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WEBADVISOR: EMPLOYEES MENU

WebAdvisor is a real time web product used in conjunction with Datatel to provide the ability for every
user on campus to create a work order for Facility Services.

LocATING WEBADVISOR

Open the College of the Mainland website COM.EDU and scroll down the screen until you see Get
Connected and click on the WebAdvisor Login.

Get Connected — Online Resources ¢ (
N - ' ! [l [ _.‘, |
4-\.-:4 d'l‘.'SDr i __ .-. ._ ( -
Blackboard COM Email WebAdvisor Schedule/Catalog Library DE Support Help Center

LOG IN

or

For assistance, call the Student Help Center at
409-938-1211 ext. 663 or 1-888-258-8859 ext. 80

For assistance, call the Student Help Center at
409-938-1211 ext. 663 or 1-888-258-8859 ext. 80
or visit www.com.edu/helpdesk

W =Ll

Welcome Guest!

Click on the Log In tab.

Tt Type your network User ID and
Log In Password in the appropriate
v [ fields and click the SUBMIT
Z:::::’nj Ir button
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WEBADVISOR: EMPLOYEES MENU

' College of theMainland

For assistance, call the Student Help Center at
409.938-1211 or 1-888.258.8859 ext. 8663
or visit www.com.edu/helpdesk

The screen will

Welcome Martha Willis!

be personalized, P ———

CI|Ck on the For general assistance, visit

www com edu/help or contact the
Student Help Center by phone at
409-938-1211 or 1-888-258-8859 ext

Employees 8663 or e-mail to welc
For questions about registration, contact

the Admissions Office by phone at

409-938-1211 or 1-888-258-8859 ext

button.

FoR TEEMMIEAL ASSISTAMER
SN wire

Hel
Desq(

Log Out

P

Students

Alumni and
Friends

What
Log Out Main Menu com.edu

J }VebAgvisgr 3.1

Cbllege OfthEMainland 4099381211 or 1-888.258.8859 ext. 8663

or visit www.com.edu/helpdesk

For assistance, call the Student Help Center at

EmPLOYEES - WEBADVISOR FOR EMPLOYEES MENU

The following links may display confidential information

What's My User ID / COM ID?
Ethnic/Race Resurvey

Position Summary

Leave Plan Summary

My Stipends

View my employment action history
Pay Advices

W-2 Electronic Consent

W-2 Statements

Update Employee Information

My Documents

Log Out Main Menu Employees Menu com.edu

Enter request for maintenance/repairs/vehicles/custodial/room scheduling
Account Summary/Full Payment

CE Student Lookup

Cashiering Lookup

Lookup My Cashiering Receipts

Enter request for maintenance/repairs/vehicles/custodial/room scheduling
Work Order Status Report
Vehicle Availability Report

Log Out Main Menu Employees Menu com.edu

‘/N WebAdyvisor ;.

POWERED BY DATATEL

Symantec
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WEBADVISOR: EMPLOYEES MENU

FACILITIES WORK ORDER REQUEST

From the WebAdvisor for Employees menu click

on the link Enter request for

maintenance/repairs/vehicles/custodial/room

scheduling.

the Student Help Center at
409-838-1211 ext. 663 or 1-888-258-8859 ext. 80
ww.com.edu/helpdesk

College of theMainland

Change Password

EMPLOYEES - WEBADVISOR FOR EMPLOYEES MENU

Welcome Frosty the Snowman!

‘The following links may display confidential information

Time entn
Time histor.

Time approval (for supenvisors’
Emploves history (for supenvisors:

u Sum Enter requestfor
Uy Stipends P

jlew my emplovment action history
Pay Atvices

Employees Menu

* = Required
Requestors Wartha E Crain
Contact Name* |Dawd Divine

Centact Phene/Extension*  |[111

Send Confirmation E-Mail ~

Requestor E-Mail Address |mtram@:nm edu

Contact E-Mail Address (if different) Idm»'me@cnm edu

Physical Plant Information
[CUST - Custodial =l
|TVE -Technical Vocational Bldg =]

T127

Departments

Building

LocatieniRoom

Priority | - Immediate =
Order Date 02/26/2009

Destination (vehicle requests only) |

Account |

Type required information in the fields
marked with red asterisks. Type a FULL
DESCRIPTION of the required work~!l" Hit
the SUBMIT button when you have
completed the form.

The doors and windows need to be cleaned and the floor swept. Thank you.

