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Logging In to the WebReports System

1) Open your Microsoft Internet Explorer.

2) Type: http://webreports.whgca.com into the address bar of your browser (do not type “www”).
3) Type in your user name and password (please note that these are CASE sensitive).

4) Click login to enter the system.

5) Use these fields if you have forgotten your password
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http://webreports.whgca.com/

Budget View

1) Click here to go to the Capital Expenditures module (CapEXx)
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Budget View

1) Click here to go to your Budget Queue

2) Click here to go to your PR Queue

3) Click here to filter your Budget Queue list

4) Click here to view a budget

5) Click here to edit a budget

6) Click here to REJECT a budget and send it down a level for editing & resubmission
7) Click here to APPROVE a budget

/

WEL COME Dusents Puvcell YOU ARE I [CAFES BIDSETING
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/

Display AN v | buggets for Duncan Purcell v o 2011 «
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BUDGET QUEUE
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Approving a Budget

1) To approve a Budget click on the Approve link beside the desired Budget (see #7 previous page)
2) Click here to select the PR type
3) Click here to Approve the Budget
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Rejecting a Budget

1) To approve a Budget click on the Approve link beside the desired Budget (see #6 on page 4)
2) Click here to Reject the Budget back down a level to the previous user
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Viewing Locked Budgets

1) Once a Budget has received final Approval and has been locked it will only be available for view — it cannot be edited
2) Click here to view a locked Budget
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PR View After a Budget Has Been Approved

1) Once a Budget has been Approved the PRs created against the Budget can be viewed within the Budget
2) Click view beside a Budget in the Budget Queue to view PR details (see #2 previous page)
3) Click here to go to the PR view screen

You s logged in se 'Mkh—‘m

VIEW BUDGET V1.0 - YARMOUTH BUDGET

BUDGET BRIEF | | BUDGET VIEW | WOTE |
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Viewing PR Details

1) View the PR # that will be passed to Oracle here
2) Click here to add a document to the PR
3) Click here to add note the PR

4) Click here to select a specific PR

5) View the Control Number entered as an estimate when the CR was created here

6) Dots beside line items indicate if items are above (Red) or below (Green) the budget amount for the specific line item
7) View Budget vs PR details here

1 2 3 4 7
‘You are ldgged in g0 Asset Manager -
VIEW\BUD ET V1.1 - CHATEAU BUDGET V1 \ \

su MP AR‘f VIEW ” BUDGET BRIEF R VIEW BUDGET VIEW \N OTES \

/ l Display All PRs \ \ \

- R\#+ I PR Name {Zo}mol # \ Total Total Budget $66,598
T4EIT11T.1ECpIJ1 Eme#rgency PR Boiler 10,000.00 55,554.00 Budgeted PRs 9,657
Cateqgo Rooms Unit Unit Cost  ltemiDescription Total Cost
EHE?HEE =E Q:? gach 55,000.00 Baoiler S‘vapm 55,000.00 Palance o241
REPLACEMIENTS AND UPG Other PRs $5,554
MANAGEMENT FEE Management Fee 5% 2250.00

Total PRs $15,211
TAXES, AREIGHT P y
CONTINGENT P.5.T. {nonsefundable) 0% 30.00
TAXES, FREIGHT -
CONTINGBENC G5 T 0% .
TAXES, FREIGHT . -
CONTINGENGY Freight 4% $204.00
Ig’ﬁiﬁ gEELE‘:{HT Contingency 2% 3100.00
+ add document + ddd note
MHote Created By Date Created System
PR unlocked by the asset manager. Status: AM UNLOCKED Aszzet Manager - Duncan Purcel| 11/04/2011 b
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Managing the PR Queue

Click here to go to your PR Queue

Click here to sort your PR Queue by the hotels that are assigned to you (all are shown by default)
Click here to sort your PR Queue by year

Click here to create a new PR for a hotel that you are assigned to
Click here to view the details of an existing PR

Click here to assign your Approval responsibilities to another AM if you are away from the office and unavailable

