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INTRODUCTION TO GRANTS

GRANTS OVERVIEW
The University of Central Florida (UCF) uses three systems to monitor grant funding:

1) Campus researchers and the Office of Research initiate the collection of information related
to grants at the pre-award stage in the Huron Research Suite (HRS) system. All proposals
will be entered into the system for tracking, and if awarded by the funding agency, additional
information will be collected in HRS as an award.

2) The Human Capital Management (HCM) system manages salary expenditures, transfers, and
encumbrances for all campus employees including those charged to grant-funded research
projects. After a project is funded, award managers create forms in HCM to associate
employees with the award. The HCM system encumbers salary for those employees from the
award and processes payroll transactions and salary encumbrance relief. Reports inquiring
about salaries must be run in the HCM system.

3) The third system, UCF Financials, interfaces with HCM to support general (non-salary)
reporting. The Office of Research Award Management team manages post-award processing
and transactions through the Grants, Contracts, Billing, Project Costing, and Accounts
Receivables modules in UCF Financials.

The “System Navigation for Grants” course series provides an overview of how to use only the
third portion of the university’s grants management system, UCF Financials. Departments will
provide further details on how to run specific business processes.

GRANTS IN UCF FINANCIALS

UCF Financials is the university’s online accounting system. It is made up of a group of modules
that work together to automate a variety of accounting tasks. The Grants module was added to
UCF Financials in 2019 to help manage and track grant-funded projects. The addition of this
module made aggregate data about grants available in a centralized location and allowed users to
run reports on grant processes.

The Grants module serves as link between the Contracts and Project Costing modules. The
Grants module collects important award demographic data for a funded award. Associated with
each grant or award are projects that are defined by a Project ID. Projects not associated with
awards are also designated by the Project ID but are not connected to awards or contracts.
Research Foundation will have some awards that fall into this category designated as “Non-
Grants projects.” However, construction and auxiliary projects that also are not connected with
an award will not be discussed in this course.

Introduction to Grants Page 3
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COURSE 1. ESTABLISH AWARDS

OVERVIEW

Before the staff from the Office of Research Award Management establishes a proposal and
award in the Grants module within UCF Financials, they must do the following:

1) Verify the customer has been set up in HRS to ensure the HRS record contains the correct
information and can be selected when needed.

2) Ensure that the award does not currently exist in UCF Financials.

After a proposal has been awarded and information updated in HRS, the proposal is entered into
UCF Financials where the award, contract, project, activity, and budget are set up.

Note: Proposals are typically created in the Huron Research Suite (HRS) system when funding is
requested. Only some of these proposals are awarded funding. After being awarded, the

proposal and award information are updated in HRS. This data is automatically sent to the
Grants module in UCF Financials.

Create Award and Budget

Unirersity of Central Florid a: Futuze State Busines Proces Flow

Y

¥

Set Budget

Proces HES . . . el
Activation St up Milestomne Setup Froject Type OpthT s if setting a #| Setup Contract

oleTance

Award
Management Team

Grants — Establish Awards Course 1, Page 4



@ UCF Financials

UCF

System Navigatio

n for Grants

l. SET UP SPONSOR WEBSITE FOR AWARD

After an award is generated and successfully processed and activated in the Huron Research
Suite (HRS) system, you can set up a sponsor website for the project in UCF Financials by
following these steps:

Sten | Action
1. | Navigate to Main Menu > Grants > Awards > Award Profile.
Favorites ‘ | MainMenu - :
Search Menu:
Top Menu Featy @ &
3 Employee Sel-Service 3
The menuisno| —  Manager Self-Service J
Clickon Main M 3 suppiier Contracts 2
Highlights 3 Deparimental Authorization 4
Recently Used B Customers '
appear under tf (30 Customer Contracts ’
menu, located 3 Order Management r
left
B items »
L3 suppliers »
= p £ 3
Breadcrumbs uiehasing
display yourna) &3 eProcurement 4
pathandgivey — o . R
to the contents SeiViEs BIUCUTsne - -
subfolders == Gran{b 1 sponsor Websites 3
3 Project Costing &1 Proposals = L
o | Award Profle
Menu Search O Proposal Management H Awards "1 WA ETOL
viedne oo Moiel £ Dillinn & institutions & Proect
2. | Enter the following:

a) Business Unit

b) Award ID (HRS Generated Number starting with AWD)

Favorites - | Main Menu - >

Grants~ > Awards~ >  Award Profile

Award Profile

Find an Existing Value Add a Mew Value

Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

Description | begins with ¥

Pl ID| begins with +

Proposal ID| begins with ¥

Reference Award Number | begins with »

Case Sensitive

Business Unit|= v UCFD1 C,
Award |D| begins with v
Project| begins with * Q,

Grants — Establish Awards
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Sten | Action
3. | Click Search.
Case Sensitive
Clear | Basic Search @‘J Save Search Criteria
4. | Select the appropriate award from the results if the award does not open automatically.
5. | Click the Sponsor Website link. A dialog box will open.
Proposal ID (0] 4 Q View Proposal
Version ID V101 Q
Start Date 06/03/2019 B
End Date 08/23/2025 B
Hold Billing on Unpaid Cost
Hold Revenue on Unpaid Cost
View Contract Contract Rates Additional Information Grant Administrator CFDA Maintain Attachments
6. | Note: The following steps are optional. Skip this setup (go to step 10) if not setting up

a Sponsor Website.

Enter the following:

a) Website Name (your name for the website, i.e., MAIN)
b) URL Address (sponsor’s website)

—

Websi
e Sponsor Website

Sponsor Website List Find

Website NamejMAIN

Refresh

URL Address | |

OK Cancel

Help
Last

=

First (&) 10f1 @}

Sponser Website

Grants — Establish Awards
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Step | Action

7. | If you would like to add additional websites, click the plus sign (+) on the right end of
the line. This will add a new line. Add additional websites as needed.

