FIRST EDITION

AXIOM USER
GUIDE
Budget Initiators || Approvers

This training guide is an evolving document, first
developed during the final implementation stages of
the cloud-based budget and planning software
program, Axiom by Kaufman Hall. The Kern
Community College District 2022-23 budget planning
process, which begins in Fall 2021, will implement
this new software. Roll-out and hands-on training
sessions will occur in Fall 2021. Updates, training
enhancements, and ongoing support will be
available to all Axiom users at all stages of the
budgeting process.
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Before You Begin… Welcome to Axiom!
The Kern Community College District budget represents our commitment to providing a high-quality education
to all students and ensuring access to programs aimed at student success. Each year, a department or unit will
submit an operating budget request for the following academic year. This planning phase should reflect the
overall priorities of the department or unit. The phase includes an examination of prior year expenses, analysis
of changing conditions, and review of trends.
We are pleased to introduce Axiom Budgeting and Planning from Syntellis specifically designed for Higher
Education, an online tool replacing Excel worksheets for development of this year’s 2022-23 budget plan.
Major enhancements with implementation of Axiom include a streamlined process utilizing cloud-based
worksheets, increased collaboration, role-based security, and automated workflows. At midyear, we will
roll out these features for our grants and categorical programs.
What is Axiom?
The Axiom Budgeting & Forecasting platform integrates Kern Community College District’s Finance,
Human Resources and Payroll data from Ellucian Banner into a single repository for planning. Using
robust data integration tools, Axiom automates the integration of data from this system, as well as offline spreadsheets directly into the Axiom database. Validation and alerting tools ensure data issues can be
addressed and resolved quickly and in an automated fashion. Axiom will not replace Ellucian Banner for
day-to-day fiscal monitoring and reporting.
Driver Based Model
To respond to ever changing business realities, Kern Community College District, like other
organizations, must quickly model and adapt financial plans to course correct and optimize
performance. In a planning model, financials are outcomes - not inputs. Axiom leverages an easy-to-use
global driver library to incorporate custom operational drivers into a financial planning model.
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What do I need to know- what will be different?
Prior Process
Excel

Axiom
Budgeting & Planning

Budget Worksheet (Excel
spreadsheet)

Budget Plan File (web form)
AND/OR Budget Augmentation (web form)

Salaries and Benefits Worksheet
included in Budget Worksheet
(Excel)

Labor Plan File (web form)

Roles and Responsibilities:
•

•

•

•

Budget Input
• BUILDS THE BUDGET
• First user to engage with the planfile and the individual responsible for submitting
personnel and non-personnel expense requests
• Reallocates funds within the individual program planfiles
• Communicates with department members and submits planfile to department budget approver
Budget Review
• UNDERSTANDS THE IMPACT OF THE BUDGET
• Reviews and provides edits for the prepared planfile and reallocations.
• Approver has permission to edit; however, best practice is returning to Initiator
• Reviews, approves & submits planfile to VP Budget Review.
• Note: Not all budgets will route through a Budget Approver. Some may route
directly to a VP Budget Review.
VP Budget Review
• FINAL BUDGET APPROVAL
• Submits planfiles to Budget Office.
• Includes:
• KCCD: Chancellor; Vice Chancellor
• Colleges: President and Vice Presidents
Budget Office Review
• COMPLIANCE REVIEW
• Reviews the requests to ensure appropriate FOAPAL coding and completeness.
• Once reviewed, submits planfiles for Budget Committee Review / Tentative Budget
Recommendation.
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Home Page General Navigation
Logging In to Axiom - Getting Started
1.) First step is open up an internet browser
2.) Login at https://kccd.axiom.cloud
Use your KCCD Login (Outlook Username and
Password)

Be sure to mark this site as safe for displaying
pop-up windows.

Homepage will look similar to this:

Note: Your homepage may look different as it will only display the budgets that you are responsible for requesting.
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Expand screen to full view of the home page.