<< MENU

2 3

- BUDGET QUEUE

1

6

- PR QUEUE

- TIME OFF

VIELCOME Duncan Purcell YOU ARE IN |CAPEX BUDGETING ot

You are logged in as: | Asset Manager

N

PR QUEUE

Display PRs for | All Hotels

\CIick here to create new PR

v|for[2011 &

v PR# v PR Name Last Modified Modified By Status
025311FLS001 New Test March 11, 2011 Duncan Purcell - Project Manager " In Progress
0253110PC001  |Test PR for GM March 10, 2011 Duncan Purcell - Budget Administrator CAPEX i AM Approved
025311TEC001 Yarmouth Budget March 10, 2011 Duncan Purcell - Asset Manager ﬂ AM Approved
025311TEC002 Test March 10, 2011 Mitoslav Radic - Project Manager ﬂ In Progress
430611MEC001 | Mito's PR2 January 20, 2011 Duncan Purcell - General Manager ﬂ Al Approved
4306110PC001 PR in Queuet January 18, 2011 Cathy Rothwell - Asset Manager " Pending AM Approval
430611PIP001 Test Case 9 January 24, 2011 Duncan Purcell - Budget Administrator CAPEX f In Progress
430611RENCO1 Test Routing January 19, 2011 Duncan Purcell - Project Manager " In Progress
430611TEC001 PR in Queue2 January 4, 2011 Duncan Purcell - General Manager B Pending BA Routing
430611TEC002 Test PR #21 - GM January 4, 2011 Duncan Purcell - General fanager B Pending Validation
430611TEC003 PR Approvers January 4, 2011 Duncan Purcell - General Manager a AM Approved
430611TECO04 TEST 123 Duncan January 19, 2011 Duncan Purcell - General Manager ﬂ Pending BA Routing
430611TEC005 Mito's PR January 20, 2011 Duncan Purcell - Project Manager ﬂ Pending GM Approval
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View and Edit a PR

1) Select a PR for View, Edit, Approval or Closing by clicking on a PR in the PR Queue (see #5 previous page)

2) The PR number can be located here

3) Click here to add a line item to the PR (if the PR is open to edit)

4) Click here to upload a document to the PR (MS Word, Text File, PDF, Excel)

5) Click here to add a comment directly to the PR

6) Click here to Submit the PR for Approval (if an AM has created a PR, it must first go to the PM for Approval & go through the process)
7) Note: Documents and Notes attached to a PR will be available for all stakeholders for the PR to view and cannot be delete

- BUDGET Qi JEUE - PR QUEUE - TIME OFF

You are I$gged in gs: | Asset Msn#gef I v ]

| || \

Once *ou fnish buildin%nis PR, c|ic%he Submit button to send it to the approval queue. m

PR‘: / / / PR Name Control # Total
4306118001 | Test Rbuting / $11,110.00 $0.00

+add Ren{ +add docu"bent +add n()te




Closing a PR

1) If a PR has been completed, the AM has the ability to CLOSE the PR so it can no longer be Edited (this will be passed to Oracle)

2) Click here to Close the PR
3) Click here to Unlock a PR if the rare instance that it needs to be re-opened and edited
4) Note: All edits and status changes will be passed to Oracle upon submission

You s logoes In ae KA.mMaw. -

PR QUEUE

TRk the Ceae battnn s dmable thas 52 i Orace. 80 00 PO cas Be wilen agoi { w

It you nead to madity the PR cice 2 Unloct bution You 'wil not 8 able to remove sny tema Pat heve 0= writes sgaest

PR PR Name Control # Total

025301 TEC201 | Yarmouth Budget 3040 8.0

* 8dd Socument - BOS nNote

Note Crealed By Date Craated Syestem
FR oo D CUOGE! 320ovet Stalud AM Apgroved Axat Manage « Duncan Purced 100320119 Y
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Creating a PR

1) AMs have the ability to create new PRs for the hotels that they are assigned to
2) Click here to create a new PR (a pop up window will appear for PR details)

3) Click here to select the property for the PR

4) Enter the PR name here
5) Click here to select the PR category

6) Enter the “original estimate” here as a Control Number here (this is a reference number only and is not applied to calculations)

7) Click here to select if the PR is a Budgeted PR (if this PR is to be applied and reported against the Approved Budget)
8) Click here to Save your PR and proceed to building the PR
9) Click here to close the window without saving the PR

~\

|3|\|4|\|5|\ /E

PR QUEYE
Display PRs for All Hotels v fyr 2011\ ~
Click here to create new PR
| |
ADD PR close
PRt~ e
032811FL S001 Brosaard Budget Note: PR#% will be aufomaticilly geherated
0328110PC001 d
stk Property: lect on
032811PI1P001 Emergency PR 1 \
032811PIP002 | Emergency 2 FINamE: | \
032811REN001 Room improvement | PR Category: Select one
720211FL S001 Hiton Garden Inn BY control Number: |$0_00
720211P1P001 Emergency *1
Budgeted PR? Yes ¥
720211P1P002 TEST1
720211RENOO1 Renovation 2nd Flo
720211REN0O2 IC Management PR
740711MEC001 Emergency PR Boiler April 11, 2011 IDuncan Purcell - Project Manaaer
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Building a PR

1) After Saving a PR to continue building a PR a window will pop up with a window displaying the Budget Line Items to select
2) Click here to add values to the PR for a line item (items in yellow are single items, items in Red/Gray are bundles that will auto populate)
3) View the Approved Budgeted quantities here

