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Government of the Student Body
Online Finance Process Walkthrough

This manual is intended to assist you with the steps required to create arbqdgstor
the GSB Allocations Process using the Online Finance Pr@oé&$ywithin the Student
Organization Database

This document is also availabat
http://www.gsb.iastate.edu/finance/ef@mlkthrough.pdf

If you encounter any problems or haygestions, you may contabie GSB Finance
Directorat gsbfinance@iastate.edu

Before You Begin
The followingitemsmust be done before you can useG

@ Your organization must be a registered student organization. Go to the Student
Activities Center in room 1560 of the Memorial Unitor moredetails.

@ Your organization must have an account with the Campus Organizations
Accounting Office which is in room 0355 of the Memorial Union.

@ You must update your list of officers in tBéudent Organization Databasmly
individualswho haveNetIDs andare listed as officers of your organization may
accesshebudgets

@ A member of your organization must attend an information session to begin the
allocation processf you do not go tamne ofthe meeting, you will not have the
necessary parissions to create a budgetjuesfor your organizationThe
meetirgs aretypically heldtwo to three weekbefore budgetequesst are due.

@ You must have an internet connection to access the Online Finance Process to
create and submit your budgetjues

@ The Online Finance Process has been updated and includes not only your
organi zationsd request from GSB, but al so
funded by GSB. By default expenses are listed as StuOrg Funded, you MUST
type in the amount requestedrin GSB.
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Steps for Creating and Submitting Budget Requests

NOTE: The following screen shots are used as guides and are not intended to be exact
replications of the information needed for your orgart

Logging In

1. Open a web browsand go tohttp://www.stuorg.iastate.edu/

2. Click on theManage Your Organizationsk. (see figure below)

M Student Organizations : Welcome - Microsoft Internet Explorer

fie Edt View Favorites Tools Help

Q- O \ﬂ @ ,h 2 search ‘{:(Favnrites | - :7 |-l B3

|address

&] http:/faww.sodb.stuorg.iastate. edu/ A ‘ B

[Google (Gl ~|Gov g BN~ % Sookmarksw B 256blocked | P Check ~ % Autolink ~ [ Send tov

Student Organizations

IOWA STATE UNIVERSITY

Links

Home | Manage Organizations

Organization Categories:

Council Departmental Eratemifies
Honoraries Media Military
Mufticuftural Music/Performing Arfs Palitical & Activism
Recreation Religious/Spiritual Senvice & Volunteerism
Sorarities Spedial Interest Sports Clubs

I H Search

‘ Manage Your Organizations — Login and manage your organizations
Getting Started — How to get file space for your group's web pages
Using Your Space — How to access your group's web pages
Complete Listing — Alphabetical of listing of all student groups

Domain Name and Trademark Policy Summary — University policies regarding web addresses

The views and opinions expressed in these pages are strictly those of the page authors and individual student organizations. The contents of these pages have not been reviewed or approved by|
University, the Student Activities Canter, the Government of the Student Body, or Academic Information Technologies.

3. Type your ISU NeiD and password (just like emait) the fields provided

4. Click theLoginbuttonto log in to theStudent Organization Database
(see figure below)

A Single Sign-On for the Web - Microsoft Internet Explorer

Eile Edit View Favorites Tools Help

OBada - Q |ﬂ @ ) /-‘Jsear:h g Favories 2| (- @ 4' a3
cress | €] ttpss fweblogin.astate. edyjcgi-binfindex.cgi B |k
Google G+ v Go4 g By~ | ¥ Bookmarksw Sh2Sblocked  GF Check = 4 - (s Send tov

A NIVERSITY INDEX ABCDEFGH I JKLMNOPQRSTUVWXYZ

Single Sign-On for the Web

Forgotyour password? The site you have requested requires
Need to register fora you to authenticate

NetiD?

R —
Pasowors: |
Lifetime:

Login gives you 8-hour (defaultlifetime) access without repeat lagin ta protected Web resources.

WARNING: Pratect your privacy! Prevent unauthorized use!
Completely exit your Web browser when you are finished

IOWA STATE UNIVERSITY
Becoming the best.
Copyright © 2005, lows State University of Science and Technology. All rights reserved.
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Maneuvering In the OFP

This page lists all the organizatiomswhich you are a registered officétere you can
select whictorganizatios 6 1 nf or mat i on .\Howevemtbiuuntanduall i ke t o ¢

onlyfocueson creating and edi t ireggestyraughtheor gani z at i
Online Finance Process.

