are combined
v & Dimension Tables
AND -
» BB ACCT
= Category | = |+ Revenue
v B DEPT
= OR =
[0 Dept = FcstAcct | = |~ Program Revenue
@ Description
.
M Templap Edit or
delete a
Drag a column to statement
the canvas to filter —
by that column
[ Currency
DEPT WorldRegion <= "Europe’ AND DEPT Description LIKE '%store%' AND (ACCT Category = 'Revenue’ OR ACCT FcstAcct = 'Program
» Mve
Revenue')
@ Employees
e > Display of full

filter for review

Save as Global Filter Cancel ﬂ

e Add values manually: You can type values manually or paste from other sources, such as
spreadsheets. For pasted content, the filter wizard will recognize most filter delimiters (such as
spaces and semi-colons) and correctly create the SQL statement. However, if you are typing
values manually, use commas. When you enter simple string values, you do not have to place the
guotes around the string because they are added automatically. In this example, the string
contains several countries (France, Italy, US, UK) without quotes. In the case of Costa Rica, you
must add quotes because that country has two words.
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Create new filter X

Columns Filter Library
Dept | In |« (10011322,11083234)

Search tables Search columns AND w
v 1 Dimension Tables = Country | In |+ (Franceand 4 more)
» BB accT
v B3 DEPT
M Dept
@ Description

» @ worldRegion

M country
° + [0 Region
@ currency
» Mve
D Employees Typed quotes were only needed for
- Costa Rica. The other countries did not
@ Manager need us to type quotes. The results in the
SQL statement are correct for all
[ consolidated countries.
» [0 Email
» | (O TempBud DEPT.Dept IN (10011322, 11083234) AND DEPT.Country IN (France’, Ttaly, US, UK, ‘Costa Rica’)
@ FecstDept

@ BgtCombineDuringQuery

[ showonList

Save as Global Filter Cancel m

Filter wizard with manually entered strings

Notes about manual entries:

° If your string has leading or trailing spaces, use quotes that include those spaces (for
example, 'a').

° If you search for a value in a large table (such as the EDS Encounters table), you can type
the first few characters or numbers in the search field to retrieve those results more
quickly.

° You cannot directly edit the SQL statement for your filter. If you need to make changes or
additions, use the filter options to select or manually enter the values needed.

» Using operators

When you initially drag and drop a column to the filter canvas, it is assigned a default operator based on
the column data type. For example, Integer and String columns default to equals, while Date, DateTime,
and Numeric columns default to greater than. You can accept the default or choose any valid operator
from the operator menu. At any time, you can click the operator to open the operator menu.

The available operators depend on the column data type. Most columns can use the following
operators:

e Equals (=) and not equals (<>)
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IN and NOT IN
e Greater than (>) and greater than or equals to (>=)

e Less than (<) and less than or equals to (<=)

BETWEEN and NOT BETWEEN (both inclusive of the specified values)
In addition, Numeric columns has this operator:
e |SNULL AND IS NOT NULL
Additionally, String columns have the following options—all of which generate LIKE or NOT LIKE filter

statements with the appropriate wildcard syntax:
e STARTS WITH and DOES NOT START WITH

e ENDS WITH and DOES NOT END WITH
e CONTAINS and DOES NOT CONTAIN
e ISEMPTY and IS NOT EMPTY

For example, if you select CONTAINS and then specify a value of store, the filter will be created such as
Description LIKE '$store%'.You can see the created filter at the bottom of the Filter Wizard
dialog.

NOTES:

e CONTAINS and ENDS WITH (and the DOES NOT versions) are not available for tables that use
the Large Data index scheme, for performance reasons.

e The operator menu displays equals/not equals or IN/ NOT IN depending on whether multiple
values are currently selected. The operator will be automatically adjusted for single or
multiple values depending on your selections. It is not necessary to manually select the
appropriate operator.

» Using the Select Values dialog

When creating an equals or not equals filter statement, the Select Values dialog is available to select
one or more values in the column. This dialog opens automatically when you initially select the equals or
not equals operator. You can manually open the dialog by clicking the currently selected values (or the
<no values> placeholder text), or by hovering your cursor to the right of the filter statement and
clicking the pencil icon.
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The available values in the column display in the left-hand side of the Select Values dialog, and the
currently selected values for the filter statement display in the right-hand side of the dialog. You can:

e Search for a particular value using the search box over the Available Values list. Only the first 100
column values show in the dialog for performance reasons, but you can find any value in the
column using the search box.

° You can use the filter icon to the right of the search box to change how the search matches
values. The default matching behavior depends on the column type. String columns and
validated columns with descriptions default to "contains" matching, while numeric
columns default to "equals" matching.

° To clear the search text, use the Clear icon to the right of the filter icon. This icon only
displays when search text is present. You can also manually select and delete the search
text.

e Select values by moving them from the Available Values list to the Selected Values list. You can
double-click values to move them between lists, or you can use the arrow keys in the middle to
move values. You can select multiple values in either list using the SHIFT or ALT keys, and then
move those values using the arrow keys.

When you click OK, all values in the Selected Values list are included in the filter statement. The
operator automatically adjusts as needed for single or multiple values—for example, if you selected the
equals operator but then chose multiple values, the operator automatically changes to IN (and vice
versa).

Select values for Dept b3

Available Values + Selected Values +

store Yy ¥ 40000 (Los Angeles - Store 3400)

41000 (New York - Store 30)
42000 (Boston - Store 82)

43000 (Dallas - Store 78)
45000 (Phoenix - Store 33) i
45500 (San Francisco - Store 87)

46000 (Chicago - Store 45)

ATOAAA FMnetlom A Cdeen oA

59 values available 2 values selected

Cancel m

Example Select Values dialog for the Filter Wizard

Administrator's Guide Axiom Financial Planning | 411



NOTES:
¢ |f you want to use an equals operator but the value does not currently exist in the column,
then you must first switch the operator to greater than or less than, manually type the value,
then switch back to equals. It is not currently possible to manually type multiple values for
use with the IN operator.

¢ |f the column is a validated column with descriptions, the descriptions display next to the
column values in parentheses. You can search for values using the actual column values or the
descriptions. However, when you select values, keep in mind that you are selecting the actual
column values and not the descriptions. If you want to create a filter that is based on the
description values, you must base this filter on the actual Description column.

e The Select Values dialog is not available for calculated fields from the database. When the
equals operator is used with a calculated field, you can type the desired value for the filter.
Currently, it is not possible to create an IN filter for multiple values in a calculated field. If
necessary, you can create multiple filter statements and combine them with OR as a
workaround.

» Creating compound filters

You can drag any number of columns over to the filter canvas and create filter statements for each one.
When multiple filter statements are present, they are combined using either AND or OR to create a
compound filter.

¢ AND means that records must match both filter statements to be included or excluded by the
filter.

¢ OR means that records must match one of the filter statements to be included or excluded by the
filter.

By default, filter statements are combined using AND. You can change this to OR as needed by using the
drop-down menu on the AND/OR operator to the left of the filter statements.

If the operator change could create an ambiguity in how the statements are combined, you will be
prompted to choose whether to group or split the statements when changing the operator. For
example, if you choose to group the statements, the two statements associated with the operator will
become grouped. If you choose to split the statements, one statement will be separated while the other
statement is grouped with the statement next to it. Grouped statements are the equivalent of using
parentheses in SQL.

Multiple filter statements can be grouped, combined, and reordered by dragging and dropping the
statements, and by changing the AND/OR operator.

NOTE: The Filter Wizard will automatically place parentheses as needed in filters that use multiple
filter statements. There is no way to manually add or remove parentheses.
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» Using date part filtering

When the column used in the filter is a Date or DateTime column, you can filter based on the full date or
date-time as saved in the column, or you can filter based on a date part such as the year or quarter. For
example, you can create a filter statement such as StartDate > 2019, when the StartDate column
contains full date or date-time values. Using date parts makes it easier to construct filters that restrict
data based on a particular aspect of the date or date-time value.

By default, the filter is based on the full date or date-time.

You can click the name of the column to open the date part menu and select a specific date part
for filter. The same date part options that are available in the Column Configuration properties
for Date and DateTime columns are available for use in filter statements.

If you select a date part other than the Full Date or Full DateTime, the selected date part displays
in parentheses next to the column name. For example: StartDate(Year) when Year is the selected
date part.

If you select a date part with a finite set of available values—such as Quarter or Month—then the
Select Values dialog displays those values.

If you select a date part with an open-ended set of available values—such as Year or YearMo—
then the Select Values dialog converts the actual dates or date-times in the column into the
selected date part and displays those values. This means that if you want to create an equals or
not equals filter which uses a value that is not currently present in the column, you must first
change the operator to greater than, type the desired value using the correct format for the date
part, and then change the operator back to equals or not equals.

When using the following date parts, only the equals/not equals and IN/NOT IN operators are
available: Quarter, Fiscal Quarter, Month, and Day of Week. For example, it is not possible to
create a filter such as StartDate(Quarter)>Q2. Instead you would select the specific values of Q3
and Q4, which would create the filter StartDate(Quarter) IN (Q3,Q4). For all other date parts, the
normal set of operators can be used.

Administrator's Guide Axiom Financial Planning | 413



Edit filter

Columns Filter Library
= AdmitDate (Quarter)~ | = |+ 02
Full DateTime
» EH EncounterEDS
Date Only

» [&E] Dimension Tables

Fiscal YearMo
YearMo
Fiscal year
Year
Fiscal quarter
Quarter
Encount  Figcal month =2

Month

Example date part menu for Date and DateTime columns

» Limitations and known issues
The following limitations and known issues currently apply to the Filter Wizard:

e |f a String column has a blank entry (empty string), this displays in the Select Values dialog as a
blank entry. This blank entry cannot be selected, and it is not currently possible to create a filter
statement that includes or excludes empty strings. However, if a report with an empty string filter
statement was created in a previous version, this filter statement will be preserved and will
continue to work.
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e If a column contains null values, this displays in the Select Values dialog as <no wvalue>. This no-
value entry cannot be selected, and it is not currently possible to create a filter statement that
includes or excludes null values. However, if a report with a null value filter statement was
created in a previous version (using operators IS NULL or IS NOT NULL), this filter statement will
be preserved and will continue to work.

» If you want to create a filter statement using equals/not equals or IN/ NOT IN, it is not currently
possible to manually type the desired value or values. You must use the Select Values dialog. For
single values, a workaround is available as follows: you can change the operator to greater than,
type the desired value, then change the operator back to equals or not equals. There is no
equivalent workaround for multiple values.

e Filter statements that directly compare two columns, such as Columnl > Column2, are not
currently supported in the Filter Wizard. However, if a report with a column comparison
statement was created in a previous version, this filter statement will be preserved and will
continue to work.

When viewing reports that were created in previous versions, you may find other filter statements that
use syntax which is not currently supported in the Filter Wizard. Generally speaking, if the report does
not error and the filter statement is not flagged as invalid, these filter statements will continue to work
as they did in previous versions, although you may not be able to edit the filter statement or newly
create it in exactly the same way.

Using global filters in the Report Builder

A global filter is a report filter that is stored in the Filter Library. These filters can be referenced in
various reports as needed. Storing the filters separate from the reports has the following advantages:

e A filter that is commonly used can be defined once and then used in all reports that need it.

e If the filter needs to be modified, you can edit the global filter once, instead of needing to modify
all of the reports that use the filter.

When you are defining filters for a web report, you can use an existing global filter, or you can build a
filter in the report and then save it as a global filter so that it is available for others to use. If a web
report references a global filter, and that filter is modified, the report automatically uses the current
version of the global filter.

Global filters can also be used as starting points to create a local report-level filter. For example, there
may be an existing global filter that is almost exactly what you need to filter the current report. In this
case you can do either of the following:

e Add the global filter to the report, then convert the filter to a local filter. This conversion breaks
the reference with the global filter and copies the filter statement into the current report. You
can then edit the filter as needed for use in the current report.

OR
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e Add the global filter to the report, then combine that filter with additional filter statements in the
report to arrive at the overall desired filter. In this case the global part of the filter will continue
to be linked to the Filter Library and will update as needed, while the rest of the filter provides
the additional context needed in the report. This approach only works if you need to extend the
global filter, not fundamentally change the global filter to use a different operator or values.

All of these global filter actions can be done in the Filter Wizard dialog in web reports. The Filter Wizard
is available when defining report-level filters on the Filters tab, or when defining filters for individual
columns or column groups on the Build tab.

Global filter features in the Filter Wizard

» Using a global filter in a web report

When you are creating or editing a filter in a web report using the Filter Wizard, you can add a global
filter to the filter statement. You can add any of the following filter types that are stored in the Filter
Library:

e Report filters: Filters created in web reports using the new Filter Wizard.

e Legacy standard filters: Filters created using the legacy Filter Wizard (in any location of the
application). Basically, a "standard filter" means any regular Axiom Financial Planning filter that is
not a limit filter and not a visualization filter.

Limit filters and visualization filters cannot be used as global filters in web reports. Visualization filters
do not display in the Filter Wizard. Limit filter statements display in the Filter Wizard, however, if you
attempt to use one as a global filter, an error will occur regarding the unsupported filter format.

You can use a global filter on its own, or in combination with locally defined filter statements and other
global filters. In order to use a global filter, you must have read-only access to at least one filter in the
Filter Library, as determined by your security permissions.

To add a global filter to a filter statement:
1. Inthe Filter Wizard, in the left-hand pane, select the Filter Library tab.

2. Locate the global filter that you want to use in the Filter Library. You can use the search box
above the folder tree to search for a specific filter by name.

This area shows all folders and filters that you have permission to access in the Filter Library. If
you do not have access to the Filter Library, then the tab is still present in the dialog but it will be
empty.

3. Drag the desired filter over to the right-hand pane (the filter canvas).
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Before the global filter is added to the filter canvas, it is validated to make sure the contents of
the global filter are valid in the current context.

e If the filter is valid, then the filter is added to the filter canvas. The filter box displays the
filter name with a globe icon. You can see the actual underlying filter statement in the
tooltip, or by viewing the filter shown at the bottom of the dialog.

= @ Store Revenue

((ACCT.Category = 'Revenue' AND DEPT.Description LIKE “#%5tore®5)

NOTE: When displaying the filter statement for a global filter in the Filter Wizard, the
statement is always wrapped in parentheses, even if it is the only statement used in
the filter. If the global filter itself is a compound filter statement that is wrapped in
parentheses, you may see double parentheses displayed in the Filter Wizard. These
"extra" parentheses do not cause an issue and only serve to identify the global filter
statement within the overall filter.

e |If the filter is not valid, an error message will display and the global filter will not be added
to the canvas. Generally speaking, the global filter must use columns from the same tables
that display on the Columns tab of the Filter Wizard.

Invalid Filter X

Filter ‘Certification’ references table ‘Certification’ which is invalid in the current context

Once the global filter is added to the filter canvas, it becomes a filter statement that can be combined
and rearranged just like the locally defined filter statements. The only difference is that you cannot
modify the contents of the global filter, unless you want to break the association with the global filter in
the Filter Library and convert it to a local filter (see the next section).

Although security permissions to the Filter Library are required in order to add a global filter to a report,
once the filter is present in the report it is treated like part of the report and governed by the report's
permissions. It is not necessary to grant filter permissions to users who only need to view or edit the
report.
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» Converting a global filter to a local report filter

Once a global filter has been added to the Filter Wizard, you can optionally convert the filter to a "local"
filter. This will break the association with the global filter and copy the filter statement into the report.
You can then edit the filter statement as needed.

To convert a global filter to a local filter:
1. Inthe Filter Wizard, locate the global filter that you want to convert.

2. Hover your cursor to the right of the global filter, then click the Convert icon.

g Convert filter reference to local filker

3. At the confirmation prompt, click Yes to convert the filter.

= @ Store Revenue

The filter statement for the global filter is copied into the report, and now displays like a regular filter
statement created in the Filter Wizard. The filter statement is no longer associated with the global filter,
and will not update if the global filter is changed. You can now edit the filter statement as needed for
use in the report.

» Saving a global filter to the Filter Library

After creating a filter in the Filter Wizard, you can optionally save that filter to the Filter Library. Saving
the filter to the Filter Library allows the filter to be used by other web reports, so that all of the reports
reference the same global filter.

Currently, filters created in the Report Builder's Filter Wizard and saved to the Filter Library can only be
used in web reports. Future releases may expand the use of this Filter Wizard, so that its filters can be
used in other places.

Any filter that can be created in the Filter Wizard can be saved as a global filter. The filter can contain
multiple filter statements, and can even contain references to other global filters. The context where the
filter was created does not matter for purposes of saving it as a global filter. For example, you can create
a filter for use as a General report-level filter, save the filter as a global filter, then later use the global
filter as a column filter in a different report. As long as the filter statement is valid in both contexts, it
does not matter where the global filter was initially created.

In order to save a global filter to the Filter Library, you must have read/write access to at least one
folder in the Filter Library. If you do not have this permission, then the Save as Global Filter option is
not present in the Filter Wizard.

To save a global filter:
1. In the Filter Wizard, create the filter that you want to save to the Filter Library.
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2. Click Save As Global Filter in the bottom left of the dialog.

3. Inthe Save As Global Filter dialog, complete the following fields and then click Save:

Iltem Description

File name The name of the filter. This is the name that users will see when
finding filters in the Filter Library, and when editing web reports that
use the global filter.

Keep in mind that when users add the global filter to a report, they
cannot see the actual filter statement—they can only see the filter
name. Because of this, it is recommended to include the table name
used by the filter statement in the filter name, so that users can
understand whether the filter will be valid in the current context.

Description Optional. A description of the filter. Currently, filter descriptions do
not display in Filter Wizard, but they can be viewed in the Axiom
Financial Planning Desktop Client using Axiom Explorer.

Save to folder The folder in the Filter Library where you want to save the filter.
¢ Click the folder icon [= to the right of the field.

¢ Inthe Choose output folder dialog, select a folder in the Filter
Library. You can only select folders where you have read/write
access to the folder. If a folder name displays with a lock icon, this
means you have read-only access to that folder and therefore
cannot save a new report there.

¢ Click OK to choose the folder and return to the save dialog.

The path to your selected folder now displays in the field.

If you use a name that already exists in the target folder, you will be prompted to choose whether
or not to overwrite the existing filter. If you choose not to overwrite, the save operation is
canceled and you are returned to the Filter Wizard.

4. After the filter is saved to the Filter Library, you are prompted to copy the global filter into the
report to replace the current filter. Click Yes if you want to reference the newly created global
filter in the current report. If you do not want to reference the global filter in this report, click No.

The global filter is saved to the Filter Library and is now available for use in other web reports.
Additionally, if you chose Yes at the prompt after saving, the current filter in the Filter Wizard is replaced
with a reference to this newly created global filter.

» Editing an existing global filter

If a global filter is edited, all web reports that reference this global filter will now use the updated filter
statement. For example, a healthcare organization may have a filter that limits the report to codes
associated with COVID-19. If later a new code is added, you can edit the filter to include the new code,
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and this new code will now be applied to all reports that reference the global filter.

Currently, there is no user interface to edit a global filter directly. Instead, global filters can be edited as
follows:

e QOpen the Filter Wizard and add the global filter to the filter canvas.
e Convert the global filter to a local filter.
e Edit the local filter as needed.

e Save the local filter as a global filter, using the same name as the existing global filter.

This process will overwrite the existing global filter with the newly saved version of the filter. All reports
that reference the global filter will now use the updated version of the filter statement.

NOTE: If a web report is being viewed or edited when the global filter is changed, the report will not
reflect the changed filter until the report is closed and reopened (or until it is reloaded by refreshing
the browser).

» Deleting a global filter

If a global filter is no longer needed within a particular report, you can delete it from the filter. Hover
your cursor to the right of the global filter and then click the Delete icon. This action simply removes the
reference to the global filter from the current filter. It has no impact on the global filter in the Filter
Library.

If a global filter is no longer needed at all, you can delete it from the Filter Library. Currently, this can
only be done from the Desktop Client. In order to delete a global filter, you must have permission to use
the Windows Client or the Excel Client, and read/write permission to the folder that the global filter
resides in.

To delete a global filter from the Filter Library:

1. From the Area menu ;-: I, click Windows Client or Excel Client to launch the Desktop Client.

2. Onthe Axiom tab, in the Administration group, click Manage > Axiom Explorer.
NOTE: In systems with installed products, this feature may be accessible from the Admin tab.

Click System Browser to open Axiom Explorer.

TIP: You can also use the Explorer task pane to delete a global filter.

3. Navigate to the Filter Library, and then locate the filter that you want to delete.

4. Right-click the filter and then select Delete.

If any web reports reference the deleted filter, these reports will display an error about the missing
global filter. You must edit the reports to remove the reference in order to refresh the reports again.
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Managing Fixed Row Structures

Fixed row structures can be used to define data sections for a web report, including section headers,
data rows, subtotals, and totals. Fixed row structures are defined separately so that you can reuse them
with different web reports, and so that you can update the row structure in one place and have the
changes propagate to all reports that reference the structure.

Fixed row structures can be used with "custom" web reports created in the Report Builder, and with
web report templates provided by installed Axiom Financial Planning products. The fixed row structure
defines the data sections in the report, while the web report defines other report properties such as the
data columns, filters, and drilling options.

Balance Sheet Trend Validation Report

EOM Balances Consolidated

I ) Y ] T - T

Balance Sheet Section headers
Cash & Due From Banks - 1287,642 13,674,884 17,682,301 16,638,829 17,288,809 21,812,477 16,860,101 1

Investment Securities

Short-Term Investments 32,652,374 35,456,410 38,652,968 19,951,862 14,683,400 24,062,652 47,028,544 4
Securities 174,154,704 176,278,507 192,696,470 189,637,415 191,114,031 193,452,280 195,857,851 18
Total Investment Securities 206,807,078 211,734,918 231,349,438 209,589,277 205,797,431 217,514,932 242,886,395 22

Subtotal and Gross Loans
total rows
Commercial & Industrial . . 00 298,031,372 309,747,920 310,310,313 321,055,239 322,858,899 32
Multiple sections
SBA Of data rows 33 37,012,714 34,275,310 33,473,263 35,274,655 34,582,617 3
Direct Financing Leases, Net T zeiB60 32,724,149 31,807,951 31,224,850 30,364,972 30,047,827 2

Construction 159,889,124 161,869,392 168,633,930 174,411,587 179,643,970 185,180,992 186,652,279 18
Land Development 45,896,984 46,463,558 45,353,409 44,767,641 46,373,614 47,242,952 49,057,555 4
Other Real Estate Loans 50,549,879 50,904,924 49,659,194 47,957,289 46,352,283 46,814,478 46,753,701 4
Multifamily 171,648,223 184,298,060 184,489,660 199,277,875 201,266,516 195,362,715 193,902,221 19

Example report using a fixed row structure

You can define as many different fixed row structures as you need. A row structure can be used with any
web report where the structure's row dimensions are compatible with the report's columns, filters,
drilling options, and any other report property that impacts queried data. Row structures can be
created, edited, and deleted using the Intelligence Center.
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To access the Intelligence Center:

® Click the Syntellis icon E;I in the Navigation bar. From the Area menu, select Intelligence Center.

noo @

PRODUCT AREAS
Home
Intelligence Center

System Administration

Fixed row structures are not file-based—they are stored directly in the database. There is no file type or
library folder for fixed row structures, and you cannot see them in Axiom Explorer. The only place to
view and manage fixed row structures is using the Intelligence Center.

» Creating fixed row structures

You can create new fixed row structures as needed for use in web reports.

In order to create a fixed row structure, you must be an administrator or have the Create Web Reports
security permission. If you do not have permission to create web reports, then the option to create a
new fixed row structure will not be available in the Intelligence Center.

To create a new fixed row structure:

1. In the Intelligence Center, select the Row Structures area from the left-hand panel, then click

Create.

AXIOM| Intelligence Center

Reports Row Structures

Intelligence Center

[ Fixed Row Structures

Fixed Row Structures

Fixed Row Structures

Name

= RevExp

Administrator's Guide

a

Y Modified by Y Type g

2/2/202210:23 AM Jane Doe Fixed Row Structure
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The row structure editor opens in the current browser tab, showing a new blank row structure.
The row structure starts with just a top-level section header and a grand total row.

AXIOM| Intelligence Center o a @ i
w @
Row Editor () snow Higden tems

Root Section + 15 Row Structure

| Grand Total ROW STRUGTURE PROPERTIES

Row Structure Name (required) New Fixed Row Structure

Dimension Table (required) v

(1) use Dimension Mapping

= Section Properties

SECTION HEADER PROPERTIES
@D snow section Header

Header Text Roct Section

Header Category Default v

Example new blank row structure

2. Inthe top of the right-hand panel, complete the following required properties for the row

structure:

Item Description

Row Structure Enter the name of the row structure. The name identifies the row

Name structure so that users can select it when creating a new fixed report.

