
User’s Guide to the Event Funding Request Online System 
  

Introduction 
In order to increase transparency, increase efficiency, and reduce paperwork, the Graduate 

Student Government (GSG) has developed an online form submission system for the Event 

Funding Request (EFR). A key objective is to ensure that the EFR and any associated 

communications and decisions may be easily accessed online at 

http://www.gsg.umd.edu/funding/efr-archive.  

  

Logging In 
To start the process, you need to log into the GSG website using the University-wide login 

system. To start the process, please head to http://www.gsg.umd.edu/login. You should see 

the following webpage: 

 
After entering your university-id (for example, if your UMD email address is 

xyz@umd.edu, then your university-id is xyz), and going through the login process, you 

should come to a landing page for students. As part of the page, you should be able to see 

the following paragraph about EFRs.  

 

Filling out the EFR Form 
To start filling out the form, click on the "Submit EFR" link, which will open a new 

window with the form itself. You should see something like the following: 

http://www.gsg.umd.edu/funding/efr-archive
http://www.gsg.umd.edu/login


 
When filling out the form, please do not copy any information from Microsoft Office 

Word, as this could cause problems with the form submission. Instead, please copy from a 

text-only editor such as “Notepad.” 

  

After filling out the form, you have the opportunity to either save it (by clicking the "Save 

Draft" button) or to submit it, as shown below. Submitting the EFR will send an email to 

the GSG Chief of Staff, who will check some basic facts (such as Event date) before 

sending it either to the Budget & Finance Committee or the Assembly for approval.  

 

After Submitting Your EFR 
After submitting your EFR, you should see the following success message.  

  

 
  



After closing the form window, and refreshing the landing page, you should see your EFR 

listed directly below the introductory paragraph. See for example, the fake EFR shown 

below: 
  

 
  

Signing the Organization Funding Agreement 
If the EFR is approved for funding by the BFC or the Assembly, then you will be asked to 

sign the "Organization Funding Agreement". To do so, you will need to log back into the 

student landing page. There, you should see a section that states "EFR Actions" such as the 

same fake EFR shown below: 

 
To sign the agreement, click on the link provided, which will open a form in a new 

window. This window will include the agreement as well as a box for a digital signature: 
  

 



After signing the agreement, and reloading the student landing page, you will see that your 

EFR status has changed, and you no longer see the "EFR Action" for that EFR. 
  

 

Submitting an Event Item 
As mentioned in the "Organization Funding Agreement", you must submit an Event item 

for inclusion in the GSG Calendar (www.gsg.umd.edu/events). To do so, the same student 

landing page has links, shown below, to submit this: 

 
After clicking on the link, the following form will open in a new Window. As with the 

EFR form, all bold items are required. Please read the instructions, as shown below, and 

submit the form.  

Thanks for using the online system! 

http://www.gsg.umd.edu/events