5. If your organization is not listed, you have not been designated as an officer for
your organization in the Student Organizatidetabase. Contact the Student
Activities Centetin Room 1560 of the Memorial Union faissistance

6.1 f your organization is I|isted, click on

{JStidenty DrganizationsWelcomelEWindowsinternetbsplorer

G - 21 hmyrmsob suorgsaeeduvenage st M EIR e
Google [G Poot@ B~ 19 ocknartsr P98, Bradbiocied | Check v -y Autalik sb Sendtov (@ settings~
/L P »
w & ‘SEHMGmaﬂ-Inhnx ‘\Sulnwastaieunwers\w ‘Esmdemcrgamzahuns:m ‘ | B - B @ -2 page v G odks -

Student Organizations i

[OWA STATE UNIVERSITY
Selectan action:
o View User Information

« Add New Organization
« Reregister an Organization Not Listed Below

You are affiliated with the following organizations:

Organization Status | Approved | Expires Paosition
Government of The Student Body|Approved|12 Apr 2008 |12 Apr 2007 |Finance Director

- Leadership Advantage Approved| 04 May 2006 |04 May 2007 | Student Adviser

TestToo Approved|24 Jan 2007 (24 Jan 2008 |Adviser

7. ClicktheGSB Budget Systedmi nk f or t he organi zationds «L
create. $ee figure below)

View, S GoyErnmentorIhelstident Body SWindoysIternetExDlorers [-][=] El
vw.sodb. stuorg.iastate edu/view.php?id=231 R~

eduvien 3 B[#][x
Hlco b8 B + | €5 sookmarksw PaRirk o @hgopiocked | Check v 4 Autolink ~ [ send tov @ settingsv
W o "_ésbudenlorgamzshuns‘V\EWOrgamzaﬁun-Guvemmm ‘ | G- B - o - [hrage - GErods -
- - D
Student Organizations

ToWA STATE UNIVERSITY

Home | Manage Organizations | Help | Logout (jac)

Actions: Compliance Agreement Form | GSB Budget System (old S_ quipment | Roster

Qrganization Information (edit Organization information)

Name Govemment of The Student Body L |
Abbreviation None

Last Updated 12 Apr 2006

Approved 12 Apr 2006 (Until 12 Apr 2007)

ot

Organization Type Council

Tier Registered

e

Phone 515-204-1585

Email None

Web Address

Event Category None

IOWA STATE UNIVERSITY

'GSB

Government of the Student Body

Page5 of 18



Online Finance Process Home Page

This is the main page for theniihe Finance ProcesBrom here, you caview your
organizatio® s past b uNbg, ddweveregyquumvard tb create a new budget

requesfor your organization.

7. Click theCreate new budgédink seen below.

) Student Organizations : GSB Online Finance Program::Budget Mgmt - Microsoft Internet Explorer

File Edt View Fawortes Took Help

ek - ) - %] 2] j]‘/‘-&am ¢ Favmries ! Media {‘2‘ = 5

Address |@;j http: 2w sodb. stuorg iastate edu/ofpbdgmar phporgid=231

Student Organizations

IowA STATE UNIVERSITY

Organizations | Help | Loga

OFP Home | Yiew/Edit Budgets | Reports | Preferences

Organization Search

Keywords: | Search
Budgets for: Government of The Student Body
‘ Create new budget Select budgets for: [All Cycles -] Go

EYDE Budget Options
Number of members: 100 Rename
Last Modified on: Tue October 3, 2006, 517 pm Delete
Finai Draft: Yes Approve
Approved: No Deactivate Draft

Unsubmit Draft

Comments: |

Test 10-26-06
Nuraber of merabers: 20 Copy
Last Madifiad on: Thu October 26, 2008, 10:78 am Rename
Final Draft: Mo Delete
Approved: No Deactivate Draft

Comments: [

Error Message:
(If no error message appears go to the next page)

An error window will appearas seen in the
figure on the rightif you do not have
permission to create a budgetuestThis

error messageill show up if your organization
did not attengininformation session regarding
the allocation proces¥.ou need to contact the
GSB Finance Director to gpermission.
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