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Accessing Docutraq
1. 	Go to: https://www.docutraq.sg.ufl.edu
2. 	Log in using your GatorLink credentials

Student Organization Officer Access
• 	The President and Treasurer, or listed Delegate, of your student organization will automatically see their organization(s) listed in Docutraq under My Organizations on the left-hand side of the screen.
• 	If you do not have access, contact SG Finance for assistance by emailing sgfdocuments@sg.ufl.edu.

Viewing Previous Budget Requests
To review past approved budgets as examples:
1. 	Select Your Budget → Review Budget Requests.
2. 	Change Filter by type to Travel Budget Request.
3. 	Choose the Fiscal Year you want to view

Creating the Base Funding Request
1. 	From your Organization’s dashboard, select:
Your Budget → Create a Budget Request → Continue
2. 	Use the Next button at the bottom of each page to move forward.

Selected Fiscal Year
2026–2027
Click Select under Travel Budget Request to move forward.

Enter the following information for the section: Travel #1 – Part 1: Trip Description
Activity Title: Name of Travel (Conference, Competition, etc.)
Purpose-Benefit: Purpose this travel will serve the student(s) involved and benefit the UF Student Body.
Travel Dates:
Destination:
Number of Travelers:

Budget Line Items section: Part 2:
Only use the budget categories listed below. Enter each item with a clear description, cost per item, quantity, and total cost. See Codes 800s (definitions), and 807s (Travel Expense Regulations). $500 per traveler with a max of $3,000.
Example Line Items
Airfare: 	
Other: 		Example: Parking, Gas, Uber
Accomodations: 	Example: Lodging
Registration: 		Example: Conference registration
Note: SG funds cannot pay for travel mileage or food.

Submitting Your Request
1. 	Review your Travel Budget Request for accuracy.
2. 	Ensure all items comply with current Student Government funding rules.
3. 	Click Submit to forward your request for review to the Budget & Appropriations Committee.
You can check your Travel Budget Request Status is at the Committee by going back to Your Budget → Review Budget Requests. Select the Filter Travel Budget Request and Fiscal Year 2026-2027.