Dimension Table Specify the dimension table to use for the Filter Wizard when
defining row data. For example, if rows will be defined using
accounts or account groupings, select the ACCT table.

Use Dimension Enable this toggle switch if you want to map specific items in the

Mapping dimension table to specific rows in the structure. When using

dimension mapping, all row data is defined at the key column level of
the dimension table, and each dimension item can only be assigned
to a single row. The toggle switch shows as green when enabled and
as gray when disabled.

If this option is not enabled, then row data is determined by defining
filter criteria statements at the row and section level. For more
information, see Using dimension mapping versus row filters in a
fixed row structure.
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Row Structure

ROW STRUCTURE PROPERTIES
Row Structure Name (required) MyStructure

Dimension Table (required) ACCT v

@) Use Dimension Mapping

Example required properties with dimension mapping enabled

Once these items are completed, you can use the Save button to save the row structure.

3. Inthe left-hand row editor, add sections and data rows as desired to create the overall row
structure. Think of the Root Section as the overall "wrapper" in which all row sections are placed.
To create the first row section, click the plus icon on the Root Section header and then select Add

New Section.
Row Editor
Grand Total

= Add Data Row

= Add New Section

Your row structure will now look like this:

Row Editor

Root Section

Section

New Data Row 1

New Data Row 2

New Data Row 3
Section Total

Grand Total

You can then continue to add data rows or additional sections:
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e To add a section, select the section header where you want to add the section, then click

the plus icon > Add New Section. The new section is added as a subsection to the current
section. By default, all new sections contain a section header row, three data rows, and a
total row. You can add or remove data rows as needed.

¢ To add a data row within a section, select the section header where you want to add the

data row, then click the plus icon > Add Data Row. The new data row is added to the
current section.

When you add a new data row or section, it is always added at the bottom of the current section.
You can drag and drop the row or section to a different location within the section as needed (but
not to a different section).

If a data row or a section is not needed, select the row or section header and then click the trash
can icon. The row or section is deleted from the row structure.

NOTE: Header rows and total rows cannot be deleted from a section. The trash can icon on a
section header row is used to delete the entire section, not the header row. If you do not
want a particular section to display a header row or a total row, you can hide these rows on a
per section basis using the Section Properties.

4. For each section in the report—including the Root Section—configure the properties for that
section. To configure a section, select the section header and then complete the Section
Properties in the right-hand panel. The section properties control the following:

Visibility, text, and style of the section header row

Visibility, text, placement, and style of the section total row

Whether data rows are indented from the parent section

Whether section data is added or subtracted when calculating the parent total

An optional data filter to apply to all data rows in the section (only available if the structure
does not use dimension mapping)

For more information on all of the section properties, see Section properties.
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Row Editor Dimension Mapping Show Hidden Items

MyReport Row Structure

Revenue

ROW STRUCTURE PROPERTIES

Revenue Line 1 Row Structure Name (required) MyStructure

Revenue Line 2 Dimension Table (required) ACCT v

Revenue Line 3 @) use Dimension Mapping

Revenue Total

= Section Properties

Expenses
P SECTION HEADER PROPERTIES
Expenses Line 1 @) show Section Header
Expenses Line 2 Header Text Revenue
Expenses Line 3 Header Category Default L/
Expenses Total
SECTION TOTAL PROPERTIES.
Grand Total
@) show Section Total Row
Total Row Placement Below %
Total Row Text Revenue Total
Total Row Category SubTotal3 v

SECTION PROPERTIES

@) indent Child Rows

In most cases, the row structure immediately updates to reflect section properties that affect the
display. For example, if you define header text, that text is immediately shown on the row
structure. However, if you hide the section header row, the row will continue to display in the
row structure unless you disable the option Show Hidden Items. This option is located at the top
right of the row editor, under the Save button. By default, the row editor continues to show
hidden section headers so that you can use the Add Data Row and Add New Section actions on
the header row.

For each data row in the report, configure the properties for that row. To configure a row, select
the row and then complete the Row Properties in the right-hand panel.

At minimum, the row properties define the label text for the row. If the structure does not use
dimension mapping, then the row properties also define a data filter to determine the data to be
shown on the row. For more information on defining the row properties, see Row properties.

Row Editor Dimension Mapping Show Hidden tems
My Report = Row Structure
Revenue ROW STRUCTURE PROPERTIES
Revenue Line 1 . Row Structure Name (required) MyStructure
Revenue Line 2 Dimension Table (required) ACCT v
Revenue Line 3 @) use Dimension Mapping

Revenue Total

— Data Row Properties
Expenses

Expenses Line 1 Row Text Revenue Line 1

Expenses Line 2
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6. If Use Dimension Mapping is enabled for the row structure, click the Dimension Mapping tab to
map dimension elements to each row. This mapping determines the data to be shown on each
row, instead of defining a filter. For more information on mapping dimension elements, see Using
the Dimension Mapping editor.

7. Click Save to save the row structure.

The new row structure can now be used when creating or editing web reports.

» Copying fixed row structures
You can copy existing fixed row structures as needed to create additional fixed row structures.
In order to copy a fixed row structure, you must be an administrator or have the Create Web Reports

security permission. If you do not have permission to create web reports, then the Copy action is
disabled.

To copy a fixed row structure:
1. Inthe Intelligence Center, select the Fixed Row Structure area from the left-hand panel.

2. Locate the fixed row structure that you want to copy, then hover your cursor over the Name
column to make the three dots icon visible. Click the icon then select Copy from the menu.

Name Y.

= RevExp E]

= RevExp1 @ Info
([ Copy
7 Edit
ft Delete

3. Inthe Copy Fixed Row Structure dialog, enter a Name for the new fixed row structure, then click
OK. By default, the name is Copy of OriginalName.

The fixed row structure is copied with the specified name. You can now open this fixed row structure for
editing.

» Editing fixed row structures

Any user can edit a fixed row structure. The Create Web Reports permission is not required.

Keep in mind that when a row structure is assigned to a report, that report always uses the most current
version of the row structure. Any edits that you make to a row structure are immediately available in
any reports that use the row structure.
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To edit a fixed row structure:
1. Inthe Intelligence Center, select the Fixed Row Structure area from the left-hand panel.

2. Locate the fixed row structure that you want to edit, then click on the row structure name to

open it.

TIP: You can also select Edit from the actions menu (using the three dots icon) to edit the
fixed row structure.

The row structure opens in the row structure editor, in the current browser tab.
3. Using the row structure editor, make changes to the row structure as needed.

4. Click Save to save your changes.

» Changing fixed row structure names and descriptions
You can rename a fixed row structure or change its description. If existing reports use the fixed row

structure, those reports will continue to reference the renamed structure.

To change a fixed row structure name and/or description:
1. Inthe Intelligence Center, select the Fixed Row Structure area from the left-hand panel.

2. Locate the fixed row structure that you want to edit, then hover your cursor over the Name
column to make the three dots icon visible. Click the icon then select Info from the menu.

Name Y’

= RevExp B

= RevExp1 @ (b
O Copy
# Edit
ft Delete

The Information panel opens along the right-hand side of the page.
3. Inthe Information panel, edit the fixed row structure Name or Description as needed, then click
Apply.

The name can be up to 250 characters, and the description can be up to 2000 characters.

» Deleting fixed row structures

Any user can delete a fixed row structure. The Create Web Reports permission is not required. If the
fixed row structure was used by any web reports, those reports will no longer function correctly until
they are edited to use a different fixed row structure.
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IMPORTANT: If the deleted fixed row structure was used by a web report built from a template, that
report will no longer work. Currently, there is no way to edit the row structure assignment for
template-based reports. If the report is still needed, it must be re-created from template with a
different fixed row structure.

To delete a fixed row structure:

1. Inthe Intelligence Center, select the Fixed Row Structure area from the left-hand panel.

2. Locate the fixed row structure that you want to delete, then hover your cursor over the Name
column to make the three dots icon visible. Click the icon then select Delete from the menu.

Name Y'

= RevExp [:]

= RevExp1 @ Info
O Copy
& Edit
M Delete

3. When you are prompted to confirm that you want to delete the structure, click OK.
The structure is deleted from the system and no longer displays in the Intelligence Center.
Using the Row Editor
Using the Row Editor, you can define fixed row structures for use in web reports. Fixed row structures
define the following:
e The sections to be displayed in the report, including section titles and subtotal rows
e The data rows to be displayed within each section

When you use the Intelligence Center to create a new fixed row structure or to edit an existing fixed row
structure, it opens in the fixed row structure editor.

» Overview
By default, the Row Editor consists of two primary areas:

e The section editor on the left-hand side, where you can add, reorder, and remove sections and
data rows

e The property editor on the right-hand side, where you can define properties for the overall row
structure, the selected section, or the selected row
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AXIOM/| Intelligence Center

Row Editor

My Report

Revenue

Add sections and
data rows to build
the row structure

Revenue Line 1

Revenue Line 2

Revenue Line 3

Revenue Total

Expenses
Expenses Line 1
Expenses Line 2
Expenses Line 3

Expenses Total

Grand Total

Row structure editor with a selected section

AXIOM| Intelligence Center

Row Editor

My Report

Revenue

Revenue Line 2
Revenue Line 3

Revenue Total

Expenses
Expenses Line 1
Expenses Ling 2
Expenses Line 3

Expenses Total

Grand Total

Row structure editor with a selected data row

Revenue Line 1 o

Properties for the
selected data row §
in a section

w @
Show Hidden ltems
General row
= Row Structure structure properties

ROW STRUCTURE PROPERTIES

Row Structure Name (required) MyStructure2
Dimension Table (required) ACCT v
() use Dimension Mapping

Properties for the

= Section Properties
currently selected

'SECTION HEADER PROPERTIES section

@D srow section Header

Header Text Revenue

Header Category Default v
SECTION TOTAL PROPERTIES

@D snow section Total Row

Total Row Placement Below v
Total Row Text Revenue Total

oo @

w @
() show Higden items
= Row Structure
ROW STRUCTURE PROPERTIES
Row Structure Name (required) MyStructure2
Dimension Table (required) AccT v
() Use Dimension Mapping
— Data Row Properties
Row Text Revenue Line 1
Data Filter Y Filter Wizard

ACCT.ACCT = 4000

If the row structure is configured to Use Dimension Mapping to define the row data, then another area
is available via the Dimension Mapping tab. You can use the Dimension Mapping area to map dimension
items to individual data rows. For more information on using dimension mapping, see Using the

Dimension Mapping editor.
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AXIOM| Intelligence Center n a @ i

w @
Row Editor Dimension Mapping () snow Hinten ttems
MylReport =l Row Structure
Revenue + i ROW STRUCTURE PROPERTIES
Revenue Line 1 Row Structure Name (required) MyStructure2
Revenue Line 2
Dimension Table (required) AcCT v
Revenue Line 3
@D use oimension Mapping
Revenue Total
= Section Properties
Expenses

SECTION HEADER PROPERTIES
@D sov Section Header

Header Text Revenue

Expenses Line 1
Expenses Line 2

Expenses Line 3

Header Category Default v
Expenses Total

Row structure editor with Dimension Mapping tab

To save the row structure after making changes, use the Save button located at the top right of the
editor.

Certain parts of the row structure can be configured as hidden, such as section header rows or total
rows. By default, these hidden items no longer display in the editor. If you need to view these items so
that you can work with them and configure them, you can toggle the option Show Hidden items at the
top right of the editor.

» Using dimension mapping versus row filters in a fixed row structure
When you build a fixed row structure, there are two different ways to define the data to be shown each
in row:

¢ Filters: Each row can have a filter criteria statement that defines the data for that row. For
example, Acct.Acct=4100 or Acct.Category="Revenue'.

e Dimension mapping: Each row can be assigned one or more items in a specified dimension. For
example, if Acct is the specified row dimension, then you can view the list of accounts and map
them to specific rows in the report as needed.

The filter option is the most flexible way to build a fixed row structure, because:

e You can use any valid filter criteria statement to define the data in each row, including compound
statements using AND or OR, and referencing any table (not just the specified dimension table).

¢ You can define filters at the section level, which then combine with all row-level filters in the
section.

e You can repeat dimension elements within the row structure—for example, to create multiple
sections that show revenue for different regions or lines of business.
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However, because the filter option is more flexible, it also requires a more advanced level of knowledge
about your data structures. You must take care not to create invalid or conflicting filters, and make sure
that your filters result in the data that you want to display in the report.

In contrast, the dimension mapping option is the easiest to set up, because:

¢ You are presented with a full list of all items in the specified dimension, which you can search and
filter as needed.

e To assign an item to a row in the report, you simply select the item and then click the arrow
button to move it over to the row. Each row can be assigned as many items in the dimension as
needed.

* |tis very easy to see exactly which dimension items will display on each row, and to see which
items have not yet been assigned to rows.

However, the dimension mapping option is less flexible. Rows can only display data from the specified
row dimension, and each item in the dimension can only be assigned to a single row.

» Row structure properties

The following required properties at the top of the right-hand pane apply to the entire row structure.

Row Editor Show Hidden Items
My Report :
My Rep Row Structure
Revenue + @0 ROW STRUCTURE PROPERTIES
Revenue Line 1 Row Structure Name (required) MyStructure2
Revenue Line 2 Dimension Table (required) ACCT v

Revenue Line 3 Use Dimension Mapping

Revenue Total

= Section Properties

Expenses
SECTION HEADER PROPERTIES

Expenses Line 1 @ show Section Header

Example Row Structure properties area

Item Description

Row Structure The name of the row structure. The name identifies the row structure so that it
Name can be selected when creating or editing a web report.
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Item Description

Dimension Table The primary dimension table to be used on the data rows. You can select any
reference table in your system.

This selection is used as follows:

e By default, it determines the table available to the Filter Wizard when
defining filters for sections and data rows. For example, if the dimension
table is Acct, then you can use the Filter Wizard to build filters based on
Acct.

NOTE: When using filters to define the data in sections and rows, the
dimension table is simply a default table. If you want to define a filter using
a different dimension, then you can manually enter a filter criteria
statement using that dimension.

e |f Use Dimension Mapping is enabled, then it determines the dimension
table for the row mappings. For example, if the dimension table is Acct,
then you can map one or more accounts to each data row. In this case, data
rows can only use the dimension table.

Use Dimension Specifies whether the data in data rows is defined by using filters or by using

Mapping dimension mapping. By default, this is disabled, so data is defined using filters.
If instead you want to use dimension mapping for the rows, click the toggle
switch to enable this option. The toggle switch shows as green when enabled
and as gray when disabled.

If Use Dimension Mapping is enabled, the row structure editor updates as
follows:

¢ A new tab named Dimension Mapping becomes available next to the Row
Editor tab. You can use this tab to define dimension mappings for the rows.
Typically, you should define the sections and rows in the structure first, then
go to the Dimension Mapping tab to assign mappings to each row.

e The Filter fields in the Section Properties and the Row Properties become
hidden, because they do not apply when using dimension mapping. If a filter
is defined for a section or a row before dimension mapping is enabled, the
filter is retained in the properties (assuming it was saved) but it will be
ignored in reports.

For more information on the differences between using filters or dimension
mapping to define data rows, see Using dimension mapping versus row filters
in a fixed row structure.
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» Adding, removing, and reordering sections

Using the Row Editor tab, you can build your row structure by adding, removing, or reordering sections.

Each row structure starts with a top-level root section that includes an optional header and an optional
grand total.

Click to add
. sections
Row Editor —

Root Section

Grand Total

Root section header
and total row

Row editor with starting root section

To add new sections to the row structure, select the section header row—the Root Section row—and
then click the plus sign and select Add New Section.

Row Editor
Grand Total

_ | = Add Data Row

= Add New Section

Option to add a new section

The new section is added within the root section.

You can continue to add as many sections as needed
at this level.
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Row Editor

Root Section

Section 1 + 0
New Data Row 1
New Data Row 2
New Data Row 3
Section Total
Section 2
New Data Row 1
New Data Row 2
New Data Row 3
Section Total

Grand Total
Row editor with two newly added sections

To add subsections within a section, select the section header row for any section, and then click the
plus sign and select Add New Section. The new subsection is added to the current section. You can nest
as many section levels as you need by adding subsections to sections.
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Row Editor

Root Section

Section 1
New Data Row 1
New Data Row 2

MNew Data Row 3

Sub Section 1 + @
New Data Row 1
New Data Row 2
New Data Row 3

Section Total

Section Total

Section 2
Row editor with newly added subsection

Newly added sections use default text and styling, which can be configured for each section. Each newly
added section consists of the following by default:

e A header row to display optional header text for the section. If you do not want a header row to
display for a particular section (including the root section), you can hide it by disabling Show
Section Header when configuring the section properties.

e Three data rows to display queried data in the section. You can add or remove data rows as
needed.

e A total row to display the totaled data for the section. If you do not want a total row for this
section (including the root section), you can hide it by disabling Show Section Total Row when
configuring the section properties.

Once you have added sections, you can make further section changes as follows:

* To reorder sections: Select the header row of a section and then drag and drop it to a new
location within the same level of the structure. For example, if you have three sections at the
same level, you can drag and drop these three sections to change their order. But you cannot
drag and drop one of these three sections to a lower level or a higher level.
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¢ To delete a section: Select the header row of the section and then click the delete icon (trash
can). The section and all of its subsections are deleted. Note that the root section is required and
cannot be deleted.

IMPORTANT: Make sure you no longer need the section before clicking the delete icon. The
section will be deleted immediately with no confirmation prompt. If you deleted a section by
accident, then you can exit the row structure editor without saving, but you will also lose any
other unsaved changes that you have made during the current session.

» Section properties
To configure the properties for a section, select the section header and then complete the Section
Properties in the right-hand pane.

Row Editor ~ Dimension Mapping Show Hidden ltems

My Report Row Structure

Revenue ROW STRUCTURE PROPERTIES

Revenue Line 1 Row Structure Name (required) MyStructure

Revenue Line 2 Dimension Table (required) ACCT v

Revenue Line 3 @) use Dimension Mapping

Revenue Total

= Section Properties

Expenses
P SECTION HEADER PROPERTIES
Expenses Line 1 @) show Section Header
Expenses Line 2 Header Text Revenue
Expenses Line 3 Header Category Default v
Expenses Total
SECTION TOTAL PROPERTIES
Grand Total
@) show Section Total Row
Total Row Placement Below v
Total Row Text Revenue Total
Total Row Category SubTotal3 v

'SECTION PROPERTIES

@) Indent Child Rows

Example Section Properties area
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Section Header Properties

Item Description

Show Section Specifies whether the section header row is visible when the row structure is

Header used in a report. By default, this option is enabled, so the section header row is
visible. If you do not want this section to have a header row, disable this
option. The toggle switch shows as green when enabled and as gray when
disabled.

If this option is disabled, then the remaining section header properties become
hidden because they do not apply. Note that you may want to define header
text before disabling the option, to make it easier to identify the section when
working within the row structure editor.

NOTE: If you hide the section header, then you will no longer be able to select
the header row in the editor for purposes of adding rows or subsections,
configuring the section, reordering the section, or removing the section. If you
need to work with the section header row, you can enable the option Show
Hidden Items, located at the top right of the editor. This will cause all hidden
items to show in the row structure, so that they can be selected and
configured.

Header Text The text to display on the section header row. By default, this is set to "Root
Section" for the root section header and "Section" for all other newly added
sections. The header text should be edited to reflect the data shown in this
section.

Header Category  The style to use on the section header row. The style determines display
attributes such as font size and font weight. Select one of the following:

¢ Headerl through Header6: These styles apply specific formatting to the
header row. Although Header1 is designed to be used as the top-level
section header, followed by Header2, and so on, you can assign these styles
to any section header row as needed.

e Default: Axiom Financial Planning automatically applies the appropriate
header style depending on the section's placement in the row structure
hierarchy. The header row for the root section uses Header1, sections in the
next level use Header2, and so on.

By default, the header category is set to Header1 for the root section header,
and Default for all newly added sections.
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Section Total Properties

Item Description

Show Section Specifies whether the section total row is visible when the row structure is used

Total Row in a report. By default, this option is enabled, so the section total row is visible.
If you do not want this section to have a total row, disable this option. The
toggle switch shows as green when enabled and as gray when disabled.

If this option is disabled, then the remaining section total properties become
hidden because they do not apply.

Total Row The location of the total row in the section, either Below the data rows or

Placement Above the data rows. The total row is located below the data rows by default.

Total Row Text The text to display on the section total row. By default, this is set to "Grand
Total" for the root section total and "Section Total" for all other newly added
sections.

Total Row The style to use on the section total row. The style determines display

Category attributes such as font size, font weight, shading, and borders. Select one of the
following:

¢ Grand Total or Total: These styles are intended to be used for "final" total
rows. Both styles use shading and top and bottom borders. The bottom
border of the Grand Total is a double border.

e SubTotall through SubTotal4: These styles are intended to be used for
subtotal rows. These options provide varying combinations of bold and
regular text, shading or no shading, and border or no border.

By default, the total row category is set to Grand Total for the root section total
row, and Subtotal3 for all newly added sections.

Section Properties

Iltem Description

Indent Child Specifies whether the rows in this section are aligned with the section header

Rows row or indented. By default, this is enabled, so the rows are indented. If instead
you want the rows to be aligned with the section header row, disable this
option. The toggle switch shows as green when enabled and as gray when
disabled.
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Item Description

Parent Total Specifies how the data in this section is treated when computing the total row
Row Behavior of the parent section. Select one of the following:

e Add: The data in this section is added when computing the parent total. This
is the default behavior.

e Subtract: The data in this section is subtracted when computing the parent
total.

¢ Ignored: The data in this section is ignored when computing the parent
total. You might do this if the rows in this section contain supporting detail
that should not impact the overall totals.

Although this option displays on the root section, it does not apply because the
root section does not have a parent section.

For example, imagine that you have a parent section with two subsections.
Subsection A totals 5000, and Subsection B totals 1000.

¢ |f both subsections are set to add, then the total of the parent section is
6000.

¢ If Subsection A is set to add but Subsection B is set to subtract, then the
total of the parent section is 4000.

¢ [f Subsection A is set to add but Subsection B is set to ignore, then the total
of the parent section is 5000.

Section Data Optional. A data filter to apply to all of the data rows in this section, including

Filter any subsections. This is intended to be used when all rows in the section need
to be filtered by a particular dimension or grouping, so that you do not need to
repeat that dimension grouping on each individual data row. Only applies when
Use Dimension Mapping is disabled.

Enter the filter criteria statement to apply to the data rows in this section.
Section data filters use normal filter syntax for Axiom Financial Planning.
Although you can use the Filter Wizard to create the filter criteria statement, it
is limited to creating filters based on the specified dimension table for the row
structure. In many cases the section data filter needs to use a different
dimension, so you must manually create the filter criteria statement.

For example, imagine that you want to show revenue accounts in the rows of
your report, but you want to split the data into two sections reflecting two
different sales regions. You can create two sections and define section filters
for each, such as Dept.Region="East' and Dept.Region="West"'. All of
the data rows in those sections will be filtered by the specified region in
addition to the specific account filters listed on each row.
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» Adding, removing, and reordering data rows

Using the Row Editor area, you can add data rows to a section, remove unneeded rows, and reorder
rows. Each data row represents a record of data that you want to query from the database and display
within the report.

To add new data rows to a section:

¢ Select the section header row, then click the plus sign and select Add Data Row.

Row Editor

My Report

Revenue Line 1 = Add Data Row

Revenue Line 2 = Add New Section

Revenue Line 3

Revenue Total

Option to add a new data row

The new row is added to the bottom of the section. You can continue to add as many new rows to the
section as needed.

Row Editor

My Report
| Revenue
Revenue Line 1
Revenue Line 2
Revenue Line 3

New Data Row i

Revenue Total

Section with a newly added data row
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Once you have added data rows, you can make further row changes as follows:

* To reorder rows: Select the data row that you want to move, and then drag and drop it to a new
location within the same section. For example, if you want a newly added row to be at the top of
the section instead of the bottom, then you can drag and drop it to that location. But you cannot
drag and drop the row to a different section, not even to subsections of the current section.

* To delete a row: Select the data row that you want to delete and then click the delete icon (trash
can). The row is deleted.

IMPORTANT: Make sure you no longer need the row before clicking the delete icon. The row
will be deleted immediately with no confirmation prompt. If you deleted a row by accident,
then you can exit the row structure editor without saving, but you will also lose any other
unsaved changes that you have made during the current session.

