
What is the Launchpad?
The blue navigation bar at the top of every Axiom page is called the Launchpad. This view allows for the 
easy manipulation of data within the results grid and offers access to individual records through links.The 
tabs on the Launchpad may vary depending on what homepage or record is being displayed. 

Axiom: Launchpad

Favorites 
Click on the star to view 
queries and records 
that have been saved to 
Favorites. 

Actions
Click on the lightning 
bolt to run procedures. 
Depending on what 
homepage, query, 
or detail screen is 
displayed on the page, 
different procedures will 
be available to run.

History
Click on the clock to 
see most recent search 
history. This icon allows 
for easy navigation to 
previously-viewed detail 
screens and query 
results.

Workspaces
Click on this icon to 
view Workspaces. 
Workspaces are 
folders - either shared 
or personal - in which 
queries and records 
can be saved.

Organize
Click on the plus icon 
for options to overwrite 
or save queries to 
personal or shared 
Workspaces and to 
delete records.

Search
Click in the Search 
bar to quickly look up 
individual records or 
queries. Note that the 
Search tool is also 
available in the expand-
ed navigation bar.

Navigate
Click on the rocket icon 
to navigate to various 
homepages. Homepag-
es are grouped together 
by category.

Help 
Click here to access 
Axiom documentation 
online.



Axiom: Homepages

Pop Out Icon
Use this icon to 
expand an embedded 
query into its own 
window. Expanding 
the query allows you 
to change the query 
design for more cus-
tomized results.

Calendar Tile
For quick navigation 
to department-specific 
events, click on the 
Calendar tile.

Embedded Query
Results from a query 
are displayed directly 
onto the page in a grid 
format.

Homepages
Axiom homepages are designed to allow for quick navigation. Queries that are used for similar purposes 
are organized together on the same query card. Each query card has a title that specifies the function or 
purpose for those particular queries.

Sorting
Sorting is possible 
within embedded 
queries. To sort, simply 
click on the column 
header that should be 
ordered.

Record Tiles
Certain homepages 
will have tiles that 
display record counts. 
These tiles allow users 
to quickly see query 
results without having 
to run the query itself. 
Click on the tile to view 
the underlying query. 

Cards
Similar queries are 
grouped together by 
function or topic on 
a card to streamline 
workflow and allow for 
easier navigation. 

Workspaces
Easily access a Work-
space that has been 
saved to a homepage. 

Add Button
Use one of several add 
buttons to insert a new 
record.

Important Queries
Certain queries are 
more frequently used 
than others. Use 
the query buttons to 
access these important 
reports.



Detail Screens
Detail screens allow users to quickly view information about a particular constituent, event, class, resource, 
and much more. Updating data or navigating to a related record is made simple and intuitive with the tools 
provided on the detail screen. 

Send Email
The @ symbol indicates 
that clicking on the email 
address in the field will al-
low you to send an email 
to this person through 
your email provider.

Dropdown Menu
Similar to ES2, click 
the arrow on a field to 
select a value from a 
dropdown.

Related Records
If this record 
includes a link to a 
related record, the 
query icon will take 
you to the related 
record.

Date Selection
Click on the calendar icon 
to select the appropriate 
date for fields such as 
birthday or event date. 

Update
Click the update button to save 
any changes that have been 
made to this record. If you try 
to navigate away from the page 
without updating first, a reminder 
message will pop up asking if 
you’d like to save the updated 
record.

More Information
Can’t find specific informa-
tion on the General tab? 
Use the full list of other 
tabs to the left of the Detail 
Screen to find specific 
information about your 
constituent.

Record Identification
Within the Launchpad is 
a bar that displays high- 
level information about 
the record. On a person 
record, this bar shows the 
person’s name and role.

Organize
The plus icon allows you 
to save this record to 
either a personal or shared 
Workspace.

Action
Click on the lightning icon to 
perform an action or run a 
procedure for this record. 

Audit Log
To see audit log 
changes for this 
record, click the Audit 
Log link.

Last Modification
Check to see the most 
recent change to this 
record at a glance. 

Axiom: Detail Screens



Workspaces
The Workspace functionality allows you to save queries, reports, and records in personalized locations. 
Workspaces are designed to serve as your filing system for either private or shared access, depending on 
your needs individually or as a department.

Choose an action Categorize and name Access your report

Save a Query or Record to a Workspace:

Axiom: Workspaces

Workspace
Within an existing Workspace, addi-
tional sub-Workspaces can be created 
as for better organization. Click the 
“Add Workspace” button to make a 
new Workspace for personal use.

Workspaces Access
To open the Workspace Overview, 
navigate to this icon. The icon is 
accessible from all pages within Axiom, 
including queries and detail screens.

Workspace Overview
The Workspace Overview provides a 
view of all Workspaces available to 
you. Pick an individual Workspace to 
access data and reports.

