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Step 1: Log In to Axiom 

1. Open your web browser and navigate to: https://lanecc.axiom.cloud/. 
2. Select the "Lane SSO" login option. 

 

3. This will take you to the Lane credentials log in. 
4. Enter your credentials and log in. 
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Step 2: Select the Budgeting Module 

1. If you encounter an error upon login, select the dropdown menu labeled "Product Suite". 
2. Choose "Budgeting" to access the Operational Budget Planning section. 

 

 

Recommendation: Start your Budget Planning after you have completed reviewing and updating the Labor Planning information to ensure labor 
data is current before proceeding with budget planning. 
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Step 3: Open a Planfile (ORG) 

1. Navigate to the Budgeting tab on the home page. 
2. Click on a Planfile (ORG) by selecting the box with an arrow icon. 
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Step 3: Cont’d 

3. Use the Filter function to locate a specific Planfile if needed.  
4. You can filter your ORGs in the Budget header by clicking on the gray Budget box in the lower right-hand corner of the Budget header. Then 

enter the ORG number in the search box under “contains”.  
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Step 4: Navigate and View Budget Details 

1. When you open a Planfile (ORG), a new tab will appear in your browser. The Overview tab contains instructions about the process, a Legend 
with examples of how items appear in the Budgeting module, and reminders from the Budget Office.  
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Step 4: Cont’d 

 

2. Locate the dropdown arrows next to each budget account type: 
o Revenue 
o Personnel Expenses 
o Other Expenses (M&S - Materials & Supplies) 

3. Click on a dropdown arrow to view past and current budget data. 
4. Scroll to the right to see additional budget details if necessary. 
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Step 5: Select or Change a Fund 

1. By default, the Budget tab displays the system’s default fund. 
2. To select a different fund: 

o Click Save to store any current changes. 
o In the blue Proposed Budget box, click the fund selection icon, or “hamburger”. 
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Step 5: Cont’d 

 

 

 

o In the Select a Fund dialog, choose the appropriate fund. 
o Click Save to confirm your selection. 
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Step 6: Review and Adjust Budget Entries 

1. Check accounts to determine if you can make adjustments. 
2. Depending on your permissions and account type, you may: 

o Edit budget amounts directly in input fields. 
o Apply percentage increases or decreases using adjustment tools. 
o Use historical data to guide budget projections. 

3. Enter new values, ensuring they align with department planning guidelines. 
4. If a budget increase is 10% or $10,000 more than the FY25 budget, please be sure to enter an explanation in the “Narratives” tab.  

Recommendation: Remember to cross-check proposed changes against Department priorities.  
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Step 7: Save Budget Entries 

1. Review the Consolidated Summary Page to verify all figures. 
2. Click Save to store all modifications. 
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Step 8: Submit the Budget 

1. Navigate to the Submission Icon. 
2. Click Submit.  

 

 

Recommendation: If you submit in error, contact the Budget Office to move your entry back a step in the approval process.  


