To access purchase requests, switch to the Manage view of your organization, open up
the organization tool drawer (3 horizontal lines), and select Finance. This option will only
appear for you if you hold a position in your organization with organization-level access
to Finance.

A purchase request (aka “payment request”) is a record of money that is being spent
from your organization’s SGA approved budget account. To submit a purchase request,
once you have accessed your organization finance page, click the blue Create
Request drop-down followed by "Create Purchase Request."

To create your purchase request, please follow the instructions in the “Additional
Information” field at the bottom of the page. Please note, you cannot submit a request
unless you follow the instructions and all required fields are populated.

You can edit the “description” field to be specific to your request. Please provide as
much detail as possible!

You will need to change the “requested amount” field to match your actual request. The
category you choose from the drop down list must match the expense type/line item in
your budget and your “account” is your organization’s approved SGA budget.

Please fill out all payee information, including full address. If you are paying a
company/vendor, please fill in the company name in the “First Name” field.

You must upload copies of all invoices, receipts, or other supporting documents for your
request. Incomplete requests will NOT be approved.

If your purchase request is approved, no further action is necessary and the payment
will be completed. If any additional information is needed, your request will be denied
and instructions provided to recreate your request.

SGA Budget Accounts
There is a tab on the Finance page for your organization that displays information about
your SGA budget account.

The Available Funds amount changes when purchase requests are approved for the
account. The Available Funds are what decisions should be based off of when
making finance requests.
The Balance will change when Payments are attached to the finance requests.

