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Streamline Your Capital Expenditure Process 

W E L C O M E  T O

Training CapExPlan - Super Users 

This training document helps you to understand the basic knowledge and as 

well as advanced functions of Capexplan 
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Introduction
Understand the basic knowledge 
and as well as advanced functions 
of Capexplan 
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This training document consists of two (2) parts:

◉ Part 1 is for acquiring a basic knowledge of Capexplan. This includes setting 
up a company’s structure and adding users, as well as creating and approving 
requests.

◉ Part 2 goes into the advanced functions such as budgets, fund allocations, 
projects/envelopes, and generating reports.



Training Capexplan

Basics -Training Capexplan

1. Workflow (Overall/Data)

2. User Interface

3. General Settings

4. Organization Chart

5. User Management

6. Approval Policies

7. Creation of Requests and Types

8. Approval Process

9. Approval Dashboard
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Training Capexplan

Advanced Functions

1. Allocations

2. Chart of Accounts

3. Budgets

4. Projects and Envelopes

5. Expense Tracking

6. Closing a capex

7. Reports
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Part 1: Basics of 

Capexplan
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OVERALL WORKFLOW
◉ Capexplan enables users to rapidly create 

requests for operational as well as capital 
expenditures.

◉ The idea behind Capexplan is to 
standardize the request creation task and 
streamline the entire approval process.
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OVERALL WORKFLOW /2
Understand the basic and advanced function

Create Capital Acquisition Request

◉ Create company org  chart

◉ Create and manage multiple budgets

◉ Allocate funds to business units

Approve Capital Expenditure

◉ Create unlimited number of approvers

◉ Approvers can comment, approve, 

question, or reject a request

Generate Reports

◉ Produce reports per cost, per reason, per 
business unit

◉ Conduct benchmarking of business units

Manage Capital Expenditure

◉ Add costs against expenditures

◉ Seek re-approval if over budget

◉ Track remaining funds
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DATA FLOW
Understand the basic and advanced function

Create Capital 

Acquisition Request

◉ Create company org  chart

◉ Create and manage multiple budgets

◉ Allocate funds to business units

Generate 

Reports

Approve Capital 

Expenditure

Manage Capital 

Expenditure

Import budgets and 
chart of accounts from 

accounting system /erp

Import data from 
Enexplan (users, org 

chart)

Use WBS numbering 

system to create 

requests

Integrate with SSO 

system for user access

◉ Create unlimited number of approvers

◉ Approvers can comment, approve, 
question, or reject a request

◉ Produce reports per cost, 
per reason, per business unit

◉ Conduct benchmarking of 
business units

◉ Add costs against 
expenditures

◉ Seek re-approval if 
over budget

◉ Track remaining funds

Export data to produce 
custom reports outside of 

Capexplan

Export data to produce 
custom reports outside of 

Capexplan



© 2021 CAPEXPLAN - ALL RIGHTS RESERVED.

Streamline Your Capital Expenditure Process 9

LOGIN
Understand the basic and advanced function

◉ To log into Capexplan, simply use any recent browser 
(Edge, Firefox, Chrome, Safari) and go to:

https://www.almiranta.com/CapExPlan

Enter your username and password. 
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LOGIC OF USER INTERFACE
◉ The User Interface is made to be intuitive. For the vast majority of fields, users will notice that 

there are no ‘save’ buttons. Generally, everything entered into the software is automatically 
saved. For example, users can start the creation of a Request and log out during the process. 
All information entered up to that point in time will be retained for later.

◉ Users will find that the logic of operation is the same for all menus. For example, most tables in 
the software can be sorted ascending or descending, by simply clicking on the column 
headers. Question marks placed in various pages will show pop-up windows with additional 
information.
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USER INTERFACE

The Capexplan user interface consists of two (2) main parts:

1. The menu section on the left.

2. The working section on the right

Understand the basic and advanced function

There are two small icons                located at the top left of the screen to enable users to show/hide the left menu  and 

to display the org chart.
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USER INTERFACE /2
Understand the basic and advanced function

The main menu has six (6) items:

1. Administration 

2. Budget

3. Capex Request

4. Manage

5. Reports

6. Help
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USER INTERFACE /3
Understand the basic and advanced function

◉ The Administration menu includes the sub-menus of 
Language, General Settings and Subscription Information

◉ The Budget menu is to Allocate Capital, Create/Edit and 
Manage Budgets

◉ The Capex Request menu includes the sub-menus of:

◉ Create/Manage Capex Request 

◉ Capex Approval Process

◉ Track Capex 
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USER INTERFACE /4
Understand the basic and advanced function

◉ The Manage menu includes the sub-menus of 
Manage Envelope/Project and Forex Rates

◉ The Reports menu includes the sub-menus of:

◉ Dashboard

◉ Portfolio

◉ Ongoing Projects

◉ Allocated Capital

◉ Amount Spent per Reason

◉ CAR (Capital Acquisition Request Analysis)

◉ Payback, IRR, ROI, NPV
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USER INTERFACE /5
Understand the basic and advanced function

◉ The Help menu includes the sub-menus of:

◉ Export Capex

◉ Search Past Capex

◉ Loan Calculator

◉ Calculate Amortization

◉ Simple Payback Period Calculator

◉ IRR Calculator

◉ NPV Calculator

The main menu section also contains links to other 
software of Almiranta, EnexPlan and RealexPlan for 
users with access.
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GENERAL SETTINGS
Understand the basic and advanced function

The general settings are used for: 

◉ Basic settings (currencies, cost of capital, dates…etc) under Account

◉ Creation of the company’s org chart under Organization Structure

◉ Creation of the chart of accounts (if needed) under Chart of Accounts

◉ Creation of normal users by super users under User Management

◉ Approval policies under Approval Policies 

◉ SAML SSO configuration under Single Sign-on/APIs
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GENERAL SETTINGS 
- BASICS
Understand the basic and advanced function

◉ The first tab, Account, contains four (4) 
sub-tabs, Basic Settings, Advanced 
Settings, Custom Fields and Transfers.

◉ The Basic Settings tab is where the super 
users establish the first group of 
company-wide settings.
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BASIC SETTINGS – BASICS /2
Understand the basic and advanced function

◉ Test mode e-mail: This will force the system to redirect all outgoing emails to this address for testing 
purposes for example. Leave this field for normal operation.

◉ Business Unit Permissions: This indicates where the general settings will apply.

◉ Fiscal Year Start: Used for budget purpose.

◉ Permitted Currency: The currencies that the account can use when creating requests.

◉ Currency Precision: This is for showing rounding numbers in the budgets and other places. Default is None, 
meaning the numbers would not be rounded.

◉ Enable Currency Consolidation: allow user to convert all budgeted and spent amount into one of the 
permitted currencies for consolidation.
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BASIC SETTINGS – BASICS /3
Understand the basic and advanced function

◉ Cost of Capital: This is the discount rate that is used for the 
financial calculations like NPV. This can be set per country 
for all the countries using the permitted currencies. The Lock 
checkbox enables the Super User to block the editing of the 
Cost of Capital field in the capex request.

◉ Tax Rate per Country: This is where the Super User 
determines the tax rate for each country. The tax rate will be 
used in the calculations of the financials when creating a 
request. The Lock checkbox enables the Super User to 
block the editing of the Tax Rate field in the capex request.
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BASIC SETTINGS – BASICS /4
Understand the basic and advanced function

Flexible Max Over Budget

◉ Max % Over Budget: This is the maximum % of spent over approved request that users can engage before 
the system forces them to get reapproval (before entering more expenses).

◉ Capexplan enables Super Users to customize when a request is over an approved limit. The Max over budget 
function enables the Super Users to set a percentage over the approved limit to be spent.

◉ By default, the Max % over budget field shows the simplified method. Super Users only need to add a 
percentage. Once the spend for a request reaches the approved amount plus the percentage allocated, 
Capexplan will block any entries of new spend.
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BASIC SETTINGS – BASICS /5
Understand the basic and advanced function

Flexible Max Over Budget:

Switching to the Detailed method, it is possible to assign a series of conditions to when the Max over budget will 
be triggered, in both percentage and amount spent.
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BASIC SETTINGS – BASICS /6
Understand the basic and advanced function

◉ Date format: This is how the date is set for the company

◉ CAR numbering: This enables the super user to assign custom 
Numbers to business units or groups when creating requests.

Use dash (-) between numbers: This would force the system to 
insert a dash between each series of numbers. 

e.g. MC-S1-G11-BU111-2020-1

◉ Approval Policy: Enables the account to use sequenced or 
parallel approval mode, or both.
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BASIC SETTINGS – BASICS /7
Understand the basic and advanced function

◉ Allow Project and Envelope creation without approval: This feature enables users to create projects and 
envelopes and get them automatically approved, without any approval process.

◉ Allow Super User to modify Request without reapproval: This feature allows the Super Users to be able to 
edit requests during the approval process without having to go through the reapproval process for the 
approvers that have already approved the request. Note: this feature should be used with caution.
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BASIC SETTINGS – BASICS /8
Understand the basic and advanced function

◉ Hide Reasons default values: This will hide all the 
default ‘Reasons’ in the software.

◉ Block creation of Envelopes: This prevents users 
from creating envelopes.

◉ Create Executive Summary automatically: This will 
include an executive summary on all requests 
created.
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BASIC SETTINGS – BASICS /9
Understand the basic and advanced function

◉ From Email and From Name: These two fields enable 
the Super User to change the domain name and the 
sender name for all emails sent to approvers. While 
emails will continue to be sent by Almiranta, the 
‘from’ email domain and name will be changed to 
whatever the Super User enters.

◉ Force Cost Breakdown and Disbursement to match 
Requested Amount if data is entered.

◉ Allow Multiple Capex per Budget Item: This will 
allow users to create multiple Capex requests with 
the same Budget.



© 2021 CAPEXPLAN - ALL RIGHTS RESERVED.

Streamline Your Capital Expenditure Process 26

BASIC SETTINGS – BASICS /10
Understand the basic and advanced function

◉ MANDATORY COMMENT ON DISAPPROVAL: 
Capexplan has a setting in the General Settings, Basic 
Settings tab, that forces users to enter a comment upon 
disapproval of a request. The goal is to provide the 
request initiator (and all approvers) with information on 
reasons for the disapproval. 