Only data rows can be individually added, deleted, and reordered. Section header rows and section total
rows are not considered to be data rows and are managed as part of the section. Note the following:

¢ The delete icon on section header rows does not delete the header row; it deletes the entire
section. If you do not want a particular section to have a header row, you can configure the
section to hide the header row.

e Section total rows do not have delete icons. If you do not want a particular section to have a total
row, you can configure the section to hide the total row.

e Section header rows are always located at the top of the section. When you drag and drop a
section header row you are moving the entire section, not just the header row. It is not possible
to move just the header row.

e Section total rows can be located at either the top or bottom of the section, but not by dragging
and dropping. When you configure the section, you can specify the location of the total row.

» Row properties

To configure the properties for a data row, select the row and then complete the Row Properties in the
right-hand pane.

Row Editor ~ Dimension Mapping Show Hidden ltems

My Report =l Row Structure

Revenue ROW STRUCTURE PROPERTIES

Revenue Line 1 o Row Structure Name (required) MyStructure

Revenue Line 2 Dimension Table (required) ACCT ¥

Revenue Line 3 @) Use Dimension Mapping

Revenue Total % .
{aa= Data Row Properties
Expenses

Expenses Line 1 Row Text Revenue Line 1

Expenses Line 2

Example Row Properties area
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Item Description

Row Text The text to display on the data row. By default, this is set to "New Data Row".
The row text should be edited to reflect the data shown on this row.

For example, if this row is going to display data for the Travel account, the row
text should be something like "Travel" or "Account 5000 - Travel".

Data Filter A filter criteria statement to define the data to query into this row. Only applies
when Use Dimension Mapping is disabled. If dimension mapping is enabled,
then use the Dimension Mapping tab to map the data for this row.

Row filters use normal filter syntax for Axiom Financial Planning. You can type
the filter, or you can use the Filter Wizard to create a filter based on the
specified Dimension Table for the row structure.

For example, if the data filter is Acct.Category="Revenue', then this row
will display data for all revenue accounts when this row structure is used in a
report. The specific data returned will depend on the data columns used in the
report, and any other filters applied to the report.

Each row's data filter is independent from any other row, and does not need to
use the same grouping level or even the same dimension as other rows. For
example, one row can be Acct .Acct=4000, while another row is
Acct.Category='Marketing', and a third row is Fcst .Acct=670.
However, keep in mind the following:

e If you use the Filter Wizard to make the filter, it is limited to the table
selected as the Dimension Table for the row structure. If you want to use a
different table for a particular row, you must manually write the filter.

¢ Although there are no restrictions on the individual row filters, all of the
filters used must be compatible with the eventual primary table selected for
the report, when the fixed row structure is used in a report.

If the row uses a data filter, then the row's data filter will be combined with any upstream section data
filters (using AND). For example, imagine the row structure has sections and rows configured as follows:

Parent Section Filter Dept.Company='Company A'
Current Section Filter =~ Dept.Region='US West'

Row Filter Acct.Acct=4000

Then the data for this row is determined as follows:

Dept.Company="'Company A' AND Dept.Region='US West' AND Acct.Acct=4000
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Using the Dimension Mapping editor

Using the Dimension Mapping editor, you can assign dimension items to specific rows of a fixed row
structure. When the row structure is used in a web report, the rows will display data for the assigned
dimension items.

For example, if the row dimension is Acct, you can assign one or more accounts to each row in the row
structure. If a row is assigned Acct 4000, then that row will display data for Acct 4000, for each of the
columns used in the report.

» Dimension Mapping editor overview

The Dimension Mapping editor is only accessible when creating or editing a row structure. If Use
Dimension Mapping is enabled for the row structure, then a Dimension Mapping tab displays next to
the Row Editor tab. You can click this tab to open the Dimension Mapping editor and assign dimension
items to each row.

. .
AXIOM/| Intelligence Center n a @ I-.'I
w @
Row Editor Dimension Mapping () snow Hiaden ttems
A Repoit =l Row Structure
Revenue + o ROW STRUCTURE PROPERTIES
Revenue Line 1 Row Structure Name (required) MyStructure2
Revenue Line 2
Dimension Table (required) ACCT v
Revenue Line 3
@D use oimension Mapping

Revenue Total

i= Section Properties
Expenses

SECTION HEADER PROPERTIES
@D show section Header

Header Text Revenue

Expenses Ling 1
Expenses Line 2
Expenses Ling 3

Header Category Default v
Expenses Total

Dimension Mapping tab available in row structure when Use Dimension Mapping is enabled
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AXIOM| Intelligence Center o a @ EE

w @

Row Editor Dimension Mapping
Dimension Table as |
specified in Row
Editor tab

MyStructure2 Selected Row: Revenue Line 1

Select All | Select Al []Show Mapped Dimension ltems
My Report =
Yy Rep Select a data row

to map that row

Revenue

Revenue Line 1

4000  Revenue 0 Defauit

Revenue Line 2 0

1000  Cash

Revenue Line 3 0 Dimension items mapped 1100 Short Term Investment
1300  Accounts Receivable
Expenses to selected data row
1400 Notes Receivable

1600 Inventory

Expenses Line 1 2
1700  Other Inventory

Erpenses Line 2 0 1800 Empoyeerec  List of dimension items |
1900 prepais Exper @vailable to be mapped to
2000 Other Current data rows

Simplified view of row 2100 Laboratory and EqUpment
structure as defined 2200 Accumulated Depreciation
in Row Editor tab 2300  Long Term Note Receivable

2400  Investment in Affiliates

Expenses Line 3 0

2500  Capital
3000  Accounts Payable <

Example Dimension Mapping editor

e The left side of the Dimension Mapping editor displays a simplified view of the row structure
defined on the Row Editor tab. You can select a data row in the row structure in order to map
dimension items to that row.

° Each data row must be assigned at least one dimension item when using dimension
mapping. It is not possible to mix use of data filters and dimension mappings.

° The number to the left of the row label shows how many dimension items have been
assigned to that row.

e The two columns on the right side of the Dimension Mapping editor are used to map dimension
items.

° The Current Mappings column in the middle of the page shows the dimension items
mapped to the currently selected data row.

° The dimension column on the right side of the page shows the remaining unmapped
dimension items. The dimension used for the mappings is determined by the specified
Dimension Table in the Row Editor tab. In this example, the dimension table is Acct and
the column shows the list of accounts defined in that table.

° You can use the arrow buttons between the columns to move dimension items from the
dimension column to the Current Mappings column and vice versa.

Each dimension item can only be assigned to a single row in the row structure. Once a dimension item is
moved to the Current Mappings column, it is removed from the list of unmapped dimension items and
cannot be assigned to another row.
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NOTE: When building a fixed row structure with large tables (such as the EDS Encounter table)
dimension mapping is disabled, as it can cause performance issues. Instead, you can use the filter
wizard to define that row in a report. See Specifying the row dimension for a web report for more
information.

» Assigning dimension items to data rows

Each data row in the row structure must be assigned at least one dimension item. When the row
structure is used in a report, the dimension mappings determine what data displays in each row.

To assign one or more dimension items to a data row:
1. Inthe row structure on the left side of the page, select the data row that you want to map. If any
dimension items are already mapped to this row, those dimension items display in the Current
Mappings column.

2. Inthe dimension column on the right side of the page, select the dimension item or items that
you want to map to the data row.

¢ Click a dimension item once to select it. If you select a dimension item by accident, click it
again to de-select it.

e Note that using the Shift key or the CTRL key to select multiple dimension items at once
does not work here. You must individually click on each dimension item that you want to
assign.

You can search and filter the dimension list to help find the desired dimension items.

3. Once all of the dimension items that you want to assign are highlighted, click the left arrow to
move the selected dimension items to the Current Mappings column.

If you want to remove a mapped dimension item from a data row, you can select the item in the Current
Mappings column and then click the right arrow to move it back to the dimension column.

In the following example, two accounts have been mapped to the Expenses Line 1 data row. When this
row structure is used in a report, this row will display summed data for the Software Expense and
Computer Expense accounts. (In a real report, the label text for this data row would likely be defined as
"Software and Computer Expenses" or something similar.)
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Row Editor Dimension Mapping

MyStructure Selected Row: Expenses Line 1
My Report Select All | Select All | () Show Mapped Dimension Items
Current Mappings 2 v ACCT 96
Revenue
Revenue Line 1 1
5200  Software Expense o 0 Default =
Revenue Line 2 0 5400  Computer Expense 1000  Cash
Revenue Line 3 0 1100  Short Term Investment
1300 Accounts Receivable
Expenses 1400  Notes Receivable
Expenses Line 1 2 1600 Inventory
1700 Other Inventory
Expenses Line 2 0 1800  Employee Receivable

Expenses Line 3 0 1900  Prepaid Expenses

2000  Other Current Assets

2100  Laboratory and Equipment
2200  Accumulated Depreciation
2300  Long Term Note Receivable
2400  Investment in Affiliates

Example data row with mapped dimension items

The two accounts that are mapped to this data row no longer display in the dimension column and
cannot be mapped to any other row. You can optionally enable Show Mapped Dimension Items to see
all items in the dimension column, but mapped items will display as grayed out and cannot be selected.

» Searching and filtering the dimension column
You can search and filter the dimension column to more easily find the dimension items that you want
to map.

e You can type into the search box at the top of the column to find items by dimension value. The
search matches any dimension value that contains the search text. Currently, the description text
is not included in the search.

e You can select a grouping column so that the dimension column is filtered to only show values for
a particular grouping. For example, you may have a grouping column of Category, which you can
use to show accounts within a particular category—such as Revenue, Capital, or Marketing.

If you use Select All when the list is filtered by a search or by a grouping value, then only the currently
visible items are selected. This can be a convenient way to find, select, and map multiple dimension
items at a time.

To filter the dimension column by a grouping value:

1. Click the down arrow icon in the column header, and then click Choose Grouping Column.
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Select All | Clear All

v ACCT

Choose Grouping Column

(] Show Mapped Dimension Items

99

2. Inthe Choose a Grouping Column dialog, select the grouping column that you want to use, and

then click OK.

The dimension column becomes filtered by the first value in the selected grouping column. This

value displays in the column header.

3. To filter the dimension column by a different value in the grouping column, click the down arrow

icon in the column header, and select the desired value.

In the following example, "Balance Sheet" was the automatically-selected value from the
grouping column, and we are now going to select "Marketing" instead.

Select All | Clear All

v Category : Balance Sheet

Choose Grouping Column

Clear Grouping Column
« Balance Sheet

Capital

COGS

Marketing

Other Expenses

Other Income/Expense

Overhead

Payroll

[ ]Show Mapped Dimension ltems

21

The dimension column is now filtered to only show accounts that belong to the Marketing

category.
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Select All | Clear All (] show Mapped Dimension ltems

v Category : Marketing 3

Type to Search

5700  Advertising =
5800 Marketing

5000 Sales Commissions

If you want to clear the grouping column filter, click the down arrow icon in the column header, and
select Clear Grouping Column.

Using the Filter Wizard in the Fixed Row Structure editor

The Filter Wizard is available in the Fixed Row Structure editor to assist you in building a valid filter
criteria statement.
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A | Filter Wizard *
Define criteria for the filter, based on table GL2018
4 45 DEPT - = France .
- India
g Dept
v Italy
[m] Description Singapore
* E WorldRegion K
[m] Country | US Central
Sl i Region | US East
; o | US West
E Lu. rency -
Ereview DEFT.Region IM ('US West', 'US East', 'US Central’) Y
Tapply
Filter A
m Cancel
Example Filter Wizard

The tables available in the wizard depend on the table specified as the dimension table for the fixed row
structure.

To create a filter:
1. Inthe left-hand side of the dialog, select the table column on which you want to base the filter.

For example, if you want to create a filter such as DEPT . DEPT>=5000, then you must select the
DEPT column from the DEPT table.

To find the desired table and column, you can filter the list by typing into the Search box. The
filter matches based on table and column names.

Once you select a table column, the values in that column display in the right-hand side of the
dialog.
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TIP: Alternatively, you can use the folder icon to the right of the Preview box to load a
previously saved filter from the Filters Library. If you do this, your selected filter is placed in
the Preview box, overwriting any current content in the preview. Skip to step 4.

2. Inthe right-hand side of the dialog, select the value(s) on which you want to base the filter. You
can type into the filter box above the list of values to filter the list.

3. Inthe space between the two selection boxes, select the operator to use for the filter criteria
statement, such as equals, not equals, greater than, or less than. By default, the filter statement
uses equals (=).

Note the following about filter operators:

e Greater than / less than options are only available if the column data type holds numbers
or dates.

e [f multiple items are selected, then IN and NOT IN syntax is automatically used for equals
and not equals respectively.

e If the column is a string column and the value contains an apostrophe (such as O'Connor),
the wizard automatically converts this value to double apostrophes so that it is valid for
use in the filter (0''Connor). Apostrophes in string values must be escaped this way so that
they are not interpreted as the closing apostrophe for the filter criteria statement.

e The LIKE operator is supported, but is not available for selection in the Filter Wizard. You
must manually edit the filter criteria statement if you want to use it. Only advanced users
with knowledge of valid SQL LIKE syntax should do this.

4. Review the filter criteria statement in the Preview box to ensure that it is as intended. If you need
to make changes, you can manually edit the statement, or you can start again with a new
statement. If you want to clear the statement, click the X icon to the right of the Preview box.

5. If nofilter is currently present in the Filter box, click Apply to move the filter down to the Filter
box. If a filter is currently present in the Filter box, you can do one of the following:
e Click Replace to overwrite the current filter with the preview filter.
e Click AND or OR to add the preview filter to the current filter. This creates a compound
criteria statement.
You can repeat the filter creation process as many times as necessary to create the desired

statement. You can also manually modify the filter in the Filter box as needed, such as to add
parentheses to group statements.

6. When the filter in the Filter box is complete, click OK.
TIP: If you want to save the filter you have created for future use, click the save icon to the
right of the Filter box. You can select a folder location in the Filters Library (or My Documents

if applicable), and specify a name for the filter. This option is only available if you have
read/write access to at least one location where filters can be stored.
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Opening web reports

In order to open an existing web report, you must have at least read-only access to the report, as
defined in Axiom Financial Planning security. Web reports can be opened from either the Web Client or

the Desktop Client.

This topic discusses the default ways to access and view web reports. Your system may be designed so
that you can open web reports in other ways, such as:

e Using the Navigation menu in the Web Client

¢ Using links within your home page or product pages

¢ Using links within a task pane or ribbon tab in the Desktop Client

» Opening web reports from the Intelligence Center

The Intelligence Center in the Web Client is a hub where you can access all of your available reports,
regardless of the report type. The Intelligence Center is automatically filtered to show only the reports
that you have access to.

To open a web report from the Intelligence Center:

1. Click the Syntellis icon E.:I in the Navigation bar. From the Area menu, select Intelligence Center.

oo @ &

PRODUCT AREAS
Home
Intelligence Center

System Administration

2. Inthe left-hand panel, select the Reports tab if it is not already selected.
3. Do one of the following to locate the report that you want to open:

e Use the folder tree in the left-hand panel to navigate to the folder where the report is
located.

OR

e Use the Search box to search for the report by name.
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For more information on how to search, filter, and sort the Intelligence Center, see Intelligence
Center overview.

4. Once the report displays in the Intelligence Center grid, click on the report name to open it.

The report opens in the current browser tab. You can now view and explore the data using various
features. For more information, see Viewing and exploring data in web reports.

» Opening web reports from the Desktop Client

You can open a web report from the Reports Library in the Desktop Client (Excel Client or Windows
Client). You can differentiate web reports from other types of Axiom Financial Planning reports using the
following icons:

Web report
@ Visualization report
= Axiom form

B: Spreadsheet Axiom file

To open a web report from the Desktop Client:

1. Onthe Axiom tab, in the Reports group, click Reports to bring up the Reports menu.

NOTE: In systems with installed products, this feature may be present on a different ribbon
tab, such as the Main tab.

TIP: You can also open reports from the Explorer task pane or Axiom Explorer.
2. Use the Reports Library folders at the bottom of the menu to navigate to the specific web report
that you want to open, and then click on it.

The web report opens in the Web Client using your default browser. You can now view and explore the
data using various features. For more information, see Viewing and exploring data in web reports.

Viewing and exploring data in web reports

Once a web report is opened, you may have access to a variety of features to view and explore the data
in the report, including filtering, sorting, and drilling. Additionally, web reports may be configured with
report parameters, which can be used to dynamically change the data shown in the report.

Administrator's Guide Axiom Financial Planning | 453



NOTE: The features described in this topic apply to web reports created in the Report Builder. Web

reports created from template may have similar features, but do not work in exactly the same way.

For more information on viewing and exploring data in a web report created from template, consult
the product documentation for the product that provided the template.

» Drilling data

If the web report has been configured to enable drilling, you can drill any data row in the report. Total
rows, subtotal rows, and section header rows are not drillable.

To drill a data row:
1. Hover your cursor over the far left column in the report so that a magnifying glass icon appears
on the row.

The tooltip for the magnifying glass will be either "Drill" (if multiple drill paths are available) or
"Drill to <path>" (if a single drill path is available). For example, the tooltip will say "Drill to Acct" if
the Acct drill path is the only available drill path.

2. Click the icon to drill the row.
e |If multiple drill paths are available, these paths display in a menu when you click the icon.
Click the drilling path that you want to view.

e [f a single drill path is available, that path is automatically used when you click the icon to

drill.
Q12020
WorldRegion t
Q1 Actuals Q1 Budget
Qﬂn,?sia $6,989,316 55,416,397
\—E Drill to Country
TO} $473,158 $340,531
North America $32,766,656 $35,609,235

Hover and click to drill

The drill results are presented within the current tab, replacing the original report. The current row
being drilled and the current drill level display at the top of the drill results.
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AXIOM| Intelligence Center

Budget to Actuals | Corporate
Through June 2022

. WorldRegion = Europe Country = UK
Drill Path x _ )

By Country By Region
a1 Q2
Region ¢
Q1 Actuals Q1 Budget Difference Q2 Actuals Q2 Budget Difference
United Kingdom Sales Region (UK) $161,771 $5247,830 -34.73% $237,089 5244075 -2.86%

Example drill results with drilling path displayed at the top

You can continue drilling the drill results if additional drill paths are available. You can return to a
previous path by clicking on that path name in the header. When you are finished viewing the drill
results, you can click the X icon in the drill path to clear the drill and return to the original report.

» Using report parameters

If the web report is configured with report parameters, you can use the Report Parameters panel along
the left-hand side of the report to dynamically change the data shown in the report.

AXIOM)| Intelligence Center o a @ EE

@

Report Parameters Edit| | Export | | Share
Grouping for analysis

Vice President v

Budget to Actuals

Account category to analyze Through June 2022

Revenue v
Q12022 Q22022
Vice President ¢

Q1 Actuals Q1 Budget Difference Q2 Actuals Q2 Budget Difference
Bree Sigman $6,015,031 $6,954,348 -13.51% $6,437,818 $6,848,978 -6.00%
Evan Simpson $12,810,352 $13,195,690 -2.92% $5,208,342 $12,995,756 -59.23%
Frank Martinez $161,693 $331,567 -51.23% $262,089 $326,543 -19.74%
Javier Grant $5,018,848 $4,165,304 20.49% $4,119,925 $4,102,194 0.43%

Example report with report parameters

The Report Parameters panel contains one or more parameters that you can set as needed. If the report
requires you to select a parameter value in order to refresh data in the report, then when you open the
report the message "Waiting for input" displays in the report grid. Otherwise, the report opens and
refreshes data using default values defined for report parameters as needed.
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You can interact with report parameters as follows:

e You can select one or multiple values for each parameter, depending on the parameter type and
configuration. If a parameter allows multiple values to be selected, the parameter box shows text
such as "3 items selected". You can hover your cursor over this text to view the selected values in
a tooltip.

Report Parameters

Selected values:
Departments

22000 - Information Technologies
23000 - Purchasing & Materials Mgmt ||

24000 - Business Development

3 items selected

\

—r—

If the parameter allows selection of multiple values, and some values are already selected, then
using the drop-down list to select more items will add to the current list of items. If instead you
want to clear the list of items and start over, click the X icon in the selection text.

e A parameter may start out blank (unset), or it may start with a default value, depending on the
parameter type and configuration.

e Some parameters may be dependent on other parameters. In this case, the dependent parameter
will not become available for use until its parent parameter has a selected value.

e Parameters may be required or optional:

° If a parameter is optional, then you can leave it unset, or you can clear its value using the X
icon to the right of it.

° If a parameter is required, then it cannot be cleared. You can select a different value, but
you cannot fully clear the parameter. Exception: If the parameter allows selection of
multiple values, then you can click the X icon in the selection text to clear the current
selections.

Once you have made selections for the parameters, you can apply and clear them as follows:

e Click Apply to refresh the report using your parameter selections. The Apply button is not active
until all required parameters have selected values.

¢ Click Clear to clear all optional parameters. You can then click Apply to refresh the report with the
optional parameters unset.
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NOTES:
¢ When you share or export a report, it does not honor the report parameter selections, with
one exception. If the report parameter determines the row dimensions of the report, and the
parameter has a default value, the exported report will use that default value.

¢ The specific parameters available and how they impact the report depends on the report
configuration. Contact your system administrator or the report designer if you have any
guestions about how the parameters affect the report data.

» Adjusting column width and order

You can make minor adjustments to the column display as follows:

¢ To change the column width, hover your cursor along the right edge of the column header, then
drag to make the column thinner or wider.

e To reorder columns, click on a column header and then drag it to a new location. Note that
columns cannot be moved in or out of a column group (meaning a set of columns grouped under
header text). If a column belongs to a column group, you can change its order within the group
but you cannot drag it out of the group.

» Sorting data

If the web report uses a data grid with dynamic rows, then you can sort the data by any column in the
grid. To sort the grid by a column, click on the column header. Each click toggles between ascending
sort, descending sort, and no sort. If the grid is currently sorted by a column, the sort direction is
indicated by an arrow on the column header (up for ascending, down for descending).

The web report may only allow sorting by a single column, or it may allow sorting by multiple columns.
This is configured by the report designer. If the grid uses single-column sorting, then it is not possible to
clear the sort on a column. Instead you must click on a different column to change the sort to use that
column.

If the web report uses a fixed row structure, then the row values are fixed in position and cannot be
sorted.

» Filtering by column data

If the web report uses a data grid with dynamic rows, you may be able to filter the report by the column
data. For example, you might want to filter a column to hide zero-value records, or to show all records
above or below a certain value. You might want to filter a dimension column to hide or show certain
dimensions (such as departments, accounts, and so on). The report designer determines whether a
column is enabled for filtering.

If a column allows filtering, the filter icon displays in the column header when you hover your cursor
over the column header.
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Jan
ﬁ Filter
$5,050

$43,558
Filter icon for a column with filtering enabled

To filter the report based on a column:

1. Click the filter icon in the column header to show the filter options.

2. Set the filter options as desired. The options vary depending on the column type.

Jan Y. Feb

$5.0-' Is greater than {

$43,5! 5,000.00

a»
e

And

$103,7:

$59,0! Is equal to ol
$136,1° “ i
$9,749,1L . ./

Example filtering options

3. Click Filter.

The report updates to only show records that meet the filter. Additionally, the filter icon in the column
header remains visible to indicate that the grid is filtered by this column.

The filter is retained until you clear it, or until the report is refreshed with new data.

To clear a filter:
1. Click the filter icon in the column header to show the filter options.

2. Click Clear.

The grid updates to clear the filter. The filter icon is now only visible when hovering over the column
header.
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» Viewing paged data

If the web report uses dynamic rows, the data is paged to show a specified number of records per page.
If the data in the grid exceeds the page limit, you can move between pages using the page controls at
the bottom left of the grid.

$24,470,195.79 $17,723,313.38 $24,470,195.79

1 2 3 » M 25 v items per page 1-250of 51 items
Page controls for data grids

¢ Click a page number to move directly to that page.
e Click the single arrow buttons to move one page back or forward.

e Click the double arrow buttons to move to the first page or the last page.

By default, the data grid shows 25 records per page. You can use the drop-down list next to the page
controls to change this to 50, 100, or 500 as needed.

Web report sharing, export, and distribution

The information in web reports can be distributed throughout the organization using a variety of
features:
e You can export a web report as a PDF, Excel, or delimited file, and save it locally or to the Axiom
Financial Planning repository.
e You can share a web report via email to other users, by sending a link to the live file in the
system, or by attaching a PDF or Excel file.
* You can process web reports iteratively over a dimension, and then automatically save and/or
email the report to designated recipients.

Exporting a PDF copy of a web report

You can export a web report as a PDF file, and save the file locally or to the Axiom Financial Planning
repository. The export can be performed while viewing the report, or from the Reports Library in the
Intelligence Center.

e When exporting the report from the Intelligence Center, it is exported using default settings. If
the report requires user input to return data, you should instead open the report and export from
the report viewer.

e When exporting the report from the report viewer, the export honors the current report state
such as sorting, filtering, and drilling.

