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BUDGET VIEWING 

       WEB ADVISOR – BUDGET VIEWING  

 

OVERVIEW 

 

 

 Budget viewing via the WebAdvisor is a quick and easy way to 
access budget information via your web browser rather than 
signing into the colleague user interface. 

 The contact for Web Advisor-Budget Viewing is the Office of 
Accounting & Budgetary Control at 606-783-2019. 

LOGIN  View Section 404 – WebAdvisor Login and Logout 
Procedures on the Datatel Website. 

EMPLOYEES MENU  

  Select “Employees” from main menu 

 

 View Employees Screen (your Financial Information may be 
different from the screen shot below depending on if you have 
requisition rights) 
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BUDGET SELECTION  

OVERVIEW  Budget Selection- Lets you choose the Fund, Unit, and object 
code to produce a report. 

 Click on Budget selection to start the Budget Selection : 

GL COMPONENT 
SELECTION 

 Enter the fund, Unit, and/or Object code you want to view. 

 Note: There is no three dot wild card search (…) available in 
these boxes, you need to know the accounts you want to 
query. 
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  Note: The “Projects” line is not being used. 

 

ENTER UNIT  Enter the unit you wish to report. Stop! 

 

  Go to the bottom of the page and notice the  date designators: 

 

ENTER DATE OR 
PERIOD 

 You must make sure you have the proper time period entered.  

 For year to date reports, just leave the “Fiscal Year 2009” 
selected. 
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 If you wish to get a specific time period, you can enter the 
beginning and ending dates in the appropriate boxes. 

 
 
 
 
 
 

PROCESS REPORT 
 Select Enter, or select the  button: 

 

DRILL DOWNS  Notice the blue Hyperlinks; when you click on them you get a 
sub-report showing the transactions that make up each line! 
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TOTALS  Units and funds are totaled at the bottom of the summary 
report. 
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SUMMARY 
FUNCTIONS 

 Reports can be sorted and subtotaled via the sort box in the 
lower center of the input screen. 

 

 Click the related check box to have the item subtotaled 

MORE CHOICES  Click the arrows to the right of the selection to get more choices 
for sorting: 

 

 
 

SLICE & DICE!  The following example shows two units being combined, and 
subtotaled by object: 
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THE RESULTS! 
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CONCLUSION  The application gives you a great deal of power considering the 
simple operation.  

 Your choices will be limited based on your security profile and 
assigned security classes.  

 If you need further access, please visit this link 
http://www.moreheadstate.edu/aca/index.aspx?id=25498 
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