Help
d First (4) 10of1 (») Last

Sponsor Website ﬂ

—

8. | Click OK. The Sponsor Website dialog box will close.

Sponsor Websie List

Grants — Establish Awards Course 1, Page 7
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Il. MILESTONES

Milestones occur at different stages in the life of a grant. The Grants module in UCF Financials
is designed to help manage these tasks. These milestones should be defined when the award is
established and updated accordingly. The Grants module will store only financial milestones
while HRS will store all other milestones. The following milestone types are used in the Grants
module:

e Final Invoice — Track when the final invoice is due and when it was submitted to the
Sponsor.

¢ Financial Reports (all including final) — Track when the financial report is due and when
it was submitted to the sponsor. The frequency would be Monthly, Quarterly,
Semiannual, Annual and Final.

After an award is generated, you can use and track financial milestones in UCF Financials if you
have added milestones to the award in the Grants module. To add milestones, complete the
following process:

.
Step | Action
. .

1. | Navigate to Main Menu > Grants > Awards > Award Profile.
& ucrF Fitancials e Sesen
Favorites » | | MainMenu -

Search Menu:
Top Menu Featy @ o
3 Employee Sel-Service 3
The menuisno| —  Manager Self-Service r
on Main Menuf 03 sypplier Contracts 3
Highlights U1 Departmental Autharization 4
B customer
Recently Used CAStoTiers 2
appear undertf 1  Customer Contracts 4
, located
Sl s B3 order Management ]
B tems 3
3 suppliers b
8 p g 3
Breadcrumbs UrEhasing
display yourna| &3 eProcurement 4
and give you a s curerment
contents of supl —  Services Procurement -
L1 Grants L3 Sponsor Websites 3
&3 Project Costing = Ppn Is k
i | Award Profile
1 Proposal Management = . ity
Menu Search, =) e B Project
the Main Menu| &3 Billing Institutions =4
Supfoﬂ: tg'pe 4 01 Accounts Recevable | —  Sponsored Projects Off M Erolectactvily
makes findin coact i
faster ? 03 Accounts Pavable 1 Departments =] Project Budgets

Grants — Establish Awards Course 1, Page 8



@ UCF Financials

gl System Navigation for Grants

Sten | Action

2. | On the Award Profile page, search for the award by entering information into the

following fields:

a) Business Unit
b) Award ID

FquFiIeSv | Main Menu - i Grants~ > Awards» >  Award Profile

Award Profile

Search Criteria

Business Unit| = »

Case Sensitive

Proposal ID| begins wi

Reference Award Mumber| begins with v

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value || AddaMNew Valus

luceEn la,

Award 10| begins with v | ]

Project| begins with v aQ
Description| begins with *

Pl ID| begins with v

ith

3. | Click Search.

4. | Select the Milestones tab.

Favoriies - | Main Menu - > Grants = > Awards =

Award Eunding Eesources Certifications Terms ilestones

Funding Inquiry

5. | Enter the following information:

a) Milestone Type [FRPT — Financial Report, INV — Final Invoice]

b) Milestone Code (If FRPT, select from
ANNUAL_RPT — Annual Report Due,
FINAL_RPT - Final Report Due,
MONTHLY_RPT — Monthly Report Due,
NON_STD_RPT — Report Due,
QUARTERLY_RPT — Quarterly Report Due,
SEMIANNUAL_RPT — Semiannual Report Due.
IfINV, select FINAL_INVOICE — Final Invoice Due.)

c) Milestone Priority [High, Low, Medium]|

Grants — Establish Awards

Course 1, Page 9




&

UCF

UCF Financials

System Navigation for Grants

Sten

Action

d) Due Date
e) Milestone Status [Pending, Complete]

Milestones
General

Detail

Milestane Type

1|FrRPT Q

2fINV Q _|[Final

Milestone Type Description

Financial Report

Personalize | Find | View All | (11| [

First (&) 1-20f2 () Last

*Milestone Code

FINAL_RPT

nvoice FINAL_INVOICE

Milestone Code Description [ (1125190 Due Date s ione D ng Stalue
@ Final Rt Due Medium v | foamizozo |y [com @, | complete [ =
Final Invoice Due Medium v | §09/0472020 com Q| complete #| =

Click the plus sign (+) at the end of a line to add additional milestones.

First (4

E

Milestone Status
Description

Complete

Complete

1-2 of 2 (b Last

[x] =
[ =

You will be able to add information to the same fields as previously noted to define the

new milestone.

Milestones

General || Detail

‘Ml\es(% Type  Milestone Type Description  *Milestone Code

1 |FRPT Q, Financial Report FINAL_RPT Q
S -
3 INv Q, Final Invoice FINAL_INVOICE Q.

Personalize | Find | View All | 3| [

Milestone Code Description g‘[‘:gf“;"e Due Date mﬁ;‘)"e

Final Report Due Medum v | |08/31/2020 |5 [CCM Q
[ ) | s o

Final Invoice Due Medum  v| [09/04/2020 | [COM Q

First (4} 1-30of3 (b Last
Milestone Status
Description
Complete #H =
H =
Complete =

Click the minus sign (-) to delete Milestones.

First 4

&

Milestone Status
Description

Complete

Complete

1-20f2 (») Last

==
=

Click Save.

