@1 UCF Financials

gl System Navigation for Grants

TABLE OF CONTENTS

Table 0f CONLENLS ...ccueeeviiireiiiiiiiicsiiiseiisnecstecseissssssseesssicsssssssssssesssssssssssssssssessssssssassssasss i
Course 2. Set UP CONTIACES ....ccovverienissnrecsssssseessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 1
I. Set Up & Activate @ CRB CONLIACE ........cccueviiiieiieiiecie et eieeteesieesteesetesevesveseseesseesseesaesseens 1
IL. Set Up & Activate an LOC CONLIACE.........ccvereeriereerieeieereeteereereeseesseesseesseessnesssesssennnes 14
IIIL. Set Up & Activate a Fixed Price COontract...........cecceeveeriieniienienienienieeie e 26
IV. Set Up & Activate A TM CONLIACE.......c.eiiviieciieeiie ettt eeree e ere e eeteeeseaeeereeeeaeenes 41
V. Change Product 0n @ CONMIACE .......c.cccvievvieriieriiesiiesiiesieesteereeresreesreesseesseesseesseesssesssesssensnas 57
VI. Add Additional Contract Line for Pending Contract............ccccoevuveivenieeneeneeneeneeeieeees 77
VII. Add an Additional Contract Line for Active Contract...........ccecceecueeveeneeneeneeneenieeee 82
VIII. Move a Project to an Existing Contract LiNe.........cccceevevierieniiniiniecieeie e esreeseesneens 98
IX. Add Additional Project to an Existing Contract Line for Active Contract....................... 104
X. Set Up & Activate @ NOBILL CONMract.......cccccceverienerierienieneeienieeieeeeseeeeie e 105
XI. CONSLIUCHION PTOJECES...cciviiiiiiiiiieeiieeciteetteeee ettt e st e et e e reeeteeessaeeseseesnsaesssneessseens 110
XL SUDCOMETACES «....veeeenieeiieiesteet ettt ettt ettt sttt sbe et et sb et e e sbe et e stesbe et e besee et e sbeeneenees 145

Table of Contents Page i



@ UCF Financials

UCF

System Navigation for Grants
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. SET UP & ACTIVATE A CRB CONTRACT

After an award is set up and award documentation denotes it as a cost reimbursement (CRB)
contract/grant, an As_Incurred contract needs to be set up. Any projects that are designated as
pre-award spending will not have a contract set up until the award commences.

Stepn

Action

1.

Navigate to Main Menu > Grants > Awards > Award Profile.

Favorites + | Main Menu  ~ |
Search Menu:
Top Menu%eau ®
s
3 Employee Self-Service >
The menu is no| —  Manager Self-Service 3
Main Menuto g (0 supplier Contracts 3
Highlights 3 Departmental Authorization 3
3 customer 3
Recently Used Customers
appear under tf (3 Customer Contracts L3
menu, located
| 83 Order Management 3
0O ems 3
03 suppliers >
0O p i >
Breadcrumbs urehasing
your navigation| (3 eProcurement 4
youaccesstoll ~ . . - _— '
subfolders Services Procureme
03 Grants 83 sponsor Websites 3
8 Project Costing B Proposals 4
(1 Proposal Management | —  Awards El I
Menu Search, = I B
the Main Menu| &3 Biling Institutions
type ahead whi 1 Accounts Receivable 03 sponsored Projects Off J
finding pages n . N _ B
3 Accounts Payable B Departments
~ 1 professional El Project Budget Inquiry
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Stenp | Action

(Alternately, navigate to Main Menu > Customer Contracts > Create and Amend
> General Information tab.)

2. | Enter information into the following fields:

a) Business Unit
b) Project (Project ID)

Favorites » | Main Menu - ¥ Grants » > Awards ~ > Award Profile

Awal% Profile

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 = v luceos | Y
Award 10| begins with
Project| begins with v | | &}

Description | begins with »
Pl ID| begins with »

-

Froposal D] begins with
Reference Award Number| begins with

-

Case Sensitive

3. Click Search and select the correct award if it does not default.

Case Sensitive

=] - .
Search Clear Basic Search & Save Search Criteria

Grants — Set Up Contracts Course 2, Page 2
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Stenp | Action
4. | On the Award tab click the View Contract link.
Favorites « | Main Menu - >
Award Eunding Resources Certi
Award ID
Reference Award Number
Title
Long Description
L I I I S I S
Start Date
End Date
Contract Rates
Primary Project Pl
Associated Project
5. | Note: If Award is a master agreement, complete steps 5-7, otherwise, skip to step §:

On the General tab click the Other Information drop-down arrow.

Lines

Contract Number

Description
Contract Admin
Region Code
Contract Type

Currency Code
Exchange Rate Type

Contract Signed ({
Contract Role

Revenue Profile

Use Project ChartFields:

|:|0ther Information

Summary of Amounts

Grants — Set Up Contracts
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6. | Enter the Parent Contract. (Enter the parent master agreement contract number, or
if there is no parent, enter the first contract that was set up.)
[ Other Information
Template Contract Parent Contract Q |
Master Contract Master Contract Q
Legal Review Complete Legal Entity UCF Q
Credit Check Complete Purchase Order
tﬁ; Contains Cotermination Lines Proposal ID 0000007484
Federal Region Code
View Award Profile
Revenue Transition
Summary of Amounts
7. | Click Save.

Billing Plans

Summary of Amounts

Return to Award Profile

|ah Return to Search | |[=] Notify

Revenue Plans

Select the Lines tab.

Favorites =

Main Menu

General

checked.

Under Contract Lines the columns Hold Billing on Unpaid Cost and Hold
Revenue on Unpaid Cost should not be checked. Contact your manager if they are

General

Actions

- Actions

= Actions

- Actions

Contract Lines

Detail

Line

Billing Amount Details Revenue Amount Details

Product Description
1 AS_INCURRED As Incurred
2 AS_INCURRED As Incurred
3 AS_INCURRED AAs Incurred

=
Price Type
Rate

Rate

Rate

Hold Billing on  Hold Revenue on

Unpaid Cost Unpaid Cost Standalne sale

Grants — Set Up Contracts
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Stenp | Action

10. | On the bottom right side of the page, in the Go To [More] drop-down list, select
Billing Options.

Summary of Amounts

Biling Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo More v

Return to Award Profile

il Save | (@b Retumn to Search || [=] Notify L+ Add

Florida
Attachments

Conversations
Internal Notes
JAM
More
Payment Terms
Prepaids
Price Adjustments
Progress Payments
Revenue Forecast
Sales Order
Service Orders
Sold To Address
Support Teams

View Forecast

Go To :More i

Grants — Set Up Contracts Course 2, Page 5
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11. | Verify the following values:

a) Bill To Customer (The Bill To Customer and Sold To Customer should be
the same, and thus, this defaults. If they are different, discuss with
leadership.)

b) Address Seq (sequence) Num (number) — Ensure this is the same address as
what is on the most recent award modification or Notice of Award.*

¢) Billing Business Unit

d) Cost Reimbursable [Checked]

*To verify this information use query FXAR_Customer and compare against award
address. The Location number will be the number that needs to be associated here.

