Budget Change eForm Instruction

1. Login to WebAdvisor

Santa Ana College & Santiago Canyon College

T oo v [ MAINMENU [ CONTACT US

Welcome Guest!

Log In

Is this your first time logging onto WebAdvisor?

The default password for WebAdvisor is your date of birth in the Mmmddyyyy format with the first letter of the month
capitalized (e.g. if your birthday is November 05, 2015 the default password would be Nov052015).
You will be prompted to change your password after you first log on.

Need Help?
What's My WebAdvisor Login or Reset My Password

Please enter WebAdvisor Login and password exactly as written.

WebAdvisor Login and password are both case sensitive
WebAdvisor Login should be entered in lowercase letters i.e. ab12345, (Not AB12345 or Ab12345)

WebaAdvisor Login l

Password I

Hint O

WebAdvisor

2. Click on Employees

Santa Ana College & Santiago Canyon College

Update your password to access WebAdvisor & Canvas with the same sign-on SAESAFEEHTE)
ATTENTION!

WebAdvisor Potential Downtimes:

Tuesday - Sunday: 12:01am - 1:00am

Monday: 12:01am - 4:00am

Last Sunday of each month: 12:01am - 8:00am

These are windows used to perform critical maintenance to the system. While the system may be available during these timeslots, if needed the
system may be taken offline during this window without further notification.

3-DAY NON-PAYMENT DROPS: Enrollment fees must be paid IN FULL within 3 days of registration (including weekends and holidays as WebAdvisor is
available 24/7) or all of your courses may be dropped and released to other students. The day you register counts as day 1 of the 3 days. Drops may

occur at any point after the 2 day deadline. In addition to the 3-day non-payment drop policy, there is a final outstanding balance drop date. Please
check the section information for drop and refund deadline to avoid fees.
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Guests are allowed to view current class S { Employees

schedules and to apply online.
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Students and Faculty must log in first to
access their WebAdvisor menus.

What's My WebAdvisor Login?
Reset My Password
Student WebAdvisor Help Manual
WebAdvisor Login Help Video




3. Click on Budget Change eForm Link

Santa Ana College & Santiago Canyon College

CHANGE PASSWORD | LOG QUT | MAIN MENU EMPLOYEES MENU CONTACT US

EMPLOYEES - WEBADVISOR FOR EMPLOYEES MENU Welcome Thao Thanh!

The following links may display confidential information.

4| Purchase

ﬁ Parking Permits

eForms (Staff Only)

| User Account

Absence eForm Link

Blank Absence eForm Link (Timekeepers Use Only)
Status Change eForm Link (Timekeepers Use Only)
TimeCard eForm Link

Blank Timecard eForm Link (Timekeepers Use Only)
Budget Change eForm Link

WebNow (Timekeepers/Approvers Use Only)

What's My Student ID Num / Staff ID Number?
What's My WebAdvisor Login?

What's My Password?

Student Change Password

Change Contact Information

Check My Email

Emergency Information

Purchase Parking Permits

CHANGE PASSWORD MAIN MENU EMPLOYEES MENU CONTACT US

bAdvisor ;.

4. Click on eForm link next to your supervisor

Santa Ana College & Santiago Canyon College
[T Coance Passworn. | Lo OUT | MAWMenU | EweloveesMews | Hete | CowracTUs |

EMPLOYEES Welcome Thao Thanh!

Budget Change eForm Link

Supported Browsers for eForms:

Goagle Chrome

Firefox

Microsoft Edge

Microsoft Internat Explorer 11 (For Internat Explorer 11, the aform anly works when compatibility view setting is turnad off)
Apple Safari (Mac 0S v10.10, i0S @)

Criginater Nama: Mguyen, Thaa Thanh
Originater %I 1025858

To make your choics, click on the Form link to the left of the appropriate Supervisor. This wiill take you to the corresponding budget change farm.

