
 

MSL Student Group Finance 
This is the training document for clubs and societies approvers in SGF 

Getting Started 
Go to clubsoc.luu.org.uk (on your laptop/phone/tablet, 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 review/approve a request 
for 
Click the “Finances” widget 
 

 
 
As an approver you’ll then be met with the dashboard screen for the Club/Society you’ve selected: 
 

 



 

 
 
You’ll see all requests for your club/society, including what stage the request is at (5th column). 
You can also see a balance for your club/society account in the yellow bar towards the top - please 
note this is a guide, and is not exactly correct at all times. The Cash Office will endeavour to keep 
this as up to date as we can. 
 

   

 



 

How to approve a request - Payments and Suppliers 
The rows that are highlighted blue indicate where you as an approver need to review the request. 
If you click on the row of the request you want to review, you’ll be taken to the following screen 
 

 
 
At this point you get an overview of the request.  
 
If required, you can edit the items under the three drop down boxes at the top, but we’d advise you 
leave these as they are unless you have a genuine reason to change them.  
 
You can also see the balance is still shown on this account for a brief check.  
 
You now need to click on the pencil on the right hand side to get a more detailed look at the 
request, and this will give you the following screen: 

 



 

 
 
Here you need to check the details, including the account code, and the expense type. You can click 
on the magnifying glass under the image to check the amount on the receipt/invoice matches the 
amount written on the request.  
If you need to make any changes (such as to the account code or expense type) you can do this, just 
edit the information in the relevant section. 
 
If you’re happy with this, click on the blue “Save” button at the bottom right. 
 

 
 
You’ll be returned to the previous summary screen for the request. You can now decide what to do 
with the request 
 

 
 

 



 

Save… - leaves the request as outstanding but saves any changes you’ve made 
Approve - this approves the request for the Cash Office to review 
Refer to Requestor… - This allows you to go back to the person who requested the payment to ask 
for more information 
Reject… - This rejects the request. Make sure you say why you’re rejecting it. 
Back - this leaves the request as outstanding, not saving any changes 
 

How to approve a request - Cash Advance/Float 
On the dashboard, cash advance/float requests appear like the other requests. They are labelled as 
a Cash Advance. Any that are awaiting approval by you/committee will be highlighted in blue, as per 
the below. 
 

 
 
If you click on the row, you’ll be given the next screen 
 

 
 
At this point, your options are the same as above.  
 

 



 

If you click on the pencil, you can get more detail on the request, also allowing you to edit any 
information as necessary. Remember that for a cash advance/float, there is no receipt/invoice to 
attach. 
 
Make sure to check the details, including the account code, and the expense type.  
If you need to make any changes (such as to the account code or expense type) you can do this, just 
edit the information in the relevant section. 
 
If you’re happy with this, click on the blue “Save” button at the bottom right. 
 

 
 
You’ll be returned to the previous summary screen for the request. You can now decide what to do 
with the request 
 

 
Save… - leaves the request as outstanding but saves any changes you’ve made 
Approve - this approves the request for the Cash Office to review 
Refer to Requestor… - This allows you to go back to the person who requested the payment to ask 
for more information 
Reject… - This rejects the request. Make sure you say why you’re rejecting it. 
Back - this leaves the request as outstanding, not saving any changes 
 
Once you click approve, the request line goes white on the dashboard, and saying “Pending 
Approval (Finance)” 
 

 
 
 
 
   

 



 

How to see what’s happening with a request 
If you/someone from your club/society has 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 club/society you are an approver for, 
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 then you as an approver won’t be able to change any details until 
the request has been submitted again by the requestor. 

 


