ACCESSING FINANCIAL REPORTS ON WEBLINK

For best results in accessing reports via the weblink, it is recommended to use Google Chrome as your web browser.  If you do not have Google Chrome, please contact the technology department.  The steps to access financial reports are as follows:

1. Open your Chrome web browser and type the following link in your address bar: 

http://10.5.10.15/weblinksql/Default.aspx. Be sure to bookmark link for future access.
2. At the login screen, you will need to have a user id and password.  Your user id will be the first four letters of your last name followed by the first three letters of your first name (all capital letters).  For example: John Smith will have the user id of SMITJOH.

The password will be the last four digits of the user’s social security number.  After logging into WebLink, users will have the option to change his/her password.  

If you have trouble logging into WebLink, contact the Business Office.

3. Once you have successfully logged in, you will come to a screen with four heading options; 1)Employee Information 2)Reports 3) Settings and 4) Help.  Click the “Reports” option and new window should appear showing two reports to choose from.

4. To view account detail for General Fund or Activity Fund Accounts, double click the Account Inquiry-Date Range-Exclude Encumbrances report.  

Once this report is selected, choose “Account Groups” from the drop down box. Next you will need to complete the following parameters:

· Beginning Month- Put in the month (XX/XXXX) you want the financial information to begin.  For example, if you wanted the entire fiscal year, your beginning month would be 07/2012.

· Processing Month- Put in the ending month (XX/XXXX) in which you want your financial information through.  

· Account Group Id- Click on the magnifying glass on the far right and select the appropriate report group.  Once you have selected the appropriate report group(s), click on the green check mark.  Each building will have a General Fund report group and an Activity Fund report group.  For example report group id “HS-GENERAL” would be the high school’s general fund accounts and “HS-ACTVY” would be the high school’s activity fund accounts.

· Account Type- Click on magnifying glass on far right and select Revenues (8) and Expenditures (9).  Click on green check mark.

· Accounts to Include- Leave blank.

· Active Chart of Account Number- Leave blank.

· Chart of Account Number- Leave blank.

· Fund Number- Leave blank.

Click “Copy Choices” at the top of the screen and the parameters you just entered will automatically show as text in the Sub Heading box.  (This text will show at the top of your reports so you know what fund, dates, accounts, etc. are included in your report).

Finally Click “Execute Report” at the top of the screen and your report should download.  If the report does not download, ensure that your settings are allowing pop ups for this site.  A message will show on your address bar if pops are being blocked.  Click on message and select “Always allow pop ups on this site.”  

At this point you should be able to view and/or print the report.  

5. To view a summary (beginning balance + revenues – expenditures = ending balance) of your building’s Activity Fund accounts, double click the Activity Fund Balance Report-Summary-Exclude Encumbrances report.

Once this report is selected, choose “Regular by Account Group” from the drop down box. Next you will need to complete the following parameters:

· Beginning Month- Put in the month (XX/XXXX) you want the financial information to begin.  For example, if you wanted the entire fiscal year, your beginning month would be 07/2012.

· Processing Month- Put in the ending month (XX/XXXX) in which you want your financial information through.  

· Account Group Id- Click on the magnifying glass on the far right and select the appropriate report group.  Once you have selected the appropriate report group(s), click on the green check mark. Each building will have its own Activity Fund report group.  For example “HS-ACTVY” would be the high school’s activity fund accounts.
· Accounts to Include- Leave blank.

· Active Chart of Account Number- Leave blank.

· Fund Balance Account- Leave blank.

· Fund Number- Leave blank.

Click “Copy Choices” at the top of the screen and the parameters you just entered will automatically show as text in the Sub Heading box.  (This text will show at the top of your reports so you know what fund, dates, accounts, etc. are included in your report).

Finally Click “Execute Report” at the top of the screen and your report should download.  If the report does not download, ensure that your settings are allowing pop ups for this site.  A message will show on your address bar if pops are being blocked.  Click on message and select “Always allow pop ups on this site.”  

At this point you should be able to view and/or print the report.  

6. Once completed, select Logout on the main menu screen to exit the WebLink system. 

For questions or issues generating financial reports on the WebLink system, please contact the Business Office.

