Axiom login instructions — first time access
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Microsoft Edge

Launching Excel Client for the first time in Axiom

Please note that Edge browser is required for use with the Axiom system.

Start by opening the Microsoft Edge browser and copy and paste this link.

https://csusm.axiom.cloud

If Microsoft Edge is not your default browser, you will not be able to simply click the link but rather will
need to paste it into the address line. You should be able to see something similar to this image:

< C @ (3 https://csusm.axiom.cloud/forms/docref?docref=-06ufxHiDGOVOWI MS UigxvOu-dh$Mr-xEsSNFTWg_

B3 import faverites | 15} Axiom - Budget Ho.. 33} Axiom Sandbox  1if Training Video Arch.. if Axiom Platform Vid.. [3) Desktop Client User... 13} Axiom query settings
AXIOM Budgeting Home Budgeting Reports »  Labor Reports ~  Budget Request Reports +~

o F

It's that time of the year again...please review your budgets below and provide inputs as indicated in the plan files.

BUDGETING LABOR PLANNING BUDGET REQUESTS

Plan File Department 2021 Actual 2022 Budget 2023 Proposed Variance
£ SMCMP_0000 Cal State San Marcos | UCWA Non-Departmental $0 $0 S0 S0 4
2 SMCMP_1001 Cal State San Marcos | FA Acad Resource Office $996,190 $635,087 50 (8996,180)
£ SMCMP_1002 Cal State San Marcos | Academic Senate $147,621 $325,209 $0 ($147,621)
2 SMCMP_1003 Cal State San Marcos | ACDPRG Acad Programs Office $921,151 $712,934 50 (8921,151)
£ SMCMP_1006 Cal State San Marcos | UGPGM Service Learning $16,555 $62,628 $0 ($16,555)
2 SMCMP_1010 Cal State San Marcos | SAATH Men's Golf $211,039 $86,201 30 (8211,930)
Launch Excel Client from Navigation Menu on right side of screen, waffle
“« B HpN H
And when popup asks to “Open this file” click Open
= (] X

[ | 3} Budget Home Page_CSUSM x |+

G |f| https://csusm.axiom.cloud/forms/docref?docref=-0bufxHIDGOxVOWIrMSUigxvOu-dhSMr-xEsSNFTWg_

0 his file?
AXIOM Budgeting ~ Home Budgeting Reports ~  Laba pen this file

Do you want to open Axiom.UlStart.application from
csusm.axiom.cloud?

o F

Report file as unsafe

It's that time of the year again...please review your budgets below ant

e LABOR PLANNING BUDGET REQUESTS —

Plan File Department 2020 Actual 2021 Budget 2022 Proposed
Cal State San Marcos | FA Acad Resource
' SMCMP_1001 off §035,438 $637,836 §594,060
ice

£ SMCMP_1002 Cal State San Marcos | Academic Senate $174,218 $325,209 $76,596

Cal State San Marcos | ACDPRG Acad
' SMCMP_1003 $860,732 8718678 $463,248
Programs Office

Cal State San Marcos | UGPGM Service
' SMCMP_1006 . §12,828 $49,585 S0

A s

PRODUCT AREAS
Budgeting
In Year Forecasting
Intelligence Center

System Administration
LAUNCH
Windows Client

Excel Client

AAC WNiod A i

Signin ()
oo @

=

=

Windows System warning window will appear; click Install
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https://csusm.axiom.cloud/

Application Install - Security Warning X

Do you want to install this application? ™

Name:
Axiemn Client

From (Hover over the string below to see the full domain):
csusm.axiom.cloud

Publisher:

SYNTELLIS PERFORMANCE SOLUTIONS LLC ﬁ

( \nstaIIE l Don't Install |

| While applications from the Internet can be useful, they can petentially harm your computer. If
®  you do not trust the source, do not install this software. More Information...

The Axiom Client will download and automatically install on your computer.

(85%) Installing Axiom Client — e

Installing Axiom Client @_f
This may take several minutes. You can use your computer to do other tasks
during the installation.

