
Loading Budgets Utilizing Axiom Software 

Labor Planning 

1. Log into Axiom here: https://mtu.axiom.cloud 

2. The home screen starts you off with the “Labor Planning” tab. There should be a list of all of your departments along with summary data. The data contained on the 

home screen is a combination of General Fund, General Fund Lab, and Auxiliary index information. Position Management data was extracted April 17th for the pre-

loaded S&W information. 

 

3. To enter S&W information for a department, select the  icon to the left of the department org/name combo. 

  

https://mtu.axiom.cloud/


 

4. The Overview tab contains brief instructions for the process. There is also a legend for symbols and fields you will encounter along the way. 

 

  



 

5. The Position Planning tab provides the information that was pre-loaded into the S&W budget data from Position Management information. This tab is for 

informational purposes only for FY23. Future functionality is possible in this section, but for this year, the data is for review purposes only. 

 

If you would like to review the details within a position, select the  icon to the left of the position you would like to review. 

  



 

6. The Other Labor tab is where you will make your fine-tuning adjustments to the S&W budget. The “Other Labor Adjustments $” column is where you will adjust the 

Index/Acct totals to finalize you S&W budget.  

 
Indexes and Account Codes that have had recent activity in them have been pre-populated. If you need to add in an Index/Acct combination, select the 

 icon in the bottom left corner below the Indexes listed. A box will appear on the screen for you to select your index and account code. 



 

7. When you are finished with your entries, you must save your progress utilizing the  button in the top-right corner of the screen. 

8. You can do your final reviews for the S&W information that is loaded on the Summary tab. 

 
The summary data is by index, so you can review the index amount loaded along with your total S&W loaded for the department. If necessary, you can return to the 

Other Labor tab to adjust any entries necessary. Remember to save your data when moving between the Other Labor and Summary tabs. 

9. When finished with the S&W budget load, you can run the report “FY Fringe Calculation Report” to obtain the fringe values needed for completing the budget load 

in the Budgeting section. 

  



FY Fringe Calculation Report 

1. In the top-left corner of the page, click on the  to open the main menu. 

2. Select the budgeting report: “FY Fringe Calculation Report” 

 
3. The report will display on the screen for you for your indexes. 

 

In the top-right corner of the screen, click on  to download an Excel file of the data on the screen. 



4. The “Total Fringes” column will be used within the Budgeting section to finalize the budget load. Instructions will be found in the Budgeting section of the 

instructions. 

  



Budgeting 

1. On the home screen, select the Budgeting tab. 

2. The look of the Budgeting tab is similar to that of the Labor Planning tab. Departments are listed with summary data for last year’s original budgets and the amounts 

entered for the FY23 budget load. You will notice that when you first enter the Budgeting home screen, the S&W amounts that were entered in the Labor Planning 

section are already found in the Budgeting section. 

 

3. To enter the remaining budget information for a department, select the  icon to the left of the department org/name combo. 

  



 

4. The Overview tab contains brief instructions for the process. There is also a legend for symbols and fields you will encounter along the way and a schedule of the 

Axiom budget load timeline. 

 

  



 

5. The Budget tab is where you will make the budget load entries by index. When you first enter into the tab, all of the categories will be condensed by category. Your 

budget entries will be made within the “Adjust $” column or “Proposed Budget 2023” column. 

 
When you click on the blue expand triangle next to the major categories, it will expand all of the sub-categories below it. If you click on the black expand triangle 

next to the sub-categories, it will expand to show you the individual account codes for loading your budget amounts. Please do not adjust the “Starting Point” 

column. For FY23, all starting points will be “Zero Based”. 

  



 

6. Sub-groups will be populated with account codes that have had recent activity. If, within a sub-group, you need to add an account code, you can do so at the bottom 

of the sub-group. For example, within the CONTRACTED SERVICES sub-group, you can add in an account code by selecting the  button below 

the last account code in the group. 

 
This will open up a box on the screen for you to select a calculation method. Always select “Input Adjustment – New Acct” and click “OK”. 

 
This will open up a second box for you to select the account code you wish to add. 

 
Once you add in the new account code (for this example, “E201 – Advertising” was added), you will see the new account code added into the sub-group. 

 
You can now enter in the “Proposed Budget 2023” amount desired. 



7. Continue entering in budget amounts for the index as necessary. If there was an S&W amount entered that requires fringes, find the fringe amount for the index in 

your “FY Fringe Calculation Report” and enter it into the FRINGE BENEFITS sub-category in the “Adjust $” column for B001. 

 

8. When finished entering in budget amount for the index, click the save button  in the top-right corner of the screen. 

9. To change indexes and enter in budget amounts for other indexes, click on the  symbol in the top right corner of the index box along the top of the screen. 

 
10. A box to select an index will appear for you to select your next index for entry. Highlight the index you wish to proceed to and select the save button. 

 
11. Continue entering in your budgets for your desired indexes. When finished entering all of your indexes, you can continue on to the IndexCode Review tab. 

  



 

12. The IndexCode Review tab allows you to see a summary of your budget load by index. If you would like to make any adjustments, you can return to the Budget tab 

to make the appropriate changes. Remember to save when moving between these two tabs. 

 

  



 

13. When finished with entry, you can move on to the Consolidated Summary tab. This will summarize all of the indexes for the department. 

 

  



 

14. If desired, there is a Narratives tab for you to enter in any notes you’d like to have for large changes to budget amounts. 

 
Remember to save before leaving the Narratives tab. 

15. When finished, there is a report available for you to review your budget load called “FY Budget Load by Category”. 

  



FY Budget Load by Category Report 

1. In the top-left corner of the page, click on the  to open the main menu. 

2. Select the budgeting report: “FY Budget Load by Category” 

 
3. The report will display on the screen for you for your indexes. 

 



4. This report is built to show you your totals by fund category and lab vs non-lab. In the top left corner, there is a filter button  to change the report to display these 

three options: 

a. Non-Lab General Fund Indexes (default) 

b. General Fund Lab Indexes 

c. Auxiliary Fund Indexes 

5. Within the filter menu, there are two filter fields to adjust to change between these three options. 

 
 

For Non-Lab General Find indexes, select the Fund Type of “General” and the Lab Ind of “N”. For General Fund Lab indexes, select the Fund Type of “General” and 

the Lab Ind of “Y”. For Auxiliary Fund indexes, select the Fund Type of “Auxiliary” and the Lab Ind of “N”. Once you update your filters, select  to update the 

displayed data for the report. 

6. If desired, in the top-right corner of the screen, click on  to download an Excel file of the data on the screen. 



 

Once finished with entering your budget data, feel free to contact the Budget Office to have the data reconciled to the Control Totals. This first year will likely see some 

areas to improve upon, so please let us know if you run into any issues or have improvement ideas along the way. You can contact either Nick Stevens (7-3279) or Tim 

Scullion (7-1916) and we can work with you to process this year’s budget load as smoothly as possible. 
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