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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”). 

 
 

 
 
 

 
After successful login click here 
to access the Capital 
Expenditures module (CAPEX) 

Type User Name and Password 
here (please note that these are 
CASE sensitive) 

 

Click login to enter the 
system. 

 

http://webreports.whgca.com/
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Budget View 

 
 
 

 
 
 

 

 

 

 

 

 

 

 

 

To Reject Budget 
and send back to BA 
click here 

To view Budget 
click here 

To re-adjust and 
edit Budget click 
here 

To Approve budget 
please click here  
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Approving and Rejecting a Budget 
 

 

  

To Approve budget 
click here 

To Reject budget and send back to 
BA click here 
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To view a locked 
Budget click here  

Once Budget has been 
approved by AM it will 
change the status to “AM 
Approved” and Budget will 
be locked for further 
editing. 
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PR View After Budget Has Been Approved 
 

 

 

  

 

 

PR View tab available for user 
to review PRs under the 
selected approved Budget 

The list of PRs that belong to 
this Budget appear on this 
page 
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Managing the PR Queue 

 

 
 
 
 

AM will be able to approve 
PRs that are “In Progress” 

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

To create a new PR 
click here 
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PR Management 

 

 
 

 

Once a PR has been 
created by the AM it will 
be sent back to GM for 
Approval 

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

Click the Unlock button 
to enable modification 
of PR 

To add items to the PR 
click here. 
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Only Documents and Notes 
can be added to a Closed PR 

 

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

 
 

 
 
 
 
 
 
 
 

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) 
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Adding Inventory Codes/Items to a PR 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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. 

 