Once activated, when approvers reject a request, a 
pop-up window will seek for their comment. The 
comment will be shown in the Audit Log.
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BASIC SETTINGS – BASICS /11
Understand the basic and advanced function

REQUEST BUDGETED/NOT BUDGETED BY DEFAULT: 

◉ In the General Settings >> Basic Settings, that feature enables the Super Users to set by default the request 
field question on the requested item being budgeted or not.

◉ To the question: is this item already budgeted?  The Super Users can set NO by default. This can be practical 
for companies not using the budget function and usually creating non budgeted requests. Users creating the 
requests can always manually change their choice.
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BASIC SETTINGS – BASICS /12
Understand the basic and advanced function

ENABLE APPROVAL OF TRANSFER

◉ This will force the user to seek approval from his 
superior, the Transfer Approver, for the Capex 
transfer.
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BASIC SETTINGS – BASICS /13
Understand the basic and advanced function

VARIABLE REMINDER:

◉ If users do not review (approve/reject) a request, the Super Users can remind the user using the 
Reminder function. The problem is that the original function was set to remind the users every 24 hours.

◉ The new feature provides a flexible global setting for reminding users. This global frequency setting is set 
by the Super Users and can range from 1 to 31 days. This setting will determine the frequency of the 
reminders for all users.

◉ To view the setting, simply go to the General Settings >> Basic Settings and look for the function at the 
bottom of the page.
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BASIC SETTINGS – BASICS /14
Understand the basic and advanced function

VARIABLE REMINDER/2

◉ Capexplan provides Super Users the ability to set different Reminder periods per user. This can be practical if 
one user (ex: the CEO) wants to have a different period than the rest of the company. The Reminder period 
will be used if one is set for the user. If no period has been set for the user, then the default global frequency 
will be used.

◉ To view the setting, simply Edit the selected user in the Attached Accounts and select the General Setting 
Tab. You can then select the Period in days for the user.
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BASIC SETTINGS – BASICS /15
Understand the basic and advanced function

CUT-OFF DATE

◉ This is to define the date from which changes to budgets 
and requests are not allowed (until the end of the selected 
month), for financial exercise reasons.

◉ It can be applied to all Entities or specific ones.
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BASIC SETTINGS – BASICS /16

Understand the basic and advanced function

Set Approvers according to Asset Type only

◉ Asset Type: This is to force the approval flow to consider the Asset types only.

◉ Stage Type: This is to force the approval flow to consider the Stage types only.
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BASIC SETTINGS – BASICS /17

Understand the basic and advanced function

Approval Policy Types

◉ Approval by limits: the approval flows are set according to the limits of approval amounts 
of approvers.

◉ Approval by Titles: the approval flows consider the title of approvers, according to pre-
established approval orders. This flow would not consider the approval limits of approvers 
(unless otherwise defined as Exceptions).

◉ Approval by Creators: this allows the approval flow to differ according to the Capex 
creator, which would call for a specific group of approvers, who will approve in sequence 
according to their approval limits and orders.
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BASIC SETTINGS – BASICS /18

Understand the basic and advanced function

◉ Allow creation of capex without request number: By default, 
during the Capex creation, users are asked to click on the 
<Suggest> button to seek for a standardized number. This will 
allow users to not having a number during the process, and 
complete it in later phases.

◉ Disable manual entry of amount requested: This setting 
disables the manual entry of the Amount Requested field for 
budgeted requests. Users will only be able to select amounts 
from the budget.

◉ Use Only Shortforms: this will force users to create Capex 
using predefined forms, with limited fields selected from the 
full version by the super user. See Shortforms section for the 
forms setup.
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BASIC SETTINGS – BASICS /19

Understand the basic and advanced function

Tracking Actual Amount Update from:

◉ Invoice

◉ Reception

Which can be entered manually in the system, or imported directly from the ERP 
system.

Allow users to create requests on behalf of others: This allows the Capex creator 
to specify on the request form, the person for whom the Capex has been created.
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BASIC SETTINGS – BASICS /20

Understand the basic and advanced function

◉ Allow Delete Approved Capex: This setting enables Super 
Users as well as the Account Admin to delete capex requests 
even after they have been approved.

ATTENTION! This powerful function should only be enabled    
when a specific request needs to be deleted. It is strongly 
suggested not to leave this setting enabled in order to prevent 
unintentional deletion of approved requests.
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APPROVING STANDALONES FROM PROJECTS

PROJECT MANAGER TO APPROVE STANDALONES

A setting in the General Settings, Basic Setting allows 
the project assignees to approve standalone capex 
requests once a project has been approved. To 
enable this setting, simply select the checkbox 
‘approve Standalone from Project’

Hiw

HOW IT WORKS

Users create a capex request as a project and 
assign a project manager from the field ‘assign 
to’. Once the project is approved, the assignee 
can then create and approve as many 
standalone capex requests as the assignee 
wants, provided that the total amount of all 
standalones is no more than the approved 
project amount.
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ADVANCED SETTINGS
Understand the basic and advanced function

Advanced Settings :

◉ The Advanced Settings enables the super user(s) to create cost types that can be used during the request 
creation to provide approvers with detailed information on the various costs that compose the request.
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ADVANCED SETTINGS /2
Understand the basic and advanced function

◉ Asset Type: Specific types of assets requiring different approval flows, such as IT equipment.

◉ Equipment Type: Specific or Family of equipment type, such as oven, chiller etc. or production HVAC.

◉ Status Type: Status of this Capex, such as New, Re-approval, Add-on etc.

◉ Asset Category Type: Can replace Equipment Type.

◉ Asset Sub-Category Type: To define specific Asset Category. E.g. ‘Oven’ under ‘Production’.

◉ Analysis Code Type: to enter specific Code for Financial analysis purpose (optional)



© 2021 CAPEXPLAN - ALL RIGHTS RESERVED.

Streamline Your Capital Expenditure Process 40

ADVANCED SETTINGS /3
Understand the basic and advanced function

◉ Cost Type: Different types of applicable costs for the capex, such as planning, engineering, equipment, shipping, 
labor, contingencies etc.

◉ Initial Investment Type: to categorise the Capex type, whether it’s a New installation, Scheduled replacement, 
Emergy repair etc.

◉ Saving Type: Any savings related to this capex, such as Energy, Labor, Maintenance reductions  or Improved 
Efficiency etc.

◉ Additional Cost Increase Type: Any costs increase related to this capex. Such as in Energy, Labor, Maintenance, 
Supervision etc.

◉ Additional Sale Type: Any Sales increase generated by this capex, such as Organic Sales, New contrats, New 
Product Launch etc.

◉ Sales Cannibalization Type: any cross-effect by this capex to sales, such as Direct Cannibalization, Transfer from 
or to other plants, Product discontinued etc.
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ADVANCED SETTINGS /4
Understand the basic and advanced function

Capexplan enables users to close a capex request using the Close function (see following page). The Super 
User can define the fields that will be needed in the closing page, such as new equipment information as 
well as information for the equipment to be replaced.
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ADVANCED SETTINGS /5
Understand the basic and advanced function
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ADVANCED SETTINGS /6
Understand the basic and advanced function

Capex Field Obligatory Configuration:

◉ This is to select all applicable columns to configure Capex 
Field.

◉ Priority Levels: to define the priority levels of the Capex, 
such as High, Normal, Low.

◉ Alerts: To set alarm types, applicable fields, their 
threshold, and whom to notify. 

◉ Capex Reasons: To specify reasons for the Capex request.

◉ Capex Exceptions: To specify the Exceptions for Capex 
which, if selected, will call for additional actions to the pre-
established approval flows.

◉ Capex Types: To specify types of Capex, such as IT.

◉ Capex Sub-Types: To specify Sub-Types of Capex, such as 
IT/Server.

◉ Other Fields: This field can be adapted for special needs.

◉ Outcome vs Plan Questions: Set up questions to request 
answers if the outcome exceeds what has been planned.

◉ External Help Link: <see last sections of this document>
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PRIORITY ASSESSMENT

CREATING PRIORITIES WITH MULTIPLE RATINGS

The Priority Assessment field section, located in the Advanced Settings, under the 
General tab allows users to define a series of priority criteria and assign each of them 
multiple ratings.

When users create the capex request, they can select the criteria from the drop down 
menu in the Priority Assessment field.

ADVANCED SETTINGS /7
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ADVANCED SETTINGS /8
Understand the basic and advanced function

◉ Alerts: This allows the super users to establish different Alerts with various trigger 
points to notify selected users.. 
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ADVANCED SETTINGS /9
Understand the basic and advanced function

◉ Monthly FX Rate: This allows the super users to fix an exchange rates for each of the 
selected months throughout the company. 

◉ These rates can be applied to convert Request Amount and/or for Budge Overview.
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ADVANCED SETTINGS /10
Understand the basic and advanced function

Tracking page: This is to set up the fields to shown in the Tracking page, for Purchase Order, Invoice and Reception. 
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ADVANCED SETTINGS /11
Understand the basic and advanced function

Shortforms: Shortforms are forms in lighter version created by super user to simplify the Capex requests. They can 
imitate for example the company’s existing forms.

Numerous shortforms can be created per type of requests, e.g., for laptop purchasing, or for capex of lower values.
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ADVANCED SETTINGS /12
Understand the basic and advanced function

Shortforms: they come with some default fields, and super user can add additional ones, by dragging them from the 
supported fields table and then dropping to the Form table.

The positions of fields in the Form can be rearranged, and each field is resizable.

The Shortforms tab can be hidden through Custom Fields 
menu.
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CUSTOM FIELDS
Understand the basic and advanced function

The Custom Fields tab allows the super 
user(s) to add custom fields in any page of 
the request creation process. It also allows 
for adding completely new pages to the 
request creation process and insert new 
fields in these newly created pages.
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CUSTOM FIELDS /2
Understand the basic and advanced function

The Custom Fields tab contains a section where 
the Super User can Rename some fields and 
elect to show or hide them.



© 2021 CAPEXPLAN - ALL RIGHTS RESERVED.

Streamline Your Capital Expenditure Process 52

CUSTOM FIELDS /3
Understand the basic and advanced function

◉ These fields allow Super users to add 
explanations to guide users to input proper 
data.