General Lines Billing Options

Contract Number 0000007484 Sold To Customer Texas A&M University (TAMU)
Contract Status PENDING
Billing Options
Bill To Customer CNG52587 Q| Texas A&M University (TAMU)
Address Seq Num 1 Bill To Address
Billing Business Unit UCFO1 Q University of Central Florida
Bill Type CGO Q Contracts and Grants Default
Billing Default Overrides
Payment Method v
Payment Terms Q
SubCustomer 1
SubCustomer 2
Grants Information
® Cost Reimbursable Cost Sharing Detail
Letter of Credit Salary Detail
Contract Line Options -
Hold Billing on Unpaid Cost Hold Revenue on Unpaid Cost
12. | Click Save.
Billing Plans Revenue Plans

Return to Award Profile

&P Return to Search =] Notify

General | Lines | Billing Options

Grants — Set Up Contracts
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Stenp | Action

13. | Select the Lines tab.
General Billing Options

14. | Under Contract Lines select the Detail tab.
Contract Lines (7
General Billing Amount Details Revenue Amount Details El

15. | In the Contract Terms column, select the Contract Terms link for the desired line.

Contract Lines

General Detail Billing Amount Details Revenue Amount Details =h)

Actions Line Product Description Price Type Billing Plan
= Actions 1 AS_INCURRED As Incurred Rate Pending
- Actions 2 AS_INCURRED As Incurred Rate
- Actions 3 AS_INCURRED As Incurred Rate Pending

Revenue Plan

Pending

Pending

Pending

Personalize | Find | View All | (21| |

Contract Terms

Contract Terms

Contract Terms

Contract Terms

Accounting

Distribution

Distribution

Distribution

of the accounting entries.

Contract Terms Accounting
Contract Terms Distribution
Contract Terms Distribution
Contract Terms Distribution

Note: On the As_Incurred line(s) in the Accounting column, note the Distribution
link. The information on this line will default, and no information needs to be
changed. The project accounting rules from the Project Type will drive the creation

Grants — Set Up Contracts

Course 2, Page 7




@ UCF Financials

Pl System Navigation for Grants
Sten | Action
16. | Verify the following values:

a) PC Business Unit
b) Billing Limit (equal to the amount authorized to be billed)
c) Rate Set [GM_RATE]

Related Projects

Contract Number 0000007484 B Sold To Customer Texas A&M University (TAMU)
Amendment Number Contract Status PENDING
Contract Line 1 Price Type Rate
Product AS_INCURRED
Description  As Incurred
PC Business Unit UCF01 Q Transaction Limits Review Limits
Billing Limit 13,562.00 Ll e
Revenue Limit 13,582.00 Retainage ID Q
Discount ID Q Tiered Pricing Tiered Pricing

Associated Rates Personalize | Find | (2 First (4 10of1 (» Last

Effective Date Status Rate Selection Rate Set
1 01/01/1900 5 | Active v| Rate Set v | |GM_RATE @ |Rate Set + =
17. | Under Associated Projects & Activities, review projects to verify that all projects
on the contract line should be billed together.

Associated Projects & Activities Personalize | (2 First (4 1-20f2 (» Last
*Project Description *Activity Description
18558A01 Q_ [Obesity Study GRANT Q_ Grants Budget [+ =
18558A05 Q |Obesity Study Il GRANT Q_ Grant Budget +| [=

Existing Contract Line.”

If a project needs to be moved to a new line, refer to the “System Navigation for
Grants” manual, “Course 2. Set Up Contracts,” section “VIII. Move a Project to an

18. | Click Save.

Return to General Information

|oh Return to Search

=] Notify ||«* Refresh

19. | Click the Return to General Information link.

Create Project Create Activity

Return to General Information I

5] Save ||[Gh Returnto Search [=] Notify ||=* Refresh

Grants — Set Up Contracts
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Stenp | Action

20. | Select the Detail tab.

General Lines

Contract

s

Contract Lines (%

General Detail

21. | In the Billing Plan column, click the Pending link.

Contract Lines (7

Actions Line Product Description

- Actions 1 AS_INCURRED As Incurred

General Detail Billing Amount Details Revenue Amount Details

Billing Plan R

:

Grants — Set Up Contracts
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22. | Verify the following values:

a) Billing Plan [B10X]

b) BI Unit

c) Bill to Contact (correct sponsor contact)

d) Bill Type [CGO for UCFO01; RFD, INC, NEC, NSP, TTF for RFDO01]

e) Bill Source [CONTRACTS for UCF01 or RESFND for RFD01]

f) Invoice Form (Choose correct invoice form based on whether you need
cumulative, budget, or no print.)

Short Desc Description

FXBIWB Generic Form w/Budget

FXBIWOB Generic Form w/o Budget (Use as standard invoice.)
FXBIWOC Generic Form w/o Cum

FXBIWOBNP | Generic Form w/o Budget No Print

FXBI103X Federal Form SF1034/35

FXBI270 Federal Form SF270

FXBINOINV | NO INV

g) Cycle ID [IMMED, MONTHLY, or QUARTERLY]

h) Bill By ID [Blank or GM-PROJ, which separates the projects on different
contract lines onto multiple TMP worksheets by Contract Line]*

1) Billing Specialist

j) Ready at Activation [Check]**

*The Bill by ID of IGM is the default value if this is blank.
**Update to Ready if the contract is already active.

Grants — Set Up Contracts Course 2, Page 10
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Sten | Action

Fovorfes s |  Mankew = > Cusiomes Corfraciy = 5 (Craate sod Amend = sl Inlormation s Aaaign [MSng Plas > Dol Diling Piar
- | N
Fliling Plan Ganaral

Cestract OO0

Te

Lol To Customer CHRGS2EAT Tiaadn AL Listirnify (TAMRE Bl To CHROSISET T AL Univarnity (TARSL
A I med Cutrency
esLriplion &S oo “Rling Status [P w

= el

iling Method As 2 ] o ey al A livalion

Customer Information Transsction Options

ST RTLT 3, ety of Caniral Flarids Bl Corency [ Contract Camency |
"Nl To Customer CRGEISET 1 s ALl Lindvmraily (TAM Retsnags Opilons
Adar Num 10 T, preiounly heid 38 Retanages
I il To Contact 1 ;I aanna Hawisy B Wkl B Hald

Billing Chptions Talsrsnco Cptlon

Bl Typs CO0 e Agapel vl Minemum [Nl Arrecund

Bill Souce CONTRACTHE O Garecl Moo

Finad Fus
Summasization Templass 1D 3

Purchass Cder
ey Mot e ol Prireinm S 2o | iyl

Billing Dotsult Ovaerrides

[ e ]
Cycle ID MONTHLY .
T By 1D 35 =1
Payment Mattod -
Paymant Terms -]
Rdling gy 3,
In.u.ng Spacialisg PRI ;I ik e Greco
Tstbing Authrity 2,
Fintum o Aswign Riing Pian
W Saws | | Retamic Ssaxh | |0 Moty & Agd

23. | Click Save.

Return to General Information

IE[I Save I [@ Return to Search | |[=] Motify

Billing Plan General | Events | History

24. | Under the Billing Options heading, select the Internal Notes link if multiple
projects appear on the invoice.