Queries
The Queries section offers a full list of 
reports saved within this Workspace. 
Saved reports display in alphabetical 
order for easy navigation.

Records
Individual records can be bookmarked 
and saved to a Workspace. Use the 
Records section to access frequented 
locations quickly and efficiently.

Add Notes
The Notes section can be used to 
offer a description of the contents 
within a Workspace. If the Workspace 
is shared, use the Notes to provide 
instructions to other users about 
particular reports.

Favorites
If you have a report that’s used more 
frequently than others, add it as a Fa-
vorite. You’ll also find this report using 
the star icon in the Launchpad. 



Axiom: Basic Query Design

What is a Query?
A query is the tool you’ll use for finding detailed information, displaying that information in various formats, 
and performing actions using your results. Understanding how to use a query is the key to unlocking your 
school’s data.

Move
Use the drag 
and drop icon 
to rearrange the 
order of your 
fields.

View
This icon 
indicates that 
you’ll see this 
field in your set 
of results.

Sort
Use this icon to 
set a sort order 
on your results. 
Clicking once sorts 
ascending; twice, 
descending; Shift + 
Click removes.

Sort Level
The sort level 
number displays 
the layer of 
sorting applied to 
the field.

Search
Can’t find a field 
you need? Use 
the search bar to 
type part of the 
name of the field 
in question.

Run
Running your query 
is essentially push-
ing “go.” Once the 
query is run, you’ll 
get results based on 
your query design.

Available Fields
This list presents a 
full catalog of pos-
sible fields. Double 
click on any field 
to pull it into your 
query design.

Remove a Field
Too many fields? 
Click this icon to 
remove this partic-
ular field from your 
query design.

Criteria
This setting 
answers the “what” 
question: what 
specific data are 
you looking for in 
this field?

Operator
This setting 
answers the “how” 
question: how do 
you want to search 
for data in this field?

Included FieldsAll Fields Field Properties



Comments
If you’ve saved a 
query and want 
to write notes or 
instructions for 
yourself or for 
others, the Com-
ments box  is the 
best location.

Filters
Use the filter set-
tings to determine 
how many rows 
are visible in your 
set of results after 
the query has 
been run.

Results View
To see your 
results in a different 
format, select one 
of the four options 
available. In order 
to use Calendar, 
Map, or URL Pre-
view, be sure that 
your results contain 
relevant data types.

Visibility Options
These options 
represent short-
cuts to change 
which columns 
are visible in your 
query results.

Background Color
Want to highlight a 
particular column in 
your results? Use 
the Background 
Color setting to 
change the shade 
of the field in the 
results.

Override Display
If you need 
to rename a 
particular field (i.e. 
“Full Name” to 
“Name”), use the 
Override Display 
to give the field a 
new description.

Column Group
If you want to 
visually group 
your columns 
together, use the 
column group 
function. Marking 
columns as part 
of the same group 
can help organize 
your results.

Subtotal
To add a sum to a 
subset of results, 
toggle this flag 
to “Yes.” Sorting 
must be applied 
in order for subto-
taling to function 
properly.

Summarize
Formerly known 
as “grouping” in 
ES2, the Summa-
rize flag can be 
set to roll up the 
query results to 
display a summed 
record count.

Column Options
The Column 
Options offer a 
variety of display 
formats to change 
how a field 
behaves within 
your set of query 
results.

Axiom: Advanced Query Design

Advanced Query Design
Query settings offer several tools for customizing your query results. These tools can be used for orga-
nizing the columns, highlighting a particular data set, and even changing the format of your query results 
display.



Action
Click on the lightning icon to 
perform an action (like batch 
updating) on this set of query 
results.

Query Results
The results of a query present your data as requested through the parameters set on the query design. 
This view allows the easy manipulation of data within the results grid and offers access to individual re-
cords through hyperlinks.

Axiom: Query Results

Results Grid
The results grid displays all data 
requested through the query design. 
This screen displays once the query 
has been run. Each column in the 
results originates from a field in the 
query design. 

Link
Any time the font displays underlined 
and in blue, a link is present. Click 
on the link to drill down into a single 
record. Be sure to check the column 
header to understand what type of 
record you’ll access through the link.

Select Records
Use the checkbox to select particular 
records. Having records selected from 
a query will give you the flexibility to 
batch update only specific records 
rather than all of the records in your 
query results.

Status Indicator
The asterisk symbol indicates 
that this query has been modi-
fied from the default template. 
The symbol also appears in the 
URL at the top of your browser. 
If you wish to revert back to 
the default, simply remove the 
asterisk from the URL.

Design
If you need to change your 
query settings, click the Design 
link. This link will bring you 
back to the query design page 
to redefine your search and get 
more specific results.

Organize
The plus icon allows you to 
save your query so that you 
can use it again. This button 
opens a menu with options 
for saving queries in different 
locations, from your Favorites 
list to your personal folders.