Any user who can view the report can export to PDF and save it to a local folder location. In order to
save a PDF copy to the Axiom Financial Planning repository, you must have read/write access to at least
one folder in the Reports Library.
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To export a web report as a PDF file:
1. Inthe Intelligence Center, locate the report in the folder tree, or search to find it.

2. Do one of the following:

e Hover your cursor over the Name column to make the three-dots icon visible. Click the
icon then select Export > PDF from the menu.

Name Y Modified on 7

B Acct Analysis E] 9/16/2021 11:09 AN

B Budget Analysis @ Info 3/2/2021 12:27 PN
/ Edit

[@ Budget to Actuals Comparison < Share  » 7/2/2021 7:36 AM
+

B Corporate Dashboard == Export g [ Delimited PN
D Copy [{) Excel

B Quarterly Performance PM

[

M Delete @ POF

¢ Click the report name to open the report. In the top right corner of the report, click Export
> PDF.

Edit Export  Share

Delimited
Excel

PDF

3. Inthe Export Report dialog, enter a file name into the File name field. By default, the file name is
the same as the web report file name.
4. Select the export destination from the Export to drop-down:
e My computer: Save the PDF to your computer.

e Axiom repository: Save the PDF to a folder in the Axiom Financial Planning Reports Library,
or to your My Documents folder.
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NOTES:

¢ |f you save the PDF to a folder in the Reports Library, any user with at least read-only
access to that folder will be able to view the PDF. You should be sure that it is
acceptable for users with permission to the target folder to view the data in the PDF.

 If you do not have read/write access to any folders in the Axiom repository, then the
Export to option is not available and does not display in the dialog. The PDF will be
automatically saved to your computer.

¢ |f you save the PDF to your computer, keep in mind that Axiom Financial Planning does
not enforce any security on the exported file.

5. If you are saving to the Axiom repository, select an Output folder:
¢ Click the folder icon = to the right of the field.

e In the Choose output folder dialog, select a folder in the Reports Library. The dialog only
shows folders where you have read/write access to that folder or a child folder.

NOTE: If you have access to the My Documents folder, then you can also save reports
to that location for your personal use.

¢ Click OK to choose the folder and return to the Export to PDF dialog.
The path to your selected folder now displays in the Output folder field.

6. Inthe Configuration Settings section, select the following:
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Item Description

Pages If you are exporting from the report viewer and the report has paged
data, select one of the following:

e Current Page: The export will contain the current page of data only.
For example, if you are currently viewing page 2 of the data in the
report, the export will contain that data only.

¢ All Pages: The export will contain all pages of data, up to 10 pages
maximum.

A "page" refers to a page of data as displayed in the report, not PDF
pages. Report pages can be configured to show 25 (default), 50, or 100
rows. For example, if you select to export the current page and the page
size is 100, the PDF will contain those 100 rows which may span several
PDF pages.

NOTES:
e |f you are exporting from the Intelligence Center, this option does not
display and the PDF will contain all data pages (up to the maximum).

» |f the report uses a fixed row structure, data is not paged and this
option does not apply. The PDF will contain the full contents of the

report.

Layout Select the page size for the PDF. You can choose from the following
standard page sizes: A3, A4, A5, Legal, Letter, or Tabloid. Letter is the
default size.

Orientation Select the orientation for the PDF, either Portrait or Landscape. Portrait is

the default orientation.

Margin Specifies the PDF page margins. Select one of the following:
¢ None: No margin
e Narrow: 0.5 inch margins all around
¢ Normal: 1 inch margins all around (default)

Header Specify optional header and footer text. The variables {page number}

and {total pages} can be used in the header or footer.
Footer -

You can select from several predefined header and footer options using
variables, or you can type text into the Header or Footer box.

NOTE: If the margin is set to None, then the Header, Footer, and
Alignment options are not available because there is no room to display a
header or footer.

Alignment Specify the alignment of the header and footer text, if defined: Left,
Center (default), or Right.

Administrator's Guide Axiom Financial Planning | 462



7. Click Export to create the PDF.

¢ [f you are saving to the Axiom repository, and you used a file name that already exists in
the target folder, you are prompted to choose whether or not to overwrite the existing file.
If you choose not to overwrite, you are returned to the Export to PDF dialog so that you
can use a different name and/or output folder.

e If you are saving to your computer, the exact behavior is determined by your browser
settings. The default behavior for most browsers is to save the file to the Downloads folder
on your computer.

* |n either case, a notification message displays at the top of the page to indicate whether
the PDF creation succeeded or failed.

» Export behavior
When you create the PDF, the web report contents are handled as follows:
e If the grid in the web report has paged data, the PDF will contain either all rows shown on the
current page, or all rows in the report up to 10 pages of data. The number of rows in a page of
data depends on the paging selection in the report (25, 50, or 100).
© Column headers are present on the first PDF page only; headers do not repeat on PDF
pages.
° |f the report has a total row, that row is always included in the PDF and always displays the
full total, even if the PDF only contains a partial set of data.

° If exporting from the Intelligence Center, the PDF contains all data pages up to the
maximum, using the default of 25 rows per page.

e If you have sorted, filtered, or drilled the data displayed in the report, these changes are reflected
in the PDF. The exception is if you have reordered columns—columns display in their original
order.

NOTE: Drill results can only be saved as a PDF if the report was created in the Report Builder.
Web reports created from template display drill results slightly differently, and these results
cannot be saved to PDF.

e If the report uses report parameters, those parameter selections are not reflected in the export.
Exception: If the report uses a dynamic column tied to a Column List report parameter, the
default value for that parameter will be used for the export.

NOTE: For reports created from template, refresh variable selections are applied to the
export.

e If the report contains a column with links, the column displays the link text without an active
hyperlink.
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Exporting grid data in a web report to Excel

You can export grid data in a web report to a spreadsheet, so that you can further examine the data
using spreadsheet features. You can save the spreadsheet locally, or save it to the Axiom Financial
Planning repository.

The export can be performed while viewing the report, or from the Reports Library in the Intelligence
Center.
¢ When exporting the report from the Intelligence Center, it is exported using default settings. If
the report requires user input to return data, you should instead open the report and export from
the report viewer.
e When exporting the report from the report viewer, the export honors the current report state
such as sorting, filtering, and drilling.

Any user who can view the report can save the spreadsheet export locally. In order to save the
spreadsheet export to the Axiom Financial Planning repository, you must have read/write access to at
least one folder in the Reports Library.

To export grid data to an Excel spreadsheet:
1. Inthe Intelligence Center, locate the report in the folder tree, or search to find it.

2. Do one of the following:

e Hover your cursor over the Name column to make the three-dots icon visible. Click the
icon then select Export > Excel from the menu.

Name Y Modi

B AcctAnalysis B 9/16/2021 1

B Budget Analysis @ Info 3/2/2021 1
& Edit

[@ Budget to Actuals Comparison < Share  » 7/2/2021

3 Export »

® Corporate Dashboard = Delimited 1
0c
@ Copy [ Excel

B Quarterly Performance & Delete 1
= @ POF

e Click the report name to open the report. In the top right corner of the report, click Export
> Excel.
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Edit Export  Share

Delimited
Excel

PDF

3. Inthe Export to Excel dialog, enter a file name into the File name field. By default, the file name
is the same as the web report file name.

4. Select the export destination from the Export to drop-down:
e My computer: Save the spreadsheet to your computer.

e Axiom repository: Save the spreadsheet to a folder in the Axiom Financial Planning
Reports Library, or to your My Documents folder.

NOTES:

¢ |f you save the spreadsheet to a folder in the Reports Library, then any user with at
least read-only access to that folder will be able to view the spreadsheet. You should
be sure that it is acceptable for users with permission to the target folder to view the
data in the spreadsheet.

 If you do not have read/write access to any folders in the Axiom repository, then the
Export to option is not available and does not display in the dialog. The spreadsheet
will be automatically saved to your computer.

¢ |f you save the spreadsheet to your computer, keep in mind that Axiom Financial
Planning does not enforce any security on the exported file.

5. If you are saving to the Axiom repository, select an Output folder:
e Click the folder icon = to the right of the field.

¢ |nthe Choose output folder dialog, select a folder in the Reports Library. The dialog only
shows folders where you have read/write access to that folder or a child folder.

NOTE: If you have access to the My Documents folder, then you can also save reports
to that location for your personal use.

e Click OK to choose the folder and return to the Export to Excel dialog.

The path to your selected folder now displays in the Output folder field.
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6. If the current report is enabled for directed drilling, you can optionally choose to Export all drill
levels. If this option is enabled, then the report data is "flattened" using all drill levels. For
example, if the report is currently showing rows by Acct, and the report has configured drilling
levels of Region and Dept, then the exported report contains data rows by unique combination of

Acct/Region/Dept.

NOTES:
¢ [f this option is enabled, the export ignores any sorting, filtering, or drilling in the
report. The directed drilling columns are added to the report as row dimensions, and
all data is exported at this level.
e This option is not available if the report uses a fixed row structure, or if the report is
built from template.

7. Click Export to create the spreadsheet.

e [f you are saving to the Axiom repository, and you used a file name that already exists in
the target folder, you are prompted to choose whether or not to overwrite the existing file.
If you choose not to overwrite, you are returned to the Export to Excel dialog so that you
can use a different name and/or output folder.

e |f you are saving to your computer, the exact behavior is determined by your browser
settings. The default behavior for most browsers is to save the file to the Downloads folder
on your computer.

e In either case, a notification message displays at the top of the page to indicate whether
the spreadsheet creation succeeded or failed.

» Export behavior
When the grid data is exported, the behavior is as follows:
¢ [f the data is paged in the report, the export contains all pages of data.
e By default, the basic number format applied to the column is preserved in the export. The
exception is negative numbers, which will always be shown using a minus sign regardless of the

configured format. Other formats such as background colors and borders are not applied to the
exported data.

e Date and DateTime columns are exported as follows:

° Columns configured to display the full date part are exported using the default date or
date-time format, regardless of the format configured to display in the report.

° Columns configured to display other date parts display the numeric value of the date part
only. For example, if the column is configured to display the Quarter part as Q1 format, the
value is exported as only the number (1 for Q1).
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e If you have sorted, filtered, or drilled the data displayed in the report, these changes are reflected
in the export. The following exceptions apply:

© Reordered columns are ignored. Columns are exported in their original order.

° Drill results can only be exported to Excel if the report was created in the Report Builder.
Web reports created from template display drill results slightly differently, and these
results cannot be exported.

o If Export all drill levels is enabled, the export ignores any sorting, filtering, or drilling in the
report. The directed drilling columns are added to the report as row dimensions, and all
data is exported at this level.

e [f the report uses report parameters, those parameter selections are not reflected in the export.
Exception: If the report uses a dynamic column tied to a Column List report parameter, the
default value for that parameter will be used for the export.

NOTE: For reports created from template, refresh variable selections are applied to the
export.

e Column group headers are omitted from the export. Additionally, if a column has a 2-row header,
only the first row of that header is exported.

e If the report contains a column with links, the link configuration is ignored, and the regular
column value is exported (as if the column were not enabled to show links).

e Export to Excel is capped at 150,000 rows. If a report contains over 150,000 rows, only partial
data is exported, and the total row is omitted.

Exporting grid data in a web report to a delimited file

You can export grid data in a web report to a delimited file such as comma-separated (CSV). You can
save the delimited file locally, or save it to the Axiom Financial Planning repository.

The export can be performed while viewing the report, or from the Reports Library in the Intelligence
Center.

e When exporting the report from the Intelligence Center, it is exported using default settings. If
the report requires user input to return data, you should instead open the report and export from
the report viewer.

¢ When exporting the report from the report viewer, the export honors the current report state
such as sorting, filtering, and drilling.

Any user who can view the report can save the delimited file locally. In order to save the delimited file to
the Axiom Financial Planning repository, you must have read/write access to at least one folder in the
Reports Library.

To export grid data to a delimited file:
1. Inthe Intelligence Center, locate the report in the folder tree, or search to find it.
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2. Do one of the following:

e Hover your cursor over the Name column to make the three-dots icon visible. Click the
icon then select Export > Excel from the menu.

Name Y Modi
B Acct Analysis E] 9/16/2021 |
udget Analysis ' '
B Budget Analysi ® Info 3/2/2021
/7 Edit
[ Budget to Actuals Comparison & Share b 7/2/2021
B Corporate Dashboard L Export » [ Delimited
© Copy ¥) Excel
® Quarterly Performance
I Delete B POF

e Click the report name to open the report. In the top right corner of the report, click Export
> Excel.

Edit Export  Share

Delimited
Excel

PDF

3. Inthe Export Report dialog, enter a file name into the File name box. By default, the file name is
the same as the web report file name.
4. For Export to, select the export destination:
e My computer: Save the delimited file to your computer.

e Axiom repository: Save the delimited file to a folder in the Axiom Financial Planning
Reports Library, or to your My Documents folder.
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NOTES:

¢ |f you save the delimited file to a folder in the Reports Library, then any user with at
least read-only access to that folder will be able to view the file. You should be sure
that it is acceptable for users with permission to the target folder to view the data in
the file.

 If you do not have read/write access to any folders in the Axiom repository, then the
Export to option is not available and does not display in the dialog. The file will be
automatically saved to your computer.

¢ |f you save the file to your computer, keep in mind that Axiom Financial Planning does
not enforce any security on the exported file.

5. If you are saving to the Axiom repository, select an Output folder:
e Click the folder icon = to the right of the field.

e In the Choose output folder dialog, select a folder in the Reports Library. The dialog only
shows folders where you have read/write access to that folder or a child folder.

NOTE: If you have access to the My Documents folder, then you can also save reports
to that location for your personal use.

¢ Click OK to choose the folder and return to the Export to Excel dialog.
The path to your selected folder now displays in the Output folder field.

6. Inthe Configuration options section, select the desired Delimiter. You can select any of the
following: Comma (default), Space, Period, Pipe, Tab, Semi-Colon, Colon.

If the delimiter is a comma, the file format for the exported file is CSV. For any other delimiter,
the file format is TXT.

7. If the current report is enabled for directed drilling, you can optionally choose to Export all drill
levels. If this option is enabled, then the report data is "flattened" using all drill levels. For
example, if the report is currently showing rows by Acct, and the report has configured drilling
levels of Region and Dept, then the exported report contains data rows by unique combination of
Acct/Region/Dept.

NOTES:

¢ |f this option is enabled, the export ignores any sorting, filtering, or drilling in the
report. The directed drilling columns are added to the report as row dimensions, and
all data is exported at this level.

e This option is not available if the report uses a fixed row structure, or if the report is
built from template.
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8. Click Export to create the delimited file.

¢ [f you are saving to the Axiom repository, and you used a file name that already exists in
the target folder, you are prompted to choose whether or not to overwrite the existing file.
If you choose not to overwrite, you are returned to the Export Report dialog so that you
can use a different name and/or output folder.

e If you are saving to your computer, the exact behavior is determined by your browser
settings. The default behavior for most browsers is to save the file to the Downloads folder
on your computer.

* |n either case, a notification message displays at the top of the page to indicate whether
the file creation succeeded or failed.

» Export behavior

When the grid data is exported, the behavior is as follows:

¢ [f the data is paged in the report, the export contains all pages of data.

e |f the report uses row dimensions, then the first row of data in the file contains the column
headers. Group headers are omitted from the export. Additionally, if a column has a 2-row
header, only the first row of that header is exported. The total row is excluded from the export.

¢ [f the report uses a fixed row structure, all rows are included in the delimited file, including
header rows and subtotal rows.

e The raw data is exported to the delimited file. No formatting is applied. For example, this means
number formats are not applied, date formats are not applied, and the Show Description option
is not applied. The Description will only display if you click the Show description toggle in the
Formatting Properties area of your report's column configuration settings.

e |f a data value in the export contains the delimiter, that value is escaped in double quotation
marks. For example, if the delimiter is a space character, then values with spaces are wrapped in
double quotation marks (such as "Finance Department").

e If the report contains a column with links, the link configuration is ignored, and the regular
column value is exported (as if the column were not enabled to show links).

Administrator's Guide Axiom Financial Planning | 470



e If you have sorted, filtered, or drilled the data displayed in the report, these changes are reflected
in the export. The following exceptions apply:

© Reordered columns are ignored. Columns are exported in their original order.

° Drill results can only be exported to file if the report was created in the Report Builder.
Web reports created from template display drill results slightly differently, and these
results cannot be exported.

o If Export all drill levels is enabled, the export ignores any sorting, filtering, or drilling in the
report. The directed drilling columns are added to the report as row dimensions, and all
data is exported at this level.

e [f the report uses report parameters, those parameter selections are not reflected in the export.
Exception: If the report uses a dynamic column tied to a Column List report parameter, the
default value for that parameter will be used for the export.

NOTE: For reports created from template, refresh variable selections are applied to the
export.

Sharing a web report via email

You can share a web report with other Axiom Financial Planning users via email. The report can be
shared as a link to the live report, or as a PDF or Excel attachment. Sharing can be done while viewing
the report, or from the Reports Library in the Intelligence Center.

e When sharing the report from the Intelligence Center as a PDF or Excel attachment, the
attachment is generated using default settings. If the report requires user input to return data,
you should instead open the report and share from the report viewer.

e When sharing the report from the report viewer as a PDF or Excel attachment, the attachment
honors the current report state such as sorting, filtering, and drilling. Exception: report parameter
selections are not honored unless the report is built from template.

e When sharing the report as a link, the email recipient can click the link to log in to Axiom Financial
Planning and view the report within the application. The recipient must have at least read-only
security permission to the report in order to view it. When using the link, the report is opened in
its default state, and the user can explore the report as needed.

Any user who can view the report can share it. The report can be shared with any user in Axiom
Financial Planning, or any email address that the Axiom Financial Planning system can send email to.

NOTE: When sharing a web report as a PDF or Excel attachment, keep in mind that Axiom Financial

Planning does not enforce any security on these attachments. Any user who receives the email can
view the attachment.

To share a web report via email:

1. Inthe Intelligence Center, locate the report in the folder tree, or search to find it.
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2. Do one of the following:

e Hover your cursor over the Name column to make the three-dots icon visible. Click the
icon and select Share from the menu, then select either Excel, Link, or PDF.

Name h g M

B Acct Analysis B 9/16/20]

B Budget Analysis @ Info 3/2/201
J Edit

[ Budget to Actuals Comparison & share > 2

[ Excel

+

B Corporate Dashboard = Export ¥ & Link 0]
D Copy [ PDF

B Quarterly Performance f Delete 0]

e Click the report name to open the report. In the top right corner of the report, click Share,
then select either Excel, Link, or PDF.

Edit  Export = Share

Excel
Link

PDF

3. If you selected to share as either Excel or PDF, then complete the settings in the Share Report
dialog, and then click Share. The settings are the same as when exporting to Excel or PDF, except
that you do not specify a location to save the exported file—the file will be attached to the
sharing email. For example:

e For PDF, you can specify the file name, layout, orientation, margin size, and header/footer
content.

e For Excel, you can specify the file name and whether to export all drilling levels.
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NOTES:
¢ The Share Report dialog for Excel only displays if you are sharing from within the report
viewer, and only if the report is configured for directed drilling. Otherwise, the dialog
does not display and the file name of the Excel attachment will always be the report
file name.

e The PDF or Excel attachment is generated using the same behavior as when exporting
the file to PDF or Excel. For more information, see Exporting grid data in a web report
to Excel or Exporting a PDF copy of a web report.

¢ If you selected to share as a link, this dialog does not display and you are taken directly
to the E-mail dialog.

4. Inthe E-Mail dialog, select the recipients of the email. You can type email addresses into the To,
CC, and BCC boxes, or you can click the plus icon next to the recipient box to look up email
addresses for Axiom Financial Planning users:

* In the Select Users dialog, select the check boxes next to the users that you want to share
the report with.

¢ You can search on the user first or last name to find users.

* Once you have selected one or more users, click OK. The recipient box is populated with
the email addresses for the selected users. If the box already contained one or more email
addresses, the newly selected addresses will be added to the existing list.

If you are manually typing email addresses, separate multiple addresses with semicolons.
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E-mail X

To: jdoe@company.com

Cc:

EDE

Bce:

Subject: Sharing Expense Analysis

[A Expense Analysis.pdf

Attached is a copy of the expense analysis that we talked about]

Cancel

Example E-mail dialog

5. In the E-Mail dialog, complete the Subject and body text as needed.
e By default, the subject is set to "Sharing FileName".
e If you are sharing a link, the link is pre-populated into the body text.

6. Click Share to share the report and send the email.

e If you are sharing the report as a PDF or Excel file, the attachment is generated at this
point. If the report is large, there may be a delay while the attachment is generated.

e A notification message displays at the top of the page to indicate whether the email and its
attachment (if applicable) was generated successfully. Once the email is generated, it will
sent by the Axiom Financial Planning server using the standard
System.SMTPMessageDelivery job.
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Production reporting for web reports

Using production reporting features with web reports, you can generate and deliver report "snapshots"
to various audiences as needed.

e You can perform multipass processing on a web report over a specified dimension, such as by
department, region, or entity. The report is iteratively refreshed—one "pass" for each value of
the dimension—and during each pass a filter is automatically applied to limit the data to the
current dimension value.

e The output of each pass is a filtered PDF or Excel "snapshot" of the report. This static snapshot is
then saved to a target folder location—either a local folder in your network or the Axiom
repository—and/or emailed to a specified recipient. Folder locations and email recipients can be
determined dynamically so that the location and recipient changes as needed for each pass.

e Multiple PDF or Excel snapshots can be optionally collected into larger "report books" and then
dynamically saved and/or emailed as needed. For example, you might process three different
web reports by entity, and then collect the three resulting entity snapshots into a single file per
entity.

To perform multipass processing on a web report, use the Scheduler task Web Report Processing. This
task will process a target report by a specified dimension, and then save and/or email the output files as
configured in the task.

To collect output files into report books, use the File Collect option of File Processing. To do this, you
must create a spreadsheet report, enable it for file processing, and then configure file collect options.
Once it is configured, file collect processing can be run manually in the Desktop Client, or can be run
using the Scheduler task File Processing.

IMPORTANT: In phase one of production reporting for web reports, processing is only supported for
web reports created from product-delivered templates. Ad hoc web reports created in the Report
Builder cannot be processed yet. Support for ad hoc report processing may be added in a future
release.

Setting up web report processing

You can perform production reporting for web reports using multipass processing. The report can be
processed multiple times over a dimension, generating a filtered PDF or Excel copy of the report for
each value of the dimension. The report copies can be saved to a designated location and/or emailed to
designated recipients.

To perform multipass processing on a web report, use the Scheduler task Web Report Processing. When
you set up this task, you configure the following:

e The web report to process. You can process any web report created from a product-delivered
template.
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e The output format of the processing. Each pass will generate a filtered PDF or Excel output file.
The name of the file can be set dynamically using processing variables and job variables.

e The delivery option for the processing. Each output file can be saved to a folder location, emailed
to a recipient, or both.
o If the output is saved, you specify the location of the target folder (local or Axiom
repository) and the folder path. The folder path can be set dynamically using processing
variables and job variables.

° |f the output is emailed, you specify the recipients of the email, and the email subject and
body text. The recipients can be manually entered into the task settings (and can
optionally use job variables), or you can specify a table column to dynamically look up the
recipients. Recipients can be email addresses, or you can list user and role names to look
up email addresses from Axiom security. The email subject and body text can be set
dynamically using processing variables and job variables.

e The dimension to process. You can specify any dimension that will be compatible against the data
queried in the target web report. The web report will be processed once for each value in the
dimension. If desired, you can define a filter to limit the dimension values to process.

» Configuring a web report processing task

In order to create a Scheduler job with a Web Report Processing task, you must be an administrator or a
user with the Scheduled Jobs User permission. You must also have read/write access to at least one
folder in the Scheduler Jobs Library to save the job. Scheduler jobs can only be created in the Desktop

Client.

To create a Scheduler job with a web report processing task:
1. Onthe Axiom tab, in the Administration group, click Manage > Scheduler.

NOTE: In systems with installed products, this feature may be located on the Admin tab. In
the System Management group, click Scheduler.

2. Inthe Scheduler dialog, on the Job tab, click New.
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Job Service

L}

New Open

i Scheduled Jobs

o

m

A Biom Scheduler - Scheduled Jobs

(]
m
m

ID User
4575512 System.ProcessMotification System
4575500  Systemn.SystemDataPurge Systern
4575502 System.ndexMaintenance System

Status
Pending
Pending
Pending

3. Select the Tasks section of the job, then on the Job tab, click Add > Web Report Processing.
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A | Axiom Scheduler - New Job
Jlob  Service
Ty 2 i
| o H p ==t |
New Open Save Close " Add ™
v
'—|j Active Directory Import
4 Scheduled Jobs D MNew Job =[_] Collect Worksheets
T3] Copy On Demand Plan Files
General e .
Variables [] Create Plan Files
Scheduling Rules [[] Echo Task
Eﬂv:t?;c:?ililers —E| Execute Command Adapter
[]] Execute SQL Command
Results T Export ETL Package
T File Processing
=U Import ETL Package
] Process Document List
—El Process Plan Files
_E| Process Template List
'—|j Purge System Data
] Raise Event
] Rebuild Database Indexes
T Run Scheduler Job
_EI SMTP Message Delivery
E| Start Process
] Update Database Statistics
'_|j Update Indexes and Constraints
] Web Report Processing

4. Select the Web Report to Process. This is the report that will be processed by the task.
¢ Click the Browse button to open the Axiom Explorer dialog.

