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How to Submit a Purchase Request for Scribe
Student Organizations

Learn how to navigate the FSU student organization portal to request payments for
club expenditures. This guide outlines the necessary steps to initiate a purchasing
request (PR) for your student group with approved and allocated RSODF or RSOAC

funds.

1  Navigate to https://hg.fsu.edu
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https://scribehow.com
https://hq.fsu.edu/web_app?id=24040&menu_id=56483&if=0&

2  Click Groups
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3 Search and select your RSO.
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(@ Please use the search if you can not find the group you are looking for.
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4  From the Group Dashboard, click "Money" or "Budget".

2099 Comic ...

GROUP SECTION

@ 2099 Comic Book Club

@ Dashboard

I

Activity
Recently I

Settings

Officers (6] I I

Group Page

2 4 Money Events
Reports \ y
Track your budget'ta and payment Manage your membership and event All your events, registrations, sales and

2 Members N requests. revenues. attendance.
& Emails >

“ el
i

v Notifications

) Events @ > More
B Surveys&Forms >
° ~ =
- f=
- .
®  Member Success > Members Emails Group Page
@ Website > List of members, membership status, stats Send emails, create templates, view stats. Communicate and make resources available
and settings. to your members.
@ Money >
. Filea “ “ “
i More Tools >
. " . "
5  Click "Budgeting
i MISMOEE & RSODF 2026 (Development Fund) %
Emails >
o Notifications Bud T = 1&P P
get 1, Appi Pay ayments

v

Events @

]
B Surveys & Forms >
-

Budget Admin reviews gives final sign-off. RSO can submit purchase requests against their approved allt
Member Success >
& Website >
= Totals
$300.00 $300.00 $300.00
Funds Needed Requested Approved

Stores
2099 Comic Book Club
Download
M Files #D REQUEST

BUDGET ITEMS

i More Tools > [141] WY APPROVAL FORM IN DRAFT /s B Total Funds Financed By
— - Name Needed Group Requested
Event Funds X Priority - High

nkinmknk

Total $0.00 $0.00 $0.00

Submitted By
e Shea Gainsburg
Sep 13, 2026 11:11 AM

Form
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6  Click "Request Payment" to start the Purchase Request from the approved funds.

ITEMS PROVAL PAYMENTS - Approve Requests.
Total Funds Financed By #ID Total Payment From Remaining
Needed Group Requested Approved | Notes Create Date Requested Approved Balance ®

$0.00 $0.00 $0.00 0.00 \_IDoneo Total $0.00 $0.00 $0.00 $0.00

Total Funds Financed By #ID Total Payment From Remaining
Needed Group Requested Approved | Notes Create Date Requested Approved Balance @

300.00 0.00 300.00 300.00 # . . " #8132 -103.03 -103.03 196.97 .

s used t Aug 31,2026

copies of

ks to our

members

pation in © Rer uest Payment
no additio

$300.00 $0.00 $300.00 300.00 . Done @ Total -$103.03 -$103.03 $0.00 $196.97

O+

7  Select the "Purchasing/Spending" option.

® Payment/Budget Request

Supplies
Budgeted: $300 > Requested: $300 > Allocated: $300
Remaining: $196.97

DETAILS /\

* Transaction Type Purchasing/Spending l )

e

Ex: food, marketing materials, travel expenses, etc

* Description

AMOUNT

Revenue/Expense Expense

* From Allocated $ 19697

Numbers only

ADDITIONAL INFORMATION

Receipts * Upload

Payee / Vendor

Who is being paid or who is making the deposit {ex: a vendor name, a student name, etc)
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8 Click the "* Description" field and add the description for your Purchase Request
(PR).

(® Payment/Budget Request

Supplies
Budgeted: $300 > Requested: $300 > Allocated: $300
Remaining: $196.97

DETAILS

* Type Purchasing/ i /—\
I h Y
* Description | ( )

Ex: food, marketing materials, tW:c

AMOUNT
Revenue/Expense Expense

* From Allocated $ 19697

Numbers only
ADDITIONAL INFORMATION
Receipts * Upload

Payee / Vendor

Who is being paid or who is making the deposit (ex: a vendor name, a student name, etc)