Grants — Establish Awards
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lll. SET UP PROJECT

After an award has been generated, successfully processed, and activated in the Huron Research
Suite (HRS) system, projects need to be set up. This will allow the post budget process to
function properly and ChartField Attributes like EP and VPORG to populate as needed. To set
up a project, do the following:

.
Sten | Action
. . .
1. | Navigate to Main Menu > Grants > Awards > Project.
Favorites v ‘ Main Menu - |
Seam? Menu: F] Personalize Content | Layout ? Help
Top Menu Featy ® ol _l
L3 Employee Self-Service 4 J
B u o J Project Budgets
Themenu isnod Manager Self-Service 14 B FProject Budgst Inquiry
Clickon Main M (3 sypplier Contracts 3 = b ot
nt Control Errors
Highlights 3 Deparimental Autharization L3 - -
=
0O cus er 3
Recently Used| Cistone B
now appearun| [ Customer Contracts ¥
Favorites meny w E v =
the top left Order Management _i
0O tems 3
B suppliers = 5l Review Award Modifications
Supplier:
J Modify End Dates
Bissi b B3 Purchasing 3 %
TEACCIMIND S, F =l FA Emor Interactive Report
display your na] (3 eProcurement 3
path and give - R _1 Review Retroactive F&A
0 senices Procurement L2
to the contents 1 wilestone Notification
subfolders. 8 Grants L1 Sponsor Websites i Mlestone; Notic
hd
B Project Costing B Pr Is
] b
B8 pr Manage
Menu Ssarch, oposal Management = o ,
under the Main| &3 Siling Institutions
supports_. ty_pe d 03 Accounts Receivable 03 sponsored Projects Offices r
makes finding R e = 5
faster. 81 Accounts Payaple Bepprtvents b

Grants — Establish Awards Course 1, Page 11
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Step | Action
2. | Enter the following:
a) Business Unit
b) Project ID
Project General
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value
Search Criteria
Business Unit = ¥ UCFO1 Q
Project| begins with ¥ Q
Description| begins with ¥
Program| = v Detail Project v
Processing Status| = v v
Include History Case Sensitive
£
Clear Basic Search &' Save Search Criteria
3. | Click Search. (See image in the previous step.)
4. | Enter the Project Type.

& uCFFinancials T TENETNEY oo Searh

Favorites = | Main Menu - > Grants « > Awards »

> Project [

General Information Project Department Project Costing Definition
Project 00000035

*Description COM MOL-MECHANISMS

*Integration UCF01 Q
| Project Type =y
Percent Complete 0.00
Project Health b As Of

Primavera Manag

University of Central Florida

As Of

Grants — Establish Awards
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IV. SET UP PROJECT TO SPEND OUTSIDE PERIOD OF PERFORMANCE

If funds from a project need to be spent outside the period of performance (outside of the

contract’s start and end date range), the department should submit a request for this to Financials
Support Services. The department will need to create a $0 blanket purchase order (PO) to obtain
a price guarantee from the supplier. To set up the project and activity in UCF Financials to allow
this type of spending, do the following:

Stepn

Action

1.

Navigate to Main Menu > Grants > Awards > Project.

L':gﬁl UCF Financials \ Navigator ~ | Sea [ AdvancedSeach  myUCF | Home | Worklist | Performance Trace | AddloFavortes | Sign Out

Favorites v ‘ | M enu - |
Searc? Menu: ® =
Top Menu Featy a =l
. o El
B3 Employee Self-Service L3 J
- Pre idgets
The menuisno| —  Manager Seif-Service X El udget Inquiry
Click on Main M (3 syppiier Contracts » 8 )
‘Commitment Control Errors
Highlights 03 Deparimental Authorization L3 =
B customer N =l Negotiate Award
Recently Used e El  Process Faciities Admin
now appearun{ (3  Customer Contracts 4
Favorites men [l Process Retroactive FaA
the top left B3 Order Management 3 E
R & i y E on ontinuation
ems
i ¥ H re ward Modifications
Suppliers
B puichasing i B m iy End Dates
Breadcrumbs ) ~ :l FA Error Interactive Report
display your na] (3 eProcurement 4
path and give i I El  Review Retroactive FaA
to the contents 03 services Procurems L2 3
subfolders. B Gans T3 sponser Websites =l Milestone Notification
-
8 Project Costing B8 Proposals
3 Proposal Management B Awards >
Menu Search, = I \
under the Main| = 8iling Institutions

Personalize Content | Layout

? Help

On the Project General page enter values into the following fields:

a) Business Unit
b) Project (Project ID)

Project General

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value || Add a Mew Valus

Search Criteria

Busingss Unit| = v JJCFO1 la
Praject| begins with || | (&}
Description | begins with v
Program| = v Detail Project v
Processing Status| = v v
Include History Case Sensitive

Grants — Establish Awards
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.
Sten | Action
3. | Click Search.
Search Clear | Basic Search 2 Save Search Criteria
.
4. | Select the Project Department tab.
Favorites | MainMenu  ~ > Grants» > Awardsv > Project
New Window | Help | Personalize Page
General Information Project Costing Definition Primavera Manager Location Phases Approval Justification User Fields Rates E)
I'\\’ Project 18552A0 Add to My Projects
P 0 Status Active
. .
5. | Click the Correct History button.
General Information Project Department Project Costing Definition Primayera Manager Location Phases Approval E)
Business Unit UCF01 Project 18558A01 Obesity Study
¥ F&A Requested
Primary Department Info
Institution 1D UCF Q. University of Central Florida
Subdivision 18550000 Q@ HEALTH MANAGEMENT INFORMATICS
Department 16550000 Q. HEALTH MANAGEMENT INFORMATICS
Contact ID Q Contact Details Q
Primary Department History
Department Info Find |View All First ‘4 10of1 » Last
- d el
Effective Date 06/08/2019 |3
Department Info Personalize | Find | (2] £ First (4 10of1 (b Last
“Department Subdivision Description Percentage Pledged
18550000 Q18550000 HEALTH MANAGEMENT INFOMATICS 100.00 %] (=]
Save as Template Copy Project
) Save ||[Gh Return to Search = Refresh & Add e/Display = Include History I {7 Correct History I

Grants — Establish Awards
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Step | Action

6. | Under the first Department Info heading, update the value in the Effective Date field
to the first day the sponsor authorized the project to spend outside the period of
performance.

Department Info

Effective Date |06/08/2019 |31

Department Info

*Department Subdivision

18550000 Q_ 18550000

7. | Click Save.

Save as Template Copy Project

[&h Return to Search Previous in List | |4E] Nextin List =% Refresh

Grants — Establish Awards Course 1, Page 15
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V. AWARD PROFILE NOTEPAD

When manual changes must be made to an Award and Contract, comments should be added to
the Award Profile Notepad. To record this information in UCF Financials, do the following:

Sten

Action

1.

