
FY20 EWU S&A Budget Submission for 
Departments/Programs/Units EagleSync Instructions 

 

 

1.  Please complete the “S & A Funding Request Documentation” First by going to the link below.  
Once you have clicked on the link below, you will need to login with your ID. 

                 https://orgsync.com/130361/forms/346959 

           Once you have done this, you will be directed to the document below: 

 

Scroll to the bottom of the page and click the green box that says “Begin Form” 

 
 

2.  Once you complete the form and hit submit, scroll down to the bottom. You will see your 
submission. Select View submission.  (Please note that this form will need to be completed on 
order to print and finish your budget submission) 

 

https://orgsync.com/130361/forms/346959


You will now see your “View Form Submission” (below) Once you see this, you can click on the 
“Download” button. 

 

Now you will want to click the arrow button next to the Save button and select “SAVE AS”  

 

Once you have done that you will get the option below, and you will want to be sure and save as an 
“Adobe Acrobat Document” in your file where you can easily find it to Upload at the end of the budget 
process. Now click SAVE. 

 

3.  You are now ready to Go to your Eagle Sync Portal, click on the “More” tab and Select Treasury 
to start your Budget Request.

 



 

4.  Once on the Treasury Page select “Manage Budgets”  

 

5.  Click on the green “New Budget” button.     

  
6. You will now receive this screen introducing you to the process with current year information 

and deadline dates and times.   

 

 

 

7.   You will now begin the process.  Your Budget title will read as below:  



 

8. The Budget Period You will select from the drop down arrow is: FY20 July 2019 to June 30 2020 

 

9.  Budget Details you will insert your Item Title using “Wages and Benefits” as your first title if you 
have payroll for your Dept. If you do not have Payroll, your item title will be “Direct Expense”. 
(Please keep in mind that if you have both Wages and Benefits and Direct Expense, you will be 
doing this twice.) 

 

 

10.  Your next section is Category, and you will click on the drop down arrow and select the category 
that matches your “Item Title” that you just submitted.  All Departments will NOT be using the 
“Clubs and Organizations” category.   

 

 

 

11. If your first title is “Wages and Benefits” your next step will give you the option to request your 
budget by payroll categories. (if your first title is “Direct Expense” skip to 9b.)  You will see from 
the drop down arrow that you can categorize them and create separate line items with budget 
dollar amounts by using the “+Add Line Item” for each category. At this point I would ask you to 
do the “add line item” for each payroll category listed, even if you do not budget for it.  Please 



be aware that you DO NOT budget in these categories for any pay increases.  That will be done 
in The “Direct Expense” Category below by using a separate line item for your anticipated 
increases.   You will not be using the “Revenue Fund Box” for Departments.   

 

 

If you will be completing a Direct Expense Budget also, you will now select “Add Budget Item”       
and continue on to step 9b. to request your direct Expense budget. 

 

 

9b.  If your Item Title and Category is “Direct Expense”, you will see these drop down options 
below.  You can now categorize your budget expense using these categories and creating a 
separate item by using the “+Add Line Item “for each category you budget for. At this point I 
would ask you to do the “add line item” for each expense category listed, even if you do not 
budget for it.  This is where you will find the category “Salary Allocations for Increases & 
Adjustments” to budget for your payroll increases anticipated.  In this category you will NOT be 
using the Item listed as “F. Events/All Expenses”.  This is for the clubs to use in their budget 
process.  You will NOT be using the “Revenue Fund Box” for Departments.  



 

 

12.  At this point you will now have your budget requests entered.  Your next step is to Upload your 
documents. You can do so by clicking on the “Upload” here.  This is where you will bring in your 
“S & A Funding Request Documentation” that you completed at the beginning of the process. 

 

 

13.   Once you have uploaded your documents you are ready to “SUBMIT” your Budget Request.   