Basic page navigation

1 – Navigation tabs currently open – Each plan file opens in a new navigation tab
2 – Messages – These messages are visible to ALL users and should not be used by requestors or
approvers. This may be used by the Budget Office to communicate broadly with KCCD requestors
and/or approvers.
3 – Notifications – If you have current notifications, a number will be displayed here. See page 7 in
this document for additional information regarding notifications.
4 – Select this icon to drill down to the plan file
5 – Navigation tabs for budgeting, labor planning, and budget augmentation
6 – Workflow – Indicates the workflow status for each planfile
7 – Announcements – Budget Offices will use the announcement feature to communicate broadly
with requestors and/or approvers. These will be visible to all KCCD requestors and/or approvers
immediately upon accessing the system.
8 – Scroll to see additional planfiles.
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After the individual planfile is selected, you will see the specific details associated with that planfile.
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Notifications
Tasks related to pending Workflow processes will be alerted through the Notifications icon

:

Once clicked on, it will show all notifications:

1 – Options to Select All, Mark Read, Mark Unread, and Delete
2 – Magnifying Glass to Open Notification

3 - Trash Can to Delete Notification
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Start with Labor Planning

Each budget initiator will have access to only those labor planning planfiles that they are responsible for. If an
individual is responsible for more than one planfile, the planfiles may be filtered by floating the cursor over the
right side of the “PlanFile” column heading and the filter icon will appear. If filtering, we strongly encourage you
to use the “Contains” criteria.
Below are instructions for General Unrestricted Fund labor planning and Restricted/Grant/Categorical program
labor planning. As a requestor, you may need to use one or both of these processes.
Note: Even if you are not requesting any budget for temporary labor, you must submit a zero request labor
planning planfile.
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General Unrestricted Fund (GU001)
Understanding & Using the Labor Plan Files

After reviewing the overview tab, proceed by selecting the Other Labor tab.

Other Labor = Pooled Positions / Temporary Labor
In this tab of the Labor Plan file, lump sum amounts or budget pools should be added for all temporary labor.
You will note that there are nineteen categories of temporary labor including both instruction and noninstructional student workers, professional experts, and part-time/additional assignment faculty positions.
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ADDING POOLED POSITIONS
Under the appropriate category of temporary labor, select the “+” feature.

•
•
•

•
•

POSITION NAME: Enter a position title that is clear to both you and the Budget Office. The title should
be descriptive of the work associated with the temporary labor budget request.
FUND_ORGANIZATION: From the drop down for fund_organization, select the appropriate planfile.
Note: There should only be one option to select based on the planfile that was initially selected.
PLANNING: From the drop down for planning, begin entering the appropriate program code. The results
will be filtered as you continue to type the program code. Select the appropriate combination of
program code, activity code, and location code for this request. In some cases, there may not be an
activity code or location code needed. If you cannot locate the combination you would like to use, this is
because there has not been activity in the combination. Please contact your budget office so that the
combination can be added.
ACCT: From the drop down for Acct, select the appropriate account code. Note: There should only be
one option for each temporary labor category.
Once all fields are completed, select

.
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The information that you entered will now be displayed as a new line where you will enter your budget request.

In the projected budget column, enter the salary amount for the requested position and either hit enter or tab.
You will notice that the benefits budget for the position will automatically calculate based on the predetermined benefit rate. The total requested amount will reflect both the salary and benefit budget request.
You may also enter any comments related to this request in the comment field.

After adding all temporary labor requests -- SAVE YOUR WORK
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Once all requests have been entered and saved, select the SUMMARY tab to confirm the request being
submitted. Each temporary position category will be listed separately and will display the total request, the
salary amount, and the benefit amount.

Once you confirm that this information is accurate, select SUBMIT.

Requests submitted through labor planning will transfer to the budget plan file so that requestors have a
complete picture of their budget request.

All temporary labor must be budgeted in the Other Labor tab.
Requests for new, permanent positions should be made through the college planning
documents, not through Axiom.

Important to Understand – Benefits
Benefits: A planning change you will see for unrestricted general fund budgeting is the inclusion of
benefits in labor budgeting process.
Benefit Rates: Axiom Labor Plan combines the benefits that each position category or employee is
eligible for. Although this is a combined benefit rate for the purposes of planning in Axiom, benefits will
be budgeted in Ellucian Banner by individual benefit account code.
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Budgeting for Non-Labor

When you have submitted the Labor Planning salary requests, return to the Budget Home Page Tab, still
featured above the taskbar. From the Home Page, select the Budgeting tab to begin.

Each budget initiator will have access to only those budget planfiles that they are responsible for. If an individual
is responsible for more than one planfile, the planfiles may be filtered by floating the cursor over the right side
of the “Planfile” column heading and the filter icon will appear. If filtering, we strongly encourage you to use the
“Contains” criteria.
All requests, including one-time requests should be included in the Budgeting tab – EXCEPT as outlined by each
college, such as those related to resource requests including Maintenance & Operations, Information
Technology, Marketing, and Professional Development.

