Wdesk Guide for Higher Education Reporting

How to get to Higher Education Reporting in Wdesk

The preferred browser to use Wdesk is Chrome. Alternatively, the Edge browser is also compatible with Wdesk,
but Chrome works best.

Website link and login
Link: https://app.wdesk.com/home/

This is the login screen for Wdesk, please enter your email address and password*. You also might be prompted
for an identity verification, which you will get an email with a 6-digit code to enter.

*If you have not created your Wdesk account yet, please email to hi-ed.fs.reporting@mass.gov to request an
account and follow the steps once you receive the welcome and password reset emails from Workiva. Please note
that the email you receive to set-up the account is only valid for 24 hours. If you were unable to set-up your
account within the 24 hour limit, please contact the hi-ed inbox so the welcome email can be resent.

Identity Verification

It looks like you are logging in from a device or browser
Welcome! we've never seen before. Please check your email and

L copy/paste or type in the security code we sent you.
brian.johnson@mass.gov

& Password . . . . . .

[J Show password

Need assistance? | Logout

Trouble signingin? | SigninwithSSO | Change user



https://app.wdesk.com/home/
mailto:hi-ed.fs.reporting@mass.gov

How to navigate to the HE-2 & 4 Worksheet
Once you have logged in, this is the main home page of Wdesk. On the left hand side is a toolbar for quick access
to this home page and the Files page. Click on the “Files” icon to see the listing of folder available to access.
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To get to the HE schedule: first click on Files, then click on the folder called “FY2023 SBFR & ACFR > “2023 GAAP
— Higher Education” From here you can star the file (circled in red below) called “FY2023 HE-2 & 4 Financial
Statement & Footnote” so that you can easily get back to the file from the homepage using the starred tab at the
top. See below screenshot for the starred page. Clicking on the file name will open up the worksheet.
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Features of Wdesk
Ribbon

Most of the ribbon at the top will be locked because the cells you will be entering data into are locked for editing.

There is one tab group called View that can be helpful. The Show/Hide section allows you to show/hide the

source and formula triangles, gridlines, formulas, comments, and attachments.
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Right Side Toolbar

On the right-hand side is the toolbar for different features within the worksheet. The three main features
you might be using are comments, history, and attachments.

&

Comments can be very useful, just like in Excel, to let others know about certain cells and any
additional information. You can also @ someone to notify someone about a comment you
posted. For example, you can @BrianJohnson and type in your comment, and | will get an email

message saying so-and-so sent a comment to me on this particular worksheet and displays the comment. A

very useful tool to get in touch with myself, Cathy or Pauline with any questions.

This sheet is in input mode. Manage settings to resume editing. COMMEnts >
a ® o+ caw ®
a8 co I F G H 1 3 K (% M N P Q &
Institution Name: Bridgewater State University BSC New Comment. =
Contact Name: [Amy Beaulien )
Contact Phone Number: |508-531-1712
E-mail Address: [a2beauliev@bridgew.edu *
Date Completed: 10/152021 {as) BrienJohnson O g
Statement of Revenues, Expenses and Changes in Net Position e .
L Reply or mention others with @ 0
NOTE A: Input ALL dollar amounts in thousands (e.g. 1,234,567 should be $1,235) ®
NOTEBT FIESe proviae ¥ from the prior year to current year amounts.
Brian Johnson (e =
Today. 231pm l %
@BrianJohnson Testing comment College/University i
sy oo 5
Reply or mention others with @ FY221 FY2020 Variance % FY2021 3
(inthousands) | (inthousands) | (inthousands) | Variance (in thousands) | | (inth
Operafing revenues: 5 |
Net fuition and fees - see peoW: s 830, S 89,815, s —,
Tuition and fees 116055, , (8.541) 6% -
Less: student financial aid @735 (26.240) , (895) 3% -
Auxiliary eaterprises & 15423 18277, @854) 6% -
Sales and services - see breakdown below: — 4 -
—_— e
Income from contract services =P - J
Sales and services | — — . —, ) —




Another feature is the history section, which will show worksheet-wide changes to the worksheet and
® who did them. By clicking on previous history points in time you can go back to see that version. You
can also see cell-by-cell the history of each cell to see how it has changed and by whom.