9 Click the "* From Allocated" field and enter the amount of your purchase request.

Budgeted: $300 > Requested: $300 > Allocated: $300
Remaining: $196.97

DETAILS
* Transaction Type Purchasing/Spending ¥
* Description
Ex: food, marketing materials, travel expenses, etc
AMOUNT
Revenue/Expense Expense b
* From Allocated $

196.97 ( )
T

Numbers only
ADDITIONAL INFORMATION
Receipts + Upload

Payee / Vendor

Who is being paid or who is making the deposit {ex: a vendor name, a student name, etc)

Additional Notes
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10 Click "Next"

tpense Expense v

ocated $ | 196.97

Numbers only
JRMATION
:wceipts 2 Upload

Vendor

Who is being paid or who is making the deposit {ex: a vendor name, a student name, etc)

11  Search and select your RSO.

SGA/COGS Travel & Purchase #Edt @ Copylink & Manage
Request Form

Request

For purchase requests, remember DO NOT pay for anything with a personal credit/debit card. Pre-approval, purchase
requests, and Purchase Orders are required. Moreover, RSOs cannot reserve or receive any goods or services from a vendor
before receiving a Purchase Order email from SGA accounting or prior pcard approval. All orders must be delivered to a campus

address. They cannot be shipped or delivered to a personal address.

Organization * 2099 Comic Book Club ( ) v |
Is this for a Purchase or for () Purchase Request \/
Travel? *

Travel Request

Second Autherized Signer * 2 Upload file

The second authorized signer is not the person submitting the purchase request. This officer
is listed on the “SGA Statement of Understanding Authorized Signer Form” for your RSO in
FSU HQ.

Document: 2ndAuthorizedSignerForm1920

Save Form as Draft m
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Click the "Purchase Request" field if this is a purchase. Click Next to complete and
submit the form.

12

SGA/COGS Travel & Purchase ZEdt & Copylink £ Manage
Request Form

Request
For purchase requests, remember DO NOT pay for anything with a personal credit/debit card. Pre-approval, purchase
requests, and Purchase Orders are required. Moreover, RSOs cannot reserve or receive any goods or services from a vendor
before receiving a Purchase Order email from SGA accounting or prior pcard approval. All orders must be delivered to a campus
address. They cannot be shipped or delivered to a personal address.

Organization * 9 Comic Book Club

Second Authorized Signer * * Upload file

The second authorized signer is not the person submitting the purchase request. This officer
is listed on the “SGA Statement of Understanding Authorized Signer Form” for your RSO in
FSU HQ.

Document: 2ndAuthorizedSignerForm1920

Save Form as Draft m

Or click the "Travel Request" field for a travel reimbursement request. Click Next
to complete and submit the form.

a SGA/COGS Travel & Purchase /Edit @ Copylik %8 Manage
Request Form

Request

For purchase requests, remember DO NOT pay for anything with a personal credit/debit card. Pre-approval, purchase
requests, and Purchase Orders are required. Moreover, RSOs cannot reserve or receive any goods or services from a vendor
before receiving a Purchase Order email from SGA accounting or prior pcard approval. All orders must be delivered to a campus
address. They cannot be shipped or delivered to a personal address.

Organization * 2099 Comic Book Club

Is this for a Purchase or fg

Second Authorized Signer *

The second authorized signer is not the person submitting the purchase request. This officer
is listed on the “SGA Statement of Understanding Authorized Signer Form” for your RSO in
FSU HQ.

Document: 2ndAuthorizedSignerForm1920

Save Form as Draft m
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14 Once the Purchase Request form has been submitted, the four-digit assigned

number is the PR number.

L & SGAJCOGS Budget Bill Expense 26-27 $0.00
& Website > ]
RSOAC 2026 (Allocation Committee) $0.00
RSODF 2026 (Development Fund) $300.00
Accounting Book
Budgeting
Total $300.00
Online Revenues
Stores
Bepmiced &1 Transactions (2)
M Files
Search Transactions Q - Transaction Type - v | -Item Category - v | - Paymer
i More Tools >

O 0 items on this page are selected.

‘-‘yame Entered By

Comic Books - #8132/ §
Aug 312026

Se_——

— Jun 30, 2026
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Shea Gainsburg RSODF 2026 (Development Fund)

2099 Comic Book Club

Allocation - #19 e Felicia Williams  RSODF 2026 (Development Fund)

2099 Comic Book Club

Payee / Vendor

Fallout Comics

Category

Allocation

Payment Method

Payment into Online Payr

Payment into Online Payr