Selecting the budget Planfile
Budget Plan Files Home Page – looks similar to earlier screen shots for Labor Planning Home Page.

Select the icon to the left of the Planfile to begin planning non personnel expenses and revenue.
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Initial view

After reviewing the overview tab, proceed by selecting the Budget tab.

Budget Tab
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Pay close attention to:
1 Attachment
o Requestor has the ability to add attachments that relate to their budget request(s) for this
planfile.
2 Planning block
o Within each planfile, there may be several planning blocks which represent program-activitylocation code combinations
o Planning blocks are based on combinations used in the current year or two previous years.
▪ If the program-activity-location code combination does not exist as a planning block,
please contact your campus budget office.
o Be sure to select the appropriate planning block before reviewing and entering a budget
request.
▪ You can move between planning blocks by selecting the hamburger next to the planning
block. This will display all planning blocks with budget or activity over the last three
years.
▪ If you need to submit a budget request for a planning block that is not available in your
planfile, contact your budget office.
o Requestors may enter budget requests on multiple planning blocks, as needed.
o Please see section on budget augmentations for specific budget requests that should not be
made through the Budgeting planfile.
3 Two years of historical expense data
4 Current year adopted budget
5 Next year budget request
o Enter the amount requested for each account, with the exception of requests that fall within the
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6
7

budget augmentation guidelines outlined later in this document.
o To add an account that is currently not visible for within a planning block, please see next
section.
o Be sure to SAVE YOUR WORK regularly.
Comments related to next year budget request
o Entered by requestor or reviewer specific to this FOAPAL budget request.
Scroll bar

As a requestor, be sure to review each of the planning blocks to ensure that your budget request is complete
prior to reviewing the consolidation summary tab.

Requesting a budget
To request a budget, enter the amount in the proposed budget column (section 5 above).
Although you cannot submit a request for temporary labor through the budget planfile, you will notice that any
temporary labor that you requested through the labor planfile has been brought forward to the budget planfile.
Select “Save” after entering all budget requests by planning block.

Adding new accounts to a planfile / planning block
To submit a budget request for an account that is not listed within the planfile and planning block, under the
appropriate non-labor expense category, select to add.
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Once selected, a pop-up window will
appear where it prompts for you to
select the account from a drop-down
menu. To identify the account you
wish to add, either scroll through the
drop-down or begin to type either
the account code or the description
to narrow down the results.
Select “Apply”.
The new account is now added to the budget tab and you can proceed with budgeting by entering an amount in
the proposed budget column.
Note: If there are no expense categories, select “Insert Budget Group”. From the pop-up window, select the
appropriate expense category and then proceed with the above directions on adding an account to the newly
added expense category.
Select “Save” after entering all budget requests by planning block.

Planning Review
The Planning Review tab will display the current year adopted budget, the consolidated budget request, and the
variance. This information is specific to the planfile selected. In addition, it provides a high level summary by
planning block.

Consolidated Summary
Although the information is similar on both the Planning Review tab and the Consolidated Summary tab, the key
differences include:
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•
•
•

The Consolidated Summary tab includes prior two years of actual expenses.
Both the Consolidated Summary tab and the Planning Review tab include the current year adopted
budget, the budget request, and the variance.
The Consolidated Summary tab allows you to drill down to the specifics of the broad category requests
by selecting the

icon.

Budget requestors may use either the Planning Review tab or the Consolidated Summary tab to ensure that their
budget request is complete.

Narrative Tab
Requestors are encouraged to complete the narrative tab prior to submitting their budget request. The
information in this tab pertains to the budget request for the planfile and is not FOAPAL specific.
Please refer to your college practices on documenting support for your budget request in your planning
documents.
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Attachments
If a requestor would like to include additional information that would be helpful in reviewing the budget
request, an attachment can be added to the budget planfile. Attachments can be included while on any tab of
the budgeting plan file.

Select the attachment icon from the top left and
follow the prompts to add the attachment to the
planfile.

After confirming that your budget request is completed, select the “SUBMIT” button from the top right.
Requestors can confirm that their request has moved to the next step in the workflow by revisiting the
homepage and noting that the workflow for the specific planfile is now at step 2.
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Budget Augmentations
Each individual college/campus is utilizing the budget augmentation process differently. Please see below for
the specifics.

District Office
Bakersfield College
Requests for increasing overall budget should be submitted as a budget augmentation.