Billing Options

Bill Type CGO Q Pre Approved
Bill Source CONTRACTS |Q Direct Invoice
Summarization Template ID aQ

Purchase Order

Billing Header Mote Internal Motes Preview Summarization Template

Grants — Set Up Contracts Course 2, Page 11
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25. | The Contract Notes page opens in a separate window. Enter the following:
a) Classification [Custom]
b) Note Type [DOM]
c) Text [The day of the month on which the invoice needs to be sent out, i.e., 5,
10, 15, 20, 25, 30]
If multiple projects appear on the invoice, enter the following:
a) Classification [Custom]
b) Note Type [MULTI_PROJ]
26. | Click Save.
Return to Define Billing Flan
[ar Return to Search =] Motify
27. | Select the Define Billing Plan tab to open the Define Billing Plan page.
B oo
28. | Open a new UCF Financials window, and navigate to Main Menu > Reporting
Tools > Query > Query Viewer.
29. | Run the FXGM_VALIDATION query to verify information has been set up. (When
done, keep the query window open.)
30. | On the Define Billing Plan page, click the Return to General Information link.
Billing Authority (&}
IF{e‘.urn to General Infarma:ionl
[F]save ||[@ Returnto Search [=] Motify
Billing Flan General | Evenis | History
31. | If an additional Contract Line needs to be added, refer to the “System Navigation for
Grants” manual, “Course 2. Set Up Contracts,” section “VI. Add Additional Contract
Line for Pending Contract” for an explanation of the process.
32. | On the General tab, update the Contract Status to Review.
33. | In the query window (Main Menu > Reporting Tools > Query > Query Viewer),

run FXCA_GRANT_PORTFOLIO_BY_ADMIN by Review status.

Grants — Set Up Contracts Course 2, Page 12
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34. | Perform a QA Check on the setup of all awards in Review status.
35. | If any contract changes need to be made, make the appropriate changes.
36. | If any award changes need to be made, change the Contract Status to Pending.
General || Lines
Contract Number 0000007434 $old To Customer Texas A&M University (TAMU)
| *Contract Status FENDING Q|
37. | Refer to the “System Navigation for Grants” manual, “Course 1. Establish Awards,”
section “V. Award Profile Notepad” to document all changes.
38. | Once all changes are made, close the query window.
39. | On the General Information tab, update the Contract Status to Active.
General Lines
Contract Number 0000007427 Sold To Customer FL Alnc for Assist Sves Tech (FAAST)
*Contract StatusfACTIVE | [eX
40. | Click Save.
Billing Plans Revenue Flans

Return fo Award Profile

[&t Return to Search [=] Motify

Gengral | Lines

Grants — Set Up Contracts Course 2, Page 13
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Il. SET UP & ACTIVATE AN LOC CONTRACT

A letter of credit (LOC) contract can be set up and activated after the award is generated if it is
not designated as pre-award spending. It should have AS INCURRED selected as the Product.
The award documentation should note that it is an LOC contract. The customer must be
designated as an LOC sponsor and the appropriate Account Number needs to be set up on the
sponsor profile. Please contact the Awards Management Team if this is not done. To set up and
activate an (LOC) contract, follow these steps:

.
Sten | Action
1. | Navigate to Main Menu > Grants > Awards > Award Profile.
& ucFFinancials Navigator ~_ Search B Advanced Search
Favorites » | Main Menu -
Search Menu:
Top Menul%eau @ "
3 Employee Self-Service »
The menuis no{ —  Manager Seff-Service »
Main Menutog (3 supplier Contracts v
Highlights 03 Deparimental Authorization 3
3  customer
Recently Used Customers v
appear under t [0 Customer Contracts L4
menu, located § 1y Order Management »
05 items »
O suppliers 3
[ 4 ¥
Breadcrumbs urchasing
your navigation (3 eProcurement 4
you access to PR R ot
subfolders L Services Procureme .> .
0 Grants 0 sponsor Websites »
3 Project Costing L3 Proposals b
T Award Profile
3 Proposal Management B Awards Ef Ao I
Menu Search, & e El
the Main Menu| (3 Biling Institutions
})’Pd*? ahead whil 5, 00 e Recevaple | ) SPonsored Projects OFfi E
inding pages e o
4 pa 4 units Payable 0 Departments B eroject Budgets
3 Asset Management 3 Professionals B Project Budget Inquiry
3 Banking ) 3 sponsors J Commitment Control Errors
[0 cash Management ' subrecipients 5 negotiate Award
£ commitment Control 3  interactive Reports J Process Facilities Admin
3 General Ledger 2l Grants center E] s Refroactive F&A
L3 Allocations E  Grants workCenter = oo ntinuation
3 SetUp Financials/Supp [E  contracts workbench E  review Award Modifications
O Enterprise Components El my Proposals Bl Wodify End Dates
09 workiist N B raEmor interactive Report
3 Tres Manager N E Review Retroact -.EF&.'-\
1 Danarina Tanals N
-
: .
(Alternately, navigate to Main Menu > Customer Contracts > Create and Amend >
General Information.)

Grants — Set Up Contracts Course 2, Page 14
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Stepn

Action

2.

Enter information into the following fields:

a) Business Unit
b) Project (Project ID)

Favorites + | Main Menu - > Grants~ > Awards-~ >  Award Profile

Awal% Profile

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[= v lucFoi | &%
Award 1D begins with v

Project| begins with v | | &}
Description| begins with »
P11D| begins with v

Proposal ID| begins with ¥
Reference Award Number| begins with v

Case Sensitive

Click Search.

Case Sensitive

Clear | Basic Search IQ'.“'dj Save Search Criteria

Click the View Contract link.

Favorites « | Main My

Award Eunding B

Referenc|

Ll SN N S

Associated Project

Grants — Set Up Contracts

Course 2, Page 15
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Step | Action
5. | Review the General tab on the General Information page and update Contract Type

[LOC for UCF01 or RFDO1].

General Lines

Contract Number 0000007494

Description SHF: Madium
Contract Admin
Region Code
Contract Type] LOC|

peayelye

Select the Lines tab.

Favorites = | Mg

General

Hold Billing on Unpaid Cost and Hold Revenue on Unpaid Cost should not be
checked. Contact your manager if you see these checked.

Contract Lines Per:

General Detail Billing Amount Details Revenue Amount Details =)

Actions Line Product Description Price Type HS::;E:;"QE;" Ho&is:i‘:‘egxtc" Standalone Sale
- Actions 1 AS_INCURRED As Incurred Rate
* Actions 2 AS_INCURRED As Incurred Rate
~ Actions 3 AS_INCURRED As Incurred Rate

On the bottom right of the page in the Go To [More]| dropdown list, select Billing
Options.

Biling Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo

= Aftachments
5 i =
[§]Save ||i@ Returnto Search [=] Notify | Biling Options
General | Lines Conversaticns
Internal Notes
Mare

Payment Terms

Senvice Orders

Sold To Address

Support Teams
| View Forecast

Grants —

Set Up Contracts Course 2, Page 16
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Step | Action

9. | Verify the following values:

a) Bill To Customer (Bill To Customer and Sold To Customer should be the
same, and thus, this should default in properly. If they are different, discuss
with leadership.)

b) Address Seq Num (address sequence number — Ensure this is the same address
as what is on the most recent award modification or Notice of Award.)*

c) Billing Business Unit

d) Letter of Credit [Check]

e) Letter of Credit ID (account number — field below Letter of Credit

checkbox)
Geperal || Lines || Billing Options
Contract Number 0000007494 Fé‘ Sold To Customer National Science Foundation (NSF)
Contract Status PENDING
Billing Options
Bill To Customer| Q Natienal Science Foundation (NSF)
Address seq Num[_______1Q Bill To Address
Billing Business U“'Q University of Central Florida
I,\\, Bill Type Q Caontracts and Grants Default
Billing Default Overrides
Payment Method r

Payment Terms aQ,

SubCustomer 1

SubCustomer 2
Grants Information

Cost Reimbursable Cost Sharing Detail
Salary Detail
e—
Contract Line Options (7
Hold Billing on Unpaid Cost Hold Revenue on Unpaid Cost

*To verify this information use query FXAR_Customer and compare against award
address. The Location number will be the number that needs to be associated here.