◉ Any information noted will be visible to users 
when they mouse-over the question mark 
within the Capex Request pages.
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CUSTOM FIELDS /4
Understand the basic and advanced function

The Custom Fields tab contains a section where the Super User can elect to show or hide some fields.
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CUSTOM FIELDS /4
Understand the basic and advanced function

Editing Colors in Current Capex Request Page

◉ Super Users can edit the colors of all status in the Current Capex Request page.

◉ To edit the colors, simply go to the General Settings, Custom Fields and locate the Edit Status Colors section.

◉ Clicking on the colored boxes will open the color selection. Simply select a color and it will automatically 
change the status setting.

◉ It is recommended to set very soft colors as flashy colors can make it difficult to read.

© 2021 CAPEXPLAN - ALL RIGHTS RESERVED.
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CUSTOM FIELDS /6
Understand the basic and advanced function

The Company logo can be added to the main page, as well as the executive summary 
pages. Simply select the logo and upload it.
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MY SETTINGS
Understand the basic and advanced function

On the My Settings tab, the user(s) can modify some of the settings.
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MY SETTINGS /2
Understand the basic and advanced function

◉ Default Timezone: This should be the timezone of the head office.

◉ Date format: 3 different formats are available.

◉ For any capex request that I am an approver for, receive 
notifications: This option allows the approvers to receive all actions 
associated with the approval process, or only those they need to 
respond to.

◉ Approval Notifications: If I am an approver on a capex request: This 
option allows the approvers to receive all notifications when a capex is 
approved, or only those submitted by them.

◉ Disapproval Notifications: If I am an approver on a capex request: 
This option allows the approvers to receive all notifications when a 
capex is disapproved, or only those submitted by them.

◉ Allow  for dropdown window: This feature enables the users to be 
able to select business units directly in the request, in addition to the 
default selection from the left menu section.

◉ Save my filter settings on Capex List : This enables the users to keep 
a personal settings on Capex list

◉ Set Session Timeout To : This is to define the inactive time after which 
the user would be logged out. Tha maximum is 120 min.
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TRANSFERS
Understand the basic and advanced function

Please refer to Tranfer Function pages.
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SORTING USERS
Understand the basic and advanced function

In the Modules Permissions, under the User 
Management Tab, it is possible to sort the user 
name as well as the user title by simply clicking 
on the header of the columns. This will sort the 
rows A-Z and Z-A.
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MENUS
Understand the basic 

and advanced function

Users can use a Expand all (+) at 
the head office level to open up 
the entire structure of the 
company.

Clicking back on the Collapse all 
(-) next to the head office will 
close the structure, leaving only  
the first level visible.
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ORGANIZATION CHART
Understand the basic and advanced function

The org chart function enables super users to recreate the company’s structure.  The chart is used for the approval 
process as well as for a number of reports.
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ORGANIZATION CHART /2
Understand the basic and advanced function

◉ The org chart includes a number of functions 
to enable super users to create business 
units and other categories of units.

◉ To add an org chart box, simply click on the 
first top box. A pop-up window will enable 
the user to Edit, Add New Child, Delete or 
create a Custom View.
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ORGANIZATION CHART /3
Understand the basic and advanced function

Users can add Categories to the org 
chart by selecting the Manage 

Categories button. 

A pop-up window will then appear to 
add or delete Categories.
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ORGANIZATION CHART /4
Understand the basic and advanced function

Once completed, the super user can view the 
org chart in detail on the left menu by clicking 
on the org chart icon located at the top of the 
screen



© 2021 CAPEXPLAN - ALL RIGHTS RESERVED.

Streamline Your Capital Expenditure Process 65

ORGANIZATION CHART /5
Understand the basic and advanced function

Normal users will only see the portion of 
organization chart that is associated with their 
permission level.
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USER MANAGEMENT
Understand the basic and advanced function

◉ The User Management tab is located in the general settings. The tab contains four (4) sub-tabs for showing the 
basic account information, viewing the existing users (attached accounts), creating new users, and setting the 
permissions per user.

◉ In the Create New User Account tab, the super user can create normal users and assign them to a business unit or 
group of units.

◉ A super user can also create additional super users which

◉ will have the same administrative rights as the first super user.
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USER MANAGEMENT /2
Understand the basic and advanced function

To create a sub user (normal user), simply complete the fields and click on Create New Account at the bottom. By default if 
NO username is entered in the username field, Capexplan will use the email of the user as the username for the login.
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USER MANAGEMENT /3
Understand the basic and advanced function

Select the blue link at the top right if many users need to be imported at once via an Excel spreadsheet
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MULTIPLE BUSINESS UNIT PERMISSIONS

◉ The Multiple Business Unit Permissions function enables
Super Users to assign flexible permissions to users.
Previously, when a Super User assigned permissions to a
group of business units, the normal user had access to all
business units under the group. Granting permissions to
business units in another group required that the Super
User grant access to higher levels in the org chart in order
to include all the groups.

◉ The new function enables Super Users to pick and choose
which business unit or groups of business units the normal
user will have permissions on.

Understand the basic and advanced function
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MULTIPLE BUSINESS UNIT PERMISSIONS /2

◉ To assign multiple permissions, simply go to the Attached Accounts sub-tab in the User
Management tab of the General Settings.

◉ Find the user you want to assign multiple business unit permissions and click on the Edit
icon (the first one in the list).

◉ Select the first business unit or group of business units that you want to assign to the user
and click on the green and white + icon.

◉ Once completed, you can add additional business unit permissions to the user by selecting
them and clicking on the + icon each time. The user will now have access to all business
units or groups of business units that you have selected. To remove a permission, simply
click on the red X.

Understand the basic and advanced function
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MULTIPLE BUSINESS UNIT PERMISSIONS /3
Understand the basic and advanced function
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MULTIPLE USER SET UP
Understand the basic and advanced function

The access permission profiles of users can be 
saved as a standard ones, which can be applied 
to new or selected existing users.

For existing users: click on permissions button 
which would open the select Profile window.
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APPROVAL POLICIES - GENERAL

The approval polices are what drive the approval flows. 
Capexplan has flexibility in order to mirror the flow of approvals 
to your company/organization.

Basic Flow

The basic approval flow consists of using the company org chart 
and assigning a different limit to each user. The Super User can 
assign one limit per user or mutiple ones, in one or in multiple 
currencies.

Understand the basic and advanced function
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APPROVAL POLICIES – GENERAL /2
Understand the basic and advanced function
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APPROVAL POLICIES
Adding approvers to the approval flows

◉ For each business unit, department, or group of the company, the super user will create an approval flow. The super 
user adds the users to the flows and then determines the maximum amount (in dollars or other currency) that each 
user can approve as an expense. 

◉ It is also possible to create approval groups for special projects

Menu: General Parameters – Approval policies
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APPROVAL POLICIES/2
Approval policy types

Capexplan enables the Super User and Admins to create 3 types of approval policies

◉ Approvals by LIMITS

◉ Approvals by TITLES

◉ Approval by CREATORS

Menu: General Settings – Approval Policy Type
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APPROVAL POLICIES BY LIMITS
Overall logic

The approval by limits uses currency limits for each business unit of the company. The logic for the approval 
process using this type is as follows:

1. The lowest approval limit at the level of the capex request will approve first.

2. If the requested amount is higher than the approval limit of the first approver, the request will then be 
sent out to the second approver which has a higher approval limit.

3. If the requested amount of the capex is higher than the second approver, Capexplan will seek a 3rd

approver with a higher approval limit.

4. The software will stop reaching out to new approvers when it has reached an approver that has an 
approval limit high enough to approve the amount requested.
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APPROVAL POLICIES BY TITLES
Overall logic 

The approval by titles is the most extensive flow of approval because it uses a combination of titles, limits, and 
potentially exceptions to reach out to the  approvers. The logic for the approval process using this type is as 
follows:

1. A user creates a capex request. Capexplan will then use the business unit name for which the capex 
request has been created and reach out to the user which has the working title of the first approver in 
the approval flow in that business unit. 

2. The software will then find the user which has the working title of the second approver in the flow.

3. The software will continue this process until it has reached out to all users that have the working titles 
of the approvers in the approval flow. However, this process can be altered by:

1. Adding exceptions

2. Adding Managers of the users (Manager of user and manager of manager)
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APPROVAL POLICIES BY CREATORS
Overall logic

The approval by creators uses a mix of the capex creator and the company’s approval limits in order to reach 
out to approvers. The logic for the approval process using this type is as follows:

1. For each capex request creator, a specific approval flow is previously created. This will determine the 
list of approvers that will potentially need to approve, depending on the amount requested. Each 
unique capex request creator has his/her own approval flow. 

2. If the requested amount of the capex is higher than the approval limit of the capex request creator, 
then Capexplan will seek the approval of the second approver in the approval flow.

3. If the approval limit of the second approver is not high enough to approve the request, the software 
will reach out to the 3rd approver in the approval flow.

4. The software will stop reaching out to new approvers when it has reached an approver that has an 
approval limit high enough to approve the amount requested.
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APPROVAL CURRENCY
Overall logic 

If a company approves all request in a single currency, it is possible to set an Approval Currency for the entire 
company. The field named Approval currency for company allows users to select the unique approval 
currency. this setting is located in the basic setting

If users create a request in any other currency than the approval currency, the software will display both the 
amount requested in the selected currency, as well as an equivalent amount in the approval currency. The 
software will use the amount in approval currency for the approval flows. By default the FX rate will be the 
current international rate. However it is possible to enter monthly, quarterly, annual exchange rates and use 
them for the approval currency, if the check box is enabled
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RECOMMENDERS
Overall logic 

In addition to being able to add users as Approvers, Observers, and Notified, it is also possible to add users as 
Recommenders in the approval flows. The recommenders do not approve or disapprove an request, but their 
recommendation (positive or negative) is required in order for the capex request to be approved.

To add users as recommenders in the approval flow, simply select Recommender in the approval field on the right

Users will then be added as recommenders in the approval flows and will se shown as such on the capex approval page

User will be notified of a request via email and will be invited to provide a recommendation. Users can recommend by 
clicking on the Recommend button or provide a negative recommendation by selecting the Don’t Recommend button. It 
is suggested that users provide a comment in the event that they provide a negative recommendation.



© 2021 CAPEXPLAN - ALL RIGHTS RESERVED.