Cerro Coso Community College
Only requests that are related to a resource type – Maintenance, Information Technology, Marketing, and
Professional Development – should be submitted as a budget augmentation.

Porterville College
Only requests that are related to a resource type – Maintenance, Information Technology, Marketing, and
Professional Development – should be submitted as a budget augmentation.

Requesting an Augmentation
From the home page, select the Budget Augmentations tab.
To submit a new request, select the “+ Add New Augmentation” from the right side of the screen.

In the pop-up window, you will be prompted to enter basic information:
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•

•

Augmentation Name: Enter a brief name for the augmentation request. You will be given additional
space to provide more information about your request on a later screen.
Selecting Owning Fund_Organization: From the drop down, begin entering the appropriate fund and
organization code. The results will be filtered as you continue to type the fund and organization code.
Select the appropriate combination of fund and organization code for this request.
Select Planning: From the drop down for planning, begin entering the appropriate program code. The
results will be filtered as you continue to type the program code. Select the appropriate combination of
program code, activity code, and location code for this request.
Resource Type: Select all that apply.

•

Once all fields are completed, select

•

•

.

You will now begin to enter the details of your request:
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On the General Tab, you have been provided additional space to expand on the description of the augmentation
request.
In addition, you are asked to make selections for three categories: Increase Type, Strategic Objective, and
Planning Document. Drop down menus have been provided to assist.

On the Schedules Tab, you can select “+ Add Direct Expenditure Account” IF both the account code and the
estimated cost is known. Since budget augmentation requests are often related to areas that are outside of a
budget initiators scope, these elements can be completed by the individual responsible for the resource area.
However, you will need to select “Apply” to add the account.
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On the Narratives tab, there are additional questions that relate to this specific request. Please do your best to
answer these questions as it provides both the individual responsible for that resource area and others that will
be reviewing the request with additional information.
If needed, you may also attach additional documentation using the paperclip icon in the top left corner.
Upon completion, SAVE and SUBMIT the request using the icons in the top right. You will have another
opportunity to add a comment for the next reviewer prior to clicking the final SUMBIT request. Then, the Budget
Augmentation Workflow screen will appear showing the request approval steps.
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Work Flow
There are unique workflow processes for the budget planfile, labor planfile and budget augmentations.
Once the workflow step is completed (submitted), those individuals will only have read only access to
those files.

Labor PlanFile workflow

2 - Budget Review
(Deans/Directors)

1 - Budget Requestor

3 - Budget Review
(Vice Presidents)

4 - Budget Office
Review (accuracy)

5 - Tentative Budget
Recommendation

Budget Planfile workflow

1 - Budget Requestor

2 - Budget Review
(Deans/Directors)

3 - Budget Review
(Vice Presidents)

4 - Budget Office
Review (accuracy)

5 - Tentative Budget
Recommendation

Budget Augmentation workflow

1 - Budget Requestor

2 - Budget Review
(Deans/Directors)

3 - Budget Review
(Vice Presidents)

4 - Resource Review

5 - Budget Office
Review (accuracy)

6 - Budget Committee
Review

7 - Tentative Budget
Recommendation

Individuals can monitor movement through the workflow processes from the homepage by selecting either the
Budgeting, Labor Planning, or Budget Augmentations tabs.

From the homepage, the
icon will provide additional information about the process for the budget planfile
and budget augmentation request.
After opening the budget planfile, the

icon will provide information about the workflow at the account level.

Timeline
Please refer to your college budget office for college-specific timelines.
24 | P a g e
August 2021

KCCD-AXIOM User Guide
v.1

Resources
If you have any questions, please feel free to contact:
District Office
Arlitha Harmon, Interim Chief Financial Officer
Arlitha.williams@portervillecollege.edu
559-791-2374
Bakersfield College
Mike Giacomini, Vice President of Finance & Administrative Services
Mike.giacomini@bakersfieldcollege.edu
661-395-4487
Somaly Boles, Budget Analyst
Somaly.boles@bakersfieldcollege.edu
661-395-4715

Cristal Rios, Budget Analyst
cristal.rios@bakersfieldcollege.edu
661-395-4094

Cerro Coso Community College
Lisa Couch, Vice President of Finance & Administrative Services
lcouch@cerrocoso.edu
760-384-6288
Porterville College
Arlitha Harmon, Vice President of Finance & Administrative Services
Arlitha.williams@portervillecollege.edu
559-791-2374
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