A MName: Axiom Client

From:  csusm.axiom.cloud

Downloading: 93.5 MB of 112 MB

Cancel

The Axiom Software home page in Excel will open and be ready to use.

Note: If the following error appears, installation of Visual Studio Tools for Office runtime (VSTO) is
required. See VSTO Instructions.

Axiom for Excel requires prerequisites to be installed on this machine.
Please contact your system administrator to install these client pre-
requisites:

Visual Studio Tools for Office (VSTQ)

You can download these files from
https://csusm.axiom.cloud/home/downloads

It’s possible that errors in addition to VSTO could be listed, indicating other updates are needed. You
may attempt to follow the link in the error message to install downloads. If that fails due to needing
Admin access, it will need to be resolved through IITS:
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donom for Excel requsres prereguisites to be installed on this machine.
Please contact your system adeinistrator to install these client pre-
rEguisites

Vigad Stuctn Tools for Office (VST

Migrogodt Excel J00T Sendioe Pack 3

Vou can downlosd these fles from
hitpes/fcsusm. anom.cloud home/downloads

o

Please reach out to IITS directly for assistance: helpdesk@csusm.edu 760-750-4790
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Once Axiom Excel Client is successfully installed:

Please review the following, additional instructions to ensure that you can access the areas that
will be covered during the upcoming trainings. Let the Budget Office or FSO know if you need
assistance.

Pre-training checklist:

Able to log in to Axiom and access the In Year Forecasting screen

Able to view all of the departments you manage in the Operating Fund
Able to access forecasting pages for individual departments

Able to enter data

Able to save entries

Able to access and run an Axiom Budget Report

Please email budget@csusm.edu to confirm success

AN N NN

Axiom In Year Forecast
Quick Log-In Link to In Year Forecasting:

IYF Home Page (axiom.cloud)

It is recommended that you bookmark this page for future use.

Note: if Microsoft Edge is not your default browser, open Edge first, then copy/past the link into your
browser (right click on link and “copy hyperlink” to copy)

_or_
Open Axiom in Microsoft Edge and sign in using your CSUSM credentials.

https://csusm.axiom.cloud/

It is recommended that you bookmark this page for future use.

Then, navigate to In Year Forecasting.

AXIOM Budgeting

Budgeting
® F e

In Year Forecasting

Home Budgeting Reporis ~ Labor Reports v Budget Request Reports ~
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You should see all the departments that you manage, and no more (please let Budget or FSO know if this
is not the case). Select a department by clicking on the arrow in front of the department number.

Please review your in year forecast below and provide inputs as indicated in the plan files.

FORECASTING

Function Description 2023 Q1 FCST
£ SMCMP_1041 Cal State San Marcos | BFS Fiscal Services $148,481
£ SMCMP_1042 Cal State San Marcos | BFS Distr & Prop. Control Svcs S0
£ SMCMP_1044 Cal State San Marcos | BFS Student Financial Serv S0
' SMCMP_1045 Cal State San Marcos | FASCWA Stdnt Chrgs&Collections S0
£ SMCMP_1046 Cal State San Marcos | OHR Payroll Services S0
£ SMCMP_1047 Cal State San Marcos | BFS Procurement & Contracts S0
£ SMCMP_1049 Cal State San Marcos | BFS Financial Systems Ops 50
£ SMCMP_1051 Cal State San Marcos | FAS Finance & Admin Serv VP S0

To search for a department, click the filter icon, select “Contains” in the first dropdown and enter the
department number.

FORECASTING

Function Y Description

7 SMCMP_1041 Il Services

7 SMCMP_1042 & Prop. Control Svcs

£ SMCMP_1044 2nt Financial Serv

£ SMCMP_1045 Stdnt Chrgs&Collections
7 SMCMP_1046 Is equal to ¥ | ol services

£ SMCMP_1047 arement & Contracts

£ SMCMP_1049 Clear icial Systems Qps

7 SMCMP_1051 Cal State San Marcos | FAS Finance & Admin Serv VP

The In Year Forecast page for the department opens in the Overview tab. Select the Forecast tab.