Navigate to Main Menu > Grants > Awards > Project Activity.

‘ inancials \ Navigator w | Searc! vanced Searc myucF Home Worklist
& \ Search Advanced Search \ \ \
Favorites v ﬁ Main Menu -
Search Menu: J  Sponsor Websites ’
Top Menu Featy L1 Proposals »
3  Awards UCF GM Process »
¢ OO Employee Self-Service
Py —  Institutions Award Profile
1 Manager Self-Service
E“:krginll\‘l'l‘aslnnm (1 sponsored Projects Offi Project
1 Supplier Contracts 1 Departments Project Activity
ighli J Departmental Authoriza
Highlights P @ Professionals Project Budgets
1 cust
Recently Used ustomers (3  sponsors Project Budget Inquiry
appear under tf J  Customer Contracts
mpg_lu located 4 n 1 Subrecipients Commitment Control Errors
’ Order Management :
left. L1 Interactive Reports Negotiate Award
= tems P
] Grants Center rocess Facilities Admin
—I Suppliers | Grants WorkCenter Process Retroactive F&A
L Purchasin — .
Breadcrumbs ¢ | Contracts Workbench Create Gontinuation
d|5llr7]|a)" ém“" nal M eProcurement - Review Award Modifications
palnand give ¥ ) geryices Procurement
to the contents Modify End Dates
subfolders. H Granis ' FA Error Interactive Report
B Project Costing ' Review Refroactive F&A
Menu Search, —! Proposal Management ' Milestone Notification
under the Main| = Biling ' Maintain Attachments
supports tvoe V eecien Dbt N

Enter information into the following fields:

a) Business Unit
b) Award ID (from HRS starting with AWD)

Award Profile

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New Value

Case Sens

Find an Existing Value

Search Criteria

Business Unit| = ¥

Award ID| begins with
Project| begins with
Description| begins with
PI ID| begins with

Proposal ID| begins with

Reference Award Number| begins with

itive

UCFO01

Grants — Establish Awards
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UCF

Step | Action

3. | Click Search.

Case Sensitive

@
Clear Basic Search 2 Save Search Criteria

Select the appropriate award if it does not default:

Search Results
View All First (4 1-1000f143 '} Last
Business Uni{ Award ID Project Description PIID Proposal ID Reference Award Number
UCFO01 AWDO00000013 23156A01 WC Vanilla Test Case - Short D 5018491 AWD00000013 AWDO0000001
UCFO01 AWDO00000014 88006A03 INT.101.01.00Community Service 0100109 AWD00000014 (blank)
UCFO01 AWDO00000015 18356A03 INT.101.02 Comprehensive Resil 5018491 AWD00000015 2020011
UCFO01 AWDO00000016 88006A04 INT.101.03 Community Service G 0100109 AWDO00000016 WADO000003
UCFO01 AWDO00000017 64016A01 INT.101.04 Modern Training Pra 0118656 AWD00000017 692M151940002
UCFO01 AWDO00000018 18356A01 INT.101.05 Comprehensive Resil 5018491 AWD00000018 2020011
UCFO01 AWDO00000019 88006A05 INT.101.07 Community Service G 0100109 AWD00000019 WADO00000014
UCFO01 AWDO00000020 18356A02 INT.101.08.01 Comprehensive Re 5018491 AWD00000020 2020011
UCFO01 AWDO00000021 16206A02 INT.101.08.02 A Cost-effective 1552050 AWD00000021 WAD00000020
UCFO01 AWDO00000022 16206A01 INT.101.06 A Cost-effective On 1552050 AWD00000022 WADO00000013
UCFO01 AWDO00000028 64016A02 INT.101.10.01 Modern Training 0118656 AWD00000028 692M151940002
UCFO01 AWDO00000029 64016A03 INT.101.10.02 Modern Training 0118656 AWD00000029 692M151940002
UCFO01 AWDO00000035 23036A01 INT.101.11 Community Service G 0100109 AWDO00000035 WADO0001
UCFO01 AWD00000035 88009A01 INT.101.11 Community Service G 0100109 AWD00000035 WADO0001
UCFO01 AWDO00000036 88006A09 INT.101.12.00 Community Servic 0100109 AWD00000036 N/A
UCFO01 AWDO00000037 08809A01 INT.101.13.00 Community Servic 3010589 AWD00000037 (blank)
UCFO01 AWDO00000037 88006A10 INT.101.13.00 Community Servic 3010589 AWD00000037 (blank)
5. | Click the Notepad link near the bottom of the page.
Primary Project Pl
Associated Project Personalize | Find | (2 First 4/ 10f1 (' Last

PC Business Unit Project Description

UCFO01 640168A01 Modern Training Practices: Met

Go To: Sponsor Protocols Attributes Department Credit

Award Modifications

Supplemental Data

Click the plus sign (+) to add a new Award Description box.

Award || Funding | Resources | Certifications || Terms | Milestones | Keywords | Notepad

Award ID AWD00000017
Reference Award Number 921151940002

Award Pl Chokshi.Madhavi D Primary Project P
Award Description

Date/Time Stamp 01/29/2020 3:32:31PM

*Description Date and Time Stamp indicates when Award was created

Comments

254 characters remaining

Funding Inquiry

Award Title INT 101.04 Modem Training Practices: Short Field

Entered By FXIBHURCON

First Last
=

Find | View All

[E

Grants — Establish Awards
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Step | Action

7. | In the new section, enter the following information:

a) Description (Award change, Contract change, OR Award and Contract
change)

b) Comments (Enter detailed comments as to what changes were made or need to
be made. If being asked to make changes, please respond with Complete when
done.)

