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The first step each year is to let us know you’re participating by returning your 
signed Letter of Agreement. After we’ve received the letter you will be able to 
submit funding requests.

Login to: mhcwellness.org - the login and password are the same from year to year,
and are listed on your budget sheet.

If you’ve forgotten your login information please email me.
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https://drive.google.com/file/d/1cKbZWaj-Jmbf82gKOZNsAZLzcZoR437S/view?usp=sharing
http://mhcwellness.org/


Start by selecting the current year from the drop down.

Previous years can be referenced for past activity or budget information.
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The next step is to update the contact information for your Wellness Coordinators. 
These will be the people who receive information about the funding requests and 
general wellness updates throughout the year.

Click “Update Coordinator Profile” - confirm the information is still correct and/or 
you can add/delete as necessary 
Click “add profile”
Type in the contact information
Click “save”
Click “close”
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The next step is to submit a funding request.

Select the “funding requests” button on the bottom of the overview page.
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Click the “new request” button
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A window will open for you to enter the details of your request.

At a minimum we need you to provide:
Title, description, domain, date, who leads, amount requesting and breakdown of 
funds. 

Then Click submit for Approval
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The window will collapse, change the status to pending and send an email to the 
SWWC staff letting them know there’s a request to review.

At this point you can submit another funding request if you’d like. 

You should submit each major event or activity as a separate request. 
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Once your activity has been reviewed and approved, you will receive and email and 
also be able to see that it’s been approved on your funding request page.

At this point you can go ahead and offer your activities.
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After your activity has been completed and you have received an invoice and paid 
the bill, you can go back and submit the action results, upload your receipt/proof of 
payment, upload your flyer/advertising, and submit for reimbursement.
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The Action Results section is a place to log the attendance/impact, notes to 
remember for next time and feedback from the participants.

Then click on add additional receipt button to enter your receipt information.

11



The receipt log is a place to track the breakdown of your spending.
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To upload receipts, click on add new file
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Select your files and click close.
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To upload your proof of payment, or if you have additional receipts, click on “add 
new file” and upload those the same way.
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To upload your advertising or event flyer, click on add new file and upload just as 
you did the receipts/proof of payment.
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After you’ve completed all sections and uploaded your receipt, proof of payment, 
and flyer, click on submit for review.
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The activity will show pending review while SWWC processes your request.
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Once approved for reimbursement, it will show completed.  All reimbursements will 
be paid out at the end of the plan year (December for CCOGA’s and June for 
Schools)
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