SMCMP | 1046 - OHR Payroll Services

Cal State San Marcos | OHR Payroll Services | In Year Forecast

OVERVIEW FORECAST FUND / CLASS FCST REVIEW CONSOLIDATED SUMMARY

2023 Forecasting Legend

Hi Alan, Historical value or calculation 12345

Thanks for your input on the forecast for 2023 User input or updateable cell $1,000
Process

1. Complete the fields in the Forecast tab.

2. Review results in the Summary tab. Return to the Forecast tab to make edits, If necessary.

3. Add notes in the Narratives tab.
Saving

The system does NOT save your inputs automatically, so click the Save button in the upper
right corner of the page before moving on to another section or tab. If you have multiple
categories in your Forecast, make sure to save your changes when you move from one

category to the next
Submitting

When you are ready to submit your forecast for approval, click the Submit button
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The Forecast tab has many columns including the past 2 years of actual expenses, current budget, year

to date actual expenses, actual expenses by month to date, projected expenses by month,

encumbrance, budget balance available and comments. You will need to navigate to the right to see the

empty cells where projected expenses by month can be entered for January through June.

Forecast January
Budget Group Method Forecast
Revenues
+ Add Revenues
tal Revenues 0
Personnel Expense
601207 - Salaries MPP - Salaries MPP Fcst Deta 0
Detail Line 1 0
Detail Line 2 ]
+ Add Detal
601300 - Salaries Support Staff - Salaries Suppert Staff Fest Deta 0
Ent ription Here Detail Line 1 0
Enter Description Here Detail Line 2 0
+ Add Detal
601301 - Salaries SupStf Overtime-Salaries SupStf Over Fest Monthly 0

February

Forecast

March

Forecast

=

April

Forecast

May

Forecast

Then, enter the projected expenses for each account listed for January through June.

=)

June Total Q

Forecast H

Accounts such as “601201 — Salaries MPP” use a Forecast Method called “Fcst Detail” and can have
additional detail lines entered as shown in the example above. For accounts such as “601301 —
Overtime,” only a total monthly amount can be entered.

Note: Please split the projected expenses between January — June as relevant, do not enter all expenses
into June, unless you plan to spend all remaining funds in the month of June.

After completing the department’s expenditure projects, click Save in the upper right corner.

Save

Budget Bal Variance

Encumbrance Available %

©

Comments
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Additional Steps for Departments with Class Codes:

If the department uses class codes, data for other class codes can be viewed by clicking on the burger
icon by the fund in the upper left corner as shown below. Select the class code you would like to view
and click either <save> (to save data entered in prior screen) or <don’t save> (to discard changes made
to prior screen) to navigate to forecast screen for that class code. Clicking <close> will not select a class
code, you will still see a forecast screen for “no class code assigned.”

Projections for each class code will need to be entered on the relevant class code page.

Note which class code you’re working in, Axiom will not display this info.

Select a Fund - Class

Fund Class Reviewed

48500 - TF Campus Operating Fund - TF Campus Operating Fund _- Mo Class Assigned x A
48500 - TF Campus Operating Fund - TF Campus Operating Fund 7301 - lITS Computer Refresh X I
48500 - TF Campus Operating Fund - TF Campus Operating Fund 7302 - ITS Faculty/Staff x

48500 - TF Campus Operating Fund - TF Campus Operating Fund 7303 - ITS-Students X

48500 - TF Campus Operating Fund - TF Campus Operating Fund 7304 - ITS Classrooms X

Selecting a new Fund - Class may result in the loss of unsaved changes. Would you like to save 48500 - TF Campus Operating Fund - _ before proceeding?

Data Warehouse Note:

When pulling data for your department be sure to display class codes as well so you can see budget and
actuals for “no class assigned” as well as any active class codes. If class codes are used, Axiom will
separate actuals in the forecasting screens, and you won’t see the same totals as in Data Warehouse.
You will be able to run a report in Axiom that combines the totals.