Streamline Your Capital Expenditure Process 82

APPROVAL TREE
Understanding the function

◉ The tab Approval Tree uses the company’s org 
chart previously created in the general 
settings.

◉ Simply select the business unit (or group of) to 
work on and then select which user to add. 
Once a user is added, it is possible to assign an 
Approval Policy Type (Limit, Title, or Creator). .

Menu: General Parameters – Approval policies
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Approval by Limits
◉ The approval flow is defined by the limits of approvers. 

◉ The approval order field is simply there to determine the sequence of approval (if the request is submitted in 
sequenced mode) if two approvers have the exact same approval limit.

◉ The Non budgeted Approval Limit can be hidden via Custom Fields tab.

APPROVAL TREE BY LIMITS
Creating flows
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Approval by Titles

◉ Other than setting an approval flow by amount, it is possible to select one per the titles of approvers.

◉ The approval flow will follow the hierarchy per the Org Chart, with their approval orders which are editable. 
Exceptions can be set for special approval limits or types.

APPROVAL TREE BY TITLES
Creating flows
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Approval by Creators

◉ It is also possible to select Approval Type per the Capex Creator.

◉ This allows the approval flow to address to a specific group of approvers depending on the Capex creator, 
according to their approval limits and orders.

APPROVAL TREE BY CREATORS
Creating flows
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APPROVAL GROUPS
Understanding the function

◉ It is possible to create special approval groups. These special 
groups can include any user and can be created for any need.

◉ Once the group is created, it will appear under the approval 
tree tab and it will be possible to add users to it.
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APPROVAL BY ASSET TYPES
Creating and adding types 

It is possible to create special approval 
groups per Asset Types with different 

approval flows.

Once the Asset Type is created, it will appear 
under the approval tree tab and it will be 

possible to add users to it.

In order to activate the Flow, select Asset Type 
in the Set Approvers under 

General Settings >> Account >> Basic Settings.
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EXCEPTIONS
Logic of function

◉ In the approval policies, it is possible to add Exceptions. An 
exception is simply a condition to add a users to the approval 
process in the event that a field in the capex request meets a 
specific condition

◉ Once the condition is met, the user will be added to the approval 
group, in the role that the super user determined (approver, 
observer, recommender). t

HOW IT WORKS

Super Users can add exception by simply 
selecting the exception field in the exception 
column of the approval policies. This will open 
up a drop down to enable the selection of the 
condition.
It is possible to add multiple exceptions and 
assign a logic ‘OR’ or ‘AND’
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APPROVAL TREE BY USERS
Viewing all approval limits for each user

◉ It is possible to assign different approval limits to a same user. Simply select the Approval Tree by Users tab 
and add the branches of the org chart where the user has approval responsibility. 

◉ Then, simply add the approval limits for each branch.
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OBSERVERS
Understand the basic and advanced function

It is also possible to add users as observers only. Observers will receive the same information & are allowed to 
add comments as the approvers, but do not approve the requests.
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SINGLE SIGN-ON (SAM SSO)
Understand the basic and advanced function

The super user can setup the single sign-on by entering the IDP entity id as well as the other IDP related information

Menu: General Parameters – SAM SSO
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CREATING REQUESTS

◉ A user can create requests for expenses. The expenses can be operational or capital. In
Capexplan, the request is named CAR (for Capital Acquisition Request).

◉ The process consists of following the pages of the request and completing each field.

◉ Once the request is completed, the user can send it for approval. There are two (2) ways of
sending a request: Parallel and Sequenced.

Understand the basic and advanced function
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CREATING REQUESTS /2
Understand the basic and advanced function

Users start by entering the basic description of the request and assign it to a business unit. The Start button at the 
bottom will start the creation of the request. 
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CREATING REQUESTS /3
Understand the basic and advanced function
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CREATING REQUESTS /4
Understand the basic and advanced function

◉ The General Information Tab contains a number of fields that can be customized, such as the Reason, the Type and 
Subtype.

◉ Users can also indicate if the request is Standalone, part of a project or an envelope. 

◉ The field Reason for Capex on the General Information tab contains list of reasons if they are predefined in: 

>>

Under:

◉ Other fields such as Types and Subtype follow the same logic.
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CREATING REQUESTS /5
Understand the basic and advanced function

The Detailed Information tab is for entering the amount requested, giving the request a number (a warning will display if 
number already exists), as well as assigning a priority level and providing the approvers with alternatives considered.
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CREATING REQUESTS /6
Understand the basic and advanced function

The Cost Breakdown tab allows the users to enter detailed information on costs and timeline. Field names can be 
customized. These information will be added to the executive summary if an executive summary is created.
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CREATING REQUESTS /7
Understand the basic and advanced function

◉ In the Cost Breakdown page, there is a
Contingency field. This field enables users to
add a contingency in Currency (ex: $) or in
percentage (%) when providing the cost
breakdown.

◉ By default, the contingency is set to currency.
Clicking on the % icon will enable users to
enter a percentage amount and the
contingency will be auto-calculated. Clicking
back on the currency symbol will revert back
to the default.

NB. The Contingency should be place 
in last line to include all above costs.
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CREATING REQUESTS /8
Understand the basic and advanced function

At the Savings and Grants tab users can provide 
information on various types of savings that the 
request will provide. Grants/Incentives can also 
be entered. 

In both cases the last row is left blank 
as shown in this example.
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CREATING REQUESTS /9
Understand the basic and advanced function

The Equipment & Suppliers tab enables users to 
add details of multiple equipment to the request. 
Simply click on the Add Equipment button to add 
more.
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CREATING REQUESTS /10
Understand the basic and advanced function

◉ The Financial Details tab provides information on the return on investment of the request. 

◉ Users can edit the fields to adapt the request to their needs.
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CREATING REQUESTS /11
Understand the basic and advanced function

Detailed Investment Analysis

◉ The Detailed Investment Analysis feature enables users to enter savings, additional costs, sales, and investments, in 
detail. This feature includes two parts:

◉ The first part enables Super Users to create Saving Types, Additional Cost Types, Additional Sales Types, Sales 
Cannibalization, and Initial Investment Types. For this, simply go to the General Settings, in the Advanced Settings.
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CREATING REQUESTS /12

Detailed Investment Analysis /2

◉ The second part enables request initiators to view a detailed analysis template which can be
edited. If selected, the investment analysis will be available to the approvers in the approval
panel.

◉ By default the detailed analysis is not shown. If the user decides to show the template, it is
strongly recommended that the request does include specific elements such as annual
savings, additional annual costs, additional sales, or multiple investments. If not, the
template will appear as blank in the approval panel page.

◉ For requests that do not include any annual savings, additional annual costs, or sales, it is
best to simply leave the Detailed Investment Analysis template off. This will prevent form
inserting a blank template in the request approval page.

Understand the basic and advanced function
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CREATING REQUESTS /13

Detailed Investment Analysis /3

◉ For requests that do include annual savings, additional costs, sales, and multiple
investments, showing the template will provide the user to customize the template as
needed. The following slide shows one example of a template with an 8 year period. The
template will automatically take the number of periods selected at the top of the page and
add the years required.

◉ Users can add Benefit Drivers, Additional Costs, Sales, Sales Cannibalization, and
Investment options.

Understand the basic and advanced function
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CREATING REQUESTS /14
Understand the basic and advanced function

Detailed Investment Analysis /4

Detailed Investment Analysis /4
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CREATING REQUESTS /15

◉ Detailed Investment Analysis /5

◉ Note: if a user modifies a specific type of saving or additional cost, or a sales/sales 

cannibalization, when the user returns to the Savings & Increases page, it will not longer be 

possible to edit the information for that specific type. A message will inform the user to 

refer to the Detailed Investment Template.

◉ For example, if user had entered savings in labor for a request, if the user modifies the 

amount of savings in the Detailed Investment Template, coming back to the Savings and 

Increases page, the user will see a note in the Labor reduction field such as the example 

here.

Understand the basic and advanced function
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CREATING REQUESTS /16
Understand the basic and advanced function

The amortization table can be added to the request in the financial tab

Detailed Investment Analysis /4
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CREATING REQUESTS /17
Understand the basic and advanced function

At the Attachments tab users can attach any type of document. Approvers will have access to the attached documents 
during their review of the request.

Detailed Investment Analysis /4
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CREATING REQUESTS /18
Understand the basic and advanced function

At the Approvals tab, the request initiator can review the list of approvers and add (if needed) additional approvers 
as well as observers. Observers can comment on the request, but cannot approve or reject it.
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CREATING REQUESTS /19
Understand the basic and advanced function

◉ Clicking on Add new approvers to the list opens a window from which the user can select approvers to add.

◉ Clicking on Add new observers to the list follows the same logic.
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CREATING REQUESTS /20
Understand the basic and advanced function

The Budget Summary tab indicates the effect of the request on the budget, if the request is approved.

Detailed Investment Analysis /4
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CREATING REQUESTS /21
Understand the basic and advanced function

The Finalize this Capex tab is the last step of the process. Users can review the request summary and send it for approval 

by clicking on the FINALIZE AND SEND TO APPROVERS button.

Detailed Investment Analysis /4

Once submitted for approval, the 
request will be shown in the dashboard
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APPROVAL FLOW LOGIC
Understand the basic and advanced function

Mode

Approver 
Action

Major 
Change

?

Create Request

Start 
Approval

REQUEST IS APPROVED

Start 
Approval

Change
Approval 
Continues

Approval 
Continues

Approver 
Action

Par. Seq.

Yes

No

Disapproved Disapproved
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APPROVAL SEQUENCE

The approval process can be:

1. Parallel: all approvers are invited to approve the request at the same time. Approvers can 
approve the request at any time.

2. Sequenced: although all approvers receive notification that a request is up for approval, 
the approval sequence goes from the lowest point on the compan’s org chart to the 
highest required and only the user which turn it is to approve can approve (one user at a 
time can approve).

Understand the basic and advanced function

In both cases, for a request to be approved, all approvers on the list of approval for that 
particular request must approve it.
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PARALLEL FLOW OF APPROVAL
Understand the basic and advanced function

Detailed Investment Analysis /4
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SEQUENCED FLOW OF APPROVAL
Understand the basic and advanced function

Detailed Investment Analysis /4
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STAGE TYPES
Understand the basic and advanced function

The Stage Types function enables companies to create a series of stages 
(stage gates) which can act as phases in a project. At each stage of the project, 
users can edit the information in the capex request and get the stage approved 
in order to bring it to the next stage. The goal is to get the project to pass 
through all the stages in order to be completed
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STAGE TYPES/2

To create stages, simply enter them on the stage type section of the Advanced Settings, under the General tab.

