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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 a budget request for 

the GSB Allocations Process using the Online Finance Process (OFP) within the Student 

Organization Database. 

 

This document is also available at: 

 http://www.gsb.iastate.edu/finance/ofp-walkthrough.pdf 

 

If you encounter any problems or have questions, you may contact the GSB Finance 

Director at: gsbfinance@iastate.edu 

 

 

Before You Begin 
 

The following items must be done before you can use the OFP: 

 

 Your organization must be a registered student organization. Go to the Student 

Activities Center in room 1560 of the Memorial Union for more details. 

 

 Your organization must have an account with the Campus Organizationsô 

Accounting Office which is in room 0355 of the Memorial Union. 

 

 You must update your list of officers in the Student Organization Database. Only 

individuals who have Net-IDs and are listed as officers of your organization may 

access the budgets. 

 

 A member of your organization must attend an information session to begin the 

allocation process. If you do not go to one of the meetings, you will not have the 

necessary permissions to create a budget request for your organization. The 

meetings are typically held two to three weeks before budget requests are due. 

 

 You must have an internet connection to access the Online Finance Process to 

create and submit your budget request. 

 

 The Online Finance Process has been updated and includes not only your 

organizationsô request from GSB, but also predicted income and expenses not 

funded by GSB.  By default expenses are listed as StuOrg Funded, you MUST 

type in the amount requested from GSB. 

 

 

 

http://www.gsb.iastate.edu/finance/ofp-walkthrough.pdf
mailto:gsbfinance@iastate.edu
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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 organizationôs budget request. 

 
Logging In 
 

1. Open a web browser and go to: http://www.stuorg.iastate.edu/ 

2. Click on the Manage Your Organizations link. (see figure below) 
 

 
 

3. Type your ISU Net-ID and password (just like email) in the fields provided. 

4. Click the Login button to log in to the Student Organization Database.  

(see figure below) 

 

http://www.stuorg.iastate.edu/
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Maneuvering In the OFP 

 

This page lists all the organizations in which you are a registered officer. Here you can 

select which organizationsô information you would like to edit. However, this manual 

only focuses on creating and editing your organizationôs budget request through the 

Online Finance Process. 

 

5. If your organization is not listed, you have not been designated as an officer for 

your organization in the Student Organization Database. Contact the Student 

Activities Center in Room 1560 of the Memorial Union for assistance. 
 

6. If your organization is listed, click on the organizationsô name. 

 

 
 

 

7. Click the GSB Budget System link for the organizationôs budget you want to 

create. (see figure below) 
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Online Finance Process Home Page 
 

This is the main page for the Online Finance Process. From here, you can view your 

organizationôs past budget requests. Now, however, you want to create a new budget 

request for your organization. 

 

7. Click the Create new budget link seen below. 
 

 
 

 

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

An error window will appear, as seen in the 

figure on the right, if you do not have 

permission to create a budget request. This 

error message will show up if your organization 

did not attend an information session regarding 

the allocation process. You need to contact the 

GSB Finance Director to get permission. 