Award Description Find [ viewal  First [1 2of2 O |Last

+[=

Date/Time Stamp 03/06/2020 3:32:51PM Entered By addyg

“Description

Comments

254 characters remaining

8. | Click Save.

|oh Return to Search 1| Previous in List 4| Nextin List =] Notify = Refresh

Award | Funding | Resources | Certifications | Terms | Milestones | Key Words | Notepad | Funding Inquiry

Grants — Establish Awards Course 1, Page 18



@ UCF Financials

el  System Navigation for Grants

Step | Action

9. | To obtain a list of all Comments made on the Notepad, run the
FXGM_AWARD_NOTEPAD query by navigating to Main Menu > Reporting
Tools > Query > Query Viewer:

\&SQ UCF Financials Navigator = | Search Advanced Search myUCF
Favorites = | Main Menu = ‘
Search Menu:
Top Menu Featy < .
E]
L1 Employee Self-Service »
The menuis noy —  Manager Self-Service 3
Main Menutog [ Supplier Contracts 3
Highlights J  Departmental Authorization »
Recently Used —I Gustomers '
appear under tf . Customer Contracts 3
menu, located 1 - Order Management 3
B items 3
1 Suppliers 3
Breadcrumbs = Purchasing '
your navigation| —  eProcurement 3
;’E‘;fﬁf;:r? O 7 services Procurement »
4 Grants 3
L Project Costing 3
Menu Search, 1 Proposal Management 4
the Main Menu| —  Biling 4
;_xﬂpdeinzh::;ev;h; L Accounts Receivable 4
1 Accounts Payable 4
L Asset Management 3
J  Banking 3
L1 Cash Management 4
L Commitment Control v
L1 General Ledger 3
L Allocations 3
1 set Up Financials/Supply Chain 4
1 Enterprise Components 4
I worklist 4
L1 Tree Manager ]
03 Reporting Tools O Kiery Query Manager
3 PeopleTools 1 Ps/nvision Query Viewer
1 My UCF Profile (3 Bl Publisher = Scheduls Query
Ll MTest | Report Manager
= My Personalizations ‘

10.| Enter the Query Name of FXGM_AWARD NOTEPAD.

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By | query Name | begins with FXGM_AWARD_NOTEPAD

Search Advanced Search

11.| Click Search. (See image in the previous step.)
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VI. ESTABLISH & POST GRANTS AWARD BUDGET FOR PATIENT CARE

For an award for which a zero-dollar Patient Care budget line needs to be inserted into a project
budget, account code information must be added to the budget line manually. Since the Patient
Care budget category has no default account code in UCF Financials, allowing a zero-dollar row
to integrate will cause the budget finalization to fail, thus preventing the award from being
automatically activated in HRS. Note that selecting the Term and Condition "Expenditure — No
Patient Care allowed" will prevent the HRS default zero-dollar budget line from integrating into
UCF Financials. However, if a zero-dollar budget needs to be established for the Patient Care
budget category, an account code must be provided for it and the budget row must be added and
finalized manually.

.
Sten | Action
. . .
1. | Navigate to Main Menu > Grants > Awards > Project Budgets.
Favorites + ‘ Main Menu -
Search Menu:
Top Menu Featy @ .
L3 Employee Seli-Service 3
The menuis no| —  Manager Self-Service 3
Main Menuto gl C3  syppiier Contracts 3
Highlights 3 Deparimental Authorization 3
3  Customer
Recently Used Customers 4
appear under tf . Customer Contracts 4
menu, located £3 Order Management {b N
0O items 3
3 Suppliers 3
8 pun 3
Breadcrumbs urchasing
display yourng) .3 eProcurement 4
and give you a .
i T3 Services Procurement
contents of su Services Procureme . .> .
L3 Granis 03 sponser Websites
O Project Costing & Proposals
U3 Proposal Management B Awards E
Menu Search, = o B
the Main Menu| 1 Biling Institutions
}?’FL‘:‘.' ahead Wi £ 0oy Receivapie | ) Sponsored Projects Off £l
inding pages n
9 pag 3 Accounts Payale 0O Departments IE] ]
03 Asset Management 3  Professionals E] Project Budget Inquiry
(3 manking 3 sponsors 5l commitment Control Errors

Grants — Establish Awards Course 1, Page 20



g’.ﬂ UCF Financials

UCF

System Navigation for Grants

Stepn

Action

2.

Enter the following:

a) Business Unit

b) Project (Project ID)

Favorites = | Main Menu -

> Grants » >

Awards = >

Project Budgets

Project Budgets

Find an Existing Value

Search Criteria

Business Unit| = »

Project| begins with v

Jeyel

Budget Plan ID| = A

Budget Period| begins with v

Budget Type| = A

Description | begins with v

Case Sensitive

Enter any information you have and click Search. Leave fields blank for a list of all values.

Click Search.

Case Sensitive

| Search

Clear

=] )
Basic Search & Save Search Criteria

On the General tab add additional lines as necessary by clicking the plus sign (+) at

the end of a row.

Budget Detail

£
Project 24068401 CAREER
R Finalize £
Budget Period 1 Begin Date 06/01/2019 End Date 01/31/2025 F;
Project Budget Summary
&
Cost Share Direct $0.00 Currency USD Total Budget §4,880.00
Spensor Budget $4,880.00 % Security Status None <
Budget Amounts for Period € wi@ B Pt @ 505 0 Last
Project Detail General Ledger Detail Commitment Control Detail Grants Detail - o
Account Department Activity AnalysisType  SourceType  Category Subcategory o |eogm /‘ Amount  Currency
£
774000 GRANT BUD 21028 ZZ 3,000.00 USD
4
Q Q Q BuD Q Q Q Q Q Q 0.00 USD
4
726000 GRANT BUD 21028 77 720.00 USD
4
711000 GRANT BUD 21028 ZZ y 500.00 USD
782000 GRANT BUD 21028 ZZ y 660.00 USD
]
A

Grants — Establish Awards
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Step | Action
5. | Select the search tool (magnifying glass) beside the Budget Item field of the

appropriate row.

