
reference guide

RCO Accounting Guide

For questions, please contact studentlife@ucsf.edu.

Please review the Student Organization Orientation to learn 
more about RCO Accounting Services and its requirements. 
After receiving approval from Student Life, watch the training video
titled Managing Your RCO Account for detailed instructions.

Apply for Accounting Services.
▹ Submit an RCO Accounting Application

Submit Deposit Request.
▹ Once approved, submit an RCO Deposit Request

Submit Budget Request.
▹ Navigate to your organization
▹ Click on ”money” in the left side navigation bar
▹ Click on “budgeting” and then “create budget request”
▹ Fill out the event information
▹ Enter in anticipated line items

Enter in dollar amount under ”amount financed by group”
Enter in dollar amount under “amount requested” ONLY if your group is 
requesting funding as specified in the RCO Funding Guidelines

Submit Payment Request.
▹ Navigate to your organization
▹ Click on ”money” in the left side navigation bar
▹ Click on “budgeting” and then “request payment” against respective line-item

Enter in payment details and amount
Enter in dollar amount under ”from group funds”  
Enter in dollar amount under “from allocated” ONLY if your group was 
approved funding  the RCO Funding Guidelines

Upload receipts, follow instructions, upload attendance & event publicity

officers only

officers only

http://cglink.me/d7ebd968ac3a3f0b2e7d634523e95194f83fa5e86bb610571a66ed47a3e74bc3
https://vimeo.com/434163829
http://cglink.me/s24488
http://cglink.me/s30506
http://cglink.me/dfa7b6d5384371f5d6e20f0c72cf0c42398c9ec833a8b7ce7468e3bb242937fb7
http://cglink.me/dfa7b6d5384371f5d6e20f0c72cf0c42398c9ec833a8b7ce7468e3bb242937fb7