10.| Click Save.

Billing Flans Revenue Plans

Return to Award Profile

[&F Return to Search [=] MNotify

Grants — Set Up Contracts Course 2, Page 17
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Sten | Action
11.| Select the Lines tab.
Favorites = | Iain Menu -
General Lines Billing Options
12.| Under the Contract Lines heading, select the LOC Detail tab.

éCl::rm'm:t Lines (%

General Dretail LOC Detail Billing Amount Details Eevenue Amount Details | |F=H

13.

Verify the LOC DOC ID [For NIH — Document ID, for all other systems — Award

ID].

General || Detail | LOC Detail || Billing Amount Details || Revenue Amount Details

- Price LOC Doc ID Inactive Doc
Actions Line Product Description Type LOC Doc ID End Date Update LOC Doc ID Subaccount ID D

- Actions 1 AS_INCURRED [As Incurred Rate I:I 5 Update LGC Dot ID
Billing Plans Revenue Flans Milestones Renewals Amount Allocation Supplemental Data Go To | More v

Ty
Contract Lines (7 Persanalize | Find | View All | (] [ First (4) 10f1 (b Last

=

14.| Click Save.
Billing Flans Revenue Plans
Return to Award Profile
[&F Return to Search [=] Motify
15.| Under the Contract Lines heading, click the Detail tab.
Contract Lines (7
General Detail LOC Detail Billing Amount Details Bevenue Amount Details | |E=¥
16.| Under the Contract Terms column heading, select the Contract Terms link.
Contract Lines (7 Personalize
glheral Detail LOC Detail Billing Amount Details Revenue Amount Details
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms
- Actions 1 AS_INCURRED \As Incurred Rate Pending Pending
Grants — Set Up Contracts Course 2, Page 18
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17.| Verify the following values:
a) PC Business Unit
b) Billing Limit (equal to the amount authorized to be billed)
c) Rate Set [GM_RATE]
Related Projects
Contract Number 0000007424 Sold To Customer National Science Foundation (NSF)
Amendment Number Contract Status PENDING
Contract Line 1 Price Type Rate
Product AS_INCURRED
Description  As Incurred
PC Business UniQ Transaction Limits Review Limits
gmngm____| Perform Limit Checking
Revenue Limit Retainage ID &}
Discount D Q Tiered Pricing Tiered Pricing
Associated Rates Personalize | Find | (2 First (4) 10f1 (») Last
Effective Date Status Rate Selection Rate Set
1 p1/0111800 B [Active v | |[Rate Set v| [(MRATE ____ ]a Rateset + =]
18.| Ensure that all projects on the Contract Line need to be billed together. If a project
needs to be moved to a new Contract Line, refer to the “System Navigation for Grants”
manual, “Course 2. Set Up Contracts,” section “VIII. Move a Project to an Existing
Contract Line.”
Associated Projects & Activities Personalize | (A First (4 1o0f1 (b Last
*Project Description =Activity Description
53016A01 @ SHF: Medium GRANT @ Grants Budget [+] [=]
19.| Click Save.
Return to General Information
[@F Return to Search =] Notify || &= Refresh
20.| Click the Return to General Information link.
Return to General Information I
[5) save ||[G Return to Search =] Motify || £ Refresh
Grants — Set Up Contracts Course 2, Page 19
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Step | Action

21.| Under the Contract Lines heading, select the Detail tab.

Contract Lines (%

LOC Detail

Billing Amount Details

General Detail

Fevenue Amount Details | |55k

22.| Under the Billing Plan column heading, click the Pending link.

Eontract Lines (2

General Detail LOC Detail Billing Amount Details Revenue Amount Details
Actions Line Product Description Price Type Billing Plan
= Actions 1 AS_INCURRED As Incurred Rate Pending

Revenue Plan

Fending

Grants — Set Up Contracts
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23.

Verify the following values:

a) Billing Plan [B10X]
b) Ready at Activation [Check - Update to Ready if the contract is already
active. ]

Customer Information

a) BI Unit
b) Bill to Contact (Contact Sequence Number associated with correct sponsor
contact)

Billing Options

a) Bill Type [CGO for UCF01; RFD, INC, NEC, NSP, TTF for RFDO01]
b) Bill Source [CONTRACTS for UCF01 or RESFND for RFD01]

Billing Default Overrides

a) Invoice Form [FXBINOINV]

b) Cycle ID [IMMED, MONTHLY, or QUARTERLY]

c) Bill By ID [Blank (IGM default value) or GM-PROJ, which separates the
projects on different contract lines onto multiple TMP worksheets by Contract
Line.]

d) Billing Specialist

Grants —

Set Up Contracts Course 2, Page 21
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Sten | Action
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24.| Click Save.

Return to General Information

I[%[l Save I@‘ Return to Search

Billing Plan General | Events | History

=] Motify

25.| Click the Internal Notes link. A new page opens.

Billing Options
Bill Type ©GO0 aQ
Bill Source CONTRACTS |3
Summarization Template ID QL
Purchase Order

Internal Notes

Billing Header Note

Pre Approved

Direct Invoice

FPreview Summarization Template

Grants — Set Up Contracts
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Step | Action

26.| Enter the following:

a) Classification [Custom]

b) Note Type [DOM]

c) Text (the day of the month on which the invoice needs to be sent out, i.e., 5,
10, 15, 20, 25, 30)

Notes
Contract 0000007454 Business Unit UCFD1
Sold To Customer CMNGS0003 Contract Status PENDING
Natienal Science Foundation (NSF) Currency Code UJSD
Contract Admin
Notes Contents Find | View All First (4 10of1 (}) Last

*Component [+]
Contract Header v

*Classification Mote Type

| Custom M Q Date
of the
Month
to
lzsue
Inv

Text

253 characters remaining

27.| Click Save.

Feturn to Define Billing Flan

28.| Close the Contract Notes page.

==
&Y Define Billing Plan ® & Contract Notes x

29.| Open a new window.

30.| Run the FXGM_VALIDATION query to verify information has been set up.
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System Navigation for Grants

Stepn

Action

31.

On the Define Billing Plan page, click the Return to General Information link.

Return to General Infarmation

[5] save ||[gh Returnto Search =] Motify

Billing Plan General | Events | History

32.

Under the Contract Lines heading, click the General tab (if it is not already selected).

Contract Lines (2

General Detail || LOC Detail || Billing Amount Details || Revenue Amount Details

33.

If an additional Contract Line needs to be added, refer to the “System Navigation for
Grants” manual, “Course 2. Set Up Contracts,” section “VI. Add Additional Contract
Line for Pending Contract.”

34.

Update the Contract Status to Review.

Contract Humber &Ed Sobd To Cuslomer

3s.

Run the FXCA_GRANT_PORTFOLIO_BY_ADMIN query by Review status.

36.

Perform a QA Check on the setup of all awards in Review status.

37.

If any contract changes need to be made, make the appropriate changes.

38.

If any award changes need to be made, change the Contract Status to Pending.

General Lines

Contract Number 0000007434 Sold To Customer Texas A&M University (TAMU)

| *Contract Status PENDING al

39.

