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HOW DO I GET ACCESS TO WEB*BUDGET
 

? 

      To qualify for access to Web*Budget, you must first have access to Web*       
     Financials. Access to Web*Financials can be obtained by completing a Web     
     Finance Request Form and submitting it to the IRT department for processing.  
 
    To qualify for access to Web*Budget, you must: 

a) Be a budget administrator or be authorized by a budget administrator or 
department head. 

b) The budget administrator and/or department head needs to forward a request for 
your Web*Budget access to the Budget Office. The request must indicate 
whether access should be granted for Salary Budget (SB) and/or Operating 
Budget (OB). 

c) The Budget Office will request IRT to add your name and ID to the Web*Budget 
security role. 

d) Once your name and ID have been added to the Web*Budget security role, the 
Budget Office will then grant you access based on the request. 
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INSTRUCTIONS FOR ENTERING OPERATING BUDGET INTO 
WEB*BUDGET 
 
 

Log in to Web Financials 
1.  With the appropriate security, you can log in to Web Financials at  

2.  Enter your user name and password, then select the institution that  
 www.drexel.edu/webfinancials 

 you want to be connected to and click Sign In. 
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3.  Once your user name and password have been validated, you’ll be connected 

to the Oracle instance that you have selected, “DUPROD” for Drexel and 
“MCPROD” for DU College of Medicine. This page will display the web 
products you have been granted access to. 

 

 
 

      
 

4. Click on the “Web*Budget” link to get connected into Web*Budget. 
This would take you to the Web*Budget Main Menu. 
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The main menu shows the different links that you could access depending on the 
type of information that you would like. 
• Operating Budget – is used to enter the department’s operating  

revenues (if any) and expenses. To assist in your budget projections, the 
form also displays an account history for last year’s actual, as well as 
current fiscal year-to-date and revised budget as of 12/31. 

• Salary Position Budget – is used to maintain and/or add position budgets, 
adjust position labor distributions; adjust employee job distributions. 

• Departmental Roster – displays current list of faculty and staff who are 
associated with or who have salary dollars being distributed to the 
organization entered. This form allows you to link back to the position 
distribution for each employee. 

• Reports – displays various reports available for the budget process (i.e. 
account & fund type, orgn & fund type, etc.)  
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To display your Departmental Budgets you must enter a fund and organization 
number. The organization number is your department number. 

OPERATING BUDGET 

 
 
The Operating Budget shows different sections for revenues and expenses. 
  
   I)   FY10
                     expenses 

  - represents the department’s prior fiscal year actual revenues and  

   II)  FY11 YTD
                              revenues and expenses as of 12/31 

 – represents the department’s current fiscal year-to-date  

   III) FY11 Revised
                                     budget which is equal to the Original Board Approved Budget, 

 – represents the department’s current fiscal year revised      

                                  plus/minus (+/-) permanent (BD02) and temporary (BD04) 
                                  adjustments   
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   IV) FY12 Current Services
                     base budget which is equal to the FY11 Original Board Approved 

 – represents the department’s next fiscal year (FY12)          

                     budget, plus/minus (+/-) Permanent Adjustments only. 
 
        A permanent budget adjustment is an amount built into your base budget  
        which rolls forward to the next year, such as January 1, 2011 salary increases. 

 
The Current Services Budget does not include an inflation factor for general 
expenses, and does not include merit increases which will be given on January 1, 
2012.  The merit increase pool for the University is budgeted centrally. 

 
 
    V) FY12 Requested
        for the next fiscal year.                              

 – column where the departments enter their requested budget    

           
The FY12 requested salary budgets are based on current permanent filled                       
positions, while FY12 requested revenue and general expense budgets should 
equal the dept/college FY2012 Current Services budget. 

 
        If you need to make changes to your department’s revenues and general  
        expenses, make the changes in the white blocks under the FY12 
        Requested Budget column. 

 
       You could also access salary budget from the operating budget page by  
       clicking on the amount of requested budget on the salary line.   
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HOW TO ADD NEW ACCOUNT CODE – Operating Budget 

If you need to add a new revenue and/or expense account code to the operating budget, 
there is a link “Add New Account” which can be found on the upper left hand corner of 
the page. 
 