This sheet is in input mode. Manage settings to resume editing. Spreadsheet »
H2i X 15423 b fe
History
ABCD E F <« J K L M N o P Q &
1 Institution Name: Bridgewater State University BSC Authorship @ @
2 Contact Name: Amy Beaulieu s
3 Contact Phone Number: |508-331-1712 H21 Cell History
4 E-mail Address: aZbeauliev@oridgew edu & JUNE 27,2022 -
5 Date Completed: 10/152021 * e (i3
6 Statement of Revenues, Expenses and Changes in Net Position .0 $15,423.00 Qﬁ
7 " MorganTat Mondzy, 10:302m o
8 *
9 NOTE A: Input ALL dollar amounts in thousands (c.g. $1.234,567 should be $1,235) - * MAY 13,2022 @
10  |NOTE B: Pleasc provide a bricf description of any unusual or significant fluctuations from the prior year to current year amounts. ®
15 [o¥ $0.00 [ &
it " Brian Johnson May 13, 3:17pm =
13 College/University g i
14 h T
= $0.00
15 FY021 FY2020 , | gifiance % FY2021 | F
16 (in thovsands) | | (in thousands) o Min thousands) | | Variance (inthousands) (it  Brian Johnson May 13,9:18am
17 Operating revenues: *
18 Net tuition and fees - see breakdown below: s $B37, § iﬁu‘ 5 —, s
19 Tuition and fees # 116,055, , (3.541) (5% -
20 Less: student financial aid (26.240} 4 (EDS} 3 9§ —_
T | Auxiliary enterprises 18277, , (2.834) 16)% —
2 Sales and services - see breakdown below: T = — 4 —_
— ) E— =
23 Income from contract services — —_
- 44 4
24 Sales and services —_ =14 = 4 -
25 Miscellaneous - see breakdown below: 60 3214 J 5,042
—_—— e
26 Other sources 60 321 J (261) (81)% 5,042
27 Other operating revenues | —_ —i - 4 =
28 Commissions r s —p = 1
29 Donations from Foundation r = — 4 = ] ==
30 Enterprise funds. Lt o —J = J =
31 Intercept Recovery L — — -, J =
32 Auxiliary enterprises, other | = =P =4 4 =
1 Program Income_ Rental, Miscellaneons r = — 4 - 4 =
34 Nongovemmental Grants and Contracts B = — - 4 =
r
35 SI?(EEIndLDCal G@m — =P — 4 —
36 Tda | P = -
Q @ 1w |- &
There is also the attachment section, where you can select a cell and attach an excel document, word
@J document, pdf, or even an email message to that cell. That way you can provide further backup or more

information about certain numbers, if necessary.



Outline o « FY2022 HE-2 & 4 Financial Statement & Footn...
On the left-hand side is the Outline of the worksheet. Each =
institution will only be granted access to see their own HE-2 & | 3 ARAEAry3 o [v]
4 tabs, along with this Instructions sheet. You click on the Filter ik
arrow to the left of your institutions name and all the tabs on Q. sk
the Excel version of the HE-2 & 4 will appear. The number of e
comments also are shown to the right of the name of the tab,
along with a status indicator, which can be used by anyone to Instructions
indicate different statuses like “Not Started” “In Progress” ™ Bridgewater State University (BSC]
and “Final”. ) Statement of Net Position - BSC | e
& Statement of Revenues, Expenses-B.. @ @
h Statement of Cash Flows - BSC &
Ent . . d t s Institution Beginning Net Position Rec... &
ntering In data s
%3 Foundation Beginning Net Position Re... ]
Each tab for your institution will be in input mode, which you & Tab 1 Misc. Info - BSC @
can see by the blue bar at the top of each sheet. Input mode & i S d bR ee
allows only data entry into the worksheet in predetermined e KA =y e ®
cells, which are highlighted in blue. Any cell highlighted in " gt g b °
2 L =
green indicates a prior year number or a formula. Only the N A ®
[k} a apita Sels -
blue highlighted areas are allowed for data entry, which is to g L), S °
i i A . i El nv. in Cap Asset -
prevent accidental adding or deleting rows/columns, changing
. . & Tab 5a GFOA - BSC D
formulas, or any formatting. If there are any incorrect
. . h Tab & Long Term Liabilities - BSC ae
amounts for prior year or formula based cells, or if you need
. . , th Tab 7 Future Debt Serv - BSC &
to enter information where you can’t, please put a comment
* i g -
in the cell(s) and @BrianJohnson in the comment. = RS Dl . Comtieaboniciess RSE o
* Enrollment - BSC [
* Chedidist - BSC [
& Certification - BSC &
w Massachusetts State Coll Building Aut...

Auto save and publish changes

While you are entering in data into the various sheets, everything auto saves in the Wdesk application. There
are some cells, indicated by the blue triangle at the top left of the cell, which are source links to cells in other
workbooks in Wdesk (going to combining sheets or the ACFR itself). When there is a red bar below the blue
triangle, this means there is a change to the cell that needs to be shared to update the cells linked in other
workbooks. You can share changes by hitting the publish button at the top left.
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