HOW TO SUBMIT A
PURCHASE REQUEST

JUNE 2023

1. Log in on OurCampus (ourcampus.lafayette.edu) and go to your group page.

2. Click on "Budget" _ ouummow
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3. Make sure the budget you are submitting a Purchase Request for is selected, aka "Summer",
"Fall", "Food Budget", etc.

Fall Budgets

Effective the middle of the 4th week of the fall semester (Sept. 20, 2023) to the end of the 2nd week of the spring semester (Feb. 2, 2024).
Requests are DUE by 11:55pm on Sept. 7, 2023.

Make sure it is in the
& Budget - Balloon Club / Payment Request stage!
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Budget & Payment Closed

Budget Submission Budget Review & Approval Payment Requests.

Deadline

The Office
approvesrejects payment requests.

4. Find the line item you want to submit a Purchase Request for and click "Request Payment.
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5. Complete the steps. Enter the exact amount of your payment request in "From Allocated."
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S— It will show you how much you were allocated and how

much you have spent already!
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HOW TO SUBMIT A PURCHASE REQUEST
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6. Continue working through the form.

B SG Purchase Request Additional B sorepsror

o : i e Reminder: Purchase Requests MUST
e e be submitted two weeks in advance!

ide as many details a5 possible.

S e Make sure you review all Payment
it rentals, nflatables, bowling, skating, etc. Request Types and select the most

Y Office of Student Ivolvement. Receipts for
reimbursements must be submitted within 1 week of the original purchase.
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applicable one.

Purpose of Expense/Payment*  Goneral supplies
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Save As Draft m

7. Depending on the Payment Request Type, different questions will be asked. Provide as much
information as possible!

Bl SG Purchase Request Additional B Save As POF
Questions =
Online/Website Purchase Click "Submit" when complete. You can also save
as a draft and submit when ready.
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8. To make sure it was submitted, it should appear like the below on the main "Budget" page.

Balloon Club
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You can make edits by clicking on the
request hyperlink (#285XXX).

9. Once the request is approved, you will get an email and the status circle will turn green.
. ,M 2 o= o] - An circle means the request

o
: : === is pending or needs modifications.
: oo O ® - =« = o o Ared circle means the request was
ﬁ e denied.
: o s (g @ | oo You can submit multiple requests for each
T R line item as long as you have funding
PR R available!
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Questions: deemerk@lafayette.edu or involvement@lafayette.edu