Budget ltem~

TUITIO

[a]

A dialog box will display. Select PATIENT.

Look Up Budget ltem

SetlD UCFO1
Budget ltem| begins with v
Description| begins with v

Lock Up Clear Cancel Basic Lookup

Search Results

View 100 First (4] 125025 (k) Last
Budget ltem Description

10004 AUXL Continuing Edccation

1004 AUXL Continuing Education

037 PERK Federal Perkins Loan Program
014 FSEO Bookstore Construction

016 FSBO Parking Services

022 FSBO Health Center Construction
039 FSBO University Construction

056 FSBO CG Consiruction Projects

065 FSBO Athletics Sports Complex Cons
079 FSBO Student Housing Construction
082 FSEO State Revenue Certificates
CONSLT Consulting

EQUIP Equipment

FACADM Facilities and Administration
FRINGE Fringe Benefits

@ g a9y

]

O

OP3 Other Personal Services
OTHER Other Direct Expenses with F&A
- ST a

PATIENT Patient Care

PERSON Personnel

STIPND Stipends

SUBFA Subcontracts with F&A
SUBNO Subcontracts without F&A

Help

The dialog box will close, and the Budget Item field will display the selected value.

Budget Item~

TUITIO

PATIENT Q

Grants — Establish Awards
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Sten | Action
6. | Enter the Patient Care Account number in the Account field in the appropriate line.
General P
Account
774000
QL
7. | Click Save.
[gt Return to Search =] Motify
8. | Once the budget is set, click the Finalize button near the top of the Budget Detail
page to finalize the budget.
Budget Detail b@
Project 15558401 Obesity Study
Budget Period 1 Begin Date 05/02/201% End Date D2/23/2025 Pracess Monitor
9. | Click the Process Monitor link.
Al e |Prncess r'.-1nnit|:|r|
10.| Click the Refresh button to check the Run Status. Ensure the Process runs to
Success.
Favorites = | Main Menu - > Grants = > Awards ~ > Project Budgets >  Process Monitor
Process List Server List
View Process Request For
User D addyg Q Type ¥ | |Last v 1 |Days v
Server v Name Q, Instance From Instance To Report Manager
Run Status v Distribution Status ¥ | ¥ save On Refresh
Process List Personalize | Find | View Al | (21| Q First (4) 10f1 (») Last
Select Instance Seq. Process Type Process Name  User Run Date/Time Run Status Igti:m':utmn Details
a735174 Application Engine PC_WRAFFER addyg D9/27/2019 5:42:26PM EDT Success Fosted Details
Grants — Establish Awards Course 1, Page 23




&

UCF Financials

o System Navigation for Grants
Step | Action
11.| Run Budgets Overview to ensure all lines have been distributed. Refer to the “System

Navigation for Grants” manual, “Course 1. Establish Awards,” section “XI. Budgets
Overview.”

Note 1: If a budget row is finalized incorrectly, it cannot be deleted. Instead, a new
row must be entered using the exact same “incorrect” information as on the originally
finalized row but using negative (-) dollar signs in order to reverse it. After the
reversal budget row has been finalized, a new budget row with correct information
should be entered.

Note 2: CONVERTED projects will not include a FRINGE line, which can be added
anywhere.
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VII. SET OPTIONS

Note: The following Terms and Conditions (T&C) take the following action on the budget:

Expenditure — [Budget Item] Restriction: This T&C places a control on the budget item. This
means that spending more than what is budgeted for is not allowed. If a $0.00 line accidentally
gets put on a project, set the line on control to disallow spending.

Expenditure — No [Budget Item] allowed: This T&C will ensure that when a project is initially
set up, a row for that Budget Item is not set up. This disallows for any spending against the
Budget Item. Note that after the initial project setup, $0.00 lines will not be sent over and thus, if
needed, will have to be manually set up.

Rebudgeting w/Tolerance: This T&C will set all budget rows to control and unchecks the default
tolerance box. A user will need to manually enter the tolerance for each budget row. This
commitment control (KK) selection means that spending can happen over a certain tolerance of a
budget item.

Rebudgeting w/Prior Approval: This T&C will set all budget rows to control. This KK selection
means that spending can happen up to the budgeted amount.

Please also note that the T&C will only impact new budget lines. For instance, if after initial
setup a new T&C impacting the Tuition row is checked, the T&C will only take action on that
new row. If a previously finalized Tuition row exists, manual intervention will be required to
update the old row.
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System Navigation for Grants

VIIl. BUDGET LEVELS — VIEW & CORRECT BUDGET EXCEPTIONS

If the budget has been finalized and failed and the budget finalization process created an error
due to a budget exception, follow these steps to view and correct budget exceptions, resolve the
error, and finalize the budget:

Stepn

Action

1.

To view and override budget exceptions, navigate to Main Menu > Commitment

Control > Review Budget Check Exceptions > Budget Exceptions.

Lg@g UCF Financials

Favorites + ‘

Main Menu

£

Top Menu Featy

The menu is noy
Main Menu to g

Highlights

Recently Used
appear under {i
menu, located

Breadcrumbs
your navigation|
you access to
subfolders

Menu Search,
the Main Menu
type ahead whi
finding pages nj

Search Menu:

Supplier

ltems

Granis

Billing

Banking

General

‘Worklist

o A A o A o A o A o A o A o A A o A G o o ot ot O o o o I I I I A

Employee Self-Service

Manager Self-Service

Departmental Authorization
Custome:
Customer Contracts

Order Management

Suppliers
Purchasing
eProcurement

Services Procurement

Project Costing

Proposal Management

nts Receivable
nts Payable

Asset Management

Cash Management
Commitment Control
Ledger
Allocations
SetUpF

Enterprise Components

Tree Manager

Reporting Tools

DrnninTanie

Contracts

s

b v v v v v = v w v v 4

Define Cenirol Budgets
Define Budget Security
Budget Journals

Post Control Budget Journals
Review Budget Activities
Close Budget

Budget Reports

Third Party Transaction:

