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WebAdvisor Instructions  

 General Information – Account Structure  
 

A Lewis & Clark general ledger account string is comprised of 11 characters.  

FUND DIVISION DEPARTMENT OBJECT 
XX X XXXX XXXX 

10. Law School 

12. Law Restrict/Desig. 

20. Graduate School 

22. Grad Restrict/Desig 

30. CAS 

32. CAS RestrictDesig 

40. Common Service 

42. COM Restric/Desig  

Numeric or Alpha 

Rarely used 

(primarily project 

designation) 

0XXX   Instruction 

1XXX   Research 

2XXX   Public Service 

3XXX   Academic Support 

4XXX   Student Support 

5XXX   Institutional Support                                                    

6XXX   Physical Plant 

7XXX   Scholarship 

8XXX   Auxiliaries 

 

1XXX   Assets 

2XXX   Liabilities 

3XXX   Fund Balance 

4XXX   Revenue 

5XXX   Personnel Expense  

6XXX – 8XXX Operating 

             Expense 

91XX   Library 

92XX above - Transfers 

 

e.g. 40 0 5301 6000 stands for Common Service-Business Office-Office Supplies Expense 

 

 General Information – Commonly Used Source Codes  
 

AB –Board Approved Budget 

BU – Budget Adjustments  

CR – Cash Receipts (Deposits)  

IV – Invoice generated from Lewis & Clark  

JE – Journal Entry.   

Note: Pcard transactions have a reference code of PCXXXXXX 

          Bookstore transactions have a reference code of BXXXXXX 

PJ – Purchase Journal. Payment was made through accounts payable  

 

 

 How to check budget status using WebAdvisor? 

 

Step 1:  Log in to WebAdvisor ONLY with Firefox web browser. (Important!!) 

Step 2: Click “Employees” bar  
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Step 3:  

Under Budgeting section, click “Operating Budget Queries”  

 

Step 4 

1) Use the drop down arrow to select the Department that you would like to view. 

2) Check the items that you wish to show on the report.  The screen print below shows the boxes which 

will be most useful.   

3) Enter the date range in the format indicated.  If no date is entered, it will default to the current fiscal 

year starting 6/1 and ending 5/31. 

4) Click the Submit button to run the report  
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Note: Revenue is shown as a negative number displayed as “CR” (a credit in accounting terms).  

 

1) 

2) 

3) 

4) 

Budgeted 

Amount  

Year to 

Date Actual 

Expenses   

Funds have 

been 

committed    

Account 

Balance 

Available    
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Step 5  

1) For transaction detail, double click on the object code.  

 

 

 

 

 

Step 6 

All the transactions under the object code selected will be listed on the Transaction Detail Report for 

your review.   

 

 

1) 



Page 5 of 6 
 

 

 Restricted / Designated Funds (starting with 12, 22, 32, 42)  

 

1) Fund Balance is the beginning balance. From June through August, the beginning fund balance 

may not show as accounting for the prior year is not yet complete.  You can query the prior year 

and view the ending balance for an estimate.    

2) Revenue section shows additional resources.  Note: Revenue is shown as a negative number 

displayed as “CR” (a credit in accounting terms).  

3) Expenses & Transfers 

4) Balance in Account is the total of beginning balance plus revenue minus expenses and transfers.   

 

 

1) 

2) 

3) 
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Most grants do not have a budget.  For federal grants, reference section 2C of the post award grant 

handbook.  For more information:   

http://college.lclark.edu/offices/sponsored_research/after_the_award/handbook/ 

 

 

 

3) 

4) 

http://college.lclark.edu/offices/sponsored_research/after_the_award/handbook/

