
 

MSL Student Group Finance 
This is the training document for clubs and societies members 

What is SGF? 
It is a new online system that has replaced the green forms that the Cash Office use so that you and 
your fellow club/society members can be reimbursed and pay companies/suppliers. It’s all digital 
and web-based - no more waiting to meet someone for a signature! You can submit any requests at 
any time of the day. It’s important to remember that Finance/Cash Office will only check and 
approve requests during our office hours though. 
Overall: 
 

● Member submits payment request 
● Signatory checks and approves request 
● Finance checks and approves request 
● Payee is paid (either by BACS or collection of cash) 

Getting Started 
Go to clubsoc.luu.org.uk (on your laptop/phone/tablet, or any device with an internet browser) 
Click “Student Login” on the right hand side 
 

 
 
Login using your University of Leeds credentials 
Click “Admin” 
Select the Club/Society under the Organisations section that you want to request a payment for 
Click the “Finances” widget  
 

 



 

 
 
You’ll then be met with this screen: 
 

 
 

How to submit a payment request - Reimbursement 
Click on the “+New Payment Request” and you’ll be directed to the next page 
 

 
 
There are now multiple options under the drop-downs. 
Request type - This is set to reimbursement here 
Payable to - Requestor (yourself), Other student, 3rd party (someone else) 
Payment method - Cash - the “payable to” person will need to come to the Cash Office with ID to 
collect this. 
Payment method - Bank Transfer - new boxes will appear to enable you to enter bank details 
 

 



 

 
 
Item Description - what is the payment for? (e.g. food/bar tab/coaching etc) 
Club/Society Account Code - If you know it, put it here, otherwise just enter the society name 
Amount - enter the amount 
Expense Type - Select what type of expense it is from the drop down - don’t worry if you get this 
wrong, we can fix it later at the Cash Office 
 

 
 
For a reimbursement you MUST upload a receipt/invoice. 
For any reimbursements over £500.00, you’ll also need to attach a bank statement showing the 
payment leaving the payee’s account, which must show their name or the bank details being 
reimbursed. 
Remember to press “upload” once you’ve selected the receipt/invoice - a green bar will appear to 
confirm this 
 

 
 
Once you’ve added that receipt/invoice you have a few options. 
If you want to add another receipt/invoice for something else to be reimbursed, select “Add another 
item” and a new screen will appear where you can repeat the actions on the previous slides. 
 

 



 

If you’re happy to submit it to your committee for approval, press “Submit…” and you’ll be able to 
select who you want to notify 
 
You’ll then be able to select which committee member (or all of them) you want to notify. 
 
Once a cash reimbursement has been approved by the Cash Office/Finance, the payee will be able 
to come and collect the cash from the Cash Office provided that they bring some ID with them. 
Remember that you cannot collect cash on behalf of someone else. 
 
 

   

 



 

How to submit a payment request - Cash 
Advance/Float 
Click on the “+New Cash Advance” button and you’ll be directed to the following page 

 
 
The cash advance/float can be payable to yourself or someone else, just select it from the 
drop-down. 
Whoever you select will need to come to the Cash Office with ID to collect it.  
There will still be a limit of £200.00 per society per day for Cash Advances, and a new lower limit of 
£50.00 per society per day for a float.  
 
Cash Advances: 
Item Description - what is the cash advance for? 
Club/Society Account code - If you know it, put it here, otherwise just enter the society name 
Amount - enter the amount 
Expense Type - Select what type of expense it is from the drop down - don’t worry if you get this 
wrong, we can fix it later at the Cash Office 
 
Float 
Same as above, except under Item Description, write “Float” and give us a breakdown of what you 
need.  
 
Remember to press the blue “Submit…” button when you’re ready for a signatory to review and 
approve, and then select who you want to notify. 
 
Once a cash advance/float has been approved by the Cash Office/Finance, the payee will be able to 
come and collect the cash from the Cash Office provided that they bring some ID with them. 
Remember that you cannot collect cash on behalf of someone else.    

 



 

How to submit a payment request - Pay a Supplier 
You should use this button to pay companies/suppliers directly by BACS. 
Click on the “+New Pay Supplier” button and you’ll be directed to the following page: 
 

 
 
Payable to - this automatically sets to “Third Party” 
Payment method - always select “Bank Transfer” - we will not approve cash requests here 
Payee Name - enter the company/supplier’s name (please do not put their “account name” here) 
Contact Email / Tel - always enter an email address 
Enter the bank details in the Bank Sort Code and Bank Account Number boxes. 
 

 
 
Item Description - what is the payment for? (e.g. food/bar tab/coaching etc) 
Club/Society Account Code - If you know it, put it here, otherwise just enter the society name 
Amount - enter the amount 
Expense Type - Select what type of expense it is from the drop down - don’t worry if you get this 
wrong, we can fix it later at the Cash Office 
 

 

 



 

For all supplier payments, an invoice must be uploaded.  
If the payment is over £1000.00, we’ll need to see proof of bank details for any new 
companies/suppliers. 
Remember to press “upload” once you’ve selected the invoice - a green bar will appear to confirm 
this 
 

 
 
Once you’ve added that invoice you have a few options. 
If you want to add another invoice for the same company, select “Add another item” and a new 
screen will appear where you can repeat the actions above for the second invoice. 
 
If you’re happy to submit it to your committee for approval, press “Submit…” 
 
You’ll then be able to select which committee member (or all of them) you want to notify for 
approval. 
 
Donations 
Use this process for paying donations to charities, and instead of using an invoice, attach proof of 
the bank details as the “invoice”. This proof must either be on letter-headed paper from the charity, 
or an email that clearly shows it’s from the charity. 
 

   

 



 

How to see what’s happening with your request 
If you’ve submitted a request and want to know what stage it is at, you can check this yourself. 
 
Log in as per the steps above, then on the dashboard for the society you select, you’ll see 
something like the below: 
 

 
 
You can see in the fifth column where the request is up to. 
To check details within the request, click on the row, and it’ll bring up the following screen: 

 
You can see what’s happened with the request, plus any comments under the “Timeline” section.  
You can even click on the different bubbles in the Timeline for more detail at each point. 
If something has been referred, you’ll be given the opportunity to make changes by clicking on the 
pencil icon, then clicking “Resubmit…”. 
 

 