Coocroooeoom

iReview Budget Check {

inancialsfSupply Chain

Purchasing and Cost Management

Travel and Expenses

Accounts Payable
Project and Grants
Revenues

General Ledger

[ ) (O O O O O

B
Budget Exceptions
S

ource Header Unlock
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Step | Action

2. | Enter values in the following fields:

a) Business Unit
b) Ledger Group [CC_PGRT_CH or CC_PGRT _PT]

Budget Exceptions [«\3

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Business Unit| = v :Q
Ledger Group[= v —
Account| begins with »
Department| begins with »
Operating Unit| begins with v
Fund Code| begins with *
Program Code | begins with
Budget Reference| begins with
Affiliate | begins with »

Fund Affiliate | begins with »

PC Business Unit| begins with »
Project| begins with *

Activity| begins with v

Source Type | begins with »
Budget Period | begins with »
Statistics Code| begins with v

Budget Type | begins with «

POPPPLPPPPLPLPLLP

Case Sensitive

3. | Click Search.

Case Sensitive

] :
| Search | Clear Basic Search & Save Search Criteria
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Stepn

Action

4.

Review the Commitment Control Budget Exceptions page.

Favorites = ‘ Main Menu - >

Commitment Confrol » >

Review Budget Check Exceptions B3

Budget Exceptions =

Business Unit RFDO1
C Business Unit RFDOD1
Project 13208010

Budget Type CC_PGRT_PT

Commitment Control Budget Exceptions

Project/Grant P
Research Found

tion
Research Foundation
ACCTG-RF DIXON SCH OF ACCTNG

ChartField
Account

PC Business Unit
Project

Fund Code

*Exception Type | Error

Advanced Transaction Criteria

[§]save ||[Gh Retumn to Search

Personalize | Find | (& | E First (4) 1-40f4 (p) Last
ChartField Value Description
DIRECT Direct
RFDO1 Research Foundation
3208010 ACCTG-RF DIXON SCH OF ACCTNG
91504 RFD CCNFERENCES AND WCRKSHOPS

+=| Previous in List

Maximum Rows 100

More Transactions Exist

Budget Detai 5]

V=] Mextin List [=] Motify

Search

> Project Budget.

To view errors that occur when processing a project budget, navigate to Main Menu >
Commitment Control > Review Budget Check Exceptions > Projects and Grants

Favorites » \ Main Menu v

Commitment Control w >

Review Budget Check Exceptions » >

Project and Grants w >

Project Budget

YH O &

Budget Exceptions

Journal ID 0014375698

Project 16102A02

*Exception Type| Error
Maximum Rows | 100

Search

Budgets with Exceptions

Line Exceptions

PC Business Unit UCFO1

Budget Override Budget Chartfields | [F=¥)
Details Business Unit Ledger Group
1 @ UCFO1 CC_PGRT_PT

Activity GRANT

Override Transaction
More Budgets Exist

Advanced Budget Criteria

Personalize | Find | View All | {2 | L;{ First (4 10f1
Exception More Detail C)B"ue;ggf Transfer
Exceeds Budget Tolerance More Detail GoTo.. 3

b Last
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Step | Action

6.

To view errors that occur when processing a project budget, navigate to Main Menu >
Grants > Awards > Commitment Control Errors.

PC Business U N
Services Procurement

Favorites v | | MainMenu ‘ > Commiment Control + > Review Budget Gheck Exceptions v > Budget Exceptions [3)
Search Menu:
Commitme T ® .
Employee Self-Service 4
Manager Self- e »
Supplier Contracts » lject/Grant Parent
Deparimental Authorization » pearch Foundation
Customers , bearch Foundation
- TG-RF DIXON SCH OF ACCTNG
Customer Contracts
Order Management 4
Personalize | Find | (1| [ First (4) 14 0f4 (b Last
ltems 4
ChartField Suppliers R Description
Account Purchasing 4 Direct
eProcurement 4

Research Foundation

Praject Grants

Costing
Fund Code
Proposal Management

eceivable

ts Payable

Advanced Trang| sset Management

B
Banking

[l save || Cash Management

Commitment Control

General Ledger
Allocations

Set Up Financials/Supp|

DEDDmeoocCoocooop D

Enterprise Components|

Sponsor Websites
Proposals

Awards

Institutions

Sponsored Projects Offi
Departments

Frofessionals

Sponsors

Interactive Reports

Grants Center

Grants Wori

Con

¥ DIXON SCH OF ACCTNG

rocess Facilities Admin
froactive F&A
ontinuation

w Award Modifications

Modify End Dates

Worklist

Tree Manager

rcopocooooroooroococpfPpobCDDODD DD

Reporting Tools

DnnninTnnie

FA Error Inter:

Report

[ I D 0 ] D )
]

Review Retroactive F&A

Milestone Notification
v

Enter the following:

a) Business Unit
b) Project

Main Menu

-

Favdges v |

> Grants» >

Awards» > Commitment Confrol Errors

Review Commitment Control

Find an Existing Value

Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values

Business Unit

v LCFO1

Froject| begins with

Budget Plan ID| = A
Description| begins with »

Case Sensitive

Search Clear

Jelyepye]

= - )
Basic Search 12 Save Search Criteria
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Step | Action

8. | Click Search. The Review Commitment Control page opens.

Case Sensitive

= .
Clear Basic Search & Save Search Criteria

Select the General Ledger Detail tab.

Favorites » \ Main Menu - » Grantsw > Awardsv > Commitment Control Errors al

YH O & W

Review Commitment Control

Business Unit UCFO1 Project 16102A02 Budget Plan ID 1 Analysis Type BUD

Send to Commitment Control 5
Process Monitor

Commitment Control Detail Personalize | Find | View Al | 2| [

Exceptions General Project Details General Ledger Detail Commitment Control Detail | |T==¥)
Activity Budget Item ﬁ:?:::fe z:zﬁi‘t *GL Business Unit Statistics Code Account
GRANT TRAVEL 10 -10.00, UCF01 Q Q_ [726000 Q Q

Send to Commitment Control .
Process Monitor

5] save ||[Gh Return to Search [=] Notify

First (4 10f1 (b Last

Alternate Account Operating Unit Fund Co

@ [1028¢
»

10.| Enter required information to correct the error.

