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Information

Finance requests come in from organizations as one of two types of requests. Purchase Requests and Funding
Requests.

¢ A funding request asksfor alump sum of money to be granted to an organization. A deposit or
allocation isatypical transaction for this type of request.

® A purchase request isthe request to spend money from the organization's account on food, supplies,
etc. A payment or atransfer isatypical transaction for thistype of request.

® A budget request formats arequest for organization funds to a budget template, typically breaking up
the request into multiple line items and possibly pages.

Each type of request requires the final approval of a site administrator or a user with full administrative

access to the Finance tool. These requests can also be reviewed for feedback by finance stage reviewers. The
request must be decided upon before any transactions can be applied to the request.

Review Finance Requests as an Administrator

As an administrative reviewer, you can see afull list of your finance requests by going to your Admin view,
selecting the Finance dropdown, and clicking the Requests List.


http://support.collegiatelink.net/hc/en-us/articles/204032584-Finance-Stages-overview
http://support.collegiatelink.net/hc/en-us/articles/204032564-Creating-a-Transaction
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Thiswill show you alist of your requests and details about each, including the subject, amount, type, status,
organization, and the current stage of review. Y ou can filter by type (funding or purchase) and by stage. To
review afinance request, select the desired request tile.

Y ou will be taken to the request details where you can review the basic details and any additional fields you
have requested be completed. Use the tabs below the basic request information to review any existing
transaction or stage change history on the request.

Making Changesto and Finalizing Finance Requests as an
Administrator

Full Finance administrators can edit the details of an organization's finance request by clicking "Edit
Responses’ on the Additional Questions (default) tab.

Administrators can also change the request's Status, Stage, finance Category, or From Account before
making afinal decision on the request. Stages and finance categories can aso be changed after the request is
approved/completed/cancelled. A non-administrator may only switch the finance stage to other stages
included in their position template's access permissions.

After reviewing the request, you can add a comment in the discussion if you would like to share feedback.
These comments will be seen by the campus administrator, the submitter and all reviewers/approvers of the
event. Comments on Finance Request also have afile attachment option available. This includes threaded
replies underneath a comment.

A campus that also leverages Budgeting can choose to aso check the Line Item with which a purchase
request is associated. Note that the Line Item selected will also show how much money currently remains on
this balance including amounts spent from other requests.


http://support.collegiatelink.net/hc/en-us/articles/204032904-Additional-Fields-Overview

There are different available Statuses for Funding Requests compared to Purchase Requests, and these
statuses also have slightly different meanings.

For Funding Requests:
Select the dropdown menu next to "Status' to change the status of the request:

® Unapproved: Unapproved is another way to say "pending.” This request will remain in a pending status
until afurther decision is made.

® Cancelled: Cancelling arequest does not allow the student to resubmit the request with changes. This
ends the process and denies the request.

® Denied: Denying arequest does not allow the student to resubmit the request with changes. This ends
the process and denies the request. For afunding request, there is no functional difference between
cancelling and denying arequest. Y ou can use these statuses to your discretion based on your campus
language.

® Completed: When a funding request is Completed, you are saying that you are done looking at the
request and ready to take further action. "Completed” is the status you will want to select if you are
approving the request and need to make a transaction.

Be sure to add any additional commentsin the "Comments" box. These will be sent to the user when you
click the green "Save" button and will be displayed in the “ Request History” section.

For Purchase Requests:

The only difference in reviewing a purchase request vs. a funding request comes with the statuses available
for you to select. The decision statuses for purchase requests are listed below:

® Unapproved: Same as above. This request will remain in a pending status until afurther decision is
made.

® Cancelled: Same as above. Cancelling ends the process and denies the request. Y ou can cancel a
request even if it has been approved.

® Denied: Same as above. Denying a request ends the process and denies the request. You cannot deny
arequest after it has been approved.

® Approved: Approved isan additional statuswith purchase requests. Approving the request lets the
student know they can move forward with their purchase. Thisis the status you will want to select to
approve the request to spend funds, but before they have actually been spent. The funds you approve
will be marked as encumber ed, and thus not be included in the organization's avail able balance when
they review it or make an additional purchase request. Approving arequest will allow you to apply
transactions. Transactions affiliated with the request will first subtract from the encumbered balance.

® Completed: Asan admin, you can movethe statusto completed when when the transaction is
completely finished. Once the purchase request is completed, any remaining encumbered funds from
this request will be transferred back to the organization's avail able balance.

Note: All requests can be cancelled at any time up until a transaction is associated with the request. After the

request has been approved, a transaction must be applied in order for the money to be moved in the system.
See this article on applying transactions to finance requests for more information.

Review Finance Requests as a Stage Reviewer


http://support.collegiatelink.net/hc/en-us/articles/204032564-Creating-a-Transaction

If you are reviewing arequest as a stage reviewer, this means you are looking at individual submissions made
by members of your organization. To access these requests, click the "Submissions' icon in the upper right
corner and select "Budget Requests’
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Find the request you wish to review and select itstile to open the submission.
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Here, you can review the submission, any additional details provided by the submitter, the transaction
history, and the stage history. Select Change Stage to move the request to another stage. This page al'so
provides you with additional detail about the stage history of the request. Y ou can select the stage from the
dropdown menu and leave any comments you want to pass along.



At the bottom, you'll see a discussion section where you can leave comments that will be visible to others
involved, including the submitter of the request and any other administrators with access to the request.

Final approval for the request will come from your administrators.
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