¢ Navigate to the web report that you want to process, then select the report and then click
Open.

The selected report is listed in the Web Report to Process box.

IMPORTANT: Remember, only web reports that are created from a product-delivered
template can be processed. The Axiom Explorer dialog is filtered to only show reports that
were created from template.
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A | Axiom Scheduler - New Job

Job Service

T 2 A N

L H i =l ') - l:?ﬁ =

New Open Save Close " Add  Mov M Remove Clear
v Down Selected  All

i Scheduled Jobs | [7] New Job

General > Task Control
Variables v Task Details
Scheduling Rules
Event Handlers Web Report to Process: My Report.axwc Browse...
Notification
4 Tasks
Web Report Processing @ Advanced Options
Results

Example task with report selected for processing

5. Complete the general processing properties that determine the processing type and the output:

Iltem Description

Processing Select one of the following to determine the output format of each pass:

Type e Export to Excel (default): The contents of the report are exported to a
spreadsheet (XLSX) file. The output uses the same behavior as when
you export to spreadsheet while viewing the web report.

e Export to PDF: The report is saved as a PDF file. The output uses the
same behavior as when you save to PDF while viewing the web report.
Save or Email Select one of the following to determine the delivery method for the
Files output:

e Save Files (default): The output files are saved to the specified output
folder.

e Email Files: The output files are emailed to the specified recipients.
The output files are not saved anywhere on the file system.

e Save and Email Files: The output files are both saved and emailed.

Administrator's Guide Axiom Financial Planning | 479



Item Description

File Generation Select one of the following to determine whether the output is saved as a
single file or multiple files:

e Multiple Output files (default): The results of each pass are saved as
individual output files. For example, if the multipass settings result in
10 passes, then 10 output files are created (one file for each pass).

¢ Single Output File: The results of each pass are collected into a single
output file. For example, if the multipass settings result in 10 passes,
then the results of all 10 passes are placed in a single output file.

If the output type is Excel, then each pass is a separate sheet in the
Excel file. If the output type is PDF, then the PDF for each pass is
combined into one large PDF file.

File Name Specify how the output file (or files) should be named. You can do the
following:

e You can use processing variables and/or Scheduler job variables to
generate dynamic file names.

¢ You can type a "hard-coded" file name.

If the task will generate multiple output files, then the file name (or the
output folder path) must use a processing variable so that the output of
each pass is unique. If the task will generate a single output file, then
variables are not required.

To use a processing variable, you can type the variable or you can click the
pencil icon s to open a text editor. From the Insert Variable list, select
the variable that you want to use.

For example, you could set the file name to Income Statement
[Current Value]. If the report is being processed by region to multiple
output files, this will generate file names such as Income Statement
West, Income Statement East, and so on (where "East" and "West"
are region names).

NOTE: Processing variables and Scheduler variables use different syntax.
Processing variables are enclosed in square brackets. Scheduler job
variables are enclosed in curly brackets.
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Item Description

Sheet Name

Specify how the sheet for each pass should be named. This property only

applies when the processing type is Export to Excel. You can do the
following:

e You can use processing variables and/or Scheduler job variables to

generate dynamic sheet names.

¢ You can type a "hard-coded" sheet name.

If the task will collect all of the output into a single spreadsheet file, then
the sheet name must use a processing variable so that the output of each
pass is unique. If the task will generate multiple output files, then
variables are not required.

To use a processing variable, you can type the variable or you can click the
pencil icon s# to open a text editor. From the Insert Variable list, select
the variable that you want to use.

For example, you could set the sheet name to [Current Value]. If the
report is being processed by region, this will generate sheet names such
as West, East, and so on (where "East" and "West" are region names).

NOTE: Processing variables and Scheduler variables use different syntax.
Processing variables are enclosed in square brackets. Scheduler job
variables are enclosed in curly brackets.

i Scheduled Jobs

General
Variables
Scheduling Rules
Event Handlers
Motification
4 Tasks
Web Report Processing
Results

[ New Job

» Task Control

v Task Details

Browse...

Web Report to Process: My Report.axwc

@ Advanced Options

Processing Type: Export to PDF
Save or Email Files: | Save and Email Files
File Generation: Multiple Qutput Files

File Name: [CURRENT_VALUE]

Example task with general processing properties configured

6. Depending on the selected processing type (PDF or Excel), complete the properties specific to

that processing type:
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Export to PDF Settings

Item Description

PDF Select the orientation for the PDF, either Portrait or Landscape. Portrait is

Orientation the default orientation.

Page Size Select the page size for the PDF. You can choose from the following
standard page sizes: A3, A4, A5, Legal, Letter, or Tabloid. Letter is the
default size.

Export to Excel Settings

Item Description

Include Column Specifies whether column headers are included in the file output. By

Headers default this is set to On, which means column header text is included in
the first row of the spreadsheet. Column grouping headers and multi-row
headers are not included.

If this option is set to Off, then column headers are omitted from the file
output and the data starts in the first row of the spreadsheet.

Include total Specifies whether the total row is included in the file output. By default
row this is set to On, which means that the total row is included in the
spreadsheet.

If this option is set to Off, then the total row is omitted from the file
output.

NOTE: This option only applies when the web report being processed is a
dynamic row report with the total row enabled. If the web report being
processed uses a fixed row structure, then the total and subtotal rows
defined in the fixed row structure are always included in the spreadsheet.
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& Scheduled Jobs | [] New Job

General > Task Control

Variables v Task Details
Scheduling Rules

Event Handlers Web Report to Process: | My Report.axwc Browse...
Notification

4 Tasks
Web Report Processing @ Advanced Options
Results

Processing Type: Export to PDF
Save or Email Files: | Save and Email Files
File Generation: Multiple Output Files

File Name: [CURRENT_VALUE]

v Export to PDF Settings

PDF QOrientation: Portrait

Page Size: Letter

Example task with PDF-specific settings

7. If the processing is set to Save Files or Save and Email Files, complete the Output File Settings:

Item Description

Output To Select one of the following:

e Local File System (default): The output location is outside of Axiom
Financial Planning, to a location on your local network share. The
specific path is detailed in the Output Folder setting. Access to output
files is not controlled by Axiom Financial Planning.

e Axiom Repository: The output location is the Axiom Financial Planning
file system, within the Reports Library. The specific path is detailed in
the Output Folder setting. Access to output files is controlled by
security access to the designated folder within Axiom Financial
Planning.
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Item Description

Output Folder Specify the folder location for the file output. You can type a folder path,
or you can click the folder icon to browse to the folder location. The
browse dialog will display either your local file system or the Axiom file
system, depending on what you selected for Output To.

The output folder can be made dynamic as follows:

¢ [f File Generation is set to Multiple Output Files, then processing
variables can be used in the output folder path. For example, you can
include [Current Value] in the output folder path, and this will be
replaced with the current multipass value. Processing variables are not
valid in the output folder path if the task is configured to generate a
single output file.

e Scheduler job variables can be used in the output folder path.

NOTE: Processing variables and Scheduler variables use different syntax.
Processing variables are enclosed in square brackets. Scheduler job
variables are enclosed in curly brackets.

Local file system

The output folder location must be entered as a UNC path, and must be
accessible by the Scheduler service user account (for on-premise systems)
or the Axiom Cloud Integration Service (for cloud systems).

The ability to save files to the specified location and access them after
saving is controlled by local network security.

Axiom repository

The specified location in the Axiom file system must be within the Reports
Library, and the location must use the full path (meaning:
\Axiom\Reports Library\...). The ability to save files to the
specified location and to create new folders (if necessary) depends on the
Axiom Financial Planning security permissions for the user processing the
file. Users can only create new folders if they have read/write permissions
to the parent folder, and they can only create new files if they have
read/write permissions to the target folder.

Once the files are created within the Axiom file system, access to those
files is dependent on the user's permissions to the output folder. Typically
you should create the output folder in advance (or if you want to create
output folders on-the-fly, create a parent folder to hold the output
folders), and then set permissions for that folder as appropriate in Axiom
Financial Planning security, so that the appropriate users will be able to
access the files after they are created.
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Item Description

Remote Data This option only applies when the file output is being saved to your local
Connection file system, and only for Axiom Cloud systems that are using remote data
connections.

Select the name of the remote data connection to use for the file
processing operation. The designated remote data connection will be
used to access the local file system and save output file(s) to the
designated location.

A remote data connection is required to save files locally from an Axiom
Cloud system. For more information, see the section on remote data
connections in the Scheduler Guide.

Purge Setting This option only applies when the file output is being saved to the Axiom
Repository.

If you want the file output to be automatically deleted after a specified
period of time, then click the pencil icon +* to open the Choose Date
dialog.

e No purge date (default): File output is not automatically deleted.

e Static purge date: Select a specific date, after which the output will be
deleted.

¢ Relative purge date: Specify a number of days to keep the output after
it has been generated. The output will be deleted after the specified
number of days have passed.
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4 Scheduled Jobs

General
Variables
Scheduling Rules
Event Handlers
Notification
4 Tasks
Web Report Processing
Results

[ New Job

> Task Control

v Task Details
Web Report to Process: My Report.axwc
@ Advanced Options
Processing Type: Export to PDF

Save or Email Files: | Save and Email Files

File Generation: Multiple Output Files

File Name: [CURRENT_WALUE]

> Export to PDF Settings

v QOutput File Settings
Output To: Axiom Repository

Output Folder: | \Axiom\Reports Library\File Processing

Purge Setting: Delete after 7 days

Example task saving output to the Axiom Repository

8. If the processing is set to Email Files or Save and Email Files, complete the Email Settings:
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Item Description

Recipient Optional. Specify a table column that holds the desired email recipients
column for each pass. This option only applies if File Generation is set to Multiple
Output Files, so that each pass will be sent a separate email.

You can type the name of a table column, or click the column button Ff to
select a column from the multipass table or a lookup table. (You must
select a multipass column first before you can use the column button to
select a column.) For example, if the multipass column is Dept.VP, the
recipient column might be Dept.VP.Email.

The specified column can contain any of the following: email addresses,
user login names, and/or role names. The column can contain multiple
values separated by a semicolon. The recipients listed in the column will
be used as the To address for the email (in addition to any recipients
listed directly in the To field). If the column contains a user login name,
that user's email address as defined in security will be used. If the column
contains a role name, the email will be sent to all users in the role.

To verify that the recipient column will resolve as you expect for each
pass, you can click the Preview Multipass List button in the Multipass
Data Settings section. The specified recipient column displays in this
preview so that you can see the recipient column values associated with
the multipass column values.

NOTE: The recipient column must have a one-to-one relationship with the
values in the specified multipass column.

To Specify the To recipient(s) for the email. This is required if a recipient
column is not specified. If a recipient column is specified, the recipients
listed here will be added to the recipients listed in the column for each
pass.

You can type one or more email addresses, user login names, and/or role
names. Separate multiple recipients with semicolons. If a user login name
is listed, that user's email address as defined in security will be used. If a
role name is listed, the email will be sent to all users in the role.

NOTE: If File Generation is set to Multiple Output Files, the recipients in
the To field will receive a separate email for each pass. The only way to
dynamically send the emails to different recipients per pass is to use the
Recipient Column option.

cC Optional. Specify the CC recipient(s) for the email. This field follows the
same rules as the To field.
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Item Description

BCC Optional. Specify the BCC recipient(s) for the email. This field follows the
same rules as the To field.

From Select one of the following to specify the From address for the email:

e Current User: The email will be sent from the user who executes the
Scheduler job.

e System User: The email will be sent from the designated From user for
Scheduler. This is the same value returned by the
{Scheduler.FromEmailAddress} job variable.

Subject Line Enter the subject line for the email. Processing variables can be used in
the subject line when File Generation is set to Multiple Output Files.

To use a processing variable, you can type the variable or you can click the
pencil icon # to open a text editor. From the Insert Variable list, select
the variable that you want to use.

For example, you could set the subject line to Monthly report for
[Current Value] in order to include the current pass value in the
subject line.

Body Text Enter the body text for the email. Processing variables can be used in the
body text when File Generation is set to Multiple Output Files.

To use a processing variable, you can type the variable or you can click the
pencil icon +# to open a text editor. From the Insert Variable list, select
the variable that you want to use.

Scheduler job variables can be used in any of the email settings except the From setting.
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i Scheduled Jobs | [] New Job

General > Task Control
Variables
Scheduling Rules
Event Handlers
Notification
4 Tasks
@ Advanced Options

Results

v Task Details

Web Report to Process: = My Report.axwe

Processing Type: Export to PDF
Save or Email Files: | Save and Email Files
File Generation: Multiple Output Files

File Name: [CURRENT_VALUE]

> Export to PDF Settings
> Output File Settings
~ Email Settings

Recipient Column: | Dept.VP.Email

To:

(G Finance

Bec

From: Current User

Subject Line: Monthly Report for [CURRENT_VALUE]

Body Text: Attached is the montly report for [CURRENT_VALUE]. Please contact Jane Doe in Finance with any questions.

Example task looking up email addresses from a recipient column

9. Complete the multipass settings for processing:
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Item Description

Multipass Specify the column to use for multipass processing. You can type a

Column Table.Column name, or click the column icon £ to select the column from
a dialog. You can select any column on a data or reference table, though
typically processing is performed by a dimension such as Dept.Dept, or a
grouping such as Dept.Region.

The report will be processed once for each unique value in the specified
column (except for any values excluded by the Source Filter). A filter is
applied to the data query in the report so that the data is limited to the
current pass value. For example, if you are processing by Dept.Dept, then
the report will be processed once for each department, and the report
data will be limited to only the data for that department.

Keep in mind the difference between processing by a data table column
such as GL2022.Dept, versus a dimension table column such as Dept.Dept.
When processing by GL2022.Dept, the report will be processed by each
department with data in the GL2022 table. When processing by
Dept.Dept, the report will be processed by each department in the Dept
table.

To verify the list of values for processing, click the Preview Multipass List
button to view the list of items. The first 100 values are shown, in the
order they will be processed. If the task configuration includes a Recipient
Column (in the email settings) or a Sort By column, these columns are
also shown in the preview.
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Item Description

Current Pass Optional. Define a header to display in the report output file. This option
Header only applies if the processing type is Export to PDF.

The current pass header should use processing variables to display
information about the current pass. To use a processing variable, you can
type the variable or you can click the pencil icon +# to open a text editor.
From the Insert Variable list, select the variable that you want to use.

For example, you can define a header such as:

Processed by [MULTIPASS COLUMN] [CURRENT VALUE]

When processing by Dept.Dept, this would resolve such as
Processed by Dept 22000

By default, if the current pass header is left blank, then the PDF output
will not include a header to indicate the current pass information.
However, it is possible that the template used to create the report may
have been designed with a dynamic header that will display this
information.

Sort By Optional. Specify one or more sort columns for the list of multipass
values. You can type a Table.Column name, or click the column icon £ to
select the column from a dialog. You can also optionally specify Asc or
Desc after the column name (ascending order is used if not specified). For
example: Dept.Dept Desc. Separate multiple values with semicolons.

By default, the values are sorted by the multipass column in ascending
order. The Sort By field only needs to be used if you want the values to be
sorted in descending order instead, or if you want the values sorted by a
different column in the same table.

The processing order is only relevant when File Generation is set to Single
Output File, since it determines the order of each individual pass within
the single file. When outputting to Multiple Output Files, the order is still
used during processing but it has no useful impact on the outcome.

Source Filter Optional. Specify a filter to limit the multipass list of items. You can type a
filter, or you can click the filter icon Y- to use the Filter Wizard.

When the multipass list of values is generated, any value that does not
meet the source filter will be excluded from processing.

By default, all values in the specified multipass column are processed if
the source filter is left blank.

Scheduler job variables can be used in any of the multipass settings.
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& Scheduled Jobs | [] New Job

General > Task Control

Variables v Task Details
Scheduling Rules
Event Handlers Web Report to Process: My Report.axwc Browse...
Notification - .
4 Tasks
Web Report Processing ® Advanced Options
Results

Processing Type: Export to PDF

Save or Email Files: | Save and Email Files
File Generation: Multiple Output Files
File Name: [CURRENT_VALUE]

> Export to PDF Settings

> Output File Settings

> Email Settings

v MultiPass Data Settings

Multipass Column: Dept.VP
Current Pass Header: | Processed by [MULTIPASS_COLUMN] [CURRENT_VALUE]
Sort By:

Source Filter:

10. Complete the remaining task and job settings as desired. For more information, see the Scheduler
documentation. Note the following:

e Generally speaking, the Advanced Options displayed at the top of the Web Report
Processing task should only be modified as advised by Axiom Support.

» If you want to schedule the job for execution at a later date and/or time, including setting
up recurring execution, use the Scheduling Rules section of the job.

e If you want to use Scheduler job variables in any task settings, these variables should be
defined in the Variables section of the job.

e |tis recommended to review the Notification settings for the job and adjust them as
needed. By default, Scheduler jobs are configured to send an email to the user who
executed the job when the job completes, regardless of the job status.

11. On the Job tab, click Save to save the job.

12. Inthe Axiom Explorer dialog, select a folder location in the Scheduler Jobs Library and define a
name for the job, then click Save.

If the job settings included an active scheduling rule, this rule is evaluated when the job is saved and the
next scheduled execution is added to the Scheduler job queue.
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» Executing web report processing

Once you have set up a Scheduler job with a Web Report Processing task, you can execute the web
report processing by executing the Scheduler job. Scheduler jobs can be executed on demand by using
the Run Once feature within Scheduler, or you can schedule the job for future execution by defining and
saving a scheduling rule in the job. Scheduler jobs can also be executed on demand using RunEvent,
such as to kick off the Scheduler job from a custom task pane, Axiom form, or spreadsheet Axiom
report.

When web report processing is executed, the following occurs:
e The list of multipass values to process is obtained using the Multipass Column limited by the
Source Filter, sorted in the default or specified sort order.
e The specified report is processed once for each value in the multipass list.
° The report data query is filtered by the current pass value and the report data is refreshed.
° A PDF or Excel copy of the report is generated, depending on the specified Processing
Type.
 If the File Generation is Multiple Output Files, then the output file for each pass is saved and/or
emailed according to the task configuration.

¢ |[f the File Generation is Single Output File, then the result of each pass is saved in temporary
storage and then merged into a single file once all passes are complete. This single file is then
saved and/or emailed according to the task configuration.

Each pass of multipass processing can succeed or fail independently without affecting the other passes.
For example, imagine the multipass list has 10 items. Pass 1 fails because the specified recipient column
does not contain a valid email address, user name, or role for the pass 1 value. This pass-level failure
does not stop passes 2-10 from being processed. The job status will report partial success in this case.

A Scheduler job can contain multiple Web Report Processing tasks, followed by a File Processing task to
collect the various output files into "report books", and then save and/or deliver the collected books.
For more information, see Setting up file collect with web report processing.

» Using processing variables

The following processing variables can be used in various settings within the Web Report Processing
task, in order to dynamically change the setting using information for the current pass.
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Item Description

[CURRENT_VALUE] This variable returns the current multipass processing value. For
example, if you are processing by Dept.Dept, and the current pass is
for department 20000, the variable will be replaced by the value
20000" for this pass.

This variable is typically used in settings such the file name, sheet
name (when generating Excel output), and folder path.

[CURRENT_PASSNUMBER] This variable returns the current pass number. For example, if the
current pass is number 20 of 35 passes, the variable will be replaced
by the value "20" for this pass.

[MULTIPASS_COLUMN] This variable returns the name of the multipass column. For example,
if you are processing by Dept.Dept, the variable will be replaced by
the value "Dept" for all passes.

This variable could be used whenever you want to reference the
name of the dimension processed. For example, instead of just
referencing the current value in the file name, you might want to
reference the column name and the value. A variable construction
like [MULTIPASS COLUMN] [CURRENT VALUE] would resolve to
"Dept 20000" when processing by Dept.Dept and the current pass is
for department 20000.

Processing variables can only be used in certain settings, and sometimes only when the output is
multiple files (versus a single file). See the documentation for each individual setting to see if processing
variables are supported in that setting.

NOTE: Processing variables and Scheduler variables use different syntax. Processing variables are
enclosed in square brackets. Scheduler job variables are enclosed in curly brackets.

» Using Scheduler job variables in task settings

Scheduler job variables can be used in any Web Report Processing task setting that you can directly type
into, such as the file name, sheet name, folder path, and various email settings. To use a Scheduler job
variable, you first define the variable on the Variables tab of the job, then you enter the variable in the
desired setting using curly brackets. For example, if the variable name as defined on the Variables tab is
columnname, then enter {columnname} in the task setting. When the job is executed, the variable in
curly brackets will be replaced by the current value of the variable.

Scheduler job variables are useful when you want a task setting to change dynamically based on a
variable value that gets passed to the Scheduler job. Various processes in Axiom Financial Planning can
trigger a Scheduler job for execution and pass variable values to the job. Additionally, previous tasks in
the job can set a variable value that is then passed to subsequent tasks in the job.
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NOTE: Processing variables and Scheduler variables use different syntax. Processing variables are
enclosed in square brackets. Scheduler job variables are enclosed in curly brackets.

» Using Scheduler job variables to pass refresh variable values

If the web report uses refresh variables, Scheduler job variables can be used to pass variables to these
variables. For example, in some cases the report may require certain refresh variables to be set before
data can be queried. In this case, the Scheduler job must pass values for these required refresh
variables. The refresh variables will be used to refresh data for each pass, in addition to the multipass
filter for the current pass.

In order to pass a Scheduler job variable value to the report as a refresh variable value, special syntax is
used for the job variable:

ReportVariable.VariablelID
Where ReportVariable is a dedicated keyword that tells processing to apply the variable as a
report parameter, and VariablelD is the name of the specific report parameter.

For example, the report may contain a refresh variable that specifies the grouping level (row dimension)
of the report. This refresh variable takes values such as Dept, WorldRegion, Country, and so on.

Choose Grouping Column

( Dep v

Dept
Description
WorldRegion
Country
Region
Currency

VP

Example refresh variable

In this example, the ID of this refresh variable is groupingColumnvar. Therefore to pass a value to this
refresh variable, a Scheduler job variable named Reportvariable.groupingColumnVar can be
used. This variable must be assigned a value that exactly corresponds to a value that can be selected for
the refresh variable within the Refresh Variables panel.
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4 Scheduled Jobs [] New Job

General
Variables

Scheduling Rules
Event Handlers
MNotification

4 Tasks

i Job values

i Variable Name Default Value
ReportVariable.groupingColumnVar Region

Web Report Processing

Results

When this report is processed, the value for this refresh variable will be set to Region.

NOTES:

* The processing variable [Current Value] can be used as the variable value, if it will resolve
to a valid value for the refresh variable. In this case, the value of the variable will change
dynamically for each pass.

e Because the variable IDs are not exposed on the report, this feature is primarily useful for
product developers to deliver a pre-configured Scheduler job with a product.

Setting up file collect with web report processing

You can combine web report processing with the File Collect feature to create and deliver "report
books". For example, you may have three different reports that you want to process by region, then you
want to collect the output into region-specific report books to deliver to each regional manager.

This process works as follows:

¢ You set up multiple Web Report Processing tasks in Scheduler to process the web reports and
save the output to a designated location. The output can be PDF or Excel.

¢ You set up File Collect in a separate spreadsheet utility to collect the output from the Web Report
Processing tasks. This configuration specifies:

o

o

o

The type of files to collect, PDF or Excel.
The source folder(s) from which to gather the files to collect.
The file filter to specify the files to collect.

The file name of the output file, and the file type if applicable—PDF files can only be
collected as PDF, but Excel files can be collected as either PDF or Excel.

The delivery method of the output file—save only, email only, or save and email—as well
as the output folder and email settings (as applicable).

Optional common files to include in each output file, such as a cover page.

Optional multipass column to perform the file collect operation iteratively over a
dimension

¢ You set up a File Processing task in Scheduler and configure it to run the File Collect report utility.
Typically all of the tasks would be in a single Scheduler job, so that the Web Report Processing
tasks are run first, then the File Processing task runs afterward to perform the final collect
operation.
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File Collect is an option of File Processing. It can be used to collect any PDF or Excel files, regardless of
how they are generated. For more information on how to configure file collect, see the File Collect
documentation.

