Engage Submission Process by the RSO Financial Officer

When a Financial Officer wants to submit a finance request to SOFO, they
should hover over the relevant organization's profile picture and select the gear

icon.

s SGA is transitioning from JacketPages to Engage for the Budget/Bills Funding Proces
View these instructional videos developed to help ease the transition.
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31 Once brought to the finance tool, students will be focusing on the purchase
section, as this is where their submitted SOFO request will appear.
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32 To submit a purchase request/reimbursement, students will select the "create

request” button.
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For SOFO Purchases and Reimbursements, students will click "Create Purchase
Request".

33

The "Budget Request" button is what students will select when submitting a bill to
SGA, parents fund, or the student foundation.

The "Funding Request" button would be used for an organization that wanted to
request money be moved into their account (ex. hosted a fundraiser and needs to

add funds).
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34 Once they begin the purchase request, they will be able to fill in any and all

relevant details.
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35 This includes payee information.
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36 Italso includes any required SOFO questions in the additional information section.
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= * Upload your receipt(s) for this purchase request. If you have more than one

UPLOAD FILE

Please note: the following section is only to be completed if you are submittin
following questions if you are submitting a request for GTSF, MOVE, or other n
reviewed.

MUST READ: INSTRUCTIONS BEFORE SUBMITTING

To submit a request, the RSO Financial Officer will hit the "submit request" button.
gubmmquests will appear in the purchase section of the RSOs finance tool. After
requests are submitted, the stage must be changed to notify the next person.

by digitally SIigning your name Below, you agree fo share your informatron wil
Payee Signature

MUST READ: INSTRUCTIONS AFTER SUBMITTING
* [For Purchase requests, after submitting please select the "For Finance Officer Only:
submission. Your final submission can be located in the “*Finance® tool on your Enga

+ For Reimburse requests, after submitting please select: For Reimbursements: Send t
submission. Your final submission can be located in the "Finance” tool on your Enga

. SUBMIT REQUEST CANCEL

After submitting the request, the Financial Officer Should make sure to change the
stage of the request from "Submitted"” to "Send to SOFO Accountant". This task can
aonly be completed by the person who has the Finacila Officer role of the RSO.

Faibre-to change the stagewillresult in your reuest not being submitted to SOFO. 5,4





