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STUDENT GUID
Submitting Bursary

A \

Request

HOW-TO GUIDE .



| 1 LOGIN

Plumpton College

UMPTON = ety Login as Existing User

Login using your
email address & password.

Please check your emails for
your username & password or
use the “forgot your password”
link



You will see under additional phases there is a 'My MY

REQUESTS

v @) o)
A= Applicaa Bursary16+ Demo -
Hello Kelly,
School Message
Kelly Clarkson student Code: U-5FCE (0 =]
=
& . ' '
. Addoiphases *— When you click the 'My Requests' button,
—— you will be redirected to a new page which
shows you a table of your request history.
(3 Bursary Status EXEEEIZE) Show full message
Awarded _
wincrow
+ @
al
A Applicaa Bursaryle+ Demo

@ [ Export

Show 5o & enlies

. Handy tip - if English is your second
language, you can use Google Translate

Showing 1 o 2 of 2 entries

to h e I p yo u CO m p | ete th e fo rm E] Date Created By Request Type Item Amount Reason Status Action
08/082023 Kelly Clarkson Purchase College Laptop £300.00 Edit Delete
| Select Lan Juage hd | 081082023 Kely Clarkson Rembursement Printer Creclts 2500 Edit Delete
Powered by Google Translate g o
I Showing 1fo 2 of 2 entries




COMPLETE ALL ST

To submit a bursary
request, kindly click
on the 'Add
Request' button to
start filling in the
necessary fields.

Request Type

Purchase

Applicaa Bursary16+ Demo

Show 50 % entries

Item

College Laptop

Amount

£300.00

Add Request

Reason




COMPLETE ALL STEPS

From here, you will
indicate the Request type:

Purchase Item - You will
request an item and the
school will purchase this on
your behalf

or

Reimbursement Item - you
buy the item and the school
sends you the money back

Then populate other fields
based on the request type;

For reimbursements,
schools will usually need
you to upload evidence/ a
receipt;

For requests, schools may
ask you to upload a link.

Request

Request type

Purchase item

Reimbursement item

£

receipt upload @

& Add File Max 100MB . :

st uoad @ > Upload evidence/receipts

L Add File Max 100MB

/




SUBMIT FORM

£

receipt upload @
& Add File Max 100mB

screenshot upload @

Once all fields are complete, 2, Add e axtooms
Click “Save” button Link for fem @
b

Once submitted, you will be
able to see the status of your
bursary requests by the

L] " -
status' column; + Funing ke ]
App' |Ca a B ursa ry'] 6+ Dem 0 Pinapagana ng Go-gle Isalin
If you would like to go back & @ & Bxpot
modify, click “Edit” or delete Hoie _ R
¢ . , Showing 1to 1 of 1 entries Show 50 ¢ eniries
a request under ‘Action
column. E] Date Created By Request Type Item Amount Reason Status Action
MESSAGES 08/08/2023 Kelly Clarkson Purchase College Laptop £300.00 Edit Delete
G Showing 1to 1of 1 entries
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