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WebAdvisor – Budget Information 
!
!
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 COM Web Advisor by going to https://webadvisor.com.edu 
!
2.   Se lect  Login at the top, enter your COM Username and Password and then click 
Submit. 
!
3.   Click the icon titled Employees to gain access to Budget information. 

 
 

Employees – WebAdvisor for Employees screen displays. 

 
Budget Summary – This link displays information regarding all accounts to which 
the user has privileges. 
!
Note: If the user has privileges to quite a few accounts, the user may get “timed 
out” prior to information 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. 
!

!!Submit!

Budget!Selection!!
&!

Budget!Summary!
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!

Budget Summary 
!

1.  Click the Budget summary link. 
!

All information regarding the accounts the user manages display. 
!

Click blue links to view details regarding the budgeted amounts. 
!

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

3.   Click OK button at the bottom of the screen to return to the main Employees – 
WebAdvisor for Employees screen. 

!

!
!

!
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Budget Selection 
!

1.   On the Employees – WebAdvisor for Employees Menu screen, click the Budget 
Selection link. 
!

The Budget Selection form displays.! !

!!
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 
 
 

4.   Click OK to return to the Employees – WebAdvisor for Employees menu. 
!

5.   When finished reviewing your budget select Log Out to log off of WebAdvisor.

Make!sure!the!proper!
fiscal!year!is!selected!


