WILLIAM & MARY How To

e . Manage Your
Trl b e LI ﬂ k Organization’s Finances

The TribeLink Finance module allows organizations who receive funding from the Student Assembly to submit purchase requests
AND to track their budgets. This system allows for more effective processing of spending as well as allowing organizations to better
understand their own financial situation over the course of the year. Additionally, TribeLink retains transactional information each
year, allowing organizations to benchmark their spending/programming over time.

Only members of the organization with access to the Finance function will be able to submit /view purchase requests and view
account balances and transactions. Make sure your positions have been created and assigned to grant access to the appropriate
members. You can learn more about creating and assigning positions through the TribeLink “Manage Your Roster” Guide.
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Understanding and Viewing Your Tribelink Account

Organization budget allocations are loaded into TribeLink following approval and notification (for Organization Budget Allocation
Process this will happen prior to the start of the Quarter and for Media Council this will happen before the start of the Fall semester).

To access the allocated funds, at least one representative of the organization MUST complete the required training prior to spending
the allocation/submitting Purchase Requests. We recommend this representative be the Financial Manager or the Primary Contact.
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Additional Questions?

1L If there are any questions/potential discrepancies,
Engage LLUR please contact the Student Financial Operations
Specialist at jtborzillo@wm.edu.
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https://www.wm.edu/offices/studentleadershipdevelopment/documents/tribelink/tl-manage-roster.pdf
tribelink.wm.edu

Account Details

The top section of the Account Detail page provides you a current snapshot of what’s going on with your account for the current
funding year.

Balance (A) - The total amount of money currently remaining in the organization’s account; this amount does not include outstanding
purchase requests. This is the money you currently have.

Encumbered Funds (B) - The total dollar amount of Purchase Requests pending completion. This is the amount you requested
through current/pending Purchase Requests. Approved purchase requests are accounted for in encumbered until actual payment is
processed.

Available Funds (C) - The total amount remaining in the account, minus encumbered funds. This is your current balance minus
encumbered funds; you can still submit Purchase Requests for these available funds. Note: you may see a variance between
“amount” and “amount approved;” the amount approved is based on your original approved budget and/or available balance.
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Requests and Transactions History

Previous years’ financial information, like Purchase and Budgeting Requests, as well as transactions are retained within TribeLink for
organizational financial management/historical purposes.
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