Supervisors are grouped as follows:

1. Managers/Supervisors in the same division 2= the employee's positions.
2. DO's Managers/Supervisars

3. SAC and CEC's Managers/Supervisors

4, SCC and OEC's Managers/Suparvisors,

1. Managers/Supervisors in same division as the loyee's pasiti
Pleasz click on the eForm link to the left of the supervisor name.

Link Supervisor Supv Position Supv Pos Title Supv Div Location Supwv Division

eForm  Almaraz, Erika SFISC-UF-MGR. UF-Fiscal Servicas Manager DO SFIS - D0 Business, Opertns, & Fiscal Svc
eForm  Gonzalez, Yezid H. SITS-LF-VCAS LF-Asst VC, ITS oo SFIS - DO Business, Opertns, & Fiscal Svc
=Form  Hardash, Peter 1. SBOPE-AF-WVC AF-WC, Business Op/Fiscal oo SFIS - DO Business, Operins, & Fiscal Sve
eForm  Huotari, Monte J. 5850-UF-SRG3 Uf-Sergeant Dist Saf & Sec DO SFIS - DO Business, Opertns, & Fiscal Sve
eForm  Matsumoto, Carri M. SFACL-LF-VCAS LF-Asst VC, Fac Pin/Cmp Svc oo SFIS - DO Business, Opertns, & Fiscal Svc
=Form  Nguyen, Thac Thanh SFISC-UF-MGRZ  Budg Forecasting Anly Mar Do S5FIS - DO Business, Opertns, & Fiscal Svc
eForm  O'Connor, Adam M. SFISC-LF-\VCAS LF-Asst VC of Fiscal Sves. DO SFIS - DO Business, Opertns, & Fiscal Sve
eForm  Randolph, Shelly L. SINAD-UF-MGR  UF-Internal Audit Manager DO SFIS - D0 Business, Opertns, & Fiscal Svc
eForm  Tanner, Nancy A. SPAY-UF-MGR2 UF-Fayroll Managsr oo SFIS - D0 Business, Opertns, & Fiscal Svc
eForm  Taylor, Darryl S. SCONS-LF-DIR LF-Dir, Dist Const & Sup Sv oo SFIS - DO Business, Operins, & Fiscal Sve
=Form  Toledo. Michael SSAFE-CT-CHIEF  CT-Chief Dist Saf & Sec oo SFIS - DO Business, Opertns, & Fiscal Svc
eForm  Toner, Jose A. SWARE-UF-SUPR.  UF-Inventory, Delivery & Stora DO SFIS - DO Business, Opertns, & Fiscal Svc

2. DD's Managers /Supervisors.
Please click on the eForm link to the left of the supervisor name.

Link Supervisor Supv Position Supv Pos Title Supv Div Location Supv Division

eForm  Almaraz, Erika SFISC-UF-MGR UF-Fiscal Services Manager Do 5FIS - DO Business, Opertns, & Fiscal Svc
eForm  Birk, John F. SHR-UF-DIR UF-Dir Information Systems Do 5HR. - DO Human Resources

eForm Chamorro, Gustavo SLAOC-UF-DIRS UF-Dir LAOCRC/OC Do 5EDS - DO Educational Services

=Form  Cossio-Muniz, Ruth 1. SSBDC-UF-DIRXZ UF-Exec Dir DMC Do 5EDS - DO Educational Services

eForm  Davis, Adriene L. SLAOC-LF-VCAS LF-Asst VC, Econ/Wrkfrc Dev Do SEDS - DO Educational Services

=Form  Gonzalez, Yezid H. SITS-LF-VCAS LF-Asst WC, ITS Do 5FIS - DO Business, Opertns, & Fiscal Svc
B S Enene ae e ar e e Erre mAn B S




If you don’t see the Submit button at the bottom of the online budget change form then do the following.

~HRECONSTITUENCY=WBEM

£~ @ & ] & sudget Change chorm Link

hitps://webadv-prod.cloud.

