BEATRICE

Check
Leave Balance
Using

wWebAdviscr

California School Employees Association
This is a CSEA communication and Beatrice 509 assumes all responsibility for its content.
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In order to access your leave balance in WebAdvisor you’ll need to open your Internet Browser.

In the Address bar type www.redwoods.edu and press enter.

You should now see the image below. Now click on the WebAdvisor link/image on the bottom
right side of the page.
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After you’ve clicked on the WebAdvisor link/image you should see the following page show up.
Now, click on the “WebAdvisor Online” link in the center of the page.
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You should have the following page show up on your screen. Next, click on the “Login” link in
the center of the page.

COLLEGE
OF THE
REDWOODS FaQ Lagin Logaout

Main Menu

Search for classes

CR Webpage | Logout

Accessibility

That will take you to the WebAdvisor login page as shown below. Now, enter your Username
and Password in the appropriate boxes and click on the “Submit” button.

COLLEGE
OF THE
REDWOODS CR Wehpage FAQ Lagin Logout
User ID and password are case sensitive
Log In
Username:
First initial of first name, Full
lastname, last 3 digits of
User Name: flasti23 employee ID#. (Ex. flast123)
Password: quu
Password:
X Birth date in mmddyy.
Show my password hint: O (Ex. Jan. 23, 1971 = 012371)
What's my user ID? | What's my password?
Accessibility CRWebpage | Logout

Your Username will be the first initial of your first name, your full last name, and the last 3
digits of your employee id#. Or you could click on the “What’s my user ID?” link located in the
bottom center of the page and follow the instructions in the yellow bars. Your initial Password
will be your 6-digit birth date in mmddyy order.

Q. Idon’t know my employee ID#?
Contact Human Resources at 476-4140 and their friendly staff will give it to you.

A
Q. I forgot my password?
A

Contact ITS at 476-4160 and they will reset it for you. Please make sure you have your
employee ID# handy so that they could lookup your profile.
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The next step requires you to change your password. You will only see this the first time you

login or when ITS r

esets your password.

Type in your existing username in the first field. Enter a new password in the next field, it must

be 6-9 characters in
password must be a
hint. The last step i
incase you forget it.

length and MUST include both letters and numbers. The first position of the
letter. Confirm your password in the third field. Lastly, enter a password
s not required, but a nice feature to allow you to remember your password

*required
Your new passwaord must be 6 to 9 characters in length and include both letters and
numbers.

Change Password [}s
Change Password

*User Name:

*New Password: I
*Confirm New Passwurd:l

My password hint:

Now you are inside
click on the “Staff”

of WebAdvisor. You will automatically be sent into the student menu, so
link on the bottom left of the page.

REDWOODS

COLLEGE
OF THE

Menu Fa0)

Login Logout

The following links may display confidential information.

User Account
What's my user ID?
What's my password?
Change password
Financial Profile
Account summary
Account summary by term
Financial Aid
Financial aid status by year
Financial aid status by term
Financial aid award letter

Faculty /Staff Use

Registration

Search for classes
Register for classes
Add classes
Drop classes

Academic Profile
Grades
Grade point average by term
Transcript
Test summary
Transcript request status
Enrollment verification request status
My class schedule
My profile

Enter or update your email address

Only
Faculty
Staff ———————
asy
Accessibility

Menu | Logout
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You are now at the employee menu. To check your leave balance click on the “Leave plan
summary” link as shown below.

COLLEGE
OF THE
REDWOODS Logout

For Employees
The following links may display confidential information.
User Account

What's my user ID? Employee Profile
What's my password? it g

Change password =z
Budgeting
My budget
Accessibility Menu | Logaut

This is what your leave balance page will look like. Check it and make sure it matches what you
believe you should have from your timesheets. If there are problems with your balances please
contact the Payroll department at 476-4128. (Approximately one month behind.)

COLLEGE
OF THE
REDWOODS Menu Fa0) Login Logout
Help
Leave Plan Summary
Leave e Leave Accrual  Accrual Maximum Current
Description i, Fa
Plan Allowed Date  Rate Limit Carryover Balance
Annual Leave-12
0.00 o.oo 0.00
1aN12 month CSEA 06/12/00 10.0000
EETH el L= (eiidn 06/12/00 5.0000 0,00
Employees
3RT Release Time 06/12/00 0.00
4 PH Personal Holiday 06/12/00 16,0000 0.00 0.00 0.00
5D Jury Duty a6/12,/00 0.0000 0.00
BCT Compensataory Time 06/12/00 0.00 0.00
7BY Bereavement 06/12/00 0.0000 [}S 0.00
Accessibility Menu | Logout

Lastly and the most important, DON’T forget to logout of WebAdvisor. Just click on the
“logout” link located at the top right or bottom right of every WebAdvisor page.
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