Users can then set an order for the stages, by entering a number for each of them.  
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STAGE TYPES/3

Users can also assign specific approval flows for each stage. In the approval policies under Stage it is possible to 
create multiple approval flows.
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STAGE TYPES/4

Users can then create requests and select a stage in the stage type field. 

Once the stage is approved, users can go on the Approval Panel and edit the request in order to get it approved 
for the next stage. At each stage, information specific to the stage, as well as attachments will be separated to 
indicate to which stage they relate to.
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TYPE OF REQUESTS

A user can create three (3) types of requests:

1. A standalone request

2. A project

3. An envelope

◉ A standalone request is for simple items such as the purchase of an equipment.

◉ A project can include a number of standalone requests.

◉ An envelope can contain both projects and standalone requests.

◉ The software will track the expenditures depending of the situation. See Projects and 
Envelopes section for more details.

Understand the basic and advanced function
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CAPEX APPROVAL PANEL
Understand the basic and advanced function

Approval panel 

The approval panel enables users to have an overall view of the requests. It 
provides information on the status of each request.

Menu:  Capex Request – Approval Panel
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CAPEX APPROVAL PANEL /2
Understand the basic and advanced function

◉ The Approval Panel page consists of two (2) parts; the capex waiting for approval by the user and the capex 
associated with a business unit.

◉ The capex waiting for approval is the first section and lists all capex request for which the user has not yet responded.

Detailed Investment Analysis /4
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CAPEX APPROVAL PANEL /3

◉ Clicking on a request will open a page to show the request,
status, as well as the approval log and comments.

◉ The bottom section of the page contains the request
summary.

◉ The next page shows the capex approval panel.

◉ The left side of the page contains all the information about
the request itself, as well as the section for approving the
request.

◉ The right side is the activity log, where approvers &
observers can comment on the request.

Understand the basic and advanced function
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CAPEX APPROVAL PANEL /4
Understand the basic and advanced function

◉ The capex request can be relatively long.

◉ In order to better show the details, we will 
break it down in multiple sections.



© 2021 CAPEXPLAN - ALL RIGHTS RESERVED.

Streamline Your Capital Expenditure Process 126

CAPEX APPROVAL PANEL /5
Understand the basic and advanced function

The top section of the Approval Panel shows the general information of the request. If an executive 
summary was created, a blue icon will be shown on the left. Clicking on the icon will open the 

executive summary as shown on the next page.

Detailed Investment Analysis /4
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CAPEX APPROVAL PANEL /6
Understand the basic and advanced function

Detailed Investment Analysis /4
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CAPEX APPROVAL PANEL /7
Understand the basic and advanced function

◉ At the top right, users can print the summary and save to PDF format.

◉ Super Users will also have the ability to Add/Remove Approvers, Enter Service Mode and Edit the Request. 

Detailed Investment Analysis /4
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APPROVAL PANEL /8 - APPROVAL PROCESS (super users)

Understand the basic and advanced function

The Finalize this Capex tab is the last step of the process. Users can review the request summary and send it for approval 

by clicking on the FINALIZE AND SEND TO APPROVERS button.

Super users have access to the Service Mode via the Capex Approval Panel menu. The Service Mode 
enables super users to approve any pending request by bypassing all required approvals. 

Once the task completed, do not forget to Exit the service mode.
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APPROVAL PANEL /9 - APPROVAL PROCESS (super users) /2

◉ The Super Users can add or remove approvers during
the approval process. There is a blue link to
add/remove approvers at the right of the capex in the
Capex Approval Panel.

◉ It is possible to send a Reminder to users on the
approval list. This will simply send a new email to the
users informing them that a capex request requires
their review.

Understand the basic and advanced function
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CAPEX APPROVAL PANEL /10
Understand the basic and advanced function

The second section of the Approval Panel contains the fields for approving the request.

Detailed Investment Analysis /4



© 2021 CAPEXPLAN - ALL RIGHTS RESERVED.

Streamline Your Capital Expenditure Process 
110

CAPEX APPROVAL PANEL /11 - APPROVAL PROCESS (super users)

Understand the basic and advanced function

Once a request is submitted, users on the approval list will be able to:

1. View the request in detail

2. Approve the request

3. Disapprove the request

4. Ask for additional information on the request 

5. Provide Comments and Upload Files for all approvers to see

All actions are logged in the system (user, date/time, action)

Detailed Investment Analysis /4

Note: In rare occasion, status may display Locked. This is to 
say that the Capex is under modification by the creator and is 
in locked down mode. 

And depending on the nature of the changes, the system may 
require the approval process to restart over.
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CAPEX APPROVAL PANEL /12 - APPROVAL PROCESS (super users)

Understand the basic and advanced function

The Finalize this Capex tab is the last step of the process. Users can review the request summary and send it for approval 

by clicking on the Finalize and send to list of approvers button.

Disapproving the request will stop the process and the initiator will 
receive an email indicating that the request has been disapproved.

To Approve or Disapprove the request, simply click on the appropriate button. Approving the request will 
trigger a pop-up window indicating that the next approver in line will be notified.
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CAPEX 
APPROVAL PANEL /13
Understand the basic and advanced function

The next section of the Approval Panel includes 
the main fields of the request. Justification fields 
are shown in detail here.
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CAPEX 
APPROVAL PANEL /14
Understand the basic and advanced function

The following section shows the financial 
details, the cost breakdown, as well as the key 
suppliers, and the details of the equipment 
proposed.
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CAPEX 
APPROVAL PANEL /15
Understand the basic and advanced function

The final section shows the timelines, the 
budget summary, as well as all the documents 
that have been attached to the request.
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CAPEX 
APPROVAL PANEL /16
Understand the basic and advanced function

◉ The right side of the Approval Panel is for the 
Activity Log. This is where the software will 
record all actions during the approval 
process. Users can see who did what and 
when.

◉ The bottom section enables users to add 
comments for all approvers to view, as well 
as attach documents.
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EDITING REQUESTS DURING APPROVAL PROCESS

This is true if the changes are for any of the following fields:

1. Amount Requested

2. Dates (start and finish)

3. Description

4. Savings and/or Costs

5. Residual Value

6. Discount Rate

Understand the basic and advanced function

It is possible to edit a request DURING the approval process. However, it is important to remember that some changes to the 
request will trigger a reapproval of the request for all approvers that have already approved the request.
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EDITING REQUESTS DURING APPROVAL PROCESS /2
Understand the basic and advanced function

There is a setting in the General Settings which enables the Super Users to modify requests during the approval process 
without any need for reapproval. To activate the function, simply click on the check box of the function.

Warning: The usage of this function should be carefully considered before using it as it will permit any 
Super User to modify any request without any reapproval required. 
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EDITING REQUESTS DURING APPROVAL PROCESS /3
Understand the basic and advanced function

With the function activated, users can now click on the Edit Request blue link located in the 
Approval Panel and edit the request.



© 2021 CAPEXPLAN - ALL RIGHTS RESERVED.

Streamline Your Capital Expenditure Process 141

CURRENT CAPEX REQUESTS
Understand the basic and advanced function

The tab View All Capex Requests enables users to have a high level view of the 
requests in the system, up to their level of access.
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CURRENT CAPEX REQUESTS /2

◉ The two (2) small icons located at the far right enable
the user to view the details of a particular request and to
open the track capex component.

◉ Users can also delete requests not yet submitted for
approval by clicking on the red located on the right side.
Only the creator of the request and the Super User can
delete a request.

◉ Once a request is submitted, users can edit it using the

◉ Edit icon located on the right side. Only the creator of the
request and the Super User can edit a request.

Understand the basic and advanced function
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CURRENT CAPEX REQUESTS /3
Understand the basic and advanced function

Users can edit their requests by clicking on the blue link in the name column. 

This will open the Worksheet Page of the request.

Users can also search for specific 

requests using the left search 

filter.

Additional filters at the top right 
enable users to select what to 
show.
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CURRENT CAPEX REQUESTS /4
Understand the basic and advanced function

Users can edit and complete their requests by clicking on each of the items under Worksheet.
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CURRENT CAPEX REQUESTS /5
Understand the basic and advanced function

Capex Request Name: 

Description:

Category:

Background Summary:

Reason for Capex:

Finance Code:

Asset Type:

Request Type:

Request Subtype:

Is this Request already Budgeted?:

Status:

Add-on:

New:

Re-approval:

Confidential:

Entity:

Envelope/Project:

Anticipated Project Start:

Anticipated Project End:

If Request is approved, assign to:

<This is auto populated with the infos of previous tab. Editable>

<This is auto populated with the infos of previous tab. Editable>

This capex can be a standalone one or be part of a project or envelope

A brief description of the reasons for the request

Super User can establish a list of predefined reasons for Users to select from.

See General Settings >> Advanced Settings >> General

<per Company Standard>

See General Settings >> Advanced Settings >> Asset Types

See General Settings >> Advanced Settings >> Asset Types

See General Settings >> Advanced Settings >> Asset Types

<This is auto populated with the infos of previous tab. Editable.>

To add more information to the existing request. Not the amount.

This is a new request.

If the approved amount been modified.

This is to indicate that this Capex is confidential.

<This is auto populated with the infos of previous tab. Editable.>

<This is auto populated with the infos of previous tab. Editable.>

Date that user expects this capex to start.

Date that user expects this capex to end.

The capex can be assigned to user other than the initiator.
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CURRENT CAPEX REQUESTS /6
Understand the basic and advanced function

Amount Requested: 

Request Number:

Extra Tracking Number:

Priority Level:

Current Issue(s):

Project Scope:

Benefits:

Alternative considered:

Recommendation:

<This is auto populated with the infos of previous tab. Editable>

Clicking on the 'Suggest' button will generate a sequential number, prefix can be defined in Basic Settings.

If required, user can add additional tracking number.

One of the pre-defined levels can be set for this capex.

