MyBudget Instructions
Datatel Collegeague

I. Policy
a. Only authorized employees are allowed to query accounts that are specifically
applicable to the department that the employee works in.
b. Permissions to view certain accounts are set up by the Controller through record
level security (RSGL).
c. Thisis a web based application. You do not need to log in to Datatel Colleague
to access MyBudget.

Il. Process
a. Go to the following website:
https://solomon.cornerstone.edu/COLLIVE/WebAdvisor

Note: You may access this website by going to the Eagle’s Nest
Portal and clicking on WebAdvisor link on the Community tab.

b. Loginto WebAdvisor
Note: the username and password are the same as your network
username and password.

c. Once logged in, click on Employees

d. Under financial information, click on Budget Review

= Budget Review - Windows Internet Explorer
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e. Inthe first box of the Fund line, enter “10” for the operating fund, or “20” for the
restricted fund, or “40” for an agency fund.
f. Inthe first box of the Departments line, enter the 5-digit code for your
department.
g. Inthe first box of the Objects line, enter the 5-digit code for the revenue or
expense account you want to view within your department.
Hint: You may also leave the Departments line blank to pull up all
the revenue and expense accounts in your department that either
have either budget or actual activity.
h. Click the Submit button

= Budget summary - Windows Internet Explorer
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i. To view more details, click any displayed amount. A pop-up window will provide
a list of the transactions that make up the selected amount.
j- When done viewing this list, click the Close Window button and you will return
to the Budget summary.
k. To view a different department, click the OK button and you will return to the
Employees WebAdvisor menu.
I. When done, click Log Out
IMPORTANT: It is important that you log out so that no one else
can access your department’s financial information on your
computer.