The following example shows a Scheduler job with three Web Report Processing tasks and one File
Processing task. The three Web Report Processing tasks are used to process three different web reports
by region and then save the output files to a designated folder in the Axiom Financial Planning
repository.

A | Axiom Scheduler - Web Report Collect Example ? X

Job Service

T, re/ ; > 4

L 4 H D [=ar ¥ = =
New Open Save Close Run Add Move Remove Clear
Once - Down Selected All

i Scheduled Jobs | [7] Web Report Collect Example

General |['> Task Control

Variables v Task Details
Scheduling Rules

Event Handlers Web Report to Process:  Report1.axwc Browse...
Notification
4 Tasks
Web Report Processing - Report 1 @ Advanced Options
Web Report Processing - Report 2
Web Report Processing - Report 3

File Processing - File collect Processing Type: Export to PDF Y
Results

Save or Email Files: | Save Files e

File Generation: Multiple Qutput Files ¥

File Name: [CURRENT_VALUE]_Report1 7

> Export to PDF Settings

> Qutput File Settings

v MultiPass Data Settings

Multipass Column: DEPT.Region 20|
Current Pass Header: = Processed by [MULTIPASS_COLUMN] [CURRENT_VALUE] s
Sort By: il
Source Filter: Y

Example Scheduler job with multiple Web Report Processing tasks

The File Processing task is used to run the File Collect report utility once all of the Web Report
Processing tasks are completed. Note that the File Processing task simply points to the spreadsheet
report that contains the File Collect configuration; the settings are not defined within the Scheduler job.
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Job Service
i 2
L} o | b
New Open Save Close Run
Once

u Scheduled Jobs

General

Variables

Scheduling Rules

Event Handlers

Notification

4 Tasks

Web Report Processing - Report 1
Web Report Processing - Report 2
Web Report Processing - Report 3

Results

A | Axiom Scheduler - Web Report Collect Example

= % = (o
Add Move Remove Clear
S Up Selected  All

[ Web Report Collect Example

» Task Control
~ Task Details

File to Process: PDF File Collect Multipass.xlsx

[ Process File Multipass
|| Enable iterative calculation while processing

File Processing Settings

Processing Type:  File Collect

Sheets to Process: FileCollect

MultiPass Settings
» MultiPass Data Settings

> MultiPass Filter Settings

Batch Variables:

Browse...

[] Override

[] Override

Preview Multipass List

Example Scheduler job with File Processing task to run the File Collect operation

The following screenshot shows an example of how the File Collect settings could be configured within
the spreadsheet report. The File Collect operation will be performed using multipass processing by
region. The file filter will collect all files in the source folder location based on the current pass region
name, then save and email the output file. The email address and file name settings use a formula with
a GetCurrentValue function in order to dynamically set the email address and file name for each pass.
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< Axiom Assistant

File Processing Settings Q
2| Processing Type: | File Collect v
g
= Sheets to Process: [FileCollect Q
£ MultiPass Settings Show Advanced View
£

Source Column: | DEPT.Region m
§
= Actions
% [B Refresh file lists in selected column(s
| [ Refreshallfile lists
2 (3 Add additional package columns
<
o 3 Addnew source folder section
g
2| [ Addnewfile collect sheet
s
8| B Processfile

A Process file multipass

Notifications

cessing

AlHome [2) test_drill [2) POF File Collect Multipass Screenshot x
LE =
u1 2(3 B JI © DE F G H |
1 FILE COLLECT CONFIGURATION
8 | Package name (Optional) [Common Files | [Report Book
9 Active On
}(2 Source File Type (Excel or PDF) PDF
13 Email Settings
14 | Email to list Commean Files are added at the beginning | jdoe@mycompany.com
15 | Email CC list of a package if 'Include common files in
16 Email from package' is set to 'On’ noreply@mycompany.com
17 | Subject text Monthly Report Book
Body text Attached is your regional monthly report book
18 for June.
19 Message priority Normal
20 Attach file to email On
21 Attach each file separately (don't combine them into one) Off <-
= 22
23 Source Folder Settings
24 File source (Axiom or Local) [Axiom Repository | [Axiom Repository
26 | Source folder path \Axiom\Reports Library\File Processing\Axiom\Reports Library\File Processing
27| Filefilter list Wgy—|
28 (Multipass only) Filter template (e.g. {Dept.Dept}_*.xIsx) I *{Dept.Region}*.pdf <
30 Source folder path
31| Filefilter list
32| (Multipass only) Filter template (e.g. {Dept.Dept}_*.xlsx)
= 33
34 Output File Settings
35 | Output location (local file or Axiom) Axiom F itory
36| Outputfile purge setting (Axiom files only) - can be a static purge date or number of days
37 Output folder path \Axiom\Reports Library\Monthly Reports
38 Remote Data Connection Name
39 | Output file name (no extension) Region_West_MonthlyReportPackage
40 Output file type pdf
41 | Saveoremail generated files Save File and Send Email
= 42
43 | File List Settings
= 44| Auto-generate file list [on | [on
45| Continue On Error lon | [on
46 | Include commen files in package On
47
48 List File List
49
50 \Axiom\Reports Library\File Processing\Axiom\Reports Library\File Processing
51 cover.pdf West_Report1.pdf
52 West Report2.pdf
53 West_Report3.pdf
54
55

Example File Collect configuration to collect the PDF output into a PDF report book

Administrator's Guide

Axiom Financial Planning | 499



Working with Scenarios

One of the most powerful features of Axiom Financial Planning is the ability to generate and compare
forecasts based on different sets of assumptions to get a sense of your organization's finances in various
possible future scenarios.

Scenario Manager allows you to create scenarios that match one or more financial models to one or
more sets of assumptions. After you have defined scenarios, you can run reports on them for analysis
and comparison.

ﬂ Scenario Manager s

Instructions Steps

Scenario Manager allows you to create Scenarios
scenarios that match one or more
financial models to one or more sets of Models
assumptions.

P Nodes
Using this utility, you can create, modify, Submit
process, and delete scenarios.

Summary

Start

Create, modify, or copy a scenario

You can create scenarios two ways: from scratch, or by duplicating an existing scenario and editing it

To create, modify, or copy a scenario:
1. Inthe Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, double-click
Scenario Manager.
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Scenario Management 2

4+ Scenario Manager
2 aCenano Analysis

2. Inthe Scenario Manager dialog, click Start.

3. Inthe Scenariospage, do one of the following:

Option Description

Create a scenario a. Click Create New Scenario.

f tch
rom scratc b. In the Type a Name field, type a name for the scenario.

c. Click Next.
Create a scenario by a. Click Duplicate Scenario.
duplicating an

o . b. Inthe Duplicate a Scenario dialog, from the Select Existing
existing scenario

Scenario drop-down, select the scenario to copy.

c. Inthe Enter Name for Duplicate field, type a name for the
new scenario.

d. Click OK or Apply.

e. Inthe Scenario Manager dialog, click Next.

Modify an existing a. Click Modify Existing Scenario.

scenario .
b. From the drop-down, select the scenario.

c. Click Next.

4. Inthe Select Models for Scenario page, click the check box next to the models to apply to the
scenario, and click Next.

TIP: To select all of the models, click the check box in the table header to the left of the Name
column.

5. Inthe Apply Node Settings for Scenario page, do the following, and click Next:
a. From the Model(s) drop-down, select one of the following:
e To apply the selected nodes to all of the models, select ALL.
e To apply the selected nodes to a specific model, select the model name.

b. Select the nodes to integrate into the scenario by clicking the check box next to one or
more nodes.

TIP: You can filter nodes by type in the drop-down under the Global Set header by
entering the type or selecting from the drop-down.
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6. Click Submit.

7. Inthe Summary page, click Close.

Reprocess a scenario

All values in scenarios represent a snapshot of the data in Axiom Financial Planning at the time the
scenario was last processed. When you reprocess a scenario, the selected scenarios are overwritten
with the recalculated values. To create a new version of a scenario with updated data while also keeping
the original, copy the scenario.

To reprocess a scenario:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, double-click
Scenario Manager.

Scenario Management “

4+ Scenaric Manager
2 aCenano Analysis

In the Scenario Manager dialog, click Reprocess Existing Scenario.
From the drop-down, select the scenario.

Click Next.

vk N

Review the warning prompt, and do one of the following:
e To continue reprocessing, click OK.

e To quit the process, click Cancel.

6. Inthe Summary page, click Close.

Rename a scenario

Use these instructions to rename a scenario.

To rename a scenario:

1. Inthe Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, double-click
Scenario Manager.

Scenario Management 2

4} Scenario Manager
b CENano ANalysIs

2. Inthe Scenario Manager dialog, click Start.

3. Inthe Scenarios page, click Manage Scenarios.
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4. Inthe Scenario Name column, type a new name for one or more scenarios.

5. Click OK or Apply.

Delete a scenario

To delete a scenario:
1. Inthe Fin Plan Admin or Fin Plan task pane, in the Scenario Management section, double-click

Scenario Manager.

Scenario Management

4+ Scenaric Manager
2 aCenano Analysis

2. Inthe Scenario Manager dialog, click the check box in the Delete column (indicated with the
trash can icon) next to the scenario to delete.

3. Click OK or Apply.

4. Review the warning prompt, and do one of the following:
e To continue deleting, click OK.
e To quit the process, click Cancel.
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12

Managing System Administration

This section includes topics related to system administration tasks for Axiom Financial Planning.

Scheduler Overview

Using Scheduler, you can schedule certain Axiom Financial Planning tasks to be processed on a
Scheduler server at a specific date and time. For example, you can schedule plan file processing or data
imports.

Processing tasks using Scheduler has advantages over manual processing, such as:
e Leverages the server's processing power and frees up your computer's resources.
e Enables recurring scheduling of ongoing tasks.
e Allows tasks to be scheduled during "off hours," during periods of low network and system
activity.
e Allows tasks to be performed in batch, including enforcing task dependencies.

Scheduler processes tasks using jobs. Each job is a scheduled unit that can contain one or more tasks.
The tasks in a job can be processed sequentially or concurrently as appropriate.

Only system administrators and users with the Scheduled Jobs User security permission can access
Scheduler.

Most Scheduler setup activities can only be performed in the Desktop Client (Excel or Windows Client).
Therefore, the Desktop Client Scheduler is the primary focus of this document. However, some job
management activities can be performed in the Web Client, such as monitoring the job schedule,
viewing job results, and running jobs manually on demand. For more information, see Web Scheduler.

About Scheduler

This section contains conceptual information about the Scheduler feature in Axiom Financial Planning.

» Scheduler jobs and tasks

The primary unit of Scheduler processing is a job. Each Scheduler job can contain one or more tasks to
be performed as part of that job.
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Each Scheduler job defines the following basic properties:
e The tasks to perform for the job and the properties of those tasks
e The schedule of the job, including recurrence (if any)
e The priority of the job

e The notification options for the job

The tasks define the actual activities to be performed by the job, such as importing data or processing
plan files. Some Scheduler tasks correspond to existing features that can also be processed manually
(such as Process Plan Files), while other tasks are Scheduler-specific and can only be processed via
Scheduler. Each task has a unique set of options that are specific to that task and to the activity to be
performed. For more information on the available task types, see Scheduler Task Reference.

The tasks in a job can be processed sequentially or concurrently as appropriate. Tasks can be dependent
on other tasks in the job as needed—for example, you can configure a job so that if a task fails, the job
stops and does not process the next task. Tasks can also be processed iteratively, to perform the same
task repeatedly over a defined set of values.

The Scheduler jobs in your system fall into the following basic categories:
e Client-created: You can create Scheduler jobs as needed to perform tasks in your system.

e System jobs: Axiom Financial Planning provides a set of system jobs to perform necessary system
tasks.

¢ Product-controlled: When a product is installed, it may include one or more Scheduler jobs to
support the use of that product. Generally speaking, these jobs should not be changed unless the
product documentation says customization is allowed, or as advised by Axiom Support.

» How Scheduler jobs are run
Once a Scheduler job has been created, it can be run using any of the following options:
e The job can be scheduled for execution at a future date and time using a scheduling rule.
Scheduling rules can be one-time only, or recurring.
e The job can be run "one time" manually as needed through Scheduler.

e The job can be triggered for execution using an event handler. This allows Scheduler jobs to be
triggered in various ways, such as by clicking a button in an Axiom form.

Scheduler jobs are processed by one or more servers running the Scheduler service. For Axiom Cloud
systems, the Scheduler service is part of your cloud system and managed by Axiom Support. For on-
premise systems, the Scheduler service is installed on one or more servers in your environment. The
Scheduler service polls the Axiom Application Server periodically to check for any jobs that are ready to
be run. Eligible jobs are then executed on the server, based on their processing priority.
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When a job is executed by Scheduler, it is run using a particular user identity. In order for a job to be
executed successfully, the user must be an active user defined in Axiom Financial Planning security, and
the user must have the appropriate security permissions to perform the tasks in the job. The user
identity for a job is determined as follows:
e If ajobis a system job, then it is run as the system-managed identity of System instead of a user
identity.
e If ajob is run by using Run Now, then it is run as the user who placed the job on the schedule.
e If ajobis run by an active scheduling rule, then it is run as the job owner. The job owner is the
user who last saved the job.
e If ajobis run via an event handler, then the job may be run as either the job owner, or the job
requester (the user who raised the event).

» System jobs

System jobs are automatically created by Axiom Financial Planning to support necessary system
functionality. Some system jobs are created as part of the initial installation and are intended to run on
an ongoing basis, while other system jobs are created on-demand in response to system events. Only
administrators can edit these system jobs.

System jobs have two defining characteristics:

e System jobs are run using the system-managed identity of System instead of a user identity. The
System identity has full rights to the system as necessary to perform system tasks.

e System jobs are run by the default System Scheduler service. For on-premise systems, this service
is created and started automatically on the Axiom Application Server, and does not require a
separate installation. This service is exclusively for running system jobs.

Axiom Cloud systems may or may not have a separate System Scheduler service, depending on
the system configuration (as determined by Axiom Support). If your cloud system does not have a
System Scheduler service, then your system jobs are run using the available Scheduler services for
the cloud system.

In the Scheduler dialog (Desktop Client), the System Scheduler service is listed on the Servers tab
using the following naming convention: <ServerName>-System.

If necessary, a product-controlled or client-created job can be flagged as a system job, so that it can be

run using the System identity instead of a user identity. To designate a job as a system job, enable Mark

as System Job in the General job properties. The following rules apply to manually-created system jobs:
e Only system administrators can designate a job as a system job.

¢ The job cannot contain any tasks that are designated as “non-system” tasks. Non-system tasks
are any tasks that might involve spreadsheet processing, such as Process Plan Files.
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» Processing priority for scheduled jobs

Once a job reaches its start time, it is eligible to be processed by Scheduler and joins the processing
qgueue. For scheduled jobs, the start time is based on the scheduling rule that placed it on the schedule.
For other jobs, the start time is the time that the job was placed on the schedule using Run Once or
triggered by an event handler.

Each Scheduler service has a configured number of threads that are used to process jobs. As a Scheduler
thread becomes available, it takes the next job in the processing queue. The priority of jobs in the
processing queue is determined by the combination of the job's priority category, and its Priority
Elevation setting.

Each job has a priority category, based on how the job execution was initiated. The priority categories
are as follows:

1. Manual: The job was executed manually.
2. Event Handler: The job was executed by a Scheduler event handler.
3. Scheduled Job: The scheduled instance of the job results from an active scheduling rule.

4. Subordinate Job: The job was generated as a subordinate job, from a currently executing job.

Manual jobs are highest priority and are processed first, and subordinate jobs are lowest priority and
are processed last. Within each category, jobs are processed according to their Priority Elevation
setting.

For example, imagine that Scheduler has 2 available threads and the following jobs are eligible to be
processed:

Job Priority Category  Priority Elevation
A Manual Default

B Event Handler Default

C Scheduled Default

D Scheduled Elevated

¢ Scheduler will execute jobs A and B first, because those are the highest priority jobs based on
their priority category.

¢ When the next thread becomes available, Scheduler will execute job D. Although job C may have
entered the queue first, and the two jobs have the same priority category, job D's priority
elevation is set to Elevated so it takes precedence within the category. If instead both jobs were
set to Default, then job C would be executed first if it entered the queue before job D.

¢ When the next thread becomes available, Scheduler will execute job C.
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NOTE: If a job's Priority Elevation is set to Interrupt, then it is run as soon as it is eligible, regardless
of its priority category and regardless of whether any Scheduler threads are currently available to
process the job. If no Scheduler threads are available, a new one is created to process the job, even
if this temporarily exceeds the number of configured threads for the server.

The Scheduler dialog

The Scheduler dialog is used to create and manage Scheduler jobs.

To access Scheduler:
e On the Axiom tab, in the Administration group, click Manage > Scheduler.

NOTE: In systems with installed products, this feature may be located on the Admin tab. In
the System Management group, click Scheduler.

The top section of the Scheduler dialog contains a ribbon-style toolbar with two tabs: Job and Service.
e On the Job tab, you can create, run, and edit jobs.

e On the Service tab, you can manage scheduled jobs, view job results, and perform other
Scheduler management activities.

As you perform actions on the Job and Service tabs, additional tabs are opened in the navigation pane
of the dialog. For example, clicking the Scheduled Jobs button on the Service tab opens the Scheduled
Jobs tab in the navigation pane. You can move between any open tab in the navigation pane, regardless
of which tab is selected in the ribbon. The ribbon updates to show the related commands for the
selected item.
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A Axiom Scheduler - Process Plan Files ? *

Job Service
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Once - Up Down Selected All
Job Tasks

| I Scheduled Jobs | [} Process Plan Files

General | Task Control

Job Variables [ ~ Task Details

Scheduling Rules

Event Handlers Options | Plan Files | Axiom Queries | Processing Variables

Notification A
4 Tasks Processing Mode

P Plan Fil
Job R:ZETES anries @) Normal Processing

() Process with Utilities
() Update Persistent Plan Files
() Process with Custom Utility (requires Excel)

Processing Options
Select File Group:

Save document after processing
Run Save To Database on plan files after processing

[ Create a plan file restore point before processing

Example Job tab

€) Axiom Scheduler - Scheduled Jobs ? x

& =)
Scheduled Event Remots Data Job  Servers | Refresh
Jobs  Handlers Connections Results

Service View Actions

Job Service

k)
111

i Scheduled Jobs

D lob User Status Server Pricrity Start Time Due In
4559790  Systemn.ProcessNotification System Pending Scheduled Job  7/11/2018 17:01 4442 minutes
4559766  System.SystemDataPurge System Pending Scheduled Job  7/12/2018 01:00 8.72 hours
4559769  System.indexMaintenance System Pending Scheduled Job  7/12/2018 05:13 12,97 hours
4559792  Process Plan Files admin Pending Scheduled Job TA2/2018 16:05  23.81 hours

Example Service tab

When you right-click a tab in the dialog's navigation pane, you can close or save items as follows:

e For all items, you can Close, Close All, or Close All But This.
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e For jobs, you can Save or Save As. Selecting Save As allows you to save a copy of the job to the
Scheduler Jobs Library in the Axiom Financial Planning file system.

The Scheduler Jobs Library is also accessible via Axiom Explorer.
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13

Scheduler Job Setup

To perform Axiom Financial Planning tasks using Scheduler, you must create jobs. Each job can execute
one or more tasks. This section discusses how to set up jobs, including how to schedule jobs for future
execution and how to be notified when a job has been completed.

Managing Scheduler jobs and tasks

Using the Axiom Scheduler dialog, administrators can create and edit Scheduler jobs. To access this
dialog:
¢ On the Axiom tab, in the Administration group, click Manage > Scheduler.

NOTE: In systems with installed products, this feature may be located on the Admin tab. In
the System Management group, click Scheduler.

This section discusses how to create, edit, and delete jobs and tasks, not how to manage the Scheduler
gueue once jobs have been placed on the schedule. If you need to stop or reschedule a scheduled job,
see Managing scheduled jobs.

Scheduler jobs are saved as XML files and are stored in the Axiom Financial Planning file system at
\Axiom\Scheduler Jobs Library.

» Creating a Scheduler job

You can create a new Scheduler job to perform one or more tasks.

To create a new job:

1. Inthe Scheduler dialog, on the Job tab, click New.
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A new tab appears in the navigation pane, labeled New Job. The left-hand side of the job lists
sections for which you can define various job settings. When you click a section name, the
settings for that section display in the right-hand side of the job.

2. Inthe General section, define general job settings as desired.
For detailed information on the available settings for a job, see Job properties.
3. In the Scheduling Rules section, specify scheduling details for the job.

You can schedule the job for future execution, for one time or on a recurring basis.

NOTE: If you are always going to run the job manually, and do not need to schedule it for
future execution, then you do not need to define scheduling rules.

For more information, see Defining scheduling rules for a job.
4. In the Notification section, specify email notification options for the job.

You can send email notifications every time the job completes, or only when the job experiences
errors. By default, the job is configured to notify on completion.

For more information, see Setting up notifications for jobs.
5. Inthe Tasks section, add one or more tasks to the job.

a. Onthe Job tab of the ribbon, in the Tasks group, click Add. This brings up a list of available
tasks. Select the task that you want to add.

The task is added to the Tasks section, and the settings for the task display in the right-
hand side of the job.
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b. Complete the settings for the task as desired.

The Task Control section of the task contains standard task settings, and the Task Details
section contains settings unique to the task type. For more information, see Task Control
properties.

If a required setting is not completed, the setting is highlighted in red and error text
appears in the bottom of the dialog. Make sure to complete all required settings for the
task before saving.

Repeat this process until you have added all desired tasks to the job. Tasks are processed in the
order listed. If you need to change task order, select a task and then click Move Up or Move
Down.

6. In the Job tab of the ribbon, click Save.

7. At the bottom of the Save As dialog, in the File name box, type a name for the job, and then click
OK.

The job is saved as an XML file in the Scheduler Jobs Library.

If the job was saved with an active scheduling rule, Axiom Financial Planning determines the next
scheduled date of execution and schedules the job. You can view the job in the Scheduled Jobs list (on
the Service tab of the ribbon, click Scheduled Jobs).

Advanced job settings
This procedure covers the basic steps of creating a job. Jobs also support the following advanced
options:
¢ Event handlers: You can create event handlers for the purposes of running the job using the
RunEvent function. This allows users to trigger job execution from within an Axiom file.

¢ Job variables: You can create job variables and then use those variables within certain job
settings. You can then dynamically pass in values for those variables when using the RunEvent
function to execute the job.

For more information, see Advanced options, Using job variables, and Using RunEvent to execute a
Scheduler job.

» Editingajob
You can edit a job at any time to change job settings, add or remove tasks, change scheduling rules, or
change notification options.

This section describes the general process of opening a job for editing. For more details on the impacts
of editing scheduling rules, see Defining scheduling rules for a job.

To edit a job:
1. Inthe Scheduler dialog, in the Job tab, click Open.
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The Axiom Explorer dialog opens, showing the Scheduler Jobs Library only.
2. Select the job and then click Open.

The job opens in the Scheduler dialog. Make sure the job is the active tab in the navigation pane
(the most recently opened tab is the active tab by default).

3. Edit the job and task properties as desired.

For detailed information on the available settings for a job, see Job properties. For detailed
information on task settings, see Task Control properties.

4. In the Job tab of the ribbon, click Save.

» Deleting a job

Deleting a job removes any scheduled executions of the job from the scheduled jobs list.

To delete a job:
1. Inthe Scheduler dialog, in the Job tab, click Open.

The Axiom Explorer dialog opens, showing the Scheduler Jobs Library only.

2. Navigate to the job that you want to delete, then right-click the job and select Delete.
You can also delete Scheduler jobs from Axiom Explorer or the Explorer task pane.
Defining scheduling rules for a job

Once a job has been created, you can run it on demand, or you can schedule it for future execution. Jobs
can be scheduled to be run one time, or on a recurring basis. To schedule a job, you define scheduling
rules for the job.

You can add, edit, and remove the scheduling rules for a job at any time using the Scheduling Rules
section of the job properties. You can also flag a rule as active or inactive. If a job has no scheduling
rules, or if all of its scheduling rules are inactive, then it will not be run unless it is run manually by a
user.

If a job is saved with an active scheduling rule, then Axiom Financial Planning determines the next
scheduled instance of the job and places it in the scheduled jobs list. Once that instance has been
processed, the next scheduled instance is determined and scheduled, and so on. Each time the job is run
using an active scheduling rule, it is run as the current job owner (unless the job is a system job, in which
case it is run as the Scheduler Service System identity).

