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Accessing the Form

1. Read our funding guideline information on our SGA page on the WSU Website, or 
go to https://www.wichita.edu/student_life/sga/Individual_Funding_.php

2. Go to https://wichita.campuslabs.com/engage/ and login.

3. Once you login, scroll down and in the bottom right hand corner click “Campus 
Links.” Click “Campus Budgeting System.”

4. Click My Budget Requests >> Create Request >> For Individuals >> Fall 2018 
Individual Funding

https://www.wichita.edu/student_life/sga/Individual_Funding_.php
https://wichita.campuslabs.com/engage/


Filling out the Forms
5. Request Tab: Please state your first and last name and the conference you will be 

attending in the Request Title. Example: SGA Treasurer – SGA Conference

6. Additional Information Section: Please complete sections 1-3

7. Complete the File Upload as specified at the bottom of Section 2: Conference 
Information. Your request will not be considered until both forms are submitted

8. Budget Tab: Please complete the itemized budget section with either domestic or 
international travel information

9. Ensure the direct deposit information is accurate on myWSU>>myFinances>>Direct 
Deposit



Finishing the Funding Process

1. The finished documents will go to the Treasurer to review for completion of 
documents

2. Once the Treasurer has reviewed the request, if approved the requestor will meet 
with the Budget and Finance Committee to discuss the funding request

3. After the Budget and Finance Committee approves the funding, the final vote will 
go to the Senate 1 week later, and the Senate will approve or deny the funding

4. After funding has been approved, the individual will travel, and once returned from 
travel, receipts must be submitted within 7 business days (unless documents were 
received by the Treasurer before travel), otherwise the individual forfeits funding 

5. The Treasurer will process the funding request and Financial Operations will 
reimburse the individual’s account
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Go to our SGA 
Page on the WSU 
website and read 
all rules and 
regulations



Go to 
ShockerSync and 
Sign In



After you sign in, 
scroll down



Click Campus 
Budgeting System 
to access the 
Individual Funding 
Form





This is where 
you can view 
the requests 
you have 
submitted, 
either 
individual or 
organization

Click here to create a 
new request



Click on the “For Individuals” tab for individual 
funding, and then the appropriate semester’s form



Request title should include 
first name, last name and 
conference name. 
Description is not required.



Fill out all relevant 
information, and be sure to 
correctly select the college 
you’re in



Provide a brief, 2-3 
sentence description about 
the conference and your 
role in it.

State all relevant 
transportation methods.

Click the final upload link 
before you click next. 
File uploading is not
optional.

Be specific about 
other funding 
sources, and be sure 
to include if it’s 
pending or not and 
the relevant contact 
information.



Your request must include:
• Letter of recommendation
• Letter of acceptance to conference
• Conference description
• Proof of Registration cost
• Proof of roundtrip mileage/flight itinerary
• University Sanctioned Travel Form
• W-8 or W-9
• Updated direct deposit information on 

myWSU>>myFinances (do not upload this, just 
make sure the information is filled out)





Here is where you can 
view all your 
submissions. Make 
sure that the 
Individual Funding 
Supplemental form is 
submitted.



Additional comments and questions will be 
addressed either by email or in the Budget and 
Finance Committee meeting.



Make your budget here by specifying ONE of each 
line item (lodging, transportation, and registration) 
in EITHER domestic or international travel.

Maximum amounts allowed for domestic travel
Lodging: $200
Registration: $100
Transportation: $300

Maximum amounts allowed for international travel
Lodging: $200
Registration: $100
Transportation: $700



Here is where you can view all 
your requests and see what stage 
your funding request is at. 



Once your request is submitted, it 
cannot be changed unless you 
withdraw your request, or the 
Treasurer returns your submission 
for revision. 



The yellow 
exclamation 
point means 
your submission 
needs to be 
revised. 



The Treasurer can make comments or 
ask questions directly related to the 
funding request, and the individual 
can reply. The individual can also look 
at what stage the funding request is 
at in this section.



When your request is submitted, it 
will let you know the submit date. 
This is NOT reflect if you submitted 
your Supplemental funding form, just 
your Individual  Funding form. 



Contact Information

For questions/concerns, please contact SGA Treasurer

• Phone: 316-978-7062

• Email: SGATreasurer@Wichita.edu (preferred method of contact) 

• In person: RSC219 (check office hours on the SGA webpage)

mailto:SGATreasurer@Wichita.edu
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