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INTRODUCTION 
 
The University’s accounting system is available on-line by accessing Web Tools found on 
Laurentian’s web page. 
 
If you encounter any difficulties, please contact Huguette Robidas at extension 3046 or via 
email at hrobidas@laurentian.ca. 
 
 
PROCEDURE 
 
1. Access Laurentian’s web page www.laurentian.ca. 
 
2. Click on the “Web Tools” link (second tab to the right of “Home”). 
 
 
 
 
 
 
 
 
 
 
3. From the “Web Tools” pull down menu select “Web Advisor”. 
 
 
 
 
 
 
 
 
 
 
 
4. Select “Web Advisor for Employees”. 
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5. The following menu will appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 From this menu, there are four options: 
 

a) Change Password:  This function will allow you to change the password which 
was emailed to you by Computer Services.  Your new password must be 6 to 9 
characters and must include numbers. 

 
b) My budget:  this function allows you to view your budget details on screen 

(refer to item 6.). 
 

c) Print my budget:  with this function you are able to print your budget 
information locally (refer to item 7.). 

 
d) Salary and Benefits Ledger:  allows you to print and view the details of salaries 

and benefits charged to your budget (refer to item 8.). 
 
 
6. My budget 
 
 Enter your login name and password. 
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 There is a built in security system which will allow you to view only your accounts. 
 
 
 After logging in, the following screen will appear and you will be required to enter your 

budget information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 Please note the following for : 
 
  GL Account Selection 
 
  1 Fund(s) = First two digits of budget number (i.e. 00-xxxxx-xxxx ) 

  2 Costcentre(s) = Five digits of budget number (i.e. xx-43430-xxxx) 

  3 Object(s) = Last four digits (i.e. xx-xxxxx-5400 supplies, 6301 travel, etc.) 

  4 Project(s) = NOT BEING USED 

 
  Sort by 
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  There are three sort criteria: “FUND”, “COST CENTRE”, and “OBJECT” which can be 
selected by clicking on the arrow. 

 
 
 
 
 
 
 BUDGET SUMMARY 

 
- To obtain a summary of your budget, enter the cost centre (5 digits).  In order to ensure 

that all object codes are included in the summary, DO NOT enter any object codes (last 
4 digits).   Refer to example below. 

- Select the “Sort by” criteria (COSTCENTRE – Cost Centre) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

- Select “Submit”. 
 
The following report will be displayed: 
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This on-line report shows the line-by-line items.  All transactions have been entered up to 
the time the report was submitted (on-line, on-time). 

 
Printing – Budget Summary 
This report CANNOT be printed by selecting the printer icon in the toolbar. 
 
To print the report: a) Click “File” on the top toolbar. 

b) From the pull down menu select “Page Setup …” 
c) Set the left and right margins to zero (0.00”) 
d) Set the Orientation to “Landscape” 
e) Click the “OK” tab 
f) Return to the “File” drop down menu and select “Print” or use the 

“CTRL+P” command. 
 
BUDGET DETAIL 
 
There are four types of details available: BGT - Budget Detail 
       REQ - Requisition Detail 
       ENC - Encumbrance Detail 
       ACT - Actuals Detail 
 
To obtain the details of a particular budget line (i.e. 00-43430-5400): 

a) In the “Choose” column, click on the pull down menu next to desired 
budget line. 
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b) Select “ACT - Actuals Detail”. 
c) Scroll to the bottom of the screen and click “Submit”. 

 
You will obtain all transactions beginning May 1 of the current fiscal year up to including the 
current date (see attached sample report). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7. Print My Budget 
 
This option allows you to print a report for a specific month (i.e. current month, previous 
month, etc.) 
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a) In the “Select Year” field, enter the fiscal-year (i.e. 2004 = May 1, 2003 to April 30, 
2004). 

b) In the “Select Period” field, choose the month from the pull down menu. 
c) Enter the Fund(s) (i.e. 00-xxxxx-xxxx - first two digits 00- Operating, 20- Restricted 

External, 21- Restricted Internal, etc.). 
d) Enter the Costcentre(s) 
e) If you would like to include all Object(s) in your budget leave these fields blank. 
f) Click on “Submit”. 
g) The report will appear on screen which can be printed using the “printer icon” on the 

tool bar.  A sample report follows. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8. Salary and Benefits Ledger 
 
This feature allows you to print a detailed report of the salaries and benefits charged to your 
budget. 
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a) Enter the ‘Start Date’ and ‘End Date’ in the “Pay Advice Date (mm/dd/yy)” field. 
b) Enter your budget number (5 digits – xx-43430-xxxx) in the “Cost Centres” field. 
c) Click on “Submit”. 
d) The requested report will appear on screen which can be printed using the “printer 

icon” on the tool bar.   The report will be the same as the Salary Ledger which is 
included with the paper monthly budget report. 


