
 
  

Guarantee Only 
 You would submit a guarantee only memo if your 
department/area is wanting to pay for the students insurance, 
tuition and/or mandatory fees. You can only use accounts that 
are 11-14 or 17A 
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Guarantee Only 
 

Step Action 
Navigation Main Menu > WSU > Graduate School > Support Memo  
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Step Action 
1. Click in the Add a New Value field. 

 
2. Click in the ID: field. 
3. Click in the Term: field and enter desired Term. 
4. Click the Add button. 

 

 
5. Click the Intended Enrollment list and choose the appropriate enrollment status.  

For this example, I have chosen the Full-Time list item. 

 
6. Click the Support Option list. 

Click the Guarantee Only list item. 

 
7. Click the Research Status list and choose the appropriate research status.  

For this example, I have chosen the Neither list item. 

 
8. Click the Sponsorship Status list and choose the appropriate sponsorship status.  

For this example, I have chosen the Not Applicable list item. 
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Step Action 

 
9. Click the Requesting Insurance? List and choose the appropriate insurance request 

option.  
For this example, I have chosen the Yes list item.  

 
10. Click the Who Will Pay? List and choose the appropriate option.  

For this example, I have chosen the Department list item. 

 
11. Click the Type of Insurance list and choose the appropriate option.  

For this example, I have chosen the GSA Spring list item. 
Once this is chosen, the Amount will be automatically populated.  

12. You can add additional comments in the comment box.  
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Step Action 

 
13. Click in the Account Program field and enter the desired Account Program. The 

account program must be 11, 12, 13, 14, or 17A.  
14. Click in the Account field and enter the desired Account number.   
15. Press [Enter]. 

After you press enter, the Item Type number and description should automatically 
populate.  
If there is no item type available, please send an email to the Graduate School Service 
Desk at  

16. After you press enter, the Item Type number and description should automatically 
populate.  

17. Click the Expenditure Authority list.  

 
• If you are not the Expenditure Authority, choose the appropriate individual.  
• If you are the Expenditure Authority, you will be able to Approve and Sign.  

18. Click the Save button. 
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Step Action 

 
19. Check the Status of the memo which is located in the top right hand side of the memo to 

insure the routing has begun. If the status is “In progress” the memo has not been 
moved on and it requires additional information. 

 
20.  

End of Procedure. 
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