How to Submit a
Funding/Purchase
Request in Hopkins
Groups
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Navigate to your organization’s page

Activity . & Admin 9, Settings = View All Groups
Accounting Book

@ Create Budget Request

Settings
Officers %
Group Page OnlinfRevenues Filter By Test Organization - Fina... v ¥ Dowjload Report
Reports Downfibad
= Members > _
Emails > -- . .
2. Click 3. Click Create
B Events > .
Budgeting Budget Request
8 Surveys & Forms b
ebsite >
@& M :
oney I 1. Click

Money
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Funding Request

©7 Budget - bARTimore at Hopkins Gaamn W Setings

e —

Student Government Association Allocation FY21 < | 1 ° Se I eCt FY2 1 SGA
Allocation

@ Create/Edit a Budget Request (Step 1/ 2) x

The SAC Annual Allocation Process will run from March 1, 2020 through March 13, 2020. Please complete the excel document and

upload it. Please refer to the 2020-2021 SAC Guidelines for details. B u dget Req u est

= View All Groups

@ Creaie Budget Request

Filter By DbARTImore at Hopking v * Dow |oad Report

Budgets that request funding for items that can not be funded though SAC will be reject and asked to be resubmitted. Blank documents
will not receive consideration.

IT you have guestions about this process please do not hesitate to contact sac@jhu.edu

* Budge({ Request Type SGA/SAC Funding Request

/—tb Event/Initiative Name|
Title Event/Initiative Name

Field required

c ents

- ofents <=' 4. Upload B/Udget

3. Select SGA/SAC Excel Form

Funding Requests c.ose e 5. Select Next
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Funding Request Continued

(® Enter Budget Items (Step 2/ 2) X

° . .
O n th IS page yo u WI I I Independent Contractor and Non-JHU Professional Services Annual Cap: $4500
n eed e nte r th e tota I JHU Professional Services Annual Cap: $2000

Non-Reusable Items Annual Cap: $500

Reusable Iltems / Supplies & Equipment Annual Cap: $1500
a m O U nt n eed ed fO r Registration Fees (Professional Development) Annual Cap: $1500
. Registration Fees (Competitions) Annual Cap: $1000
each budget |tem Food Annual Cap: $1500
Travel Annual Cap: $1500
t e Printing Annual Caps include: Bound Publications: $2000
yp * Advertising Annual Caps include: Social Media Promotion/Online Presence: $100

* |If you have more than

one item type please Amount
w . ” Amount Financed By Total Funds
Select add |tem . Item Type Requested Group Needed Notes
® YOU Wl” be able tO add Independent Contra... v $ 0 $ 0 $ 0 Motes ]

all items for each ol 000 000 “

event on the same
+ Add item

request.
e — > === (lick Next

UNIVERSITY
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Funding Request Continued

B Student Activities Commission / Edt & Copylink & Manage * Click “Save”
Annual Allocation

* Onceyou
click save, you
will see
“Pending

Please upload your annual allocation detail sheet. Approval"

SAC Annual Allocation

+ Upload file

If you do not wish to answer the
mandatory survey above, please click here

Save As PDF
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Funding Request Continued

Once submitted this is
what you will see on
the budget screen.

This is an indication that your funding
request has been successfully submitted.

APPROVAL PAYMENTS - Approve Requests

#ID REQUEST BUDGETITEMS
eTTer)  Event/nitiative Name | _ #ID -
SGA/SAC Funding Request Total Funds Financed By Create Total Payment From From Group Remaining
Name Needed Group Requested Approved ® Date Requested Approved Funds Balance O]
Submitted By
Independent 100.00 0.00 100.00 w8
Falin it Request Payment
@ Calvin Smith Jr . Contractor & =] L © Req i
Sep 18, 2020 12:51 AN Non JHU
B Blank_Document Professional
Form Services
Student Activities Commission Annual Allocation = =
Event 250.00 0.00 250.00 ) " © Request Payment
Total $350.00 $0.00 $350.00 0.00 Total $0.00 $0.00 $0.00 $0.00
Done @

UNIVERSITY
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Funding Request Continued

You can then select the appropriate
“Request Payment” button and
submit your payment request

Once SGA has approved your funding
you will be able to see the amount
approved and the payment request
button will be active.