Show Column 1: Fund Fdescr w Column 2: Dept Fdescr w Column 3: Class Fdescr w Column4: Acct Fdescr -
Select R iew: Summarized A4
Fund Fdescr&¥ Dept Fdescr Class Fdescr Acct Fdescr Cu
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Axiom Reports
Running an Axiom report will allow you to view total expenditures for a department, combining class
codes with “no class code assigned.”

To find the Axiom reports, select Intelligence Center under the dropdown menu in the upper left corner
or from the navigation matrix in the upper right corner.

AXIOM In Year Forecasting ~ Home Budgeting Reports

D F Budgeting

In Year Forecasting

Pleaserevi  Intelligence Center »w and provide inputs as indicat
[@elfiZe  System Administration
Function Description
' SMCMP_0000 Cal State San Marcos | UC\

.8
noo @ &
PRODUCT AREAS
Budgeting
In Year Forecasting

Intelligence Center

System Administration

LAUNCH

Reports that may be useful for mid-year can be found in the Budget Reports folder.

Intelligence Center

Reports Library

Reports Library

Name Y Modified on hd
I 'Budget Reports 10/14/2022 10:24 AM
B Finalized Reports 7/1/2021 2:50 PM
B Users 4/7/2020 3:25PM
B Analytics 1/20/2020 4:32 PM
M Budget Request Reports 1/20/2020 4:32 PM
M Budgeting Reports 1/20/2020 4:32 PM
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Intelligence Center

Reports Library | 1Budget Reports
IBudget Reports
Name Y Modified on

Bi 1-BBA by Department - with Forecast

Bi 1-BBA by Department - with Forecast and Details
Bi 1-Division Summary Report - with Forecast

Bi 2- BBA by Department - no Forecast

B 2- Division Summary Report - no Forecast

Double click on the report that you would like to use. The report will open in Excel. The default Axiom
spreadsheet will also open. Please note that the report may open up behind the default spreadsheet.

Select the department criteria you wish to view and Click <F9> to refresh the data in the report.

Example (from “BBA by Department — no Forecast” report):

Monthly Budget R ciliation

DeptID 1080 4 Year 2023
BFS Budget Office Month 6
Fund 48500

Axiom reports are intended to provide reporting data to you and your division/department as needed.
You do not need to export these reports and submit them to the Budget Office as a part of your mid-
year package — we can run the reports through Axiom once your projections are completed.

Save report in Excel

To save a populated report in Excel, from the Main menu, Click the down arrow next to <save> and
select “Save As (Local File)” as shown below:
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MAIN ADMIN  ADMIN  Home Insert Pagelayout Formulas Data Review View ~ A
= i === H save ~ |
@ B EgSE

— o

Hanning Budgeting Budget Request Reports Tables Imports Manage 0] Change View

13+ 2023~ 2023 v v > v v 3 Golo' (
Eila Grrwine Bannrts Ardminictratiom

e Lot Fearrestay e Rewew VW Agdomats Oewlopey  Malp Artehat Foaar Paol

h._ LH'__M ':E [herbesh = TueckFae | e = [§eboceieg = | (D Bowbems | [ Pietet =
. G Sfarm - I tmaprtan = Fatesula Bt
5 B i o iy ‘e ¥ -l - Heasngn
] = hflﬁ.lﬂdm Fiim Cratpaat Pegin Advarud
B e b eponisong
i] Budget Home Page_ €005 | [ 1. BEA by Department - with Forrcns and Detady
F i D ZE i 1 K L | W
]
2 Monthly Budget Reconciliation
21 DeptID 1041 Year 2023
2 | BF5 Fiscal Services Month &
3 E_——1
24 Fund 48500 'TF Campus Operating Fund
5
6  Account Description 2023 Budget 2023 Actuals (1) Encumbrance  Projections
i
i GO0 Salarkes MPP 5407988 5135996 50 5203,994
9 601300 Salarses Suppont Staff 5756324 %253,128 50 £378.162
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Troubleshooting
Gray box appears and blocks content on screen:

Fle MAIN ADMIN ADMIN Home Insert Pagelajout Formuas Data Revigw View Automate Developer Help Acrobat

= — — ) o Hsfe ~ Y QuickFiter | @Print v | (3 ShowHome | [ Protect~

B B B B BEgE e ° @ m
Lt i g S Reprs | ok g e e o Dimpror | O e hep | e

w2y 22y 22 N A N oTo - [ Freeze Panes 02 E-mail [ Headings - Softwar

Aviom Assistant 612022 (#/0) | ) 2-BBA by Department - no Forecast (R/0)

oY f= Csusm
My Documents
ecous N Year 2021
_|» i File Group Aliases Month 4 Refresh the Axiom query by clicking "F"
» 721 Budget Request 2020
» 7 Budget Request 2021 PriorYear 2021 Total Budget Variance to Actual
. g:ﬁ:ﬁ:ﬁ:?&?; 02 Encumbrance Encumbrance 2020 Actuals 2021 Actuals Encumbrance 2021 Budget Bud Var$  Bud Used %
> 3 Budgeting 2021
» 12 Budgeting 2022 0 S0 s1mE0  $127am S0 s $88110 1%
£1in Yeor Forecasting 2020 0 S0 ses76 $e6082 S0 S57148  $171,067 a3%
» 1 In Year Forecasting 2021 0 s0 $846 0 s0 0 0 N/A
5% i Year Forecasting 2022 0 S sa0  $1se6 S s1s66 S 100%
5/ » ) Labor Planning 2020 S0 0 $4,234 53,896 0 3,89 S0 100%
» 1 Labor Planning 2020 OLD s S0 sa77ss $a56% S0 $45699 S0 100%
R Laborbienciog 2021 50 $0 $61,535 $55,132 0 $55,132 s0 100%
> 1 Labor Planning 2022 s e P 65 o 65 s J00%
£ ibraries ~ % 0 $3,029 $3,054 s0 3,054 S0 100%
» 2 Reports Library 0 50 s202 s17s s0 178 0 100%
> 2 Table Library 0 S0 $s0 $35 s0 B 0 100%
> 7 Task Panes Library
» (3 Ribbon Tabs ibrary %0 S0 Smsaal  Swaw S0 SeLee  $asorr %
000 0 $0 0 50 50 50 0 N/A
S0 $0 $0 0 S0 $4,600 $4,600 0%
s13,812 s s s sl 3812 $50.000 2%
999 0 50 50 s0 50 5945 5345 0%
$0 $0 $0 $0 0 so so N/A
ses/co S S S0 s0 s s1,500 $1,500 0%
s0 50 368 ss11 s0 51,800 $1,289 8%
s0 $0 $o $435 0 $3,900 $3,465 1%
at 0 50 0 s0 s0 50 0 N/A
ponsor 50 $0 0 0 S0 $535 $535 0%
0 S0 s1.027 e s 53,296 3,148 7%
0 s S0 50 50 50 0 N/A
s0 $0 $0 $0 0 so so N/A
s0 $0 $0 $0 $0 S0 so N/A
s s0 50 50 s0 0 0 N/A
S0 s s0 s0 s0 s0 S0 N/A
® | —

oty B8 B Accessibilty: Investigate CEoiplaysettings B [

Solution:

Open Excel. Navigate to File > Options > General

Check the option under "When using multiple displays", select Optimize for compatibility > OK

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

B2 Enable Live Preview O
(] Collapse the ribbon automatically @
[7] Collapse the Microsoft Search box by default O]

ScreenTip style: | Show feature descriptions in ScreenTips - |

‘When creating new workbooks

Use this as the default font: | Body Font v|
Font size:

Default view for new sheets:

Include this many sheets: 1 -

Personalize your copy of Microsoft Office

User name: Shannon Rolfes

] Always use these values regardless of sign in to Office.

