WebAdvisor — Budget Information
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An Employee menu option has been added to WebAdvisor. This choice allows Budget Managers and
their designees to obtain information regarding the budgets for which they are responsible.
Log into WebAdvisor
1. Log into the WSC Community System by going to http://community.worcester.edu.
2. Under Login Here, enter your WSC Username and Password and press <Enter>.
3. When the Security Alert displays, click <Enter>
The Fac/Staff WebAdvisor module should appear on the lower left of the Community System screen.

4. Click the link titled Click Here for Faculty (or Student) menu.

This will bring you to the WebAdvisor Log In screen.
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Welcome Guest!

bAdvisor gives: access to their
grades and other WSC information as well as access to on-
line registration.

‘WebAdvisor gives Faculty access to their schedules,
class rosters and other WSC information as well as access
to on-line grading.

Please select an entry point to the right. Select Students if
'you are a Students or Faculty if you are a member of the
Facutty.

5. Atthe top of the screen, click WEBADVISOR LOG IN.

The WebAdvisor login screen displays.

WEBADVISOR LOG IN - TEST ACCOUNT  MAIN MENU FACULTY MENU IT HELP DESK

FACULTY Welcome Guest!

User ID: |
Password:

SUBMIT
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Log into WebAdvisor
6. Enter your WSC Username and Password and click SUBMIT.

The WebAdvisor main menu screen displays.
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Welcome

Employees

WebAdvisor gives Students access to their schedules,
grades and other WSC information as well as access to on-
line registration.

WebAdvisor gives Faculty access to their schedules,
class rosters and other WSC information as well as access
to on-line grading.

Please select an entry point to the right. Select Students if
you are a Students or Faculty if you are a member of the
Facuity.

7. Click the Employees option to gain access to Budget information of accounts for which you are
responsible.

The Employees — WebAdvisor for Employees screen displays.
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EMPLOYEES - WEBADVISOR FOR EMPLOYEES MENU Welcome

The following links may display confidential information.

Budget selection
Budget summary

Budget Summary — This link displays information regarding all accounts to which the user has
privileges.

If the user has privileges to quite a few accounts, the user may get “timed out” prior to

informaiton being displayed when obtaining a Budget Summary. If so, it may be advantageous

to obtain specific information using the Budget Selection option.

Budget selection — This link lets the user enter fund, unit, source, or object code criteria in order to

obtain specific information.
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Budget Summary
1. Click the Budget summary link.
All information regarding the accounts the user manages display.
Click blue or grey links to view details regarding the budgeted amounts.
U signifies Umbrella accounts (For Example, 00 accounts, such as EEEQO).

P signifies Pooled accounts or accounts that are linked to U accounts (For Example, EEEQ1)

Budget summary

Fiscal Year 2007

Funds
Available

4

GL Account u/P GL Description Budgeted Requisitioned Encumbered Actual

1-573-400-BBB01 Education : General Trust Fund : Out-of-state travel 0.00 0.00 0.00
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Budget Summary (Continued)

2. Scroll through information, as desired, and click on blue or gray links to view data details.

3. Click OK bhutton at the bottom of the screen to return to the main Employees — WebAdvisor for
Employees screen.

Budget Selection

1. Onthe Employees — WebAdvisor for Employees Menu screen, click the Budget Selection link.

The Budget Selection form displays.
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2. Enter desired fund, unit, source, or object code(s) into the appropriate form fields.

Information for additional fund, source, or object codes for which the user is responsible can be
entered into adjacent fields.

3. Scroll to the bottom of the form and click Submit.

A Budget Summary of the requested financial information displays.
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Budget Selection
4. Click OK to return to the Employees — WebAdvisor for Employees menu.

5. Click the Main Menu tab to remain in WebAdvisor and obtain Faculty information or WebAdvisor
Log Out to log off of WebAdvisor.

R. Sibulkin, Staff Associate
Technical Training & Support
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