
  

Online Pay Advices 
 Using WebAdvisor and Self-Service

Tusculum employees may begin accessing  and viewing their pay advices online using 

WebAdvisor and/or Self-Service at the end of the February 2018. 



Tusculum employees will access their pay advices using WebAdvisor or Self-Service at the end of 

February. In addition to the most recent pay advice, employees will also have access to advices for 

previous months and years. 

Accessing WebAdvisor 

There are number of ways to access WebAdvisor. For example: https://my.tusculum.edu/webadvisor 

will go to the WebAdvisor home screen. 

 Or, from the Tusculum homepage, select ‘Faculty & Staff’ in the top menu, then click ‘WebAdvisor’ 

 

WebAdvisor Authentication 

WebAdvisor requires a valid Tusculum employee username and password. From the WebAdvisor home 

screen, click ‘Log  In’ 

 

https://my.tusculum.edu/webadvisor


 

Enter your Tusculum username and password. You should not enter @tusculum.edu, as WebAdvisor 

accepts only the Tusculum username.  Hit the ‘SUBMIT’ button. 

Once you are authenticated, you will return to the WebAdvisor home screen. WebAdvisor will also 

display a ‘Welcome’ message for you. If you do not see your name after the Welcome message, then 

you are not logged into WebAdvisor and will not be able to access your Pay Advices. 

 

Next, Click on the ‘Employees’ link in the right side navigation menu 

 



 

On the Employees Menu page, the link for your Pay Advices is listed under the ‘Employee Profile’ 

section. NOTE: due to differences in account access, your Employees Menu page may look slightly 

different than this screenshot. However, all employees will have access to Pay Advices under Employee 

Profile. 

Click on the ‘Pay Advices’ link 

Viewing Pay Advices 

 

The ‘Pay Advices’ screen will default to the current calendar year.  A list of the available Pay Advices for 

the current year will be listed in the ‘Current Year’ table.  

Click on the link for the month (in the example above, 01/31/2018) to access a view of your Pay Advice. 

The Pay Advice will load in a new window (not shown) 

 



You may also use the dropdown menu to view Pay Advices from previous years. 

 

In the example, select 2017. A list of all Pay Advices from Tusculum for the calendar year will be 

displayed in the ‘Pay Date’ table. Click on the link for the month you wish to view. 

 

 

 

 

 

 

 

 

 



Accessing Self-Service from WebAdvisor 

Self-Service provides new and mobile-friendly features, and links to different areas of Self-Service are 

available throughout WebAdvisor.  

You may access your Employee Earning Statements within Self-Service from the Employees Menu page 

in WebAdvisor. Again, the link is under the ‘Employee Profile’ section. Click on the bottom link: “Self-

Service Earn Statements” 

 

This link will take you directly to the ‘Earnings Statements’ page in Self Service. 

 

The Self Service Earning Statement is a downloadable and printable PDF summary of your monthly and 

year-to-date earnings. It provides the same information as the Pay Advice from within WebAdvisor, but 

in an itemized format. 

 



 

As with the ‘Pay Advice’ screen in WebAdvisor, you may access Earning Statements from previous 

months and years using the drop-down menu. 

 

Select the calendar year that you wish to view and a list of all available Earn Statements will display on 

the page. Click the link for the month you wish to view. 

 

 

 

 

 

 



 

Troubleshooting  

Both WebAdvisor and Self Service have an idle timeout limit. For example, if you access WebAdvisor and 

do not interact with the page for a time, your session will be timed out by the system. If you see a 

message similar to the one below, then your session has timed out and you need to renew your session 

by clicking ‘Log In’ and entering your Tusculum username and password. 

 

 

 

 

If you encounter other issues accessing your Pay Advices within WebAdvisor or Self-Service, please 

contact the Tusculum IS Help Desk at Extension x5346 or email: tchelp@tusculum.edu  

mailto:tchelp@tusculum.edu