File Edit View Favorites Tools Help

5 R Personsl & Business Banki... I GMetri- Web Admin -

Clientaxcess ) Ellucian Ul Launcher &) eZ-Aucit Web Site &) Form 320 Login ] Free Hotmail & htps--intranetsccd.edu-. ] LogOut (1] Nghe nhac HAY oniine, T.

@ OCDE &) 0CDE s Employee nform

Link  Supervisor
aform Adam, Jannie R.

Form Hubbard, Vaniethia R.
aform. Jaffray, Shelly .
aform  Kahlanbach, & Brian
aform. Kannedy, James S.
Form  Kennedy, James S.
Form Kosko, Christne F.
Form  Kruizenga, Alca M

Form. Mahany, Donald £
aForm  Manning, R Douglas
Form  Manson, Robert G.

aform Mathaws, Kimbarly M.

Form  Oforlea, Varonica 1.

form prisst, Michalle A.
Form Romero, Christina .
sfom Rose, Li

sform Sotslo, Sergio ..
Form. Trusng, Huey C.
sform Utsul, Melizza
form. Virgos, Brad C.
aform Winchll, Tim C.

Link  Supervisor
form Alanzo, Joseph A,
Form. Alvano, Patrica G.
eForm Armstrong, Joanne L.
form Avedesian, Kathryn S.
Form Babashoff, Ruth 1.
sform Coto, Jennifer
form Covarrubias, Deisy

form Paramore, Stephanie .

. SAC and CEC's Managers/Supervisors.
Plaaze click on the eForm link to the let of the supervisor name.

Sup Position  Supv Pos Title
SAUX-UF-DIRZ  UF-Dir Audlary Sarvices.
TTALUFDIR  UF-Dir Spacil Programs
ISHHS-APDN  AP-Daan-Sc MathBii

SHST-AP-DN  AP-Int Dean, Humsn SveSTech
SSDEV-AF-DNAC  AF-Assoc D, Student Dav
ICNSLAFDN  AF-Dean, Counseling
WRCUFDIR  UF-Dir Spacil Programs
MAI-URDIR  UF-Dir Physical Plant/Faci
IBUSAFDN  AF-Dsan, Business
LAOMS-LFVP  LFP, Administrative Sves
ISTSSAFP  AF-VP of Studant Sarvices
IHSSAFDN  AF-Daan, Humanites/Soc Sci
IPAAFON  AF-Dean, Fine/Pritmng Arts
10ADAFVR  AF-VP, Continuing E4

10AD-CS-PRE  CS-Spacial ImageNow Positio
10AD-AFDNS  Dean, Inst & Std Sves

ISCRAFDN  AF-Dsan, Student Affsirs
LACAAFVP  AFVP, Academic Afsirs
1EOPS-AF-DNAC | AF-Assoc Dn, EOPS
SLADM-AFDN  AF-Dsan, Envimnt/Std Sup Sv
RESUFDIR  Dirsctor College Ressarch

SFIACAF-DNACE  AF-Assoc Dean, Fire Tech
IKNHAAFON  AF-Dean Kinasiology,Hith At
LFAC-AF-DNAC  AF-Assoc Dn, Financial Aid
ICAR-UFDIRZ  UF-Director Spacisl rogram
IPAG-AF-DNAS  AF-Asst Dean, Studant Sves
ISMHS-AF-DNAC  AF-Assoc D, Hith Sci/Nors
10AR-UFRGST  UF-Registrar

1DSPS-AF-DNAC | AF-Assoc Dean, DSPS
10ADAFDNZ  AF-Dean, Instr & Std Sves
SSMHSAFDN  AF-Dsan, Science & Math
SADV-UFDIRX  Exe Dir Collags Advancement
LPRESAFPRES  AF-President. SAC
10ADAFDNZ  AF-Dsan, Instr & Std Sves
SADM-UFRGST  UF-Registrar

IPAGUFOFCR  UF-Public Info Officer
IOAAFDIR  AF-Di-CIA Instruction
ICAAFONAC  AF-Assoc Dean, CIA

4.5CC and OEC's Managers/Supervisors.
Please click on the eForm link to the lft of the supervisor name.