Description of work to be dones

=

|

T

From: datatel@com.edu
To: Willis, Martha
Ce:

You will receive a confirmation  [sse

. Woark Order 1D: 0021830
e-mail. Order Date: 12/11/2014
Requested Completion Date: 12/14/2014
Priority: N Normal
Requested By: Martha E. Willis
Contact:

Contact Phone/Ext:
E-Mail sent to:
Department:
Building:
Location/Room:

Description:

Confirmation of Wark Order Request

8698
mwillis@com.edu
FAC Facilities Services
TVB Technical- Vocational Bldg.
1421

the correct type of paint was not applied to the doors and is now peeling off. please schedule repair for new year. thank you.
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WEBADVISOR: EMPLOYEES MENU

MONITOR FACILITIES WORK ORDER REQUEST

For assistance, call the Student Help Center at
409-938-1211 ext. 663 or 1-888-258-8859 ext. 80
it www.com.edu/helpdesk

e

EMPLOYEES - WEBADVISOR FOR EMPLOYEES MENU Welcome Frosty the Snowman!

Click on Work Order Status Report.

Work orders are in ascending order.

The following links may display confidential information.

Time entrs
Time hist
Time apps for supernvisors,

Emploves NIStory (for SUDENiSars

Pasition Summary

Leave Plan Summary Enter request for

Click the Submit button or on Employee
menu to go back to the pervious screen.

Change Password Log Out Main Menu Employees Menu com.edu

For assistance, call the Student Help Center at
409-938-1211 ext. 663 or 1-888-258-8859 ext. 80

C)C)]_lege O_ftthaj-nland or visit www.com.edu/helpdesk
Corgsremons | _tmow | _menvers | copietions | _np_|

EMPLOYEES Welcome Frosty the Snowman!
Work Order Status Report
Requestor  Martha Crain
Work . E Date
Order# Date Description Dept Bldg Assigned Completed Comments
0000337 03/27/09 |[ NO HOT WATER! MAINT || COS || 03/31/09
0000336 03/27/09 || The commode is plugged up in the restroom next || MAINT || COS 03/31/08
to roomicloset 108
0000309 03/26/09 || Please come and dust my shelves and sweep the || CUST (| TVB 03/26/09 03/26/09
floor in front of my office. Thank you and have a
lovely day.
0000308 03/26/09 || Please put some hot pink flowers in front of my GROU || TVB 03/26/09 We will not have hot pink
office. Thank you and have a lovely day. flowers for two weeks. We can
put yellow flowers there if you
like.
000ozag 03/25/09 || l'would like pink flowers in front of my office. GROU || TVB 03/25/08 03/26/08 this has been done. | hope
you are happy!
000o0zs8 03/23/09 || Wednesday from noon to 2:00 1o train grounds the || ROOM || TVE 03/24/09 03/24/08 Due to conflicts on March 25,
new system. ifthe room is not available, please the W.0. Training has been
find me alab. thank you. scheduled for March 26 from
noan - 2pm. BMitchell
0000257 03/23/08 || one. restroom stall door is off the hinge in the MAINT || GYM 03/24/09
ladies room cloeset to the front. two. Foyer going
to ladies locker room there is a light out
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WEBADVISOR: EMPLOYEES MENU

FACILITIES INFORMATION

% A work order should be submitted only when work needs to be done, but not for emergencies.
“ Work orders will be assigned every morning by 10 a.m. Any work orders received after 10:00 a.m.
will be reviewed/assigned the following workday.
+» Here is a breakdown of each departments assignments:
» Custodial ~ Clean restrooms, classrooms, floors, writing services, spills, empty trash.
» Maintenance ~ replace lights, doors, hardware, swimming pool, parking lot lights, HVAC,
electrical, general repairs, painting, hang pictures.
» Car Rental ~ Enterprise rental for cars, 7 and 15 passenger vans. COM rental van 36, 37, 38,
47 and 49.
» Room Scheduling ~ Campus and auxiliary room scheduling.
» Automotive Repair ~ Repair to COM vehicles, canoe trailer hook-up, vehicle inspections
ground equipment repair.
> Facility Services ~ Energy Management System, renovations, pest control.

» Grounds ~ campus lawn care and maintenance, moves furniture, set-ups.
+« Individual departments are responsible for submitting work orders. Facility services will not begin a
project without a work order request.

FACILITY EMERGENCY INSTRUCTIONS
Emergency issues that require immediate attention include but are not limited to:

+» Overflowing toilets.

+ All Bodily fluids (vomit, blood, urine, stools) are considered hazardous requiring specific clean up.
% Water leaks, pipes, ect.

% Blown breakers causing blackouts and power outages

Any calls before 8:00 a.m. and after 5:00 p.m. that need immediate attention please call the Police

department at extension 403 or 599.

Emergency during the workday 8:00 a.m. — 5:00 p.m. direct to Facility Services ext. 8401.
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WEBADVISOR: EMPLOYEES MENU

LEAVE PLAN SUMMARY

The Leave Plan Summary encapsulates real time balances from Datatel/Colleague.