Refer to the “System Navigation for Grants” manual, “Course 1. Establish Awards,”
section “V. Award Profile Notepad” to document all changes.
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System Navigation for Grants

Step | Action

40.| Once all changes are made, update the Contract Status to Active. (Scroll right if

necessary.)

Contract Lines (7

Personalize | Find | view All | ] E First (4 10f1 (b Last

General Detail || LOC Detail || Billing Amount Details | Revenue Amount Details
Actions Line Product Description Price Type H"&“ng:i‘:fg::“’” Standalone Sale Bundle Start Date End Date =Status Suppleme|
~ Actions 1 AS_INCURRED As Incurred Rate G, D6/15/2019|F) 01/27/2020 5] In\cti‘.-e 'I Suppleme|
I »
23
41.| Click Save.
|/P@is'.urn o Award Profile
B save ||[@ Returnto Search =] Motify
General | Lines

Grants — Set Up Contracts
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lll. SET UP & ACTIVATE A FIXED PRICE CONTRACT

System Navigation for Grants

A fixed price contract can be set up and activated after the award is generated if it is not
designated as pre-award spending. It should have FIXED AMOUNT selected as the Product.
The award documentation should note that it is a Fixed Price contract. To set up and activate a

fixed price contract so that billing can commence, follow these steps:

Sten

Action

1.

Navigate to Main Menu > Grants > Awards > Award Profile.

Favorites + ‘

Main Menu -

Top Menu%eau

The menu is noy
Main Menu to g

Highlights

Recently Used
appear under
menu, located

Breadcrumbs
your navigation|
you access 1o f
subfolders

Menu Search,
the Main Menu
type ahead whil
finding pages n|

Search Menu:

Employee Self-Service
Manager Self-Service
Supplier Contracts
Deparimental Authorization
Customers

Customer Contracts
Order Management
ltems

Suppliers

Purchasing
eProcurement

Services Procurement

v v v vy v v v v v ov v v A

Grants

Project Costing
Proposal Management
Billing

Accounts Receivable

Accounts Payable
Asset Management
Banking

Cash Management
‘Commitment Control
General Ledger
Allocations

Set Up Financials/Supp|

DmmnrFrecereepbD

Enterprise Components|

Sponsor Websites
Proposals

Awards

Instituticns

Sponsored Projects Offj
Departments
Professionals
Sponsors
Subrecipients
Interactive Reports

Grants Center

rkCenter

My Proposals

iget Inguiry

Control Errors

Modify End Dates

Worklist

Manager

rcocooooococoooocccbcpccccocooC b O

nnnnnnnnnnn

b

3

FA Error Interactive Report

m W m W W mm mw m m

Review Retroactive F&A
-

(Alternately, navigate to Main Menu > Customer Contracts > Create and Amend >
General Information.)

Grants — Set Up Contracts
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Step | Action
2. | Enter information into the following fields:

a) Business Unit
b) Project (Project ID)

Favorites = ‘ Main Menu - * Grants - * Awards - ¥ Award Profile

Awal% Profile

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| = v uceor___ o
Award 10| begins with *
Project| begins with « :Q
Description| begins with *
Pl ID| begins with +
Proposal ID| begins with ¥
Reference Award Number| begins with »

Case Sensitive

Click Search.

Case Sensitive

il .
Clear Basic Search 2 Save Search Criferia

Select the correct award if it does not default.

Click the View Contract link.

Favorites « | Main M4

Award Funding R

Referenc

SN N S N

Associated Project

Grants — Set Up Contracts
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Step | Action

6. | On the General Information tab, complete the following three steps if the award is a
master agreement. If not, skip to step 9.

Select the Other Information dropdown.

==

Contract Number

Description
Contract Admin
Region Code
Contract Type

Currency Code
Exchange Rate Type

Contract Signed ({
Contract Role

Revenue Profile

Use Project ChartFields:

|:|0ther Information

Summary of Amounts

7. | In the Parent Contract field, enter the parent master agreement contract number, or if
there is no parent, the first contract that was set up.

{¥iOther Information

Template Contract Parent Contract Q
Master Contract Master Contract Q
Legal Review Complete Legal Entity UCF Q
Credit Check Complete Purchase Order

N Contains Cotermination Lines Proposal ID 0000007484

Federal Region Code
View Award Profile

Revenue Transition

Summary of Amounts

Grants — Set Up Contracts Course 2, Page 28



&

UCF Financials
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Sten | Action
8. | Click Save.
Summary of Amounts
Billing Plans Revenue Plans
Return to Award Profile
|ah Return to Search | |[=] Notify
9. | Select the Lines tab.
General Billing Options
10.| Under the General tab, Hold Billing on Unpaid Cost and Hold Revenue on Unpaid
Cost should not be checked. Contact your manager if they are checked.
Per:
Price Type Hsfpsiﬁigg:‘n Ho&i::i\:gg;c” Standalone Sale
Rate
Rate
Rate
11.| Select the Detail tab.
Contract Lines (2
General Billing Amount Details Revenue Amount Details [E=T W
12.| Select the Distribution link in in the Accounting column.
Contract Lines (7 Personalize | Find | View Al | {71 ] E
General Detail Billing Amount Details Revenue Amount Details
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting
~ Actions 1 FIXED_AMOUNT Fixed Amount Amount Pending Bling M2N20%5 . Contract Terms Distribution
13.| Click the Correct History tab.
Grants — Set Up Contracts Course 2, Page 29
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System Navigation for Grants

Stepn

Action

14.

Enter the following:
Revenue

a) Distribution Code (REV-[Project Type])*
b) Account (defaults in)

¢) Project (enter associated project)

d) Fund

e) Program

Contract Asset

a) Distribution Code (AR-UAR[CG/RF])**
b) Department (delete defaulted value)

¢) Account (defaults in)

d) Project (enter associated project)

¢) Fund

f) Program

*Use list Q.
**This value will become blank once the Department is deleted.

15.

Click Save.

Return to General Information

[5] save | [gh Returnto Search =] Motify

16.

Ensure both lines are valid. The Contract Asset and Revenue lines will only be valid
after the combo build has been run.
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Step | Action

17.| On the bottom right of the page in the Go To [More] dropdown list, select Billing

Options.

Summary of Amounts

Return to Award Profile

filSave | [@h Return to Search ||[=] Notify

Billing Plans Revenue Plans Milestones

Renewals Amount Allocation Supplemental Data GoTo More v

» Add

Florida
Attachments

Conversations
Internal Notes

AM
More
Payment Terms
Prepaids
Price Adjustments
Progress Payments
Revenue Forecast
Sales Order
Service Orders
Sold To Address
Support Teams

View Forecast

Go To More

Grants — Set Up Contracts
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Step | Action

18.| Verify the following values:

e) Bill To Customer (The Bill To Customer and Sold To Customer should be
the same, and thus, this defaults. If they are different, discuss with leadership.)

f) Address Seq (sequence) Num (number) (Ensure this is the same address as
what is on the most recent award modification or Notice of Award.)*

g) Billing Business Unit

h) Cost Reimbursable [Checked]

*To verify this information use query FXAR Customer and compare against award
address. The Location number will be the number that needs to be associated here.

