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Logging In to the WebReports System

To log into Westmont Reporting System user will need to open one of available browsers (Microsoft Internet Explorer or similar) that are installed
on their machine and type: http://webreports.whgca.com into the address bar (note: do not type “www”).
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Type User Name and Password After successful login click here
here (please note that these are to access the Capital
CASE sensitive) Expenditures module (CAPEX)

Click login to enter the
system.



http://webreports.whgca.com/

Budget View

To re-adjust and
edit Budget click
here

To Reject Budget
and send back to BA
click here

To Approve budget
please click here

Yoo see logged o an | Asset Manager v Pasaword | Logowt
BUDGET QUEUE To view Budget
Display AN v | buggets for| Duncan Purcall w ror 2011 » click here
Thete are J budgets in the systam for Duncan Purces for 2041
Date Created Hoted Name Budgot Hame Version Last Modihag Modihed By 7&35( Wew | Edd | Reject | Approve
March 8 2011 Comdert inn Yarmouth Yamouth Budget "0 Narch 8. 2011 Radic, Wiosisy - General Nansger @' Pencing Al -\w}m w apove
Jwunry 4 2011 | Hiteo Wedeor PR n Queue Tesl 1 " Jnanry 4, 2811 |Purced Duncan - Progct Mansger 8 W Agpraved /




Approving and Rejecting a Budget
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Budget click here




PR View After Budget Has Been Approved

PR View tab available for user

to review PRs under the
selected approved Budget

You sie logged in se ‘A.dktrm
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Managing the PR Queue

CAPEX BUDGETING v

You are logged in as: l Asset Manager

v

PR QUEUE To create a new PR
click here
Display PRs for\ All Hotels 72011 v
Click here to creaM
v PR# w PR Name Last Modified Modified Status

025311FL SOOT—THew—aat March 1 i lager f’ In Progress
0253110PC001 Test PR for GM March 1 AM will be able to approve hinistrator CAPEX / ﬂ AM Approved
—_—— PRs that are “In Progress”
025311TECO001 Yarmouth Budget March 1 M ﬂ AM Approved
025311TEC002 Test March Ve TrereT—rrorer e §ET ﬁ In Progress
430611MEC001 | Mito's PR2 January 20, 2011 Duncan Purcell - General Manager ﬂ AN Approved
4306110PC001 PR in Queuet January 18, 2011 Cathy Rothwell - Asset Manager " Pending AM Approval
430611PIP00O1 Test Case 8 January 24, 2011 Duncan Purcell - Budget Administrator CAPEX “ In Prolress
430611RENOO1 Test Routing January 18, 2011 Duncan Purcell - Project Manager i" In Prtfgress
430611TEC001 PR in Queue2 January 4, 2011 Duncan Purcell - General Manager B Penling BA Routing
430611TEC002 Test PR #21 - GM January 4, 2011 Duncan Purcell - General fanager ﬁ Pe|fding Validation
430611TEC003 PR Approvers January 4, 2011 Duncan Purcell - General Manager B Arl Approved
430611TEC004 TEST 123 Duncan January 19, 2011 Duncan Purcell - General Manager ﬂ P;nding BA Reuting
430611TEC005 Mito's PR January 20, 2011 Duncan Purcell - Project Manager ﬂ fending GM Approval

AM is able to Approve PRs with
“Pending AM Approval” status.

/




PR Management

- BUDGET QUEUE - PR QUEUE TIME OFF

Once a PR has been

<< MENU WELCOME Duncan Purcell YOU ARE IN v created by the AM it will
, be sent back to GM for
You are logged in as: | Assst Manager v | Approval
PR QUEUE

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

PR# PR Name Control # Total
430611%% $11,110.00 $0.00

+additem +add document m\

To add items to the PR
click here.

Click the Close button to
disable PR in Oracle —
this will prevent the PR
from being edited further.

WELZDOME Dunczan Furcell YOU ARE i FCAMIE BUOOKR YNNG -

You are logpes in sx | Amet Manager -

PR QUEUE

TEch the Cisae batinn i deabie tha O i Oracie. 80 a0 POs cas be wilien agamt 1 ﬁ
. Click the Unlock button
It you nead to madity the PR chcs 2 Unboct button Y ou 'wil not 8 able to remove sny fema Bat heve POs writes spaest

to enable modification

of PR
P PR Mame Control # Total
G2EINMTECD! | Yarmouth Budget $0%0 800
+ 3dd Socument = DS noe
Mote Crealed By Date Craated Systemn

FR oot Dr COOGE! S0r0vt Statut AM Approved Axal Manage « Duncan Purced 10032011 Y




- BUDGET QUEUE - PR QUEUE

- BUDGET TEMPLATES

- PARTICIPATING PROPERTIES
<< MENU WELCOME Duncan Purcell YOU ARE IN |CAPEX BUDGETING Ji'4
You are logged in as: I Budget Administrator CAPEX v I
PR QUEUE
PR# PR Name Control # Total
—HeRE S HTELoE2  Test $1.00 $0.00
+add document + add note
Note Created By Date Created System
PR cested Status: IN PROGRESS Project Mansger - Miteslav Radic 10/02/2011 Y

If PR is not in the AMs
gueue for their approval
the PR cannot be
edited but the AM is
able to add notes and
documents.

Only Documents and Notes
can be added to a Closed PR
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Adding Iltems to a PR

ADD PR ITEM

PR:

Category:
Inventory ftem:
No. of Rooms:
Qty:

Unit of Measure;

Cost:

close
0253110PC001
' Administration -
Carpet Bo
Total Cost Approved PRs Other PRs Budgeted Balance

To enter new PR Item the user will need to
enter following information: Category,
Inventory Item, No. of Rooms, Qty, Unit
Measure and cost. If Inventory Item does not
exist in the auto suggest dropdown a new
pop up will be available for the user to enter
the new inventory item. Please see next page

Total Cost: Total cost for
particular item (Cost*Qty)

Approved PRs: Total cost for this
item from already approved PRs

Other PRs: Total cost for this item
from other (non-approved) PRs

Budgeted: Budget amount for this
item

Balance: Budget - (Total Cost +
Approved PRs + Other PRs)




Adding Inventory Codes/ltems to a PR

CREATE NEW INVENTORY ITEM close

Piease select the GL acceount for this tem as well as if management fee applies or not.
Corporate accounting will have to validate it before the PR can be fully approved.

Item Name you are creating:
Testing

! ? . i
GL account: | el Management Fee: | bt

« Cancel m

Click on ADD Item to add an item to the PR
Select the GL account to associate to Inventory Item

Select Management fee toggle (Yes/No) and click
save

Fill out additional information and click Save

***Note: The Inventory Item will be available in
the IC dropdown list for all users after it has
been approved. PR can not be approved until
corporate accounting validate new ICs.

Budgets/PRs cannot be final AM approved until
ICS have been approved.