See General Settings >> Advanced Settings >> General

Brief description of all issues encountered with existing installation leading to this Request

Describe briefly the scope of works generated by this Request 

Brief description of all benefits derived from this Request

Described all options considered for this Request

Recommendations from the initiator, to emphasize for example, the importance or the urgencies of having this 
Request approved, or the consequences of the statu quo.
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CURRENT CAPEX REQUESTS /7
Understand the basic and advanced function

Select Cost Type:

Disbursment Timeline:

Project Timeline:

Timeline Chart:

Select all applicable cost types as defined in Financial Types under General Settings and add the corresponding 
amount. Contingencies costs can be in % or the amount directly.

To specify the disbursement periods and sequences.

To define the timeline of different steps of the Capex. With starting and ending (or duration) for each step.

A Gant chart is generated per the steps previously defined with the title and timeline. 
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CURRENT CAPEX REQUESTS /8
Understand the basic and advanced function

Anticipated Annual Savings:

Savings Type:

Reduction:

Per:

Description:

Are there any Grants associated with 
this Capex Request?:

Are there any Costs increases?:

Are there any Sales increases?:

Are there any Sales Cannibalization?:

<Yes/No>

Select all applicable saving types as defined in Financial Types under General Settings.

<Amount saved>

Specify frequency applicable for the reduction

Brief description of the savings.

List and describe all applicable grants.

List and describe all costs increases associated with this capex.

List and describe all sales increases generated by this capex.

List and describe all sales cannibalization associated with this Capex. 
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CURRENT CAPEX REQUESTS /9
Understand the basic and advanced function

Supplier: 
Equipment

Equipment Type:
ID New Equipment:

ID Equipment Replaced:
Asset Category Type:

Description:
Asset Sub Category Type:

Sub Description:
Asset Number:

Asset Name:
Analysis Code Type:

Analysis Code Description:
CER:

WO (Work Order):
Purchase/Lease:

Lease Period:
Used:

Location:

List all suppliers of major equipment for this Request
This section is to regroup all technical & financial information of related equipment or system
Type of equipment as defined in Asset Types under General Settings.
<ID of the new equipment or system per Company Standard>
Enter ID of the existing equipment or system to replace. If applicable.
Category of Asset as defined in Asset Types under General Settings.
<Brief description> 
Category of Asset as defined in Asset Types under General Settings. 
<Brief description> 
<ID of the Asset per Company Standard >
<Name of the Asset>
Code Type as defined in Asset Types under General Settings.
<per Company's Standard>
<per Company's Standard>
<WO ID per Company Standard>
<Select one> 
<If equipment is leased>
To indicae that the equipment is a used one.
To indicate the physical location of the equipment within the premises.
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CURRENT CAPEX REQUESTS /10
Understand the basic and advanced function

Make: 
Model:

Model Name:
Serial Number:

Vendor/Supplier:
Vendor Code:

Purchase/Lease Costs:
Transport Costs:

Taxes/Fees:
Import and Custom:

Installation:
Startup Costs:

Equipment Costs:
Replacement Value:

Total Cost (All Equipment):
Total Amount Requested:

Brand Name of the Equipment.
Alphanumeric code of the model.
A name of the Product Family.
Alphanumeric code identifying the equipment.
Name of the Vendor/Distributor of the Equipment.
The Alphanumeric code identifying the Vendor/Distributor.
The costs of the Equipment.
The Delivery and Handling Costs. 
Applicable Taxes and Fees. 
Applicable Import and Duty Fees. 
Costs of all installation related works
Costs of the startup, fine-tuning and corrective costs.
Total costs of this Equipment.
The estimated costs to have the system replaced, considering the existing infrastructure.

This allows user to add new Line Item.

Total costs of all Equipment listed.
Total Amount of this Capex Request,
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CURRENT CAPEX REQUESTS /11
Understand the basic and advanced function

Financial Details

Fiscal year start date:
Fiscal Year:

Show Detail Investment Analysis?:

Is there a return on the expense?:

Is the capital expense amortized?:

Attachments File:
Attachment Type:

Description:

Starting date for the Financial Analysis.
Period to include.
Selecting Yes would display various Investment Analysis, such as the Discount Rate, Sales 
contributions, Tax rates and Amortization as well as NPV, IRR and Simple Payback Periods.
Selecting Yes would display various Return on the expense calculations, such as the NPV, IRR and 
Simple Payback Period.
Selecting Yes would open the page for Amortization calculations, to determine the amortization type 
(Linear, Digressive) and to specify whether the rule of half amortization for the first year applies.

Select the file to attach.
Specify the document type.
Brief description of the file attached. 
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CURRENT CAPEX REQUESTS /12
Understand the basic and advanced function

Approvals

Select which approval group this 
should be submitted to:

Add new approval to the list:
Add new Observer to the list:

Budget Summary
Total annual allocated amount for this Entity:

Amount re-allocated to Sub-Entity:
Net allocated directly to this Entities:

Total spent up to date:
Current remaining amount to spend:

Amount of this capex request:
Amount left to spend if this request is approved:

Select the Approval Group.
Click on tab to add Approver.
Click on tab to add Observer.

Allocated amount under Budget.
Allocated amount under Budget.
Allocated amount under Budget.
Amount spent within this budget. 
Amount remaining within this budget.
Amount required by this Request.
Remaining allocated budget considering this Request.
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CURRENT CAPEX REQUESTS /13
Understand the basic and advanced function

Approval Mode:

Please review the data that will be submitted 
before clicking finalize:

Summary:

Financial details:
Cost Breakdown:

Disbursement Timeline:
Project Timeline:

Budget summary:
Project Details: 

Grants: 
Required approvals: 

Suppliers: 

Approval mode can be Sequenced or Parallel.

Once you finalize this Capex Request you will no longer be able to edit the info.

Summary of the request, including the Capex number and name, description, Entity, the amount.
Including financials such as NPV, IRR, payback Period.
Breakdown of costs, with indication whether they are quote based or estimated.
Showing the periods and amounts to disburse for the Request. 
Showing the periods of all major phases of the project.
Budget summary for this Entity, including the approved amount, the remaining.
Info on duration of the project and the possible related savings.
Show all grants listed in Savings & Increases tab.
List of all required approvers.
Summary of all required Equipment, including costs and the suppliers.

Once you finalize this Capex Request you will no longer be able to edit the info.
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FILTERS
Understand the basic and advanced function

◉ Capexplan provides you with additional filters to find specific

◉ requests in the View All Capex Request page.

◉ Requests can also be found by amount.

◉ User can elect to Hide fields or click on the Hide link to toggle to a Show view.
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LOCKED REQUESTS
Understand the basic and advanced function

General note to users: when the user is in View All Capex Request page, and if user 
selects a request that has not yet been submitted for approval, the Status field will 
show the request as being Locked if the user is not the request initiator. 
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TRANSFER FUNCTION

◉ The Transfer function enables users to transfer from
one user to another the approval authority.

◉ A transfer can be permanent or temporary depending on
the situation.

◉ While normal users can transfer temporarily their
approval authority to another user, only a Super User can
create a permanent transfer.

Understand the basic and advanced function
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TRANSFER FUNCTION /2

Super User

◉ To permanently transfer an approval authority to another user, go to the User Management 
tab and then to the Attached Accounts sub-tab.

◉ The transfer function icon consists of two turning arrows as circled in purple color in the 
image below. Find the user you want to transfer his or her approval authority to another 
user and click on the transfer icon. A pop-up window will open. The window includes two 
tabs. The first tab is for transferring to an existing user and the second tab if for transferring 
to a new user. Select the user you want to transfer to (or create the new user) and press the 
Transfer to button to confirm. The new user will receive a transfer confirmation email.

Understand the basic and advanced function
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TRANSFER FUNCTION /3
Understand the basic and advanced function

Super User/2

◉ Once transferred, the new user will replace the previous user for all approval limits and the previous user will no longer 
have any approval limits. This function should ONLY be used if a user leaves the company on a permanent basis.

◉ Important note: There is no undo to this function. Once transferred, this is permanent. 
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TRANSFER FUNCTION /4

Normal User

◉ To transfer your approval authority to another user, simply to 
the Transfers tab in the General Settings. Select your choice 
(one way or two way), then select the date(s) and select the 
user. Press the button at the bottom to activate the transfer. 
Once done, the transfer will be shown. To remove the 
transfer, simply click on the red X.

◉ When enabled, initial users will still be able to approve 
requests. However, the user which was assigned a transfer 
will also be able to approve on their behalf. The activity log 
will show the name of the user that approves the request.

◉ Note: Super Users can also transfer their own approval 
authority to other Super Users using this method.

Understand the basic and advanced function
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TRANSFER FUNCTION /5
Understand the basic and advanced function

Normal User/2

◉ User: to whom the capex will be transferred.

◉ Transfer Approver: if requested in General 
Settings, the name of the approver is to select.

Example of confirmation generated by the system: 
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EXPORTING REQUESTS DATA 

◉ Capexplan enables users to export all data from the requests into an 
Excel format.

◉ Data on the requests as well as all data related to the tracking of the 
expenses can be exported in Excel format, in order to be used with 
other software and tools.

◉ To access this features, simply select the Export Capex sub-menu 
located in the Help main menu.

◉ The features includes two main tabs, Capex Request and Track. For 
exporting data related to the requests, select the first tab. Then select 
the columns that you want to export. If the filters are left blank, all capex 
data will be exported.

◉ Simply click on the EXPORT button to start the export process.

◉ Users can only export the data related to the requests for which they 
have permission.

◉ Selecting the Track tab will export the spent data for the requests.

Understand the basic and advanced function
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EXPORTING REQUESTS DATA /2
Understand the basic and advanced function
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Part 2: Advanced Features 

Capexplan
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BUDGET MENU
Understand the basic and advanced function

The budget menu contains three sub-menus, 
Allocate Capitals, Create/Edit and Manage 
Budgets.
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BUDGET MENU /2

◉ Users can create budgets to follow expenses. 
However, there is no obligation to create budgets in 
Capexplan if the company already has an accounting 
system to follow budgets.

◉ The user can add chart of accounts or import them.

◉ During the request creation, if the expenditure is 
already budgeted, it will be associated to an 
expenditure in the budget. If not, the system will 
create a sub-budget for the non-budgeted 
expenditure.