General Lines Billing Options

Contract Number 0000007484 Sold To Customer Texas A&M University (TAMU)

Contract Status PENDING

Billing Options
Bill To Customer CNG52587 Q| Texas A&M University (TAMU)
Address Seq Num 1Q Bill To Address
Billing Business Unit UCFO01 Q University of Central Florida
Bill Type (CGO Q Contracts and Grants Default

Billing Default Overrides
Payment Method v
Payment Terms Q
SubCustomer 1

SubCustomer 2

Grants Information

® Cost Reimbursable Cost Sharing Detail
Letter of Credit Salary Detail
Contract Line Options (2
Hold Billing on Unpaid Cost Hold Revenue on Unpaid Cost
19.| Click Save.
Billing Plans Revenue Plans

Return to Award Profile

|oh Return to Search =] Notify

General | Lines | Billing Options
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Pl System Navigation for Grants
Sten | Action
20.| Select the Lines tab.
Favorites « | M3
General
21.| Under the Contract Lines heading, select the Detail tab.
Contract Lines (2
General Billing Amount Details Revenue Amount Details [E=T W
22.| In the Contract Terms column, select the Contract Terms link.
CDntlﬂb Lines (2 Personalize | Find | View All | (2 | E
General Detail Billing Amount Details Revenue Amount Details
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting
- Actions 1 FIXED_AMCUNT Fixed Amount Amount  Pending Biting Manages | Gontract Terms Distribution
23.| Verify that the project is associated with the line.
Associated Projects & Activities Personalize | {2 First (4) 10f1 (p Last
*Project Description *Activity Description '?ynseme Category Subcategory
Q Community Schools GRANT @, Grants Budget &} Q Q =
Note: Only one project can be associated with a fixed line.
24.| Click Save.
Return to General Information
[&F Return to Search =] Motify | |s* Refresh
25.| Click the Return to General Information link.
Return to General Infnrmationl
[S]save ||[@h Return to Search =] Motify || 2% Refresh
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Step | Action

26.| Select the Lines tab.

Favorites » | I3

General

27.| Select the Detail tab.

Contract Lines (?

General Detail Billing Amount Details Revenue Amount Details [E=T W

28.| In the Billing Plan column, click the Pending link.

Contract Lines (2

gkeral Detail Billing Amount Details Revenue Amount Details

Actions Line Product Description Price Type Billing Plan

~ Actions 1 FIXED_AMOUNT Fixed Amount Amaount Pending

Personaliz

Revenue Plan Contract Terms

Billing Manages

Revenue Contract Terms

Grants — Set Up Contracts
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29.| Verify the following values:

a) Billing Plan [B10X]
b) Ready at Activation [Check or update to Ready if the contract is already
active]

Customer Information
a) BI Unit
b) Bill to Contact (correct sponsor contact)
Billing Options
a) Bill Type [CGO for UCF01; RFD, INC, NEC, NSP, TTF for RFD01]
b) Bill Source [CONTRACTS for UCF01 or RESFND for RFD01]
Billing Default Overrides

a) Invoice Form (Choose correct invoice form based on whether you need
cumulative, budget, or no print.)

Short Desc Description

FXBIWB Generic Form w/Budget

FXBIWOB Generic Form w/o Budget (Use as standard invoice.)
FXBIWOC Generic Form w/o Cum

FXBIWOBNP | Generic Form w/o Budget No Print

FXBI103X Federal Form SF1034/35
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Step | Action

FXBI270 Federal Form SF270
FXBINOINV | NO INV

b) Cycle ID [IMMED]
c) Bill By ID (default value if blank)
d) Billing Specialist

30.| Click Save.

[ot Return to Search =] Motify

31.| Select the Internal Notes link. The Contract Notes page opens.

Billing Options
Bill Type CGO &} Pre Approved
Bill Source CONTRACTS |Q Direct Invoice
Summarization Template 1D &)
Billing Header Note Internal Motes Freview Summarization Template

32.| If multiple projects appear on the invoice, enter the following:

a) Classification [Custom]
b) Note Type [MULTI_PROJ]

33.| Click Save.

Return ta Defing Billing Flan

34.| Close the Contracts Note page and return to the Define Billing Plan page.

'
r @ Define Billing Plan X SNeE oo ok El]

35.| Select the Events tab.

Favorites = | Main hMenu - > Grants = > A

Billing Plan General Billing Plan Lines History
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System Navigation for Grants

Stenp | Action
36.| In the Event Detail section, click the plus sign (+) at the end of a row to Add New
Event. A dialog box will open.
Event Detail Personalize | Find | (2] [ First (4 10f1 () Last
Event Event Type *Event Status Event Date Percentage Amount
Dats Ready ¥ | 06/01/201% Ewvent Note 33.: j

37.

In the dialog box enter the number of rows that need to be added to create all billing
events. All billing events must be created at this time in order to properly activate the
contract.

Enter number of rows to add:

EN -

38.

Click OK. (See image in previous step.)

39.

Enter values into the following fields:

Define Events
a) Amount [Check]

Event Detail

a) Event Type [Date]

b) Event Status [Pending]

c) Event Date (Enter the day the line will be billed.)

d) Amount (Enter total amount of the prepaid or enter the schedule of payments.
The total event amount should equal awarded amount.)

Grants —
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Sten | Action
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40.| To add an Event Note, select the Event Note link.

v Dwisd Pancaaion | Frad | ] & Fni & Hl«lH 2 Las

Frasile Hoi Ty Tewel [ilics Fril Salice Logund

= a = T "

41.| If applicable, select box. Enter information as appropriate.

Billing Plan Event Mote

Confract DDDDDIT4E5
Eilling Flan B101

Event 1

M Print Mote on Invaice Line

Note Text

Scheduled Ea','ment

T

hHaraciars remaining

Cancel

Grants — Set Up Contracts
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Sten | Action

42.| Click OK. (See image in the previous step.)
43.| Click Save.

Return to General Information

[@h Return to Search =] Motify

Billing Plan General | Billing Plan Lines | Events | History
44.| Ensure the Remaining Amount is 0.00 in the Amount Detail section of the Events

page.
Amount Detail
Total Amount 12,000.00
Remaining Amount 0.00

45.| Open a new window.
46.| Run the FXGM_VALIDATION query to verify information has been set up.
47.| Click the Return to General Information link.

Feturn to General Information

[§] Save ||[@h Returnto Search | |[=] Notify
48.| Click the General tab.

Favorites « | M3
Zeneral Lines

49.| If an additional Contract Line needs to be added, refer to the “System Navigation for

Grants” manual, “Course 2. Set Up Contracts,” section “VI. Add Additional Contract
Line for Pending Contract.”
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Step | Action

50.| Update the Contract Status to Review.

*Comiract Status  Feview 1]

51.| Run the FXCA _GRANT PORTFOLIO BY_ ADMIN query by Review status.

52.| Perform a QA Check on the setup of all awards in Review status.

53.| If any contract changes need to be made, make the appropriate changes.

54.| If any award changes need to be made, change the Contract Status to Pending.

General Lines

Contract Number 00000074384 Sold To Customer Texas A&M University (TAMU)

| *Contract Status PENDING Q|

55.| Refer to the “System Navigation for Grants” manual, “Course 1. Establish Awards,”
section “V. Award Profile Notepad” to document all changes.

56.| Once all changes are made, update the Contract Status to Active.

Contract Lines (2 Personalize | Find | View All | 21| First (40 10f1 (p) Last
General || Detail || LOC Detail || Biling AmountDetails || Revenue Amount Details
Actions Line Product Description Price Type H"[,“ﬂg;‘:fgz;"” Standalone Sale Bundle Start Date End Date *Status Suppleme
« Actions 1 AS_INCURRED As Incurred Rate Q, |D6/15/2019 @ 01/27/2020 Eﬂ IA:I\:-E 'I Suppleme
L »
Le

57.| Click Save.

