USER GUIDE
FY24 RSO ANNUAL SABAC BUDGET REQUEST
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Select the organization’s icon on the left-side of the screen to access your organization’s management drawer.

Select “Finance”

fﬂ Forms
ﬂ Elections
Finance

On the Finance screen, click the blue “Create New Request” button and select “Create Budget Request” from the
drop-down menu.

CREATE NEW REQUEST +

Create Budget Request

Finance

On the “Create New Budget Request” please select the hyperlinked “Student Organization Annual SABAC
Budget” under the “Student Organization Annual SABAC Budget Request” process.
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CANCEL

Enter a title for your request using the following format: FY22 [Club Name] Annual Budget Request. The
“Description” field is an optional field and is for internal use by your organization only. Please click the blue
“Next” button to proceed to the “Additional Information” section.

REQUEST

This field is not required.

CANCEL € PREVIOUS m

Please read and review the Instructions for submitting an Annual SABAC Budget Request. You will be required

to type your name in the text box at the bottom of the screen affirming that you have read the instructions. Click
the blue “Next” button.












17. Travel Support Funding Background Information: If you selected “Travel Support Funding” during step 12, you
will be directed to the “Travel Support Funding Background Information” screen. For each trip for which your
organization is requesting SABAC funding, please provi



20. An “Edit Section” window will open that allows you to change the name of the section. Please edit the existing
text in the “Name” to match Program Entry 1 from Step 13. After renaming, please click the blue “Save” button.
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21. To add expenses associated with this program, please select the grey “Add Item” button. The “New Line Item”
window will pop-up.

Budget Section:

E

22. From the drop-down menu, please select the expense category that most closely aligns with your requested
item(s). Tip: When an option is selected, the drop-down menu will close and an example of expenses that match



that category are provided. This can be helpful in determining the best Line-Item Category to match your
expense.

New Line Item

* Line Item Category (Required Field)
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supplies and Materials (714100) (Fxpense)
Office Supplies (714101) (Expense)
Postage, Shipping & Handling (714110/714111) (Expense)
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Rentals, Residence Halls (719101} (Expense)
Onerating Fxnense (7271001 (Fxnensel

23. Enter the name of your expense (e.g., Cupcakes, Paper Plates, or Balloons) and provide a description of the
expense in the “Description” box. This text should accurately reflect the item(s) to be purchased.

New Line Item

* Line Item Category (Required Field)
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and event All student food, snacks, water and candy for programs

*Name (Required Field)

Cupcakes
Description
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Catering.

24. Enter the quantity of the item to be purchased and the estimated cost for each item in the boxes provided. The
system will calculate the total cost for you.

* Quantity * Cost Total
50 X s 22 =] $112.50

25. Upload Support Document: Click the gray “Choose File” button to upload documentation supporting the
requested line-item expense, such as a quote from the vendor or a screen shot of the item’s cost from the seller’s
website. Click the blue “Save” button.



26. Repeat steps 21-25 for each itemized expense associated with the program have been uploaded.
27.
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3. Select your organization’s annual budget from the list on the right-side of the screen and your organization’s
annual budget request will load.
4. To edit your submission, select the grey “Withdraw Request” button.

5. You will now be able to edit and re-submit your budget request.

6. IMPORTANT: If you do not re-submit your Annual SABAC Budget Request prior to the close of the submission
period, you will not be able to submit your request. Once your request is withdrawn, SABAC will be unable to
review your request. You MUST re-submit your budget to be considered for funding by SABAC.

CHECKING THE STATUS OF YOUR BUDGET REQUEST

1. To view the status of your
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