If a job has multiple active scheduling rules, Axiom Financial Planning evaluates all of the rules and
schedules a single instance of the job, for the earliest time allowed by the rules. Multiple scheduling
rules do not result in multiple scheduled instances of the job.
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NOTE: If a time zone is listed on the Scheduling Rules section of the job, then the defined rules will
be evaluated in the context of that listed time zone. Otherwise, scheduling rules are evaluated in the
context of the local time zone for the Scheduler Server. If necessary, the system configuration
setting SchedulingBehaviorTimezone can be used to specify a particular time zone for evaluating
scheduling rules.

» Adding a Scheduling rule

You can add a scheduling rule to a job to schedule it for future execution, either one time or on a
recurring basis.

If you only plan to run the job manually on demand, then you do not need to create a scheduling rule.

To add a scheduling rule to a job:
1. Inthe Scheduler dialog, open a job to edit or create a new job.

2. Inthe left-hand side of the job, select Scheduling Rules.
By default, this area is empty. You must add a rule in order to define scheduling for the job.
3. On the Job tab of the Scheduler ribbon, in the Scheduling Rules section, click Add.

A new row appears in the right-hand side of the job. By default, the new row is active, but does
not have start / end dates or any specific recurrence settings.

4. Complete the following settings within the row as needed:

Item Description

Active If you want the job to be placed on the schedule as soon as you save the
job with the new scheduling rule, then you should leave this option
checked.

However, if you just want to save your schedule settings but you are not
ready to begin scheduling the job, then you can clear the Active check box
for the rule. The job will not be scheduled until it is saved with an active
scheduling rule.
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Item Description

Starting On Optional. These dates specify the time frame for the scheduling rule. The
starting date defines the earliest point in time that the job can be
scheduled, and the ending date defines the latest point in time that the
job can be scheduled.

Ending On

If these dates are not defined (left blank), then the job will be perpetually
scheduled according to the rule settings, as long as the rule is active.

If you want to schedule a one-time job, then set the starting / ending
dates to the same date and time.

NOTE: Your system locale determines the format of dates.

Day of Week Specify the day(s) of the week that you want the job to be run:
e * (Default): The job will be run on all days within the start / end range.
e 0-6: The job will be run on the specified day or days, where 0 is Sunday
and 6 is Saturday. Use a comma or a hyphen to separate multiple days
(hyphen if the days are contiguous, commas if not).
For example, you can enter 1, 3, 5 for Monday, Wednesday, and Friday,
or enter 1-5 for Monday through Friday.

Hours Specify the time of day (hours) that you want the job to be run, in relation
to the specified days:
e * (Default): The job will be run on all hours.

e 0-23:The job will be run on the specified hour or hours, where 0 is
midnight and 23 is 11:00 PM. Use a comma or a hyphen to separate
multiple hours (hyphen if the hours are contiguous, commas if not).

For example, you can enter 0, 12 to run at midnight and noon, or enter
0-12 to run every hour from midnight to noon.
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Item Description

Minutes Specify the time of day (minutes) that you want the job to be run, in
relation to the specified hours:

e * (Default): The job will be run on all minutes (essentially the job is run
continuously, once per minute).

e 0-59: The job will be run on the specified minute or minutes of the
hour, where 0 is the first minute of the hour and 59 is the last minute
of the hour. Use a comma or a hyphen to separate multiple minutes
(hyphen if the hours are contiguous, commas if not).

For example, you can enter 0, 30 to run at the top of the hour and the
half hour, or enter 0-30 to run every minute from the top of the hour to
the half hour.

NOTE: If you specify an hour, then in most cases you should also specify a
minute (such as 0 to run the job at the top of the specified hour). If you
enter an hour but leave the minutes at the default asterisk, then the job
will run every minute in that hour.

If the Active check box for the rule is selected when the job is saved, then Axiom Financial Planning will
calculate the date and time of the first scheduled execution and will place the job on the schedule.

» Editing a scheduling rule

You can edit a scheduling rule at any time, to toggle between active and inactive, and to change the
start / end dates and recurrence settings.

NOTES:

¢ If a pending instance of this job is currently on the schedule, and you edit the scheduling rule,
the pending instance will be updated to match the new schedule.

¢ [If you inactivate a scheduling rule, any currently scheduled instances of the job will be
automatically removed from the schedule.

To edit a scheduling rule:
1. Inthe Scheduler dialog, open a job to edit or create a new one.

2. Inthe left-hand pane of the job, select Scheduling Rules.
The defined rules display in the right-hand pane of the job.

3. Make any desired changes directly within the scheduling rules grid.
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» Deleting a scheduling rule

You can delete a scheduling rule at any time. If a job has no active scheduling rules, it will not be
processed unless it is manually run.

To delete a scheduling rule:
1. Inthe Scheduler dialog, open a job to edit.

2. Select the Scheduling Rules section of the job, and then select the rule that you want to delete.
3. On the Job tab of the Scheduler ribbon, in the Scheduling Rules group, click Remove Selected.

Alternatively, if you want to delete all scheduling rules for the job, click Clear All.

Any jobs in the scheduled jobs queue that were related to the deleted rule(s) are also deleted.

» Scheduling rule examples

The following are some example schedules and the rules used to achieve them:

Schedule Start/End Day of Week Hours Minutes
Weekdays at 11:00 <optional> 1,2,3,4,5 23 0
PM
Every 15 minutes <optional> * * 0,15,30,45
Mondays at 11:30 <optional> 1 23 30
PM
One time Start: 06/30/2022 00:00 * 13 30
(6/30/2022) at 1:30 4 7/01/2022 00:00
PM
(Option 1)
One time Start: 06/30/2022 13:30 - & &
(6/30/2022)at 1:30 ¢ 4 06/30/2022 13:30
PM
(Option 2)
Every Wednesday in Start: 07/01/2022 00:00 3 12 0
I
July at noon End: 08/01/2022 00:00
Continuous <optional> & & &

To schedule a job to execute monthly, create twelve active scheduling rules, one for each month. This is
necessary because scheduling rules do not have a property for day of month, so it is not possible to use
a single scheduling rule to create a monthly schedule. In the following example, the job will be executed
on the first day of each month, at 3:30 AM:
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Starting On Ending On Day Of Week Hours Minutes
1/1/2021 00:00 1/2/2021 00:00
2/1/2021 00:00 2/2/2021 00:00
3/1/2021 00:00 3/2/2021 00:00
4/1/2021 00:00 4/2/2021 00:00

>
.
<
@

CSRCINCNR LN~
wow oww
8

Example scheduling rules to execute a job monthly

When you save the job, the rules will be evaluated and the first scheduled execution will be placed on
the schedule—in this example, the January 1 execution. Once that scheduled execution is complete, the
rules will be evaluated again, which will cause the next scheduled execution (Feb 1) to be placed on the
schedule, and so on.

Setting up notifications for jobs

Scheduler can be configured to send an email notification when a job completes, or when a job has
errors. In order for an email notification to be sent for a particular job, the following must be set up:

e The job must be configured to send a notification on completion or error. The notification
settings must include valid To and From email addresses (or use system variables).

e The System.SMTPMessageDelivery system job must be configured with a valid SMTP server for
your environment. For more information, see Scheduler setup.

When a job creates an email notification, the notification is first saved to the database. When
notifications are detected in the database, the System.SMTPMessageDelivery system job is triggered to
deliver the notifications.

NOTES:
e By default, all new Scheduler jobs are configured to send an email notification on completion,
to the user who created the job. You only need to edit the notification settings if you want
the job to use different notification behavior.

e Currently, it is not possible to configure a Scheduler job to send notifications within the
application only, instead of by email. However, when a job is run manually, the user who ran
the job may receive an in-application notification of the job status in addition to any
configured email notifications. See Application notifications for Scheduler jobs that are run
manually.

To configure a job to send email notifications:

1. Inthe Scheduler dialog, open a job to edit or create a new job.
2. Inthe left-hand side of the job, select Notification.
3. Inthe Job Notification Level section, select one of the following:

¢ Send all email notifications: (Default) An email notification is always sent when the job is
executed, regardless of the job status (success, failure, aborted, etc.).
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¢ Send email notification only when the job has errors: An email notification is only sent if
the job experiences errors. If the job completes successfully with no errors, no email
notification is sent.

¢ None: No email notifications are sent for this job. The only way to check the status of the
job execution is to view the job history.

¢ Send email notification to different email addresses when the job has errors or
succeeds: This option works the same way as Send all email notifications, except that a
separate email address can be specified to receive the error notifications.

4. Inthe Notification Message Content section, complete the following for the notification email:

Iltem Description

To The email address(es) to receive the notification email. Separate multiple

addresses with a semicolon. For example:

e To send the email to two recipients, enter the addresses such as:
jdoe@company.com;dsmith@company.com

e To use a Scheduler job variable to define a notification recipient, enter
the variable name with curly brackets. You can combine regular email
addresses and variables, such as: { JobOwner.EmailAddress};
jdoel@company.com

By default, the notification is configured to be sent to the user who

executed the job, using the variable {CurrentUser.EmailAddress}.

The entries in the To field must be valid email addresses, or Scheduler job
variables that will resolve to valid email addresses. Currently, it is not
supported to list user or role names, or to look up email addresses from
Axiom Security.

NOTE: When using Send email notification to different email addresses
when the job has errors or succeeds, this user will be notified if the job
completes successfully (including partial success), but not if the job fails.
Job failure notifications are sent to the To (on error) recipients.
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Item Description

From The email address that the message is sent from. This can be something
like axiomscheduler@company.com, so that the recipient can easily tell
that the message has been generated by Scheduler.

By default, this is set to the Scheduler "from" email address as defined in
the system configuration settings, using the system variable
{Scheduler.FromEmailAddress}.

NOTE: For installations that are using subsystems, the system variable
{Scheduler.FromEmailAddress} may resolve to a subsystem
administrator email address instead of the Scheduler "from" email

address.

Subject The subject of the message. By default, this is set to "Axiom Scheduler
Notification."

User Message Optional body text for the email. This text is included in addition to the

Scheduler auto-generated text regarding the job status.

If Send email notification to different email addresses when the job has errors or succeeds is
enabled, the following additional options are available:

Iltem Description

To (on error) The email address(es) to receive the notification email when the job result
is Failed. Separate multiple addresses with a semicolon.

This user only receives a notification if the job fails. If the job result is
Success or Partial Success, this user will not receive a notification (only
the To user will).

Subject (on The subject of the job failure message. By default, this is set to "Axiom
error) Scheduler Notification."

Job variables can be used in all notification settings.

» Application notifications for Scheduler jobs that are run manually

If you run a Scheduler job manually, you can receive a notification within the application to let you know
the status of the job. This notification will display in the Notifications task pane of the Desktop Client,
and in the Notifications panel of the Web Client. This notification works as follows:

e The in-application notification is only sent if the Scheduler job is run manually using the Run Now
option in Scheduler (or by using an equivalent "run now" action within a product-specific web
page). In-application notifications are not sent if the job is run via a scheduling rule or an event
handler.
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e The in-application notification honors the Notification settings defined for the job to determine
whether the notification is sent. For example, if the job is set to None, then the in-application
notification is not sent. If the job is set to Send all email notifications, then both an email
notification and an in-application notification will be sent when the job completes.

e The in-application notification only reports the status of the job—success, failure, or partial
success. It does not contain any error or success details, and does not include any messaging as
defined in the Notification settings for the job. For more information, view the job results within
the Scheduler dialog in the Desktop Client, or the Scheduler page of the Web Client.

e The in-application notification is always sent to the user who ran the job manually.

NOTE: If the job is configured to Send email notification to different email addresses when the job
has errors or succeeds, this is treated as Send all email notifications for purposes of sending the in-
application notification. The user who ran the job will be notified when the job is completed,
regardless of the job status.

< Axiom Assistant

My Notifications

v ) Process Plan Files

The job has completed processing all tasks successfully.

Explorer

55

Example success notification

Job properties

This topic is a reference for the settings that can be defined for a Scheduler job.

» General

This section defines general settings for the job.

Item Description

Description Optional. The description of the job.

The job description can also be edited in Axiom Explorer, in the Scheduler Jobs
Library.
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Item Description

Job Restart Specifies whether and how the job should be restarted if it is interrupted prior
Behavior to completion. Select one of the following:

¢ Do not reschedule this job. In this case, you must manually reschedule the
job if it needs to be run before its next scheduled execution.

¢ Restart the job from the first task. The entire job is run again, even if some
of the tasks were completed successfully before the job was interrupted.

¢ Resume the job beginning with the first uncompleted task. (Default) The
job resumes and only the uncompleted tasks are run.

A job would be interrupted if the Scheduler server processing it was restarted,
or if the Scheduler service on the server was stopped or restarted, or if the
Scheduler server was disabled from the Servers tab (Service > Servers) of the
Scheduler dialog.

Job Results Specifies whether historical job results are purged when the job is run.

Cleanup To purge job results:

1. Select Purge historical job results whenever this job runs.

2. In Number of days to keep results for this job, specify the number of
days to keep when purging results. By default this is set to 0, which
means all job results will be purged except the result for the current job
execution.

A day is counted as 24 hours from the time the cleanup task is executed. So if
you specify 1 day, and the task is run at 11:00 PM on Tuesday, then all results
prior to 11:00 PM Monday are purged.

If this option is not selected, then historical job results remain in the database
until the system's Purge System Data task is run.
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Item Description

Priority Elevation  Specifies the priority of the job in the scheduled jobs queue, within the job's
priority category. Select one of the following:

e Default: (Default) This job is run on a "first come, first served" basis. The
total number of jobs that can be run at one time is determined by the
configured number of Scheduler threads for the installation.

¢ Reduced: The job is designated as a low priority job, and remains at the
bottom of the queue until other jobs with Default and Elevated priority have
been run.

e Elevated: The job is designated as a high priority job, and is moved to the
top of the queue to be run before Default and Reduced priority jobs.

e Interrupt: The job is run immediately, regardless of any jobs currently
waiting in the scheduled jobs queue, and regardless of whether any
Scheduler threads are currently available to run it. If no Scheduler threads
are currently available, a new thread is created, even if this exceeds the
configured thread limit for the installation.

Job execution order also depends on the priority category of a specific job
execution. See Processing priority for scheduled jobs.

Mark as System Specifies whether the job is run as a system job. Only administrators can edit
Job this check box.

If this check box is selected, the job is run under the "Scheduler Service" system
identity instead of a user identity, and the job is run by the system Scheduler
server which operates on the Axiom Application Server.

Generally, this check box should only be selected for system "support" tasks
that should not depend on individual user rights. This check box is not available
if the job contains non-system tasks (generally, spreadsheet-related tasks).

For more information, see System jobs.
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Item Description

Put the system If this option is selected, then the system will be placed into administrator-only
in 'admin only' mode at the start of the job, and then placed back into full access mode when
mode during this  all tasks are completed (including any sub-jobs). This is the same behavior as
job going to Manage > Security > System Access and selecting Administrators
Only.
NOTES:

¢ You should make sure that any jobs using admin-only mode do not overlap.
For example, imagine that job A starts and places the system in admin-only
mode. While job A is still running, job B starts and finishes. If job B also uses
admin-only mode, then when job B finishes the system will be placed back
into full access mode, meaning the remainder of job A will be processed in
full access mode.

¢ Any job using admin-only mode must be run by an administrator.

Generally speaking, any job set to run using admin-only mode should be run at
a time when no end users will be logged into the system and no other
Scheduler jobs will be running.

» Job Variables

This tab has two sections for job variables:

¢ |Inthe Job values section at the top of the tab, you can manage user-defined variables for use in
the current job.

To add or remove variables, use the Add, Remove Selected, or Clear All commands in the Job
Variables group of the Job tab. This group is only available when you have selected the Job
Variables section in the left-hand side of the job.

When creating user-defined variables, do not add curly brackets to the variable name. Curly
brackets are only required when you use the variable in a job or task setting.

¢ |n the System defined values section at the bottom of the tab, you can view the system variables
available for use in the job.

You can right-click any variable in this section (user-defined or system-defined) and select Copy variable
name to clipboard. You can then navigate to the setting where you want to use the variable, and then
paste it. The variable will be pasted with the necessary curly brackets.

For more information, see Using job variables.

» Scheduling Rules

Each row in this section defines a scheduling rule for the job. Jobs will be automatically scheduled
according to the settings in this section.
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To add or remove scheduling rules, use the Add, Remove Selected, or Clear All commands in the
Scheduling Rules group of the Job tab. This group is only available when you have selected the
Scheduling Rules section in the left-hand side of the job.

For more information, see Defining scheduling rules for a job.

Iltem Description

Active Specifies whether the scheduling rule is active. If this check box is not selected,
then the rule is ignored for purposes of scheduling the job.

Starting On Optional. Specifies the earliest date and time for the scheduling rule to take
effect.

If you want the job to run one time only, set Starting On and Ending On dates
to the same date/time.

Ending On Optional. Specifies the expiration date and time for the scheduling rule. Once
this date is past, no further executions will be scheduled for this rule.
Day of Week Specifies the day(s) of the week that you want the job to be run:
e  (Default): The job will be run on all days within the start / end range.

e 0-6: The job will be run on the specified day or days, where 0 is Sunday and
6 is Saturday. Use a comma or a hyphen to separate multiple days (hyphen
if the days are contiguous, commas if not).

Hours Specifies the time of day (hours) that you want the job to be run, in relation to
the specified days:
e * (Default): The job will be run on all hours.

e 0-23: The job will be run on the specified hour or hours, where 0 is midnight
and 23 is 11:00 PM. Use a comma or a hyphen to separate multiple hours
(hyphen if the hours are contiguous, commas if not).

Minutes Specifies the time of day (minutes) that you want the job to be run, in relation
to the specified hours:

e * (Default): The job will be run on all minutes (essentially the job is run
continuously, once per minute).

e 0-59: The job will be run on the specified minute or minutes of the hour,
where 0 is the first minute of the hour and 59 is the last minute of the hour.
Use a comma or a hyphen to separate multiple minutes (hyphen if the hours
are contiguous, commas if not).

» Event Handlers
If an event handler is associated with the job, it is listed here. There are two types of event handlers:

e System event handlers, for completing system-triggered tasks. See Managing event handlers.

e User-defined event handlers, for running jobs via RunEvent. See Advanced options.
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To add or remove event handlers, use the Add, Remove Selected, or Clear All commands in the Event
Handlers group of the Job tab. This group is only available when you have selected the Event Handlers
section in the left-hand side of the job.

Iltem Description

Active Specifies whether the event handler is active or not within the current job. If
inactive, then actions that trigger the event handler will ignore this job.

Event Name The name of the event handler.

Multiple jobs can have an event handler with the same name; all those jobs will
be affected when the event handler is triggered.

Execute As The user identity under which the job will be run when the event handler is
triggered.
¢ Owner: For system-managed event handlers, the owner is the system
Scheduler identity. For user-defined event handlers, the owner is the user
who last saved the job.
e Requester: For all event handlers, the requester is the user who caused the
event handler to be triggered.

» Notification

This section defines email notification settings for the job. For more information, see Setting up
notifications for jobs.

Job variables can be used in this section. For more information, see Using job variables.

Iltem Description

Job Notification Specifies when email notifications are sent for the job. Select one of the
Level following:
¢ Send all email notifications (Default)
¢ Send email notification only when the job has errors
* None
¢ Send email notification to different email addresses when the job has
errors or succeeds
If anything other than None is selected, then you must complete the remaining
fields.

To The email address(es) to receive the notification email. Separate multiple
addresses with a semicolon.
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Item Description

To (on error) The email address(es) to receive the notification email when the job fails.
Separate multiple addresses with a semicolon. Only applies when Send email
notification to different email addresses when the job has errors or succeeds

is enabled.
From The email address to use as the "From" address for the notification email.
Subject The subject text for the notification email.
Subject (on The subject text for the notification email when the job fails. Only applies when
error) Send email notification to different email addresses when the job has errors

or succeeds is enabled.

User Message Optional. The body text for the notification email.

Text entered here will be appended to the body text generated by Scheduler.

» Tasks
This section defines the tasks in the job. In the ribbon, task commands are available on the Job tab, in
the Tasks group.

e To add a task, click Add.

e To change the order of tasks, select a task and then click Move Up or Move Down.

¢ To delete a task, select the task and then click Remove Selected.

e To delete all tasks, click Clear All.

e To copy a task, right-click the task and then click Copy. You can copy the task within the same job,
or to another open job in the Scheduler window. Right-click any task (or the Tasks section header)
and then select Paste. The job is pasted underneath the job you right-clicked (or at the end of the
list if you right-clicked the Tasks section header).

e To rename a task, double-click the task name to make it editable, and then type the new name.
For example, if you have a job with multiple File Processing tasks, then you may want to edit the
name of each task so that you know which file each task relates to at a glance. (You can also right-
click and select Rename.)

Tasks are processed in the order they are listed in the job. By default, when you add a new task to a job,
it is placed at the bottom of the list. Make sure to move the new job if it should not be processed last.

Tasks can be processed concurrently instead of sequentially if they are configured to be run as a
subordinate job within the parent job.

Each task type has its own unique settings in addition to the standard task settings. For more
information, see Scheduler Task Reference.

» Job Results

Displays historical results for the job. This section is blank if the job has never been run.
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Job results may be purged periodically by using the Job Results Cleanup option for the job, or by the
system Purge System Data task.

NOTE: Users with the Scheduled Jobs User security permission only see results for jobs that they
executed. Administrators see results for all executions.

For more information on job results, see Viewing job results.

Advanced options
Creating event handlers for a job

You can create user-defined event handlers in a job, for the purposes of automatically triggering the job
for execution when the event name is called by another feature. Axiom Financial Planning supports
several features that can be used to raise an event:

¢ The RunEvent function and command
* File Group triggers
¢ The Raise Event Scheduler task

Event handlers are defined by name. Multiple jobs can have an event handler with the same name.
When that event handler is called, it will affect all jobs that contain the event handler with the matching
name.

To create an event handler in a job:

1. Inthe Scheduler dialog, open a job to edit or create a new job.

2. Inthe left-hand side of the job, select Event Handlers.

3. Onthe Job tab of the ribbon, in the Event Handlers group, click Add.
A new event handler is added to the job.

4. Double-click the Event Name field so that the field becomes editable, and then type the desired
event handler name.

For example, if the event handler will be used to trigger Process Plan Files jobs, you might name
the event handler ProcessPlanFiles.

This event name is the name that will be used in features such as RunEvent to trigger this job for
execution.

5. Inthe Execute As field, select one of the following to determine the user identity that will be
used to run the job when it is executed via the event handler:

e Owner: The job will be run under the identity of the job owner.

The job owner is the user who last saved the job. If you are not sure who the current job
owner is, you can check the Job Variables tab. The current job owner is listed in the
System defined values section.
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e Requester: The job will be run under the identity of the user who triggered the event
handler.

By default, event handlers are set to run as the Owner. You should carefully consider this option
as it may affect whether the job can be run and how the job is run.

For example, if the event handler is set to Requester, but the user who triggered the job does not
have access to the file group specified for a Process Plan Files task, then the task will fail.

This may be the desired outcome—you may want the job to be dependent on the user's rights,
and therefore you should specify Requester. On the other hand, you may want the job to runin
the same way every time, regardless of the user that triggers the job. In that case you should
specify Owner.

By default, the event handler is set to Active, which means it will be found by any process that triggers
the event handler. If you want to temporarily exclude this job from event handler processing, you can
clear the Active check box.

» Associating an event handler with a file group

If a Scheduler job with an active event handler is stored in a file group Utilities folder, then the event
handler is associated with that file group. When using RunEvent to trigger jobs for execution, you can
optionally specify a file group context so that only event handlers associated with that file group (or no
file group) are considered.

In order to store a Scheduler job within a file group, you must first create and save the job within the
Scheduler Jobs Library. Then, you can use Axiom Explorer to move the job from the Scheduler Jobs
Library to the file group Utilities folder. If the file group and its utilities are later cloned using any
process—such as regular file group cloning, scenario creation, or file group rollover—then the event
handler is also cloned and will be associated with the new file group.

» Deleting an event handler
If you no longer need an event handler, you can delete it from the job. Select the event handler and
then click Remove Selected. You can also Clear All to remove all event handlers from the job.

User-defined event handlers display along with the system event handlers in the Event Handlers tab
(Service > Event Handlers). If you right-click a user-defined event handler in this location and select
Remove event handler, it does not delete the event handler from any jobs that use it, but it does set
the event handler to inactive.

Using job variables

You can use job variables within a Scheduler job, to define the value of the variable when the job is run.
Job variables are managed in the Job Variables section of the job.
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There are two types of variables:

e User-defined variables: You can create a variable and then use it within any job or task setting
that supports variables, but only within that particular job. The primary use for user-defined
variables is to run a job via RunEvent (either the function or the command), and pass in a variable
value at that time.

e System variables: Axiom Financial Planning provides a number of system variables that can be
used within relevant job and task settings. For example, instead of specifying a "hard-coded"
email address for the job notification, you can use a system variable to specify that whoever ran
the job should receive the notification.

