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How To Request Payment for an SGA Org

1 Navigate to Campus Groups
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2 Click "Groups" and search for your organization

3 Once on your group's page, Click "Money:. This can be found in the main section
as one of the tiles, or on the left-hand side.
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4 Click "SGA Budget {respective year}"

5 Some groups have multiple "buckets". Navigate to the correct "bucket" for your
purchase.
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6 Click "Request Payment"

7 Select the "Payment Request" option for Transaction Type.
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8 Click the "* Description" field and include a description of your purchase.

9 Click the "* From Allocated" field. It will default to the remaining balance in that
bucket. Edit this amount to your anticipated expense amount.
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10 In the "* From Group Funds" field-LEAVE THIS BLANK. There are very few
instances where this should be used.
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11 For reimbursements and invoices include the appropriate documentation here.

Even though you are requesting the use of a p-card, (therefore you won't have a
receipt yet), we still request you provide something in this field.

  1. If an online purchase, a screenshot of your cart, showing the total, is acceptable.

  2. Otherwise, Excel spreadsheets with a breakdown of expenses and where you will be
purchasing is VERY helpful as we process payment later.

*All receipts eventually need to show as "paid" with detailed information on what
was purchased in order for Business Office to process.
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12 You can even upload multiple documents at once if you are purchasing from more
than one location.

13 Click the "* Payee / Vendor" field. If you know where you are making your
purchase, you can include that information here as well.
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14 If you have any other information that would be helpful when we are processing
your payments later, please add that here. Details are really helpful.

15 Click "Next"
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16 Next you will be directed to the Payment Request supplemental form. For SGA
funded groups, you will click the "SGA" field.

17 Click "Next »"
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18 Please make sure to select the correct group type. If the incorrect type is selected,
this could slow down the approval process. If you are unsure which to select,
please reach out to Kristen Merchant for assistance.

19 Select your organization from the dropdown menu.
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20 For p-card purchases, select the "P-Card Purchasing" option from the dropdown
menu.

21 MOST of the time, you will click the "No" field for if you already have requested a
card. This just helps limit number of notifications you will receive.

If you already have a pending p-card request out or if you already have a p-card
with you and you're just requesting an additional purchase, you can click "Yes".
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22 In this field, it needs to be the name of the person that will be picking up and
using the card.

Reminder-only officers are allowed to use the card. Also, whoever picks up the
card is to be the one making the purchase. We do not allow the cards to be passed
around.
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23 Click the "What is the club's account number that you are paying out of (also
known as a FOPAL code)? For all SGA clubs, this number will start with an 82_ _ _. If
you are unsure of your FOPAL code, reach out to the Business Office for
assistance.

24 Make sure you review the guidelines and procedures for p-card use and then Click
the "I agree" field.
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25 Provide your virtual signature here.

26 Click "Next »"
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27 Don't forget to hit Submit!

28 To make a payment request for a reimbursement, invoice payment, or budget
transfer, this same process is followed. You just select the respective request type
in the Request Type question dropdown.

You will also provide receipts upfront for these other types of requests.

29 After hitting submit, the first approval step is for the President OR Treasurer of the
organization to approve the request (even if it was the president or treasurer that
submitted the request).
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30 Make sure to complete this step by going to the Home Page and click "My Activity"

31 Click "My Workflows



Made with Scribe - https://scribehow.com 18

32 Find the appropriate workflow request, click View, then click Approve.