11.| Click Send to Commitment Control.

Review Commitment Control
Business Unit UCFO01 Projec|
Send to Commitment Control
Prg
Commitment Control Detail
Exceptions General Project Details General
Activity Budget Item aiﬁ:"::rc € 'Fq?r':i‘
GRANT TRAVEL 10
I Send to Commitment Control I
Prg
__Fﬂl Save ) _‘_ﬁ‘ Return to Search | [=] Notify

12.| Click OK.

13.| Click Save.
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IV. PROGRAM INCOME

When a project will not be billed, NOBILL product was selected on the contract line, and money
has been received, take the following steps:

Sten | Action

1. | For the Research Foundation (RF), refer to the “System Navigation for Grants”
manual, “Course 7. Research Foundation Processing,” section “VI. AR Direct Journal”
to complete a direct journal to apply the payment from a Program Income project.

2. | For UCF, continue with the standard process. UCF will handle the receipt of cash in
line with the current state.
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X. UNDERSTANDING THE BUDGET CONTROL SETUP

The following provides information to help in understanding the budget control setup in
Commitment Control (KK):

Sten

Action

1.

Budgets are controlled at two levels: the parent and child ledgers. Conditions of both
ledgers must be met for budget checking to pass for the transaction.

In the parent ledger, CC_PGRT _PT, expenses are controlled at direct and indirect
levels. This means that an expense will fail budgeting checking if it’s over the total
direct budget for the grant, for example. This level is the default at which all projects
will be managed.

In the child ledger, CC_PGRT _CH, the default setting is to track with budget by the
KK budgetary account. This setting means that an expense will pass budget checking
if any budget exists. If a budget line does not exist, budget checking will fail. This
control is beneficial when controlling allowability.

Expenses can be controlled through the individual budget category in accordance with
the terms and conditions of the award. However, to control at this level, the Set
Options for each budget line must be set up. These controls will typically apply when
re-budgeting between budget categories requires sponsor approval. To control at the
child level, refer to the “System Navigation for Grants” manual, “Course 1. Establish
Awards,” section “VII. Set Options.”
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XI. BUDGETS OVERVIEW

System Navigation for Grants

After a budget has been posted to Commitment Control (KK), follow these steps to go to
Budgets Overview for a view of the budgets and expenditures that have been posted against the

project:

Stepn

Action

1.

Navigate to Main Menu > Commitment Control > Review Budget Activities >

Budgets Overview.

& UCFFinancials \  EEEEENENEY o sexcr

Favorites v ‘ Main Menu =

[E! Last Search Resuits

myUCF

Search Menu:

Top Menu Featy

The menu is noy
Main Menu to g Supplier Contracts
Highlights
Recently Used Customers
appear under t
menu, located

Customer Contracts
Order Managemeant
Items

Suppliers
Breadcrumbs Purchasing
your navigation|

you access to
subfolders

eProcurement

Grants

Project Costing

Menu Search,

Asset Management

Banking

Employee Self-Service

Manager Self-Service

Departmental Authonzation

®

FPowr v v v v v v v v v i

Services Procurement

Proposal Management

the Main Menu Billing

type ahead whi Accounts Receivable

finding pages n| e e
Accounts Payable

Crocoroooom

Define Control Budgets »
Define Budget Security 3
3

Budget Journals

Paost Control Eu:g=xu|4'"a\s r

{Review Budgel Activitie| ] Budgst Detalls

Close Budget

Budgets Overview
Budget Reports Activity Log

El
]
Third Party Transacfion: '—1
B

Review Budget Check

Review Fund Source Acti

iew Fund Source Allocations

Cash Management
Commitment Control

General Ledger

0 I I I I I A A A A

Allocations

In the Inquiry Name field, enter the Run Control ID (user defined).

Budgets Overview

Search Criteria

Find an Existing Value Add a New Value

Inquiry Name| begins with ¥ ||

Clear Basic Search

el
2" Save Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

Click Search. (See image in the previous step.)
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Step | Action

4. | Set up the run control as follows:

Budget Type

a) Business Unit
b) Ledger Group/Set Ledger Group
¢) Ledger Group [CC_PGRT_CH or CC_PGRT _PT]

Budget Inguiry Criteria
Budget Overview

Inquiry BUD_OVER Description i

Search Clear Reset

Amount Criteria LedgerfActivity Log Integrity Act Log Internal Integrity

Budget Type

*Business UniIDQ Ledger Group:Set Ledger GTOUP:Q

View Stat Code Budgets
o Display Chart

5. | Under the ChartField Criteria heading, enter the ChartField From Value and
ChartField To for Project.

ChartField Criteria Budget Status

ChartField ChartField From Value ChartField To Info ChartField Value Set Update/Add Ci Cpen

Account % a [ a © @ Updatetadd ¢ Closed

Fund % a [ aQ O @ Updateidd < o

Program % [ o @ @ Updatefadd

PC Bus Unit % Q @ q @ Q@ Updateladd

Project | ke la © @ Updatetadd

Activity % a e o O Q, Updateladd

[E]save | |[=] Notify ||{* Refresh Ey Add | Update/Display
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Stepn

Action

Click Search near the top of the page.

Budget Inquiry Criteria
Budget Overview

Inquiry BUD_OWER

. . a Clae, o
Amount Criteria Search Clear Reset

Budget Type

*Business Unit RFD01 |Q Ledge

View Stat Code Budgets
0 Display Chart

TimeSpan

*Type of Calendar Detail Budget Period

Budget Criteria

< CC_PGRT_CH

ChartField Criteria

Select Ledger Group Calendar ID F

Review lines and make adjustments on the Project Budgets page, as necessary.
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