Understand the basic and advanced function
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THE LINK

THE LINK BETWEEN:

• Allocations

• Budgets

• Requests

• Reports

Capexplan enables users to allocate funds, as well as to create budgets for business units.

Requests created can be attached to the budget items when needed. 

When tracking approved requests, Capexplan will keep track of the impact on the allocations 
and the budgets, for reporting purposes.

Understand the basic and advanced function
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THE LINK /2
Understand the basic and advanced function

◉ The first step is the funds allocation. This is optional but helps produce additional reports.

◉ The Master Budget is then created for the business unit.

◉ Once a Request is created, if the item is already budgeted, it will link to the item(s) in the Master Budget. If the item is 
not already budgeted, it will attach it to the Master Budget by creating a sub-budget item.

Budgeted?
Create 

Request
Master 
Budget

Allocate 
Funds

Sub-budget 1

Sub-budget 2

Import w/Excel

Import from ERP

Enter manually

YES

NO
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THE LINK /3
Understand the basic and advanced function

◉ Information from the Budget flows into the Capex Request as well as into the Reports.

◉ Costs flow into the Actuals at the Tracking Capex level as well as at the reports level.

Master 
Budget

Budget 
Report

Budget Actual Variance

CAPEX

BUDGET

TRACKING

Approved

REQUEST

APPROVAL

REPORT

Org ALLOCATION

Budget Actual Forecast

Costs

Sub Budget
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ALLOCATING FUNDS

◉ The funds capital function is an optional one. 
Company can use the funds allocation to provide a 
fixed  amount of budget to business units or groups. 

◉ The capital allocation is not required to create 
requests.

◉ To start allocating funds, simply select Allocate 
Capital sub-menu located under the Budget menu.

Understand the basic and advanced function
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ALLOCATIONS
Understand the basic and advanced function

Allocations

◉ It is possible to allocate funds to 
business units or group of units. The 
allocation is done from the top of the 
company’s org chart to the business 
units. 

◉ The allocation is an optional function 
and is not required for the creation or 
tracking of requests.

Ex: Head office: $1,000,000
- Allocation to groups 1 and 2: $600K and $400K
- Groupe 1 keeps $100K for internal office management and

allocates the remaining $500,000 to entities ($200K, $150K, $150K)

HQ_$1000K

Gr1_$600K                                       Gr2_$400K

Gr1_$100K  U1_$200K  U2_$150K  U3_$150K
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ALLOCATIONS /2
Understand the basic and advanced function

The allocation page contains two main elements:

Allocations

1. The number of years for which an allocation will take place.

2. The allocation to business units and groups.
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BUDGET CREATION
Understand the basic and advanced function

The Create/Edit budgets page contains two main tabs, Budget Overview and Capital Plan. The Budget Overview tab 
enables users to open the Master Budget Worksheet, import and export budgets, and create sub-budgets.
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BUDGETS /2
Understand the basic and advanced function

The second section of page shows the Sub-Budget Overview.

Users can add line items to the budget by selecting the icons on the 
right. A Worksheet tab would open-up.
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BUDGETS /3
Understand the basic and advanced function

The Capital Plan tab provides information on the tracking process. 
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CHART OF ACCOUNTS
Understand the basic and advanced function

◉ The tab Chart of Accounts allows users to create or import the company’s chart of accounts. This function goes 
with the budget function.

◉ The chart of accounts tab contains three (3) sub-tabs for showing Current Accounts, Adding New Accounts and 
Importing Accounts.

Menu: General Settings >> Chart of Accounts
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MASTER BUDGET
Understand the basic and advanced function

The Master Budget Worksheet enables users to create a detailed budget for a particular business unit. The page can be 
accessed through Open Master Budget Worksheet under Budget >> Create/Edit >> Budget Overview.
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MASTER BUDGET /2
Understand the basic and advanced function

The Master Budget Worksheet enables users to create a detailed budget for a particular business unit.

Since this page contains many fields, we will break them down in small groups.
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MASTER BUDGET /3
Understand the basic and advanced function

The top section of the page shows the name of the budget as well as filters that users can apply.

The bottom part of the page is divided into four (4) sections:

◉ Budget Classification and Account Information

◉ Expense Information

◉ Amortization

◉ Amounts entered for each year
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MASTER BUDGET /4
Understand the basic and advanced function

The Budget Classification and Account Information shows the budget type and expense 
type. It also indicates the chart of accounts used.

Users can add rows to the budget by clicking 
on the green + at the bottom.

The other buttons at the bottom are for 
Exporting, Printing, Save to PDF file and 
Charting the budget.
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MASTER BUDGET /5
Understand the basic and advanced function

The Expense Information section provides specifics on the expense itself.
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MASTER BUDGET /6
Understand the basic and advanced function

◉ When creating budgets, users can enter an Extra Tracking number 
for each item in the budget.

◉ Later when creating requests, if the user tells Capexplan that the 
item is already budgeted, the software will invite the user to select 
the item from the budget. The Extra Tracking Number will then be 
automatically populated into the request. 

◉ Also, a number of other fields from the budget such as the project 
manager, the description, and the reason will also be automatically 
populated in the request.

Budget to Request Fields
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MASTER BUDGET /7
Understand the basic and advanced function

The Amortization section is used to indicate how the item will be amortized (if it needs to be amortized). 

Amortization Type can be None (not amortized), Linear, or Degressive.
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MASTER BUDGET /8
Understand the basic and advanced function

The last section of the page has two sub-sections. One at the top                                                               for adding years

to a budget and the bottom sub-section for adding costs to items.

Once user starts to enter costs for a year, there is a 
slider that will appear at the bottom of each year. 
The slider indicates in percentage how much of 
the business unit’s allocation has been added to 
the budget so far.
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MASTER BUDGET /9
Adding Projects and Envelopes

The master budget allows the direct creation of projects and envelopes. Users can simply select what to add (Project or 
Envelope) and then add either a standalone or a project (if Envelope was selected first). Envelopes can contain both multiple
Projects and Standalones. Projects can contain multiple Standalones.

Amounts can be entered for each year. By default, the 
amounts are allocated in a Top to Bottom method, 
meaning that funds are allocated to the top level category 
(Envelope or Project) and then from the first amount 
allocated, it is possible to reallocate funds to the 
categories below.

The Basic Settings contains a selection to change 
the allocation method. With this setting, it is 
possible to change the allocation to a Bottom to 
Top method.
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NON BUDGETED ITEMS
Understand the basic and advanced function

◉ Users can create Non Budgeted items to be attached to the Business Unit’s Master Budget. 

◉ This can be practical for projects that have not been budgeted and get added later to the Business Unit.
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SELECTING BUDGETED ITEMS MULTIPLE TIMES

◉ It is possible to select the same budget row multiple times
when creating a request. This new feature enables the
users to budget for an item and then associate multiple
requests.

◉ For example, if a user budgets for purchasing computer
laptops each month of the year, it is possible to create a
budget entry for ‘annual laptops’ and then each month
create a new request and link it to the same budget row.

◉ When creating the request, the remaining amount for
each budget row will be shown. Users can then manually
enter how much of the remaining amount they need for
the new request and Capexplan will deduct the amount of
the new request from the remaining budget.

Understand the basic and advanced function

To activate this feature, simply enable the function in the General Settings.
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SELECTING BUDGETED ITEMS MULTIPLE TIMES /2
Understand the basic and advanced function

If user indicates that the item is already budgeted, the budget link window will open. For each budgeted item, the 
remaining amount will appear. Users can then manually enter how much money they need from each budgeted item 

by simply entering the requested amount in the left fields. Users can select more than one budgeted item.
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SELECTING BUDGETED ITEMS MULTIPLE TIMES /3

Important specification of the feature:

◉ If a request ends up spending less than the approved 
amount, when the request is Closed, any remaining 
(unspent) amount will be returned to the remaining budget 
of the business unit. This is only done once the request is
closed.

◉ However, if a request ends up spending more than the 
approved amount, the amount above the approved amount
will immediately be entered in the remaining budget of the 
business unit. This will reduce the remaining amount left to 
the business unit’s budget. Capexplan will not wait that the 
request is closed for this. The moment the extra amount is
entred as Actual in the tracking page, this will be reflected in 
the remaining budget.

Understand the basic and advanced function
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SUBCATEGORIES
Understand the basic and advanced function

The Custom Settings tab includes a field named Subcategory. This field is Hidden by default (simply click 
the checkbox on the right to make the field visible in the request.

Once visible, users will be able to select the Subcategory when creating requests. 
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ADDING MULTIPLE CATEGORIES IN A REQUEST
Understand the basic and advanced function

◉ Capexplan enables you to add multiple categories in the same capex. For
example, you can add Capex and Opex in a request. When doing so, the
software will ask you to specify the amount of capex and the amount of
opex you want.

◉ If you selected the subcategory as Capex and Opex, additional fields will be
shown to enable you to enter specific amounts for each subcategory.
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ADDING MULTIPLE CATEGORIES IN A REQUEST /2
Understand the basic and advanced function

If you are creating a request for items that are already budgeted, Capexplan will take the subcategory of

each selected item. If you selected Capex and Opex as the subcategory, the software will automatically fill in

the fields for each subcategory of the items you selected from your budget (capex, opex, lease).
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TRACKING BUDGETS
Understand the basic and advanced function

Users can view Actual vs Budgets by selecting the Manage Budgets on the left of the GUI under Budget menu. This 
will open the first tab and users can select to view either Annually or Monthly.
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TRACKING BUDGETS /2
Understand the basic and advanced function

Views will provide the users with information on Budgeted and Actual Amounts, in addition to Forecasts and Variances.
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TRACKING BUDGETS /3
Understand the basic and advanced function

◉ Year End (YE) Forecasts, as well as Revised 
Forecasts and Variances for the year, are 
included at the end of each budgeted year.

TRACKING BUDGETS 
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PROJECTS AND ENVELOPES
Understand the basic and advanced function

The Projects and Envelopes enable users to 
group together numerous standalone requests. 
For example, if the company adds a building 
expansion to an existing building, this might be a 
project that includes several standalone capex 
requests.

PROJECTS AND ENVELOPES:

Project A

Capex 1    Capex 2     Capex 3     Capex 4 

In the example, Project A includes 4 different capex requests. Once Project A is approved,

users will still need additional approvals for each of the 4 capex requests.
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PROJECTS AND ENVELOPES /2
Understand the basic and advanced function

◉ The 4 capex have a total approval of $200,000. 
This is equivalent to Project A. 