Supv Position Supy Pos Title
2STEQUFDIR | UF-Dir Special rograms
204R-UFDIR2  UF-Dir Cont 4 Support Serv
2040-AFDNZ  AF-Dean, Instr & Std Sues

Sup Div Location Supv Division
80 - SAC Business Operations
sac 15TSS - SAC Student Services
sac 15MH - SAC Science, Math, & Health Scienc
sac HST - SAC Human Services & Technology
sac 45TSS - SAC Student Services
sac 1ONSL - SAC Counseling Division
sac 1556 - SAC Student Services
sac 1ADM - SAC Administrative Services
sac 18US - SAC Businass Division
sac 1ADM - SAC Administative Services
sac 15756 - SAC Student Services
sac 1HSS - SAC Humanites & Social Sciences
sac 1FPA - SAC Fine & Parforming Arts
cec 1CED - SAC Continuing Education
cec 1CED - SAC Continuing Education
cec 1CED - SAC Continuing Education
sac 45TSS - SAC Student Services
sac - SAC Acadamic Affairs
sac 15TSS - SAC Student Services
sac 15756 - SAC Student Services
ac 1EXE - SAC Executive Division
sac HST - SAC Human Services & Tachnology
sac LKNHA - SAC Kinssiology, Health & Athletic
sac 15756 - SAC Student Services
sac 1HST - SAC Human Servicas & Tachnology
sac 16XE - SAC Exacutive Division
sac 15MH - SAC Science, Math, & Haalth Scienc
cec 1CED - SAC Continuing Education
sac 15TSS - SAC Student Services
cec 1CED - SAC Continuing Education
sac 5HH - SAC Scienc, Math, & Heslth Scienc
sac 1EXE - SAC Executive Division
sac 1EXE - SAC Executive Division
cec 1CED - SAC Continuing Education
sac 15756 - SAC Student Services
sac 1EXE - SAC Executive Division
sac HST - SAC Human Services & Tachnology
sac 1HST - SAC Human Sarvices & Tachnology
Supv Div Location Supv Division
25756 - SCC Student Services
oec 2CED - SCC Continuing Education
oec 2CED - SCC Continuing Education
scc 2855 - SCC Envoliment Support Sarvicas
scc 2655 - SCC Counssling & Student Supp Sves
scc 2855 - SCC Envoliment Support Sarvices
scc 25756 - SCC Studant Services
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Print »
File »
Zoom (@5%) »
Safety »

Add site to Start menu
View downloads Ctite)
Manage add-ons

F12 Developer Tools

Goto pinned sites
Compatibility View settings

Report website problems

Internet options

About Internet Explorer

Compatibility View

Add this website:

rsced.edu

ﬁ Change Compatibility View Settings

Websites you've added to Compatibility View:

Remove

|| Display intranet sites in Compatibility View
[]use Microsoft compatibility lists

Learn more by reading the Internet Explorer privacy statement
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Close




5. Date automatically populated and current fiscal year displayed

> 4
RANCHO SANTIAGO

Community College District

Budget Change Form

Doc Date: IME Fiscal Use Only:

Fiscal year: ! Process Date =

Reason Code: M Fund Transfer Number:

Reason for Change:| |

Routing Information

Supervisor Location: DO - District Office v Supervisar Division® [5FIS - DO Business, Operins, & Fiscal Svc V|
Supervisor: |O'Connor, Adam M. - 1871524 /| Supervisor Position: [5FISC-LF-VCAS LF-Asst VC of Fiscal Sves v|

Budget Information

It is requested that changes to budgeted funds be made as listed below:

Credit (From) Debit (To)

Row GL Acct Amount Add/Delete Row GL Acct Amount Add/Delete

]| I B I |
Total Amount: Total Amount:

Comment

Add Comment

6. Click on the down to select the reason code (see list below)

Reason Code: |\ ] v |

COB - Carryover Budget

ALY - Adjustment

MEWE - Mew Budget

SPAJ - Special Project Adjustment
DELB - Deleting Budget

CORR - Corraction

7. Type in the reason for the budget change - limited to only 30 characters long (including space) — abbreviate so
it makes sense when you pull up in Datatel screen. You will have the option to add more detailed explanation
at the comment section below.