For assistance, call the Student Help Center at )

“i.‘ M 409-938-1211 or 1-888-258-8859 ext. 8663
Coﬂcgeoftheanland[ vt o com aduhotpdest

Log Out Main Menu Employees Menu com.edu

EMPLOYEES - WEBADVISOR FOR EMPLOYEES MENU

The following links may display confidential information

Enter request for maintenance/r scheduling
What's My User 1D/ COM ID? Account Summary/Full Payment

Ethnic/Race Resurvey CE Student Lookup

Cashiering Lookup

Lookup My Cashiering Receipts

st sunnar o s
Leave Plan Summa

My Stipends

e cmiometacton sy o ewemseowes
Pay Advices

W-2 Electronic Consent

V2 S o wewomes
Update Employee Information

Enter request for main Tcelr scheduling
Work Order Status Re

Vehicle Availability Report

My Documents

Log Out Main Menu Employees Menu com.edu
WebAdvisor ;.
Netonn  vowEREd EY parateL

Symantec

Click on Leave Plan Summary under the Employee Profile Section

For assistance, call the Student Help Center at )

\ ‘ 1 409-938-1211 or 1-888-258-8859 ext. 8663
1y COﬂCgC thhﬁMﬂlIlland [ or visit wv;'vrvv,com.edufhelpe\’:lxesk

Log Out Main Menu Employees Menu Help com.edu
EMPLOYEES
Leave Plan Summary
Leave Plan D iption Leave Allowed Date Accrual Rate Accrual Limit Maxi Carryover Current

V100 Vacation 04/01/06. 13.3300 240.00 5976
5100 Sick 100% 04/01/06 8.0000 960.00 257.50
P100 Personal Business - 100% 04/01/06 24.0000 24.00 0.00 20.00

Log Out Main Menu Employees Menu Help com.edu

WebAdvisor 5,
Norton POWERED BY DATATEL

The Leave Plan Summary is an inquiry only screen. You are not able to edit any of the information in

the fields. If something is incorrect, please contact the Human Resources Department at ext. 8269.
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WEBADVISOR: EMPLOYEES MENU

UPDATE EMPLOYEE INFORMATION

It is incumbent upon the employee
to maintain business and personal
demographic information like the

home address, all phone numbers,

and campus location. Look under

the Employee Profile section and

click on Update Employee

Information.

ance, call the Student Help Center at J

W) College oftheMainland [“mu“w

EMPLOYEES

Update Employee Information

Wartha Willis
Technical Trainer

Main Menu

Help com.edu

Welcome Martha Willis!

Adgessunet [
Address Line2 [

Aggessunes [
City [

State TX - Texas -

Zip
Phone 1 BU - Business (Work £) - 888-258-88
Prane 2 -
Phone 3 -
Gampus Lacation  MCS - COM Main Campus
Campus Buiding  TVB - Technical- Vocational Bldg.
Campus Office 1439
Campus Ext 18698
Campus Fax
Main Menu Help
‘/ WebAdvisor ;.

Update pertinent
information in the
correct fields and
complete the
process by clicking
the Submit button.

W-2 THRU WEBADVISOR

The Electronic Consent form will
give you the freedom of

maintaining & printing the W-2.

Under Employee Profile click on
W2 Electronic Consent.
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WEBADVISOR: EMPLOYEES MENU

For assistance, call the Student Help Center at ]

C()llcgcoftfaeMainland( et wons com edatask

Log Out Main Menu Employees Menu

EMPLOYEES

W-2 Electronic Consent

o | By salecting this opbian, | agree to receive my official W.2 only in electronic format | understand that by consenting to recese my W.2 in electronic farmat, | will not receive a paper W.2 that by ing | will hay to view and print
al of my prior, cuent and fulure W-2 statements unil | remaove my censent. | understand that | have e ability 8l any tme 1o Feum ta this form and remove my cansent.

| choase to withhold my consert and understand by doing so that | will not receive my official W-2 n electronc format. | also understand that by withholding my consent, | will not have access to prior or future W-2 statements electronically. | understand that | have
the ability at any fime to return to this form and consent to view my W-2 staternents electronically

Electronic W-2 Consent Histol
27114 03:13:16PM - Consent Given

Log Out Main Menu Employees Menu Help ‘com.edu
.
WebAdvisor ;.
J Norton  rewmmrswroamimin
Symantec
ADOUt S51 Cartkates

Click the radial button beside the best-suited selection for you. Click the Submit button.

YOUR W2

Under Employee Profile click on W2 Statement.

For assistance, call the Student Help Center at )

‘\, 2 409-938-1211 or 1-888-258-8859 ext. 8663
Coucgc OftthalI]laIld [ or visit w;rw.com.edufhelp?:l’;sk

EMPLOYEES

W-2 Statements

Tax Year Notation
2013
2012
2011
2010
Electronic W-2 Consent History

[ 01/27/14 03:13:16PM - Gonsent Given |

pages linked here are displayed in Adobe Acrobat's Portable Document Format (PDF). For best results, use Acrobat Reader 4.0 or higher to view these files.

l Get '
W /066" READER

Click on the tax year and the chosen W-2 will appear on your screen ready to be printed.
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