◉ During the tracking process, Capexplan will 
track all costs. If a capex under 

◉ the project A goes over budget (over the 
approved amount), it will be easy 

◉ to see why Project A is also over budget.

PROJECTS AND ENVELOPES:

Capexplan enables users to track the costs engaged in Project A, as well as the costs 
engaged in the 4 different capex under the project. 

Project A

Capex 1     Capex 2     Capex 3     Capex 4 

$30,000       $40,000       $80,000       $50,000

Let’s suppose that the following 
amounts have been approved:
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PROJECTS AND ENVELOPES /3
Understand the basic and advanced function

The Super Users can see all projects 
and envelopes of the company.

Normal users will see the projects and 
envelopes of their business unit or groups 
of units, according to their permission.
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PROJECTS AND ENVELOPES /4
Understand the basic and advanced function

Users can click on any project, envelope, or standalone capex to view the details of the selected item.
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CREATING PROJECTS AND ENVELOPES W/O APPROVAL

There is a setting in the General Settings that enables super
users to allow for the creation of projects and envelopes
being automatically approved (without passing through the
normal approval process). In some situations, this can enable
users to create projects and later create the standalone
requests which will be attached to the projects and
envelopes. All attached standalones will need to be
approved.

Understand the basic and advanced function
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EXPENSE TRACKING
Understand the basic and advanced function

◉ Once the request is fully approved by all 
approvers, the request initiator can start to 
engage costs against the approved request.

◉ The Track Capex sub-menu under Capex 
Request will show the capex that are open (have 
been approved) and can be tracked.

◉ Users can track Standalones, as well as Projects 
and Envelopes.
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EXPENSE TRACKING /2
Understand the basic and advanced function

To open an item, click on an icon at the far right. 

TRACK MENU
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EXPENSE TRACKING /3
Understand the basic and advanced function

Users can add costs to an approved capex by 
selecting the Add  more expenses to this project
button on the right. This will open up the menu tabs, 
including Tracking Page. 
Note that Expenses can also be imported from ERPs

This page lists all Capex. Clicking

will show Full Details window on right.
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EXPENSE TRACKING /4
Understand the basic and advanced function

The top section of the page shows the capex (standalone, project, or envelope) approved amount at the right. 
The slider indicates how much of the total project or envelope has been engaged.
The bottom part of the page shows the detailed cost engaged against the capex. Each new expense entered will 
appear at the top row. 
The tracking can be performed per Capex or per Item within the Capex.
The tracking page can also be made to include additional fields such as: PO number, Variance, Total Forecast, 
and Revised Forecast.

Tracking Page
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EXPENSE TRACKING /5
Understand the basic and advanced function

Variance is the difference between budgeted amount and actual expenses (either in $ or %). A positive amount 
indicates that the project is within budget.

Total Forecast is the sum of amount spent to date and what is budgeted for the rest of the period.

Tracking Page: Variance & Forecast
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EXPENSE TRACKING /6
Understand the basic and advanced function

Tracking Page /3

A purchase Order (PO) can be input by clicking the Add New PO button.

A list of Purchase Orders can be imported to the 
system using an Excel Template.
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EXPENSE TRACKING /7
Understand the basic and advanced function

Tracking Page /4

Users can enter costs against the request each time that there is
an expense (each time money is spent).

The maximum amount of expenses that can be entered is the
amount approved PLUS the float set in the general settings. For
example, is the company allows a 10% float, the maximum
amount of costs that a user can enter (spend against an
approved request) will be 110% of the approved amount.

If the user tries to spend more than the approved amount, the
user will need to create a new request that requires to be
approved by the same approvers as the initial request.
Additional approvers will also be added if the new amount calls
for higher approval limit.
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EXPENSE TRACKING /8
Understand the basic and advanced function

Tracking Page /5

To seek additional funds for a request, select the Request Increased Funds tab.

Once selected, users can add the amount requested and send it for submission.
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EXPENSE TRACKING /9
Understand the basic and advanced function

Outcome vs Plan

◉ The tracking process of Capexplan includes an Outcome vs Plan (post mortem) feature. This feature compares the 
original costs, timeline and benefits of the approved request with the current outcome.

◉ To access the page, simply go to the Capex Request >> Track Menu, click on 

◉ on the right of a request and click on the Add more expenses to this Standalone tab to open up Outcome vs Plan 
button tab.

◉ Users can view the fields of costs & benefits, financials and timeline.

◉ The last column shows the variations of the outcome compared to the original plan.
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EXPENSE TRACKING /10
Understand the basic and advanced function

Outcome vs Plan /2

Users can select multiple years for comparison, answer question as to explain the 
variation and add comments.
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CLOSING 
Understand the basic and advanced function

Once a capex has been completed, users can then close it.

To access the page, simply go to the Capex 
Request >> Track Menu, click on 

on the right of the request and click on the Close 
this Capex button to open up Close this Capex tab.
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CLOSING /2
Understand the basic and advanced function

Users can close the capex by entering extra 
information, details of equipment, financials 
variances as well as comments on the outcome. 

The closing process can be passed on to other 
people for final review.
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CLOSING /3
Understand the basic and advanced function

Clicking on the TRANSFER NOW button will open up a pop-up window that enables you to select the 
user which you want to transfer to. You can also add an optional comment in the field below.
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REPORTS

There are a number of available reports that
enable users to see:

1. What was spent, by which business unit or
group of units, and for what reason. Ex: how
much did business unit ABC spend in year X
for maintenance.

2. On-going projects.

Understand the basic and advanced function
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REPORTS /2

The following pages provides information on how to create reports. Each report sub-menu is described in detail. The 
reports section of capexplan consists of nine (9) sub-menus:

Understand the basic and advanced function

1. Dashboard

2. Portfolio

3. Ongoing Projects

4. Allocated Capital

5. Amount Spent per Reason

6. CAR Analysis (Simple Payback)

7. CAR Analysis (Internal Rate of Return – IRR)

8. CAR Analysis (Return on Investment – ROI)

9. CAR Analysis (Net Present Value – NPV)



© 2021 CAPEXPLAN - ALL RIGHTS RESERVED.

Streamline Your Capital Expenditure Process 
215

DASHBOARD REPORT
Understand the basic and advanced function

◉ The Dashboard of CapExPlan shows you the 
ongoing Capital Expenditure activities of the 
company. 

◉ To access the Dashboard menu, go in the 
Reports section and select the Dashboard sub-
menu or simply click on the Capexplan logo on 
top left.
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DASHBOARD /2
Understand the basic and advanced function

Click on the

icon to select the Entity, Business unit etc.

Buttons and arrows on top right of each 
window allow to change content to display.
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DASHBOARD /3
Understand the basic and advanced function

Clicking the   

menu on top right will toggle between two 
pages of windows.
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PORTFOLIO
Understand the basic and advanced function

◉ Clicking on the Org Chart symbol will open up the 
company’s org chart on the left.

◉ Simply click on the Org Chart symbol and then 
select the business unit or group of business units 
you want to see from the left menu that appears. 

◉ You can also click on the company name to see 
the entire company at once.
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PORTFOLIO /2
Understand the basic and advanced function

On the right side of the page, you see the portfolio overview for the business units (or groups of) selected.
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PORTFOLIO /3
Understand the basic and advanced function

Clicking on Edit Allocation link will bring you to the Allocate Capital page.

Clicking on the Edit Master Budget link will bring you to the Budget page.
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ONGOING PROJECTS
Understand the basic and advanced function

The Ongoing Projects menu enables the user to see 
all projects at once. To access the Ongoing Projects 
page, simply go to the Reports section and select 
the Ongoing Projects sub-menu.
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ONGOING PROJECTS /2
Understand the basic and advanced function

Once on the Ongoing Projects page, simply select/deselect the filters in the Report column/fields 
section to filter what to show in the report below:



© 2021 CAPEXPLAN - ALL RIGHTS RESERVED.

Streamline Your Capital Expenditure Process 223

ALLOCATED CAPITAL 
Understand the basic and advanced function

◉ The Allocated Capital report shows all capital 
allocated for a business unit or group of business 
units.

◉ To access the Allocated Capital page simply go to 
the Reports section and select the Allocated 
Capital sub-menu
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ALLOCATED CAPITAL /2
Understand the basic and advanced function

From the top, simply select a business unit or multiple business units by clicking on them in the org chart at the top.

The allocated capital information will be shown in the bottom section of the page
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AMOUNT SPENT PER REASON
Understand the basic and advanced function

◉ The Amount Spent Per Reason enables the user 
to show how funds were spent, in time and by 
reason.

◉ To access the Amount Spent Per Reason page, 
simply go to the Reports section and select the 
Amount Spent Per Reason sub-menu.
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AMOUNT SPENT PER REASON /2
Understand the basic and advanced function

Once the business unit is selected from the left menu, users can generate the charts on the Amounts Spent 
per Reason and select the timeframe. 

Tip: Clicking on the reason type in the legend under the chart (ex: clicking on Maintenance) will select/deselect the reason in the 
chart. Mouse over the histogram bars to see actual values.

The page will show three (3) charts: 

1. Amount Budgeted per Reason

2. Actual Amount per Reason

3. Actual vs Budgeted Amount per 
Reason
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CAR ANALYSIS
Understand the basic and advanced function

◉ The CAR Analysis consist of four (4) sub-menus 
which all function the same way and provide 
different financial information on how the Capital 
Expenditure Requests have performed.

◉ To access one of the CAR Analysis page simply 
go to the Reports section and select the proper 
CAR Analysis sub-menu.
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CAR ANALYSIS /2
Understand the basic and advanced function

Once on the CAR Analysis page and a business unit 
selected, user can then elect to show only the select 
business unit or all Dependents of the business units 
as well.

Select the timeframe to generate the report.
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HELP
Understand the basic and advanced function

This allows to create an external link accessible from the Help menu, to direct 
users to a specific URL address. 



THANK YOU !
Looking Forward to Connecting!
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A final word:

Capexplan is an evolving tool. From the beginning, we 
have worked to improve the software in any way possible. 
If you have suggestions, comments, ideas, please write to 
us at: support@almiranta.com
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Understand the basic and advanced function
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