Reason for Ghangri:




8. Type in the GL account on the Credit side (either just number, with dashes or underscore). The form will check
for the account and the available amount. It will turn green when it is ok to proceed. If it is red, either the
account is incorrect or the amount is not sufficient. Click Add to include more account. Click Delete to not
include the account. Make sure the Credit and Debit side is balanced. Budget change will not take any cents.
Type in additional comments if needed. Click Sign and Submit to route to the next approvers.

Budget Information

It is requested that changes to budgeted funds be made as listed below:

Credit (From) Debit (To)

Row GL Acct Amount Add/Delete Row GL Acct Amount Add/Delete

[110000672000542115100 || | D | I | D
Total Amount: Total Amount:

Budget Information

It is requested that changes to budgeted funds be made as listed below:

Credit (From) Debit (To)

Row GL Acct Amount Add/Delete Row GL Acct Amount Add/Delete

[~ [T1.0000_672000 542115100 | 4218100 + | J [t [1100006720005421221300  x | j =
Total Amount: Total Amount:

Budget Information

It is requested that changes to budgeted funds be made as listed below:

Credit (From) Debit (To)

Row GL Acct Amount Add/Delete Row GL Acct Amount Add/Delete

[1 [11_0000_672000_54211_5100 | 42181.00 j J [1  [11_0000_672000 54212 2130 | 31967.00 j J
Total Amount: [tooooeT20008a2123215 x| [+ ][ -]

Total Amount:

Budget Information

It is requested that changes to budgeted funds be made as listed below

Credit (From) Debit (To)

Row GL Acct Amount Add/Delete Row GL Acct Amount Add/Delete

[1 [11_0000_672000_54211_5100 | 42181.00 j J [t [17_0000_672000_54212_2130 31987.00 j J
Total Amount: o [11_0000_672000_54212_3215 77700+ | - |

[+ [11_D000_672000_54212_3315

|

|

[ tee00  «+| -|
|4_ [11_0000_672000_54212_3325 | 464.00 j J

|

|

|

|

5 [11_0000_672000_54212_3415 7200 +| -

600 +| -

72000 +| -|

B [11_0000_672000_54212 3616 meto0 + | - |
Total Amount:

[6 [11_0000 672000 54212 3435

[ [11_0000_672000_54212_3515




Comment

Reorg #1131 - change Senior Account Clerk (AP) - grade 10 to senior Accounting Analyst (Accounting)
-grade 19|

Add Comment

Signatures

Originator:
| approve this budget change form.

‘ | |- Please Sign and Submit the form

—
RANCHO SANTIAGO

Community College District

Budget Change Form

Doc Date: D3ar2019 EE Fiscal Use Only:

Fiscal year: 2019[] Process Date: =2
Resson Code: AL - Adjustment Fund Transfer Humber:

Reason for Change: reorg #1131 Snr Accing Analyst

Routing Information

Supervisor Location: DO - District Office Superviser Division: 5F1S - DO Business, Opertns, & Fiscal Sve[&]
Supervisor: O'Caonnor, Adam M. - 1371524 Superviser Position: SFISC-LF-VCAS LF-Asst VG of Fiseal Sves[]

Budget Information
It is requested that changes to bedgeted funds be made as listed below:

