"
=]
=
"

B &

How to Submit an RSO Spending Request on Mason360

1. Open the web browser of your choice.

2. Go to the Mason360 homepage (https://mason360.gmu.edu/) and click “Sign In” in the upper
right hand corner.
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3. Sign in using your Mason credentials (Net ID and password). You may also need to set up a

secure connection, using the VPN two-factor authentication
(https://its.emu.edu/service/virtual-private-network-vpn/).

4. Click on the “Groups” drop-down menu and type your RSO name in the “Search Groups” field or

scroll through the menu to find and select your RSO.
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5. When you are on your RSQO’s profile page, either scroll down to find and click on “Budget” — OR
— select the menu icon (upper left hand corner) to open up your RSO’s “Group Section.” From
the “Group Section,” select “Money” and then “Budget.”
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6. On your RSO’s Budget, you can view your current SFB allocations and their approval status.
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7. a.)To spend the SFB money that your RSO has been allocated for an expense or to use a
H H H “ 2 H
combination of SFB money and SGR, click “Request Payment” next to the item.
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@ Name Needed  Financed By Group Requested Approved Create Date Requested Approved Funds Balance
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b.) To use only your self-generated revenue (aka Group Funds) to pay for an expense, go to the
top of your RSO Accounting Book and click on the link to the RSO Spending Request form. Then
skip to step 9 (below).

To submit an RSO Spending Request, using your "Group Funds" (self-generated revenue (SGR), please click here.
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Budgets Allocations Revenues. Expenses Balance
Student Funding Board Budget 2020-2021 $1,15000 $650.00 50000
Group Funds $575.00 $15000 $425.00
Total $1,725.00 $800.00 $925.00
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8. On the pop-up window that appears, follow the instructions and then click “Save.”

® Payment/Budget Request

You are about to initiate an RSO spg#ting request. Before you
do so, please ensure you haveefiough funding (either SFB or
SGR) to cover the full cgs#6t your expense.

Step 1: Select "RS0 Spending Request” from the drop-down menu as the Transaction Type.

Step Z List the name of the event and expense type (e.g,, Yule Ball catering) under Description.
Step 3: Select "Expense” from the drop-down menu as the Revenue/Expense.

Step 4 List the ameunt of SFE funding actually spent (not allocated) towards this expense under From
Allocated. (List "$0"if SGR is paying for the entire cost)

Step 5: List the amount of self-generated revenue (SGR) that your RSO wants to use towards this expense
under From Group Funds. (List "$0"if SFB funding is paying for the entire cost.)
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9. You will be brought to the RSO Spending Request form. Select one of the spending methods
(e.g., Purchase Order / Pcard, Reimbursement, On-Campus Charging, Honorarium, or Journal
Voucher) for your expense. If you are not sure, select “I have absolutely no idea!” to answer a
series of questions, which will bring you to the correct spending method.
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Select the spending method for your

10. When navigating through the form, use the “<<Back” and “Next >>" buttons (located at the
bottom of the Mason360 form) instead of the internet browser’s back button.
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On-Campus Charging

PURPOSE: To pay a Mason office (Corneyiocket, Event Services, Mason Catering, Parking Services, Police Services, and/or Print Services) for a good or service providd to your
RSO,

INSTRUCTIONS: Your RSO mgy/rovide s organization code to certain on-campus offices to “charge” goods and services directly to its budget

Which Mason pffice is providing the good Comer Pocket
or seryde that you need to pay for? * RS
Mason Catering (Sodexo)
Parking Senices

Police Senices

Print Senices (Print Hub)



11. Useful information, such as the “Purpose” of the spending method, “Instructions,” and any
“Additional Information,” is provided at the top of each spending method’s page. Please read
these sections carefully.

RSO Spendin

Pyrchase er (PO) Request F

PURPOSE: To pay for g Ses that cost $5000 or more and to pay for contractual and/or entertainment expenses.

INSTRUCTIONS: Fill out and submit this spending request at least 5 business days before the purchase order is needed. If approved, a copy of the purchase order will
be ser|t via email to the requestor, who is then responsible for providing the vendor with a copy of the purchase order and informing them that an invoice (referencing the
EP numpiber listed on the purchase order) must be emailed to Accounts Payable at acctpay@gmu.edu in order to receive payment in net 30 days. (For more
informalion, search "purchase order (PO)" on the RSO Self-Senvice Center)

ADDITIONAL INFORMATION:
* The purchase order must be issued prior to the receipt of a good or semwice.
= Once a purchase order has been issued, its amount cannot be revised without prior permission.
« Purchase orders may not be used to purchase prohibited items (i.e.. alcohol, gifts, gift cards, personal items, etc.).
« The purchase of promotional items, printing, and t-shirts must be done through a university-approved vendor. (Search "approved vendors” on the RS0 Self-Senvice

Center for a list of vendors approved by Mason.)

12. After you have completed the RSO Spending Request form, click “Submit” to have it sent to the
Student Involvement budget team for processing. (Exception: In the case of on-campus
charging, you don’t need to submit the form. Instead, follow the instructions listed on the page

to pay the on-campus vendor.) \
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Reimbursement Request Form

PURPOSE o

INSTRUCT!

ADDITIONAL INFORMATION:

Payee Information

PayeeName-

Ghumber-

Isthe payes curently employed by Maon a5
focultystaf, or gracka teassistant?” )\

RSO Information

If you have any questions, please email <sibudget@gmu.edu>.



