
HOW TO CREATE A BUDGET 
REQUEST

 

2) Once you find your group, select the one you wish to submit a budget request for: 

1) Go to Sun Devil Central’s Home Page, click on the dropdown menu, click the tab, 
and select “My Groups.” 



3) Upon arriving at your group’s page, click the “Manage” button. 

4) After clicking on the Settings button, select the “Budget” block on the group 
Dashboard. 



5) You will then be prompted to this page. Click the “Create Budget Request” tab in 
the top right corner. 

6) Proceed with selecting your request type, titling your request, and describing what 
you are requesting. 



7) Enter what you are requesting, the amount of funds needed, and any additional 
comments. 

8) Proceed to fill out the form and provide your personal/organization’s information. 



9) List necessary documentation and match invoices to the requested funds, sorted by 
vendor. 



10) Read through SDC’s directions and input “TBD” until your budget request ID is 
received. 

11) Upon completion of submission, await the USG-T Appropriations response, as your 
request may be outright denied, accepted, or sent back for resubmission and
revision. 


