
CCSU Foundation

Disbursement Order

-OnBase-



Legacy Process Reimbursement of Expense Report



1. Requester completes online form (including uploading supporting documentation)
a. Requester receives confirmation email with Request ID and Amount
b. Once submitted, Requester sections are locked from editing (unless returned for changes)
c. If returned for changes, Requester receives email containing link to form with ability to update

2. All approvers receive email including link to form to Approve, Return for Changes, or Deny
• Reviewer  (If Reviewer and Fund Administrator are the same, skip to Fund Administrator)
• Fund Administrator
• Supervisor
• Foundation Administrator
• Accounts Payable

3. Requester receives email once process is completed, indicating if Approved or Denied with attached documentation

The Process



Workflow



Approval Process

Fund Administrator
VP, Dean

Supervisor (only specific cases)
University President

Foundation Administrator
Review for AP Processing

Accounts Payable
Outside Agency

Reviewer
Department Head, Program Director

Requester
Any University Staff Member



The Form



Be Prepared With:

• Foundation Fund Name and Number

• Banner Index (if applicable)

• W-9 (if applicable)

• Names and Emails of Approvers

• Dates and Amounts

• Supporting Documentation (PDF)

15-20 Minute Timeout Period



Compliance Agreement



Disbursement Form



Click link to upload completed W-9
Select file
Enter First and Last name on W-9
Close  the OneDrive tab when finished

W-9 Upload



Disbursement Form



Reimbursement of Expenses



Reimbursement of Expenses



Error-Checking





Requester Confirmation Email

 After Form Submitted



Approval Process

Fund Administrator
VP, Dean

Supervisor (only specific cases)
University President

Foundation Administrator
Review for AP Processing

Accounts Payable
Outside Agency

Reviewer
Department Head, Program Director

Requester
Any University Staff Member



Reviewer Approval

Follow-up Reminders – 3 Days



Fund Administrator Approval



Fund Administrator Approval

 Dual Role



Fund Administrator Approval

 Supervisor Assignment



Request For Changes

 Reviewer, Fund Administrator, Supervisor, Foundation Administrator, AP Team



Approval Process

Fund Administrator
VP, Dean

Supervisor (only specific cases)
University President

Foundation Administrator
Review for AP Processing

Accounts Payable
Outside Agency

Reviewer
Department Head, Program Director

Requester
Any University Staff Member



Request Denied



Requester

Email Received After All Steps Have Been Completed

CCSU Foundation: Disbursement Order 1758055 Approved

Charles, Raymond (MusicDept)



Go-Live Date: 

Monday February 24, 2025



Helpful Websites

https://www.ccsu.edu/ccsufoundation

• Policies and Procedures (Section 5.10)
• OnBase Link

https://www.ccsu.edu/ccsufoundation


Helpful Websites

https://www.ccsu.edu/give/giving-search

• Fund Information
• Fund Eligibility / Usage
• Funding Numbers

https://www.ccsu.edu/give/giving-search


Points of Contact

Foundation Questions:

 Ali Welcome: Ali.Welcome@ccsu.edu

OnBase Form-Specific Questions:

 Alvin Morson: AMorson@ccsu.edu

Technical Support: CCSU Help Desk

860-832-1720 or email techsupport@ccsu.edu
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