Billing Flans Revenue Flans

[gh Return to Search =] Motify
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System Navigation for Grants

IV. SET UP & ACTIVATE A TM CONTRACT

A time and material (TM) contract can be set up and activated after the award is generated if it is
not designated as pre-award spending. TIME MATL should be selected as the Product. The
award documentation should note that it is a TM contract. This setup will automatically create
one invoice if billing is run correctly. Process As Incurred, Process Other Billing Methods, then
Process Billing Interface are run in that order to create one worksheet. To set up and activate a

TM contract, follow these steps:

Sten | Action

1.

Favorites = ‘

Main Menu  ~

Navigate to Main Menu > Grants > Awards > Award Profile.

Top Meml%eau

The menu is noy
Main Menu to g

Highlights

Recently Used
appear under tl
menu, located

Breadcrumbs
your navigation|
you access to t)
subfolders

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

roject Budget Inquiry

Control Errors

w Award Modifications

FA Error Interactive Report

Search Menu: ®
Employee Self-Service 4
Manager Self-Service 3
Supplier Contracts 4
Deparimental Authorization L4
Customers 4
Customer Contracts L4
Order Management 3
Items 4
Suppliers 3
Purchasing 4
eProcurement L4
Services Procurement L2
Grants L3 sponsor Websites L4
Project Costing B8 Proposals L
Proposal Management | = Awards El =
Silling 8 Institutions El
A . nis Receivable 3  sponsored Projects Offi El
nts Payable 83  Departments El
Asset Management B Professianals 8
Banking ) 8 sponsors g commim
Cash Management B3 subrecipients 8
Commitment Control E interactive Reports g
General Ledger J J
Allocations el 8
Set Up Financials/Supp| g8 g
Enterprise Components E El Modify End Dates
Worklist 4 d
Tree Manager &

rpoporooooopopDpoDoDDDODODDDDOD DD O

nnnnnnnnnnn

Review Retroactive F&A
-

(Alternately, navigate to Main Menu > Customer Contracts > Create and Amend >
General Information tab.)
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Step | Action
2. | Enter information into the following fields:

a) Business Unit
b) Project (Project ID)

Favorites = | Main Menu - > Grants~ > Awards~ >  Award Profile

Awal% Profile

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|= » UCFD1 Q)
Award ID| begins with *
Project| begins with « :O\
Description| begins with v
Pl 1D| begins with v
Proposal 10| begins with ¥
Reference Award Number| begins with +

Case Sensitive

Click Search.

Case Sensitive

& .
Clear Basic Search 2 Save Search Criteria

Click the View Contract link.

Favorites « | Main g

Award Funding R

Referenc]

S SN N SN .

Associated Project

Grants — Set Up Contracts
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Sten | Action
5. | Review General tab and verify the following values:
a) Contract Type [TM]
b) Contract Status [Pending]
General Lines I
Contract Number 0000007435 Sold To Customer Dignitas Technologies LLC
*Contract Status[PENDING |a
Acd to My Contracts
Description Augmented Reality Processing Status Pending
Contract Admin Q Amendment Status
Region Code Q Business Unit University of Central Florida
Contract Tvpelﬁ\-‘ |Q Contract Classification Standard
6. | On the General Information tab, complete the following three steps if the award is a

master agreement. If not, skip to step 9.

Select the Other Information dropdown.

=

Contract Number

Description
Contract Admin
Region Code
Contract Type

Currency Code
Exchange Rate Type

Contract Signed ({
Contract Role

Revenue Profile

Use Project ChartFields:

|:|0ther Information

Summary of Amounts

Grants — Set Up Contracts
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Sten | Action
7. | In the Parent Contract ficld, enter the parent master agreement contract number, or if
there is no parent, enter the first contract that was set up.
{¥iOther Information
Template Contract Parent Contract Q
Master Contract Master Contract Q
Legal Review Complete Legal Entity UCF Q
Credit Check Complete Purchase Order
:‘;_ Contains Cotermination Lines Proposal ID 0000007484
Federal Region Code
View Award Profile
Revenue Transition
Summary of Amounts
8. | Click Save.
Summary of Amounts
Billing Plans Revenue Plans
Return to Award Profile
|oh Return to Search =] Notify
9. | Select the Lines tab.
Favorites - | Mg
General
10.| Under the General tab, Hold Billing on Unpaid Cost and Hold Revenue on Unpaid

Cost should not be checked. Contact your manager if they are checked.

=

Price Type

Rate

Rate

Rate

Hold Billing on  Hold Revenue on
Unpaid Cost Unpaid Cost

Per

Standalone Sale

Grants — Set Up Contracts
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Step | Action

11.| On the bottom right of the page in the Go To [More] dropdown list, select Billing

Options.
Supplemental Data Go To ‘More i
Attachments
Billing Options

Conversations
Internal Motes
Iare

Fayment Terms
Frapaids

Frice Adjustments
Frogress Fayments
Rewvenue Forecast
Sales Order
Service Orders
Sold To Address
Support Teams
Wiew Forecast

12.| Verify the following values:

1) Bill To Customer (The Bill To Customer and Sold To Customer should be
the same, and thus, this defaults. If they are different, discuss with leadership.)

J) Address Seq (sequence) Num (number) (Ensure this is the same address as
what is on the most recent award modification or Notice of Award.)*

k) Billing Business Unit

1) Cost Reimbursable [Checked]

General Lines Billing Options
Contract Number 0000007438 & Sold To Customer Dignitas Technologies LLC
Contract Status PENDING
Billing Options
Bill To Customer| = Dignitas Technologies LLC
Address Seq Num Bill To Address
Billing Business Unit{UCF01 University of Central Florida
Bill Type . Contracts and Grants Default
Billing Default Overrides [k
Payment Method hd
Payment Terms &}
SubCustomer 1
SubCustomer 2
Grants Information
I * Cost Reimbursable I Cost Sharing Detail
Letter of Credit Salary Detail
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Stepn

Action

13.

Click Save.

Billing Plans Revenue Plans

Return to Award Profile

|af Return to Search = Notify

General | Lines | Billing Options

14.

Select the Lines tab.

Favoriies « | hain Menu -

General Billing Options

15.

Click Add Contract Lines.

16.

Enter the Product [FIXED _AMOUNT].

17.

Select the FIXED AMOUNT line.

18.

Click Add Contract Line.

19.

Click the Return to Contract Lines link.

20.

Click the Amount Allocation link.

Billing Plans Revenue Plans IMilestones

[§)save ||[gh Returnto Search | |[Z] Motify

General | Lines | Billing Opticns

Renewals

Amount Allecation
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Sten | Action
21.| In the following fields enter the total amount of the award authorized to be billed or
the adjusted amount to bring the line to the total amount:
a) Total Billing
b) Fixed Billing
c) Billing Limit (or Billing Amount depending on Project type)
22.| Click the second Recalculate button. (See image in the previous step.)
23.| In the Line Totals section, verify that the Billing Amount (or Billing Limit
depending on Project type) and Total Billing are equal.
Line Totals =z
Billing Amount 0.00 Recurring Billing 0.00
Discounts/Surcharges 0.00 I Billing Limit 0.00 I I Total Billing 0.00 I
24.| Click Save.
Frepaids
Return to General Information
[ Return to Search [=] Notify 51 Mext tab
Billing Allocation | Revenue Allocation
25.| Click the Return to General Information link.
Frepaids
I Return to General Infﬂrma:ionl
[5]save ||[gh Return to Search [=] Notify 51 Mext tab
Billing Allocation | Revenue Allocation
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26.