       1) Click on the link. This link would take you to the “add new account page”                     
            which shows the default fund and fund description and orgn and orgn  
            description. 

2) To add a new account code, select from the drop down menu, the revenue  
and/or expense account code that you want to add to the department’s operating 
budget. 

3) Enter the amount of FY12 Requested Budget in the box. 
4) Click Save. 
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SALARY POSITION BUDGET 

To display your Salary Position budgets in detail you must enter a fund and 
organization number. The organization number is your department number. 
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The Salary Detail Budget page will display a list of employees and vacant positions by 
account code charged to the fund/org entered: 
 
Please note that there are certain temporary positions with zero dollars (i.e. 
administrative supplement, student salaries, support staff overtime salaries, etc.) 
which might contribute to the difference in your current services budget versus your 
requested budget. 
 
If you plan to fill these positions in the next fiscal year, you must enter a budget  
for that position/s.   
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To display your Salary Position budgets in detail you must enter a fund and 
organization number. The organization number is your department number. 
To drill down on an employee’s Position Labor Distribution Budget, click the employee 
name: 
Here you are given the option to change the Position budget distribution, 
You can add a new account delete or update a current distribution. 
 

 
 
 
 
You will also notice a section to change an employees’ Job Labor distribution: 
 

Add/Remove Job Labor Distributions(JLBD)  
     No JLBD information for this position exists, PLBD data will be used. 

 
This section should be used only when the employee’s job distribution will be different 
than the position budget distribution effective July 1, 2011.  This form has been created  
to alleviate the need to submit a Personnel Action Form at the beginning of the Fiscal 
Year. 
 
 
 
 
 
 
 
 
 

https://manchurian.irt.drexel.edu/webfinancials/webbudget/add_job_jlbd.asp?p=149195&fr=&sl=123596&pn=200376�
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An example of when you would use this functionality: 
Dr. Susan Bones is permanently budgeted 100% on her department’s unrestricted funds, 
but effective July 1, 2011 she will be 100% temporarily charged to a research grant.  In 
this case the position budget distribution will remain on the department and the job 
labor distribution will be changed to reflect the correct charges for July 1st: 
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SALARY POSITION BUDGET - Adding a Position 
 
If you need to add a new position to the salary budget, select “Add New Position” 
which can be found on the upper left hand corner of the page. 
 

 
 
         1)  Click the link. This link will take you to the “Add New Position page”                     
             which defaults the fund/orgn.  

2)   To add a new account code, select from the drop down menu the salary 
  account code that you want to use for this position. 

3)  Enter a Position Description (Job Title). 
4)  Select an Employee Class from the dropdown list. 
5)  Enter the amount of FY12 Requested Budget in the box. 
6)  Click Save. 
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ROSTER 
 
The Web*Budget roster will display a list of employee’s associated with the 
organization entered.  From this page you can drill down to the employee position 
details and make changes.  This section will allow use of rollup orgs at both the college 
and division level. 
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REPORTS 
 
This section displays the report options available through Web*Budget based on 
information entered in FY12 Requested Budget column of the department’s operating 
budget page. 

a) From the Web*budget main menu, click on “Reports”.  
b) Enter the fund and orgn number to display the departmental budget. 

The fiscal year always defaults to next fiscal year (i.e. 2012) 
c) Select the type of report that you want from the drop down menu. 
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Account & Fund Type Report 
 
This report shows the different fund types (Unrestricted, Designated, etc.) and the 
account code roll up for the department. 
 
Clicking on an account code roll up would show the different account codes that roll up 
to this account code. 
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Orgn & Fund Type: 
 

This report shows the different fund types (Unrestricted, Designated, etc) 
and the orgn code roll up for the department. 
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If you want to see all the fund types that roll up to a particular orgn, don’t enter 
a fund number in the fund box, just enter the orgn number 
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Contact Information 
 
For additional questions, please contact: 
 
Adria Colquitt (x1440) - ac43@drexel.edu 
Amy Bosio (x6382)      - aab97@drexel.edu 
Susan Medina (x2843)  - sm57@drexel.edu 
Megan Weyler (x1501)  - mw43@drexel.edu 
 
   
 