4) View the Balance of remaining quantities from the Approved Budget here

5) View the accounting details for a line item here

6) Click here to scroll to the bottom of the window and save changes

7) Click here to close the pop up if you want to manually add line items to the PR
8) Click here to Save and Submit the PR through the Approval process

2 4 3
\ER QUEUE / / / 5
nce you ﬂn/sh ‘ouilding}/ﬂis PR, clic/the Submit button to send it to the approval queue. m
\ PR% / / / PR Name Control # Total
0326& 1RENC;12 King Rﬁoms $10,000.00 $0.00
\ | / /
ADD) PR/ ITEMY / / close *
1=
\ / / / DOUBLE ROOMS /
No. of | | Budggted Unit of iy Unit Budgeted
Roors Roofns Bala%ce Qty Maasure item/Description Cost Czst Balance
| 3 2 2 each |Bed Set s405.17| $A051.70) (51,200.00)
I 5 0 2 each |Metal Bed Frame ss135|  $613.50 50.00
‘ 5 0 35 sq. yd. |Carpet (Supply Only) (MINIMUM 10 ROOMS PER PROPERTY) $13.89| $2430.75 $0.00
5 0 32 sq. yd. |Carpet Removal and Installation (Labour Only) $7.93| §1,268.80 $0.00
5 0 32 sq. yd. |Carpet Underpad $3.48 $556.80 $0.00
) 0 32 sq. yd. |Carpet Base (includes binding) $348 $556.80 30.00
< 0 1 each |Wardrobe Closet $505.88| $2,023.52 $0.00] ~
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Adding Items to a PR

1) To manually add items to the PR that were not included in the original Budget, close the Budget pop up (see #7 previous page)

2) Click here to add an item to the PR

PR QUEUE

Once you finish b%ng this PR, click the Submit button to send it to the approval queue.

/

PR# / PR Name

Asset Manager - Duncan Purcell

14/04/2011

Control # Total
032811REA002 | King Rooms $10,000.00 $0.00
+ add ite/rn + add document + add note
Note Created By Date Created System
PR oested. Status: IN PROGRESS

Y




16

Adding Iltems to a PR

1) Click here to select the Category you want to add the line item to

2) Start typing the name of the Inventory Item here (a smatrt filter will automatically make suggestions by searching the entire Inventory DB)
3) Click here to enter the number of rooms

4) Click here to enter the quantity of the item

5) Click here to select the unit of measure for the item

6) Click here to enter the cost of the unit (if you select an item already in the list, a default Cost will appear which can be edited)

7) Click here to Save your addition and return to the PR

8) Click here Close the window without saving the Inventory Item selection and return to the PR

9) Note: If you have entered an Inventory Item that does not already exist, you will be asked to create a new Item (see next page)

0253110RC001

1 Ad inistration

]
Inventory ttem: arﬁet $0| /

Total Cost Approved PRs Other PRs Budgeted Balance
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Creating a New Inventory Iltem

1) If have typed the name for an Inventory Item that does not exist, a pop up will appear for you to fill in the Inventory Item details

2) Click here to select the GL Account to map the new Inventory Item to

3) Click here to select if Management Fees are applied to this item

4) Click here to Cancel and return to the PR

5) Click here to Save the new Inventory Item and return to the PR

6) Click here to Close the window and return to the Add Item window

7) Important Note: A PR cannot be granted final Approval until the new Inventory Item has been approved by accounting or a DCP. Emalil
notifications are sent to the appropriate stakeholders to notify them of new Items to approve and to users when the item has been
approved. In an emergency a system administrator can override the process and approve the item.

1 2 4 S 3 6

CREATENEW INVENTORY ITEM close

Piease select the GL accoynt for this tem as well as if mgnagement fee applies or not.
Corporate accounting wil/have to validate it before the PR xan be fully aparoved.

Item Name yoy are cfeating:
Testing

GL account: | \/ ¥ Management Fae: | ¥

« Cancel Save =




Time Off: Assigning Approvals to other AMs

1) Click here to assign your Approval responsibilities to another AM if you are unavailable

2) Click here to select from the list of available AMs

3) Click here to select the start date and end date

4) Click here to save your selection

5) Note: During this time period all approvals and email notifications will be redirected to the selected AM

- BUDGET QUEUE - PR QUEUE TIME OFF

WELCOME Duncan Purcell YOU ARE IN Empex BUDGETING n

You are logged in as:  Asset Mansger

TIME OF

Please selectanother asset manager who will be responsible for capital approvals while you are away.

T* Asset Manager Fro\n To

Please selectone v Apr v 15 v 201 v A v 2 v o0 ~ | [