Select the Lines tab.

Favorites « | M3

General Lines

27.

Under the Contract Lines heading, select the Detail tab.

Contract Lines (7

General || Detail || Billing Amount Details || Revenue Amount Details

28.

Select the Distribution link in the Accounting column.

Rlize | Find | View All |

Accounting

Distribution

29.

Select the Correct History tab.

30.

Enter the following:
Revenue

a) Distribution Code (REV-[Project Type])*
b) Account (defaults in)

c) Project (enter associated project)

d) Fund

e) Program

Contract Asset

a) Distribution Code (AR-UAR[CG/RF])**
b) Department (delete defaulted value)

¢) Account (defaults in)

d) Project (enter associated project)

e) Fund

f) Program

Grants — Set Up Contracts
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Step | Action

Accounting Distribution
FL Dept of Children and Families
Contract AWDOOD7515 Line Num 4 p  Description Fixed Amount
Billing Amount 0.00 Revenue Amount 0.00 Unit UCFO1 Currency USD
Accounting Distributions Find | View All First (1) 10f1 (b Last
*Effective Date 10012018 |[5) Define Distributions By F[=
® Percent Calculate Amounts
Amount
Revenue Personalize | Find | (2] L;i‘ First (4; 10f1 (b Last
Percentage Revenue Amount GL Unit Distribution Code Account Dept Praject Fund Program Bud
100.00000000 0.00 UCFD1 aQ Q Q a aQ a
3
I
Contract Asset Personalize | Find | View Al | (| [& First (4) 10f1 (}) Last
illing Amount Revenue Amount GL Unit Distribution Code Account Dept Project Fund Program E
D.00 0.00 UCFD1 AR-UARCG Q, |155002 Q, 02504410 | Q, 20020 |Q KZ aQ,
1 13

*Use list Q.
**This value will become blank once the Department is deleted.

31.| Click Save.

Return to General Information

E—[I Save Qﬁ Feturn to Search =] Motify

32.| Ensure both lines are valid. The Contract Asset and Revenue lines will only be valid
after the combo build has been run.

33.| Click the Return to General Information link.

IRE'.LII'FI to General Infc:rr*latic-nl

[Flsave ||[@ Returnto Search [=] Motify || &% Refresh

34.| Select the Detail tab.

Contract Lines (7

General Detail Billing Amount Details Revenue Amount Details | =¥
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Action

3s.

Under Billing Plan click the Pending link.

Contract Lines (2

General || Detall || Billing Amount Details || Revenue Amount Details

Actions Line Product Description Price Type Billing Plan Revenue Plan

- Actions 1 TIME_MATL Time and Materials Rate Fending Pending

36.

Verify the following values and then use the greater than (>) button to do the same on
the second line:

a) Billing Plan [B10X]
b) Ready at Activation [Check — Update to Ready if the contract is already
active. |

Customer Information

a) BI Unit
b) Bill to Contact (Contact Sequence Number associated with correct sponsor
contact)

Billing Options
a) Bill Type [CGO for UCF01; RFD, INC, NEC, NSP, TTF for RFDO01]
b) Bill Source [CONTRACTS for UCF01 or RESFND for RFD01]
Billing Default Overrides

c) Invoice Form (Choose the correct invoice form based on whether cumulative,
budget, or no print is needed.)

Short Desc Description

FXBIWB Generic Form w/Budget

FXBIWOB Generic Form w/o Budget (Used as standard invoice.)
FXBIWOC Generic Form w/o Cum

FXBIWOBNP | Generic Form w/o Budget No Print

FXBI103X Federal Form SF1034/35

FXBI270 Federal Form SF270

FXBINOINV | NO INV

Grants —
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Stepn

Action

d) Cycle ID [IMMED, MONTHLY, or QUARTERLY)

by Contract Line]
f) Billing Specialist

e) Bill by ID [Blank (IGM is default if field is blank) or GM-PROJ, which
separates the project on different contract lines onto multiple TMP worksheets

ol bnficrmabon

Faymrard Termm
Tdirg Ingsny
Pieng Tpecoabsi

Fulang Ay

iy | i Gty o

37.| Click Save.

Retim to General Information

[&t Return to Search

Biling Plan General | Events | History

=] Notify

38.
page opens.

In the Billing Options section, select the Internal Notes link. The Contract Notes

Billing Options

Bill Type CGD

Summarization Template ID
Purchase Order
Billing Header Note

Bill Source CONTRACTS |Q

Internal Nates

Q Pre Approved

Direct Invoice

Preview Summarization Template

Grants — Set Up Contracts
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Action

39.

If multiple projects appear on the invoice, enter the following fields:

a) Classification [Custom]
b) Note Type [MULTI-PROJ]

Nobes Contents Fired | Viewr A Birst 4 1oi1 Last

L ompene i *
Carfirpct Haade w

S Lo silec afican

Mote Type

40.

Click Save.

Return ta Define Billing Flan

41.

Close the page and return to the Define Billing Plan page.

22 =

l @ Define Billing Plan X

& Contract Notes

42.

On the Bill Plan of the Fixed Line, select the Events tab.

Favorites - | Main hMenu - * Grants = * A

Billing Flan Lines History

Billing Plan General

43.

In the Event Detail section, click the plus sign (+) at the end of a row to Add New Event. A

dialog box will open.

Personalize | Find | (2] [

Percentage

Event Detail

Event Event Type *Event Status Event Date

Date Ready v | D&/MD1/201% Event Nate

First (4 10f1 (») Last
Amount
0 ju: E|

Grants — Set Up Contracts
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Step | Action

44.| Enter values into the following fields:

Define Events
a) Amount [Check]

Event Detail

a) Event Type [Date]

b) Event Status [Pending]

c) Event Date (Enter the day the line will be billed.)

d) Amount (Enter total amount of the prepaid or enter the schedule of payments.
The total event amount should equal awarded amount.)

Fasamd
il Mimpon

ernceadon | Pl |1 Ba

45.| To add an Event Note, select the Event Note link.
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46.| If applicable, select box. Enter information as appropriate.
Billing Plan Event Mote
Contract ODDODOT4ES
Eilling Flan B101
Event 1
M Print Mote on Invaice Line

Note Text

Scheduled Ea','ment

220 characiers remaining

Carce
47.| Click OK. (See image in the previous step.)
48.| Click Save.

Return to General Information

I;JJ Save I [gr Return to Search =] Motify

Billing Plan General | Billing Plan Lines | Events | History
49.| Ensure the Remaining Amount is 0.00 in the Amount Detail section of the Events

page.
Amount Detail
Total Amount 12,000.00
Remaining Amount 0.00
50.| Open a new window.
51.| Run the FXGM_VALIDATION query to verify information has been set up.
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Step | Action

52.| On the Define Billing Plan page, click the Return to General Information link.

|Return to General Information |

[§]save ||[gh Returnto Search | |[Z] Motify

Billing Plan General | Events | History

53.| Select the General tab of the contract.

Favorites - | E

General Lines

54.| If an additional contract line needs to be added, refer to the “System Navigation for
Grants” manual, “Course 2. Set Up Contracts,” section “VI. Add Additional Contract
Line for Pending Contract.”