In all cases, to use a variable within a job or task, enter the variable name into the desired setting,
enclosed in curly brackets. For example: {variable}

TIP: If you want to use a variable in a job, you can right-click the variable and then select Copy
variable name to clipboard. Navigate to the setting where you want to use the variable, and then
paste it into the setting (the curly brackets are added automatically).

At the job level, variables can be used in any of the Notification Message Content settings in the
Notification tab. At the task level, in general, variables can be used in any task field that accepts typed
user input.

When the job is run, the variable values used for the job display in the job results under Job Values, and
also in the email notification (if applicable).

» User-defined variables

User-defined variables are created in the Job Variables tab. You define the name of the variable
(without brackets), and if desired, define a default value for the variable.

When the job is run, the user-defined variable will be replaced with a value as follows:
e If the job was scheduled using RunEvent (function or command), and RunEvent sent a name /
value pair that matches the name of the job variable, that value is used.

e If the job was scheduled as a result of a file group trigger, and the trigger has a defined variable
that matches the name of the job variable, that value is used. Multiple values are returned as a
comma-separated list.

e If the job contains a Process Document List task or a Process Plan Files task with a defined post-
processing variable that matches the name of a job variable, that value is used after that task has
been processed.

¢ Otherwise, the default value defined in the Job Variables tab is used.

If the value is blank, then the job or task setting using the variable will be evaluated as blank. If the
setting cannot be blank, then an error will result when the job is executed.
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» System variables

The available system variables are listed at the bottom of the Job Variables tab. Most of these variables
relate to user names and addresses, for use within the job notification settings.

When the job is run, the system variable is replaced with the applicable system value.

The following values are available:

Variable Description

{CurrentUser.EmailAddress} Returns the current user's email address,

{CurrentUser.LoginName} login name, or full name.

{CurrentUser.FullName} The current user is the user identity
under which the job is currently being
run. Generally, this is the user who
executed the job. If the job was executed
via an event handler and the event
handler is set to owner, then the current
user will be the job owner.

{JobOwner.EmailAddress} Returns the job owner's email address,

{JobOwner . LoginName } login name, or full name.

{JobOwner .FullName} The job owner is the user who last saved
the job.
{Scheduler.ConfiguredFromEmailAddress} Returns the system's default "from"

address, as defined in the system
configuration settings.

{Scheduler.FromEmailAddress} This returns a value as follows:
e |f the current user belongs to a

subsystem, this returns the subsystem
administrator's email address.

¢ |If the current user does not belong to
a subsystem, this returns the default
configured "from" address.
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VEIELE Description

{CurrentSubsystem.AdminEmailAddress} Returns the email address of the

subsystem administrator for the
subsystem that the current user belongs
to.

¢ |f the subsystem has multiple
administrators, the email is sent to the
first administrator.

¢ [f the user belongs to multiple
subsystems, the first returned
subsystem for the user will be used.
No specific logic is applied to
determine the "correct" subsystem for
any particular job.

¢ |f the user does not belong to a
subsystem, then no email address is
returned.

{EventHandler.EventName} Returns the name of the event handler
that caused the job to be scheduled, if
applicable. Otherwise the variable returns
blank.

{NotificationAddress} Returns the notification address defined
for the plan codes that triggered a
Scheduler job.

This variable only applies when the job is
executed as a result of a file group
trigger, and only if the optional
notification address settings are defined
for the file group. Otherwise, no email
address is returned.

{Task.CurrentIterationvValue} Returns the current iteration value and

{Task.IterationNumber} the current iteration number. These
variables only apply when using the
Iteration feature for a task.

For more information, see Using iterative
task processing.

Processing tasks in parallel

Each Scheduler job can have multiple tasks. By default, each task in the job is processed sequentially, in
the order that the tasks are listed in the job.
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If desired, you can configure tasks so that they are processed concurrently (in parallel) instead of
sequentially. If appropriate, this may speed up the processing of the job.

» Configuring tasks for parallel processing
In order to process tasks in parallel, the tasks must be configured to run as subordinate jobs (sub-jobs).
To do this, edit the following settings in the Task Control section for each task:

» Select Create a Subordinate Job for this Task.

e Ensure that the following setting is not selected: Wait for all Subordinate Jobs to complete
before proceeding to the next Task.

In the following example, if all four tasks are configured to be run as subordinate jobs, then they can be
run in parallel (depending on the available Scheduler threads).

A | Axiom Scheduler - FileProcessing ? =

Job | Semvice

2 ’ ’
New Open Save Close Run Add Move Remove Clear
Once - Down Selected All
i Scheduled Jobs | [] FileProcessing
General  Task Control
Variables
Scheduling Rules [ Skip this Task.
Event Handlers
Netification Process task only if the value of this expression is true
4 Tasks
File Processing-1

File Processing-2

File Processing-3

File Processing-4 ) ) .
Resulte [ 1 this Task fails, continue executing subsequent Tasks.
Create a Subordinate Job for this Task.

[ Wait for all Subordinate Jobs to complete before proceeding to the next Task.

> Task Details

Scheduler task configured to run as a subordinate job to enable parallel processing

» How parallel processing works

When a task is configured to execute as a subordinate job, then it is not processed within the "parent"
job. Instead, a sub-job is created for the task. The sub-job joins the Scheduler queue and is eligible for
processing according to the normal Scheduler processing rules. For more information, see Processing
priority for scheduled jobs.

For example, imagine that you have a job with four tasks, and these tasks are not dependent on each
other. If you use the default settings, Scheduler takes the first task in the list and starts processing. The
second task is not started until the first task is complete, and so on.

If instead you configure each task as a sub-job, then when the "parent" job is processed, it will create
four sub-jobs. If two Scheduler threads are available for processing, then two of the sub-jobs are
processed at the same time. If four Scheduler threads are available, then all four sub-jobs are processed
at the same time. Once all of the sub-jobs are complete, the parent job is completed, and its status
reflects the overall status of all of the sub-jobs.
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If tasks are dependent on each other, then you should not process them as sub-jobs, or you should use
the Wait setting as appropriate. For example, imagine that the first four tasks in the job can be run in
any order, but the fifth task must be processed last. In that case, you can configure the first four tasks to
run as sub-jobs, but on the fourth task you must enable Wait for all Subordinate Jobs to complete
before proceeding to the next Task. This will cause Scheduler to wait for all sub-jobs to finish before it
proceeds to the fifth, final task.

In the following example, the file processing tasks are configured as sub-jobs so that they can be run in
parallel. The last file processing task is configured to wait, so that all of the file processing tasks will be
finished before the file collection task begins.

A Axiom Scheduler - FileProcessing

Job Service

[ P = ¥ = =
New Open Closs Run | Add Move Move Remove Clear
Onece - Up Down Selected All

i Scheduled Jobs | [] FileProcessing

General w Task Control

Variables
Scheduling Rules L] skip this Task.
Event Handlers
Natification Process task only if the value of this expression is true
4 Tasks
File Processing-1
File Procassing-2
File Processing-3
File Processing-4
Collect Worksheets
Results

[ If this Task fails, continue executing subsequent Tasks.
Create a Subordinate Job for this Task.

Wait for all Subordinate Jobs to complete before proceeding to the next Task.

* Task Details

Scheduler task configured to wait for all subordinate jobs to complete

» Using an Echo task to control jobs with sub-jobs

By default, if a sub-job fails, this failure status will not prevent the parent job from continuing to process
tasks. If you want the parent job to stop processing on sub-job failure, you can use an Echo task to do
this.

If the Task Control option Wait for all Subordinate jobs to complete before proceeding to the next
task is enabled for an Echo task, then the Echo task will inherit the status of the sub-jobs when they are
completed. If one of the sub-jobs fails, then the Echo task will inherit that failed status. By default, this
means that the job will not process any further tasks due to the sub-job failure.

In the previous example, if one of the file processing tasks being run as a sub-job fails, this will not stop
the final file collection task from being processed. To work around this, you can place an Echo task after
the file processing tasks and configure it to wait, and then if any of the file processing sub-jobs fail the
Echo task will fail. This task failure within the parent job will stop the final file collection task from being
processed. (When using this configuration, the fourth file processing task does not need to be
configured to wait, because the job will wait on the Echo task instead.)
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Using iterative task processing

You can configure a Scheduler task to use iterative processing, so that the task is repeated multiple
times using a designated list of values. Each iteration of the task uses a different item in the list, until all
items have been processed.

When you enable iterative processing for a task, you define the list of values by specifying a table
column and an optional filter. The task will then be processed for each unique item in the table column.
You can reference the column values within the task properties by using a built-in Scheduler job
variable. As each iteration of the task is processed, the variable is replaced with the column value for the
current iteration. Using this approach, the task can dynamically change for each iteration.

For example, you may have an import that you want to perform for four different entities in your
organization. The import configuration is exactly the same except that the source file or query is
different for each entity. If the import uses entity as a variable, then you can set up a single import task
and configure it to iterate over the list of entities. Each iteration uses a different entity name or code,
which you can pass into the import variables so that the import uses the correct source file or query for
the current entity.

» Enabling iterative processing

Iterative processing is enabled in the Task Control properties of the task. Select the task within the
Scheduler job, then click Task Control to expand that section. Any task can use iterative processing,
though it is more useful for certain task types such as Import ETL Package.

Complete the following properties in the Iteration section of the Task Control properties.

Iltem Description

Iterate this Task Specifies whether iterative processing is enabled for the task. If enabled,
then the task will be performed N times, where N is the number of unique
items in the specified iteration column. Job variables can be used to apply
the current iteration value and iteration number to the task.

Create a Subordinate Specifies whether each iteration is processed as a separate subordinate

Job for each iteration job. By default, this is disabled, which means that all iterations are
processed sequentially within the overall subordinate job created to
process the iterations.

If enabled, then each iteration is processed as a separate subordinate job,
enabling concurrent execution of multiple iterations. This option should
only be enabled if the order of iteration processing is not important.
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Item Description

Column The column that contains the values to iterate over. Use Table.Column
syntax to specify the column. Multiple-level lookups can be used.

For example, if you specify Dept .Region, then the task will be processed
once for each unique region value in the column (after applying any filter
to limit the list of values).

Group By Optional. By default, the group by column is the same as the iteration
column, so that the task is processed once for each unique value in the
iteration column. However, if needed, you can specify a different grouping
level.

You can use any column or columns that would be valid as the "sum by"
level for an Axiom query, where the primary table is the table specified for
the iteration column.

Order By Optional. By default, the values are sorted based on the iteration column,
in ascending order. You can specify a different sort column, or use the
same sort column but change the order to descending.

The sort order is ascending unless the keyword desc is used to specify
descending order. For example:

Dept.Dept desc

Filter Optional. A filter criteria statement to limit the list of values for the
iterative processing. You can use any filter that is valid against the source
table (the table of the iteration column).

When iterative processing is enabled for a task, the iterations are always processed within a subordinate
job. Therefore, enabling the Task Control option of Create a Subordinate Job for this Task is
unnecessary.

If your job has multiple tasks, and you want the tasks after the iterative task to wait for all iterations to
complete before executing, then you must enable the following Task Control option for the iterative
task: Wait for all Subordinate Jobs to complete before proceeding to the next Task.

» Configuring the task to change for each iteration

In order for the Scheduler task to apply the current iteration value to each iteration, you must use the
built-in iteration variables within the task. These variables are job variables, and can be used like any
other job variable. The following variables are available:

Variable Description

{Task.CurrentIterationValue} Returns the current value from the iteration list.

{Task.IterationNumber} Returns the number of the current iteration.
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To continue the previous example, imagine that you are setting up an import for iterative processing by

entity. To define the list of entities, you set up the Iteration settings in the Task Control section like the
following:

A | Axiomn Scheduler - import_iteration

Job Service

a a, N

L] P | ek =X =

New  Open Cloze  Run Add Remove Clear
Cnce - Selected  All

i~ Scheduled Jobs D import_iteration

General lteration
Wariables )
Scheduling Rules Iterate this Task.
Evant FHandlers [] Create a Subordinate Job for each iteration.
MNotification
4 Tasks Caolumn
Import ETL Package s .
Results Entity.Entity
Group By
Order By
Filter
Entity.Costing=1

This example will iterate over the list of entities in the Entities column, limited to only those entities

where the Costing column is set to True. If this resolves to 4 entities, then the task will be processed 4
times, once for each entity.

The import is configured with a variable {Entity}, which it uses to process the correct entity source
file. In order to pass the current task iteration value to the import variable, you can use the job variable
{Task.CurrentIterationValue} inthe import task settings. For example:
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A | Axiom Scheduler - import_iteration ? x

Job Service

e N N
i P | m =X =
New  Open Close  Run Add Remaove Clear

Once - Selected Al

i Scheduled Jobs | [ import_iteration

» Task Control

General
Variables v Task Details
Scheduling Rules
Event Handlers Select ETL Impaort Package
Motification Import GL data
4 Tacks
Import ETL Package .
Source Filename
Resultz

[==)
(=]

A
m

WWileserver\importfiles\GL\GL_{entity}.xlsx

Package Vanables

Entity [Task.CurrentlterationValue} ¥

When the first iteration is performed, the { Task.CurrentIterationValue} will be resolved as
Entity_1, so the import will be processed using Entity_1 as the value for the {Entity} import variable.
For the second iteration, the value Entity_2 will be used, and so on. Using this approach, the import will
be processed for all entities in the iteration column.

Conditionally processing tasks in a job

You can configure a task so that it is only processed if a particular condition is met. This feature is
configured in the task settings, in the Task Control section, under Process task only if the value of this

expression is true.

To enable conditional processing, you must specify a logical expression that will resolve to either true or
false when the job is executed. If true, then the task is processed as normal. If false, then the task is
skipped.
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i Scheduled Jobs | ] Mew lob

General w Task Control

Job Variables
Scheduling Rules
Event Handlers

["] Skip this Task.

Motification Process task only if the value of this expression is true
4 Tasks GetData("Process”,"FG3="2012 Budget™,"SystemStatus")=1
Process Plan Files
Job Results

[ If this Task fails, continue executing subsequent Tasks.
Create a Subordinate Job for this Task.
Wait for all Subordinate Jobs to complete before proceeding to the next Task.

Choose Workbook Processing Engine
| Use Excel '@ Use Axiorn Web Engine

The logical expression is evaluated using an IF function on the Scheduler server as follows:
=IF (Expression, 1, Q)

You can enter any expression that would be valid in an IF function. You can use Excel functions, Axiom
functions, and Scheduler job variables in the expression. If you use a job variable, it must be placed in
guotation marks unless you expect the variable value to be resolved and evaluated as a number.

If the task is not processed because the condition resolves to false, this is not considered a failed task. If
there are other tasks in the job, they will be processed. If you want an entire job to be conditional, you
can do either of the following:

e Repeat the condition in each individual task settings. Keep in mind that the condition will be
evaluated for each individual task, which means that if it is possible for the condition to change in
between tasks, some tasks might be processed while others aren't.

e Use the condition on a Raise Event task that then triggers another job for processing. For more
information, see Raise Event task.

» Examples

The following are some example expressions for conditional processing:

GetData ("Process","FG='2012 Budget'","SystemStatus")=1

If this GetData function returns 1, the expression resolves to true and the task is processed. If not, it is
false and the task is skipped.
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AND (" {EventHandler.EventName}"="ProcessPlanFiles", {Dept}=1000)

If this job was triggered for execution by the ProcessPlanFiles event handler, and if the job variable Dept
resolves to 1000, then this expression is true and the task is processed. Note that in the first part of the
expression, the event handler variable will return a string value so it must be placed in double quotation
marks. In the second part of the expression, the department variable will return a number so it is not
placed in quotation marks.

AND (Day (Now () ) <=7, Weekday (Now () ) =2)

This expression will return true if it is the first Monday of the month, otherwise it will return false.
Using RunEvent to execute a Scheduler job

Using RunEvent, you can trigger the execution of a Scheduler job from various contexts, such as within
Axiom files, task panes, or Axiom forms. There are two different versions of RunEvent:

¢ RunEvent function: The RunEvent function can be used in Axiom files to trigger the execution of a
Scheduler job from a spreadsheet.

e RunEvent command: The RunEvent command can be used in task panes or Axiom forms to
trigger the execution of a Scheduler job.

Both the function and the command work in the same way and use similar parameters. Some limitations
apply depending on the context where RunEvent is being used. It is assumed that an administrator (or a
power user with the necessary rights) sets up the desired jobs within Scheduler, and then sets up
RunEvent in the appropriate context so that end users can trigger it.

The end user who triggers the job using RunEvent does not need to have file permission to the job or
any access to Scheduler. The job itself can be configured to execute its tasks using the permissions of
the job owner or using the permissions of the end user who triggered the job (the requester). If the job
is run as the requester, then the end user must have the appropriate permissions to the files impacted
by the job (for example to the target file for File Processing, or to the target file group and plan files for
Process Plan Files).

NOTE: You can also use the Raise Event Scheduler task to trigger the execution of a Scheduler job
from a different Scheduler job. This works in a similar manner as the RunEvent features.

» Setting up a Scheduler job for RunEvent
All uses of RunEvent require the same job setup in Scheduler:

e The job that you want to execute via RunEvent must already be created within Scheduler. When
setting up the job, consider items such as the notification settings. Do you want the notifications
to go to the user that executed the job, or to the job owner, or both?
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e The job must contain an event handler that will be used to trigger the job execution. When
creating the event handler, consider whether you want the job to run as the job owner, or as the
requester (the user who clicks on the RunEvent function). This may impact email notifications and
determines the user rights under which the job will run.

i Scheduled Jobs | |_] test_runevent

General Active Event Name Execute As
Named Values ] ProcessPlanFiles Owner v |
Scheduling Rules
Event Handlers
Natification
4 Tasks
Process Plan Files

Job Results

For more information, see Advanced options.

e Optionally, the job can use variables. Variable values can be defined in the RunEvent function or
command and passed to the job. You would do this if aspects of the job need to be dynamic; for
example, if you want to use a different filter depending on which user is running the job or based
on a user selection in the file. For more information see the Variable example section below.

» Setting up RunEvent
RunEvent uses the following properties to trigger Scheduler jobs:

e The event handler name that identifies the Scheduler job(s) to trigger for execution.

e An optional confirmation message to present to the user before proceeding with the event. Not
available when using the command within an Axiom form.

* An optional success message to present to the user after the event has been raised.

e An optional file group context to target the job execution to only event handlers that are
associated with a particular file group (or no file group). For the RunEvent command, this is an
optional parameter. For the RunEvent function, the current file group context is automatically
applied if the file with the function belongs to a file group.

e |If variables are being used, one or more variable names and values to pass to the Scheduler job.
This is available in all contexts, however, task panes do not currently support the ability to
determine the variable values dynamically.

The following shows an example RunEvent function for use in an Axiom file:

=RunEvent ("Click here to process plan files","ProcessPlanFiles","You are
about to process plan files for the "&C3&" region. Do you want to
continue?",,"filter = "&C4)

The first parameter defines the display text for the function, while the second parameter specifies the
event handler name. In this example we have also defined a custom confirmation message for the user
and a variable value to pass a filter to the job. The following screenshot shows the function in the
spreadsheet:
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> [E] RunEvent
v j =RunEvent("Click here to process plan files","ProcessPlanFiles","You
5 B | c | o | e | F |
[=
::I_ 1
g N
. 3 Marth
§ 4 Dept.Region="North'
=]
&9 |
7]
*g' 7 |Click here to process plan files !

The next screenshot shows a RunEvent command set up on a Button component for an Axiom form. You
can see the same event name and the filter variable also being read from a sheet location.

A | Shortcut Properties X
Choose Shortcut

Shortcut Target

command://RunEvent . X

Shortcut Parameters

Event Name ProcessPlanFiles

Result Message |Process Plan Files has been scheduled.

File Group

Processing Step | Form - Before Processing ¥

Event Variables S

Filter [Sheet1!A15] X

oK l l Cancel
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» RunEvent behavior and user experience
The behavior and user experience for RunEvent depends on the context and whether you are using
optional custom messages.
e The user starts the process by doing one of the following:
° Double-clicking the RunEvent function in the spreadsheet.
° Clicking the Button component that is configured for RunEvent in the Axiom form.
° Double-clicking the RunEvent item in the task pane.
e A confirmation prompt displays to the user, asking them to confirm that they want to proceed.

The user can click Yes to proceed, or No to cancel. Default text is used if no custom text is defined
in the RunEvent properties.

f \ You are about to process plan files for the Morth region. Do
A * you want to continue?

Yas Mo

NOTE: This step does not apply when executing RunEvent from an Axiom form. The Axiom
form context does not support a confirmation message. However, you can configure the
Button component to display a confirmation message before executing the RunEvent
command.

e Axiom Financial Planning checks the list of event handlers in Scheduler to see if any match the
specified event handler name in RunEvent. This check works as follows:

° |If RunEvent has a file group context, then Axiom Financial Planning only tries to match with
event handlers that are associated with the same file group, or with no file group. Any
event handlers associated with a different file group are ignored. The RunEvent command
has a file group context if a file group is specified in the shortcut parameters, whereas the
RunEvent function automatically has a file group context if the file with the function
belongs to a file group.

° If RunEvent does not have a file group context, then all event handlers are eligible to
match.

If any matching event handler names are found, then all Scheduler jobs that reference the event
handler are triggered for execution. If multiple jobs reference the matching event handler, then
all of those jobs will be executed.

If variable values are defined in the RunEvent properties, those values are passed to the job and
are used when the job is executed.
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e A confirmation message displays to the user as follows:
° If no jobs were found that contained the specified event handler, the user is notified that
no jobs were found.

° If jobs were placed on the schedule, the user is notified that the specified event was

scheduled. Default text is used if no custom text is defined in the RunEvent properties.

NOTE: If executing RunEvent from an Axiom form, this message displays in the bottom left
corner of the form, not in a separate message dialog.

When the job is finished processing, email notifications are sent according to the settings in the job.

» Variable example

When using RunEvent to execute a Scheduler job, you can pass a variable value to the job. For example,
imagine that you want to execute a Process Plan Files job, and you want to send a filter value to the job.

Step 1: Set up the variable in the job

The first step would be to create a job variable in the job, and then use the job variable in the filter
setting.

i Scheduled Jobs | _] test_runevent

General Job values

Job Variables Variable Name Default Value
Scheduling Rules
filter 1=0

Event Handlers
Motification
4 Tazks
Process Plan Files

Job Results

Example job variable

NOTE: In this case, we have defined a default value for the filter variable (1=0) that does not result in
any plan files. This is because we do not want to process any plan files unless a filter is provided by
RunEvent. If we left the default value blank, that would mean all plan files would be processed if no
filter was provided by RunEvent.
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i Scheduled Jobs | _] test_runevent

* Job Control

General
Job Variables
Scheduling Rules * Task Details
4 Tasks Specify plan files to process: ) Choose from list @ Use filter ) All
Process Plan Files
Job Results Plan File Filter: T2 Filter Wizard
{filter}

Plan files matching filter: 0

DEPT E] Description E| Locked By E| Template E| Country E|

Example use of variable in job settings

For more information on Scheduler job variables, see Using job variables.

Step 2: Configure RunEvent to use the Variable

Now that the job is set up to use the filter variable, you must configure RunEvent to pass in a value for
that variable. If you are using the RunEvent function in an Axiom file, you use the following syntax within
the function parameters:

variablename=variablevalue
These name / value pairs can be placed in the RunEvent function starting in the fifth parameter of the

function. If you have two name / value pairs to pass to the job, you can use the fifth and sixth
parameters, and so on.

For example, to pass the filter DEPT.Region="North' to the job, the RunEvent function would be
constructed as follows:

=RunEvent ("Double-click to process plan
files","ProcessPlanFiles",,,"filter=dept.region="North'")

More likely, you would be reading the variable value from another place in the sheet, so the function
would look something like:

=RunEvent ("Double-click to process plan
files","ProcessPlanFiles",,,"filter="&C4)

Where the filter value is read from cell C5.

When the job is executed by use of this RunEvent function, the value DEPT.Region="North"' will be
placed in the Plan File Filter box of the Process Plan Files task, and the job will be run using that filter.
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When using RunEvent in an Axiom form, the variables and their values are defined in the Event Variables
section. In this context you place the name of the variable in the left-hand box, and then in the right-
hand box you enter the cell reference (in brackets) where the variable value will be read.

Event Variables ap

filter [Sheet1!C4] X

The Event Variables section is also present when configuring RunEvent for use in a task pane, however in
this context the only option is to "hard-code" the values in the RunEvent properties.

Run another Scheduler job from within a Scheduler job

Scheduler jobs have two ways to run another Scheduler job:

¢ Raise Event task: This task uses an event handler name to trigger one or more Scheduler jobs for
execution. The j