#ID REQUEST BUDGET ITEMS APPROVAL PAYMENTS - Appr{ k Requests

[Ty Event/Initiative Name V| _ w2 -
SGA/SAC Funding Request Total Funds Financed By Create Vtal Payment From From Group Remaining
Name Needed Group Date Requested Approved Funds Balance O]
Submitted By
Independent 100.00 0.00 100.00# o
Caluin Qrmit Request Payment
Q Calvin Smith Jr . Contractor & 1 ‘ © Req i
Sep 18, 2020 1251 AN Non JHU
B Blank_Document Brofessional
Form Services
E Student Activities Commission Annual Allocation = = = N
Event 250.00 0.00 250.00 150.00# © Request Payment
Total $350.00 $0.00 $350.00 Total $0.00 $0.00 $0.00 $0.00

UNIVERSITY
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Purchase Request

DETAILS
* Payment Type Purchasing/Spending ™

* Once you click the * Fill out the

” * Description Event/nitative Name

“ P u rc h a Se Re q u est Ex: food, marketing materials, travel expenses, efc a p p ro p r i ate

button you will information and
navigate to this Revenue/Expense Expense v hit (lNeXt”

screen. * From Allocated s 100

Mumbers only

* From Group Funds g 0
Numbers only

Use funds from your group money balance
ADDITIONAL INFORMATION
“ Receipts + Upload

* Payee [/ Vendor Wendor Name

Who is being paid or who is making the deposit (ex: a vendor name, a student name, etc)

* Additional Notes Brief Description|
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Purchase Request Continued

You will navigate to
the Purchase Request
Form.

This is very similar to
the form utilized on
the old system.

You must complete
the entire form and
submit your
signature at the end
in order for SLI to
process your
purchase request.

(5) Budget & Payment Request Details v
B Purchase Request Form /Edt & Copylink & Manage

Request Details

Request Details

Organization Name *

Organization Category (Click all
that apply) *

(Maximum authorized answers:
2)

Cost Center/Internal Order
Number *

Purchase Category *

- Select Group -

SGAISAC

Cultural & Identity

Sports Club

Graduate Organization

Whiting School of Engineering Advising
Programming Board

Religious and Spiritual

Fraternity and Sorority Life

All other RSOs

JOHNS HOPKINS
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Purchase Request Continued

Once the Purchase Request is submitted, it will
show up here on the original approved funding
request. I

#ID REQUEST BUDGETITEMS APPROVAL PAYMENTS - Approve Requests

@m ' |
Payments Total Funds  Financed By

SGAISAC Funding Request Name Needed Group Requested Approved

Submitted By Independent 965.00 0.00 965.00 965.00 /# » ®
Contractor &

Q Calvin Smith Jr Non JHU
Sep 17, 2020 4:04 PM

#D A 4
Create Total Payment From From Group Remaining
Date SCUeste alance

#2390521
Sep 17, 2020

Professional
B Invoice_for SEE——"E Payment Services  SEER A
Form

Total $965.00 $0.00 $965.00 965.00 Total -$965.00 -$965.00 $0.00 $0.00
E Student Activities Commission Annual Allocation Done o

Z _]OHNS HOPKINS Homewood Student Affairs

UNIVERSITY




How to check your submission
status

879 19
B My Submitted Surveys & Forms (9)
f* Home
B Feed Q Groups v Favorite
ES Directory # Delete Selected Dr:
W Service Opportunities

Student Activities Commission Annual Allocation

Updated on Steps

1. Click

. . Hopkins Groups Sep 17, 2020 5:28 PM = Budget Received s Eat
2. Virtual Fairs o B Reviewed and Amounts
Home e
' o RSO Finance 101 Training 2020 - 2021 Attendance & Updated on 3. View where your submission is in the,,
Evaluation Sep 15, 2020 3:07 PM
= My Groups Student Leadership and Involvement a p p rova I p rocess
B My Events ' (5 Event Registration Updated on Steps J Edt
Hopkins Groups Aug 26, 2020 8:52 AM o Submission Received
& My Checklists () First General Body Meeting (Sun, Sep 22, 2019 at 8:00pm - 9:00pm) = Final Approval
y Involvement
' (4] Event Registration Updated on Steps /7 Edit
My Surveys/Forms Hopkins Groups Aug 26, 2020 8:50 AM o Submission Received
(31 Baltimore Mural Tour (Sat, Nov 2, 2019 at 12:00pm - 2:00pm) ¢ Final Approval
My

I eftow
2. Click My Surveys
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Questions or Feedback?

Please contact Student Leadership and Involvement at
SLIFinance@jhu.edu.
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