Office Theme: Colorful -

Privacy Settings
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ener IE—R‘Q General options for working with Excel.
Formulas
Data User Interface options
Proofing When using multiple displays:@'
Fevim ) Optimize for best appearance (application restart required)
Cl Optimize for compatibility
Language —
B show Mini Toolbar on selection (U
Cesliliy = Show Quick Analysis options on selection
Advanced B3 show Convert to Data Types when typing O]




Installing Chrome Browser Extension for Axiom Excel Client (optional)
Please note: Microsoft Edge is the recommended browser for Axiom.

Some features used in Chrome may not work as well.

@ chrome

You can launch Axiom Excel Client using the browser Google Chrome, it requires an add-in. Follow the
four steps below to install the add-in extension.

Step 1.

Click the 3-dot ellipsis button in the upper right corner of Chrome browser toolbar and select Extensions
> Manage Extensions

EEEN: I

Departments ePAN MNew tab Ctrl+T
MNew window Ctrl+MN
Mew Incognito window Ctrl+Shift+MN
History 4
Downloads Ctrl+] :
Bookmarks P
Google Password Manager m

Manage Extensions Extensions » |

€ Visit Chrome Web Store Zoom - 100% =+ o
Print. Cirl+P |
Cast... i
Find... Ctrl+F

=
0
v

More tools

Edit Cut Copy Paste

Step 2.

Click the link for the Chrome Web Store

@& Extensions <

D My extensions

Keyboard shortcuts

Discover more extensions
£  and themes on the Chrome
Web Store
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Step 3.

Type Cegid in the Search field > Click Enter > Click on Cegid Peoplenet ClickOnce launcher and follow the
instructions to install the extension (Add to Chrome)

Q Cegid

X

Q_  cegid Peoplenet ClickOnce launcher

Successful installation looks

like this:

One-time installation steps
Step 1

Click on the m4clickoncehelper.exe below the flashing a
Ceqid Peoplenet ClickOnce launcher extension

":;_‘ midclickoncehelper.exe

warning can appear. It is safe to accept the download

a This type of file can harm your computer, De you
A wantta keep médclickoncehelper.exe anyway?

Cegid Peoplenet ClickOnce launcher

Step 2
rrow to launch the helper for the Click on "Run” fo run the helper installer

Note: If Chrome is configured not to ask where to save each file before downloading, a prier

Keep Discard

Step 3
A message will be shown when the helper for the Cegid
extension is successtully installed. Then, you can close 1

Uninstall information

Chrome" program from your system.

Peoplenet ClickOnce launcher
his page
Information

The helper for the Cegid Peoplenet ClickOnce launcher extension was

If you remeve the extension you should also uninstall the "Cegid ClickOnce helper for installed successfully

.
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VSTO Installer
1. Search for Software Center in the Windows search bar and select the Software
Center app:

Page 1 of 1

’F D Search

[

F Software Cenber

software Cenler spplication
dowenload

You can also get to Software Center by going to the folder on your desktop labeled “IITS Self
Help”. Folder contains a shortcut to Software Center.

2. Select "Visual Studio 2010 tools for office runtime" in the software center (this won’t
show up if it’s already installed on your computer):

= -
i@ Applications
n All Required F
s |
& Updates Filter: E

51 Operating Systems

> Installation status

E& Device compliance \

£¥ Options IZI

Visual studio 2010
Tools for Office R...

3. Run Installer following prompts, then resume Axiom install instructions.
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Help Resources

Budget Office — Assistance with Axiom use, permissions, and access
budget@csusm.edu

FSO — Assistance with Axiom permissions and access
fso@csusm.edu

[ITS — Assistance with system downloads for initial access
helpdesk@csusm.edu (760) 750-4790

University Budget Office — Last revised 12/17/24


mailto:budget@csusm.edu
mailto:fso@csusm.edu
mailto:helpdesk@csusm.edu

	Launching Excel Client for the first time in Axiom
	Axiom In Year Forecast
	Axiom Reports
	Save report in Excel

	Troubleshooting
	Installing Chrome Browser Extension for Axiom Excel Client (optional)
	VSTO Installer
	Help Resources