Amount AddiDelete

Credit (From) Diebit (Ta)
Row GL Acct Amount AddiDelste Row GL Acct
[t [ oopo_evzoo0 samision [ aziEime ﬂ ;I [t |1 oooo_e72000 seziz zian [ zseran
Total Amount: | 42151.00 [~ [ oooo_e7zoan samiz azis [ sirraa
[ | ooooe7zoon samzasis | 19eaa0
[ [ pooo_e7zoon sz dszs | 26400
[~ [iooooerzoon_sezmia_sas | 73.00
[~ [1_oooo_67z000_5421z_3435 | 16.00
[~ [ ppoo_67z000_s4mz_3sis | 72000
[ [ ooooerzoon saziz seis | i1eioo
Total Amount: 4151.00

L]
HE
HE
HE
-]
HE
HR
|

Comment

[Thae Thanh Mguyen 0301/2019 0E:30
Raorg #1131 - change Senlor Account Clerk (ARP) - grade 10 10 eenlor Accounting Analyst (Accounting)-grade 19

Add Commant

Signatures

Qriginator:
| approve this budget change form.

N
LLED UL ] L il Plzaze Submit the form. Unsign 1o make more changes.

Submit

Print




Signatures

Originator:

| approwe this budget change form.

Thao Thanh Nguyen

Approveri:

| approve this budget change form.

VPiApprover 2:

| approve this budget change form.

AdminService Budpget Checker:

| approve this budget change form.

AdminService VP:

| approve this budget change form.

Resource Development:

| approve this budget change form.

Budget Analyst:

| approve this budget change form.

Fiscal Approver:

| approve this budget change form.

D3A72019

Plzz=a Submit the form. Unsign to maks more changes.

Sign

Sign

Sign

Sign

Sign

Sign

Sign

ungign

unzign

Ungign

unzign

Ungign

unsign

Ungign

Sulbmit

Reset

Print




There’s the Attachments button where you can upload backup information for your budget changes.

“Sibmi | Resst J_Pimt | Atachmerts |

Manage Attachments

OK Cancel

Organize Mew folder 1=+ 0 @
@ Shared_4_Students (\\sac-business0l.sac.rsced.inst) (Z:) = Mame Type o
“‘ MNetwork I . D
TentZUZU.xst Microsoft Exc
@ Control Panel = i
_ . AdoptZUZU.xst Microsoft Exc
& Recycle Bin . _ o :
. Copy of FARSCCD Proposals and Fiscal Implications-initial proposal .. Microsoft Exc
. 12-30-17 Cloud Testing - i .
. Copy of Copy of PERPOSWG Audit COLLEAGUE 041519.xlsx Microsoft Exc
y aw _ . .
. —— FD 11-PERS-STRS adjustrments.xlsx Microsoft Exc
- L Classified Analysis - 6-3-19.xlsx Microsoft Exc
I Arlene 5 I ch for Adopted Budaet.d Mi W Select a file
0=| personnel changes for Adopted Bu .docx icrosoft Wo .
./ delete account = b g i g i to preview.
01718 FD 11 -Tsooc-3ro0e- TB.adlsx Microsoft Exc
e % Liooc-Ziox- STRS & PERS TB to AB reconciliation.xlsx Microsoft Exc
.. bargaining proposal )
| FD 11-laoc-3m000 File
. calendar X
|| Troa-2soac File
L. 2018-19 n )
2019-20 TB STRS.xlsx Microsoft Exc
. 2019-20 )
. || 2019-20 TB 5TRS File
I Academies A ANNNANAA .1 [ Y p— e [T
| Activity Report - 4] L[} b
File name: ~| [AllFiles () -
I Open |v] ’ Cancel ]
Manage Attachments

| % [201920 TBSTR... 16 KB

OK Cancel

NOTE:

As approvers, you can make changes to the BC, add notes along the way before you approve it. The budget change
eForm submitted in today, if all required approvals have been signed off, it will be posted by the next day. The BC will
check for accounts and amount available including pending BC that you have submitted earlier in the day even though it
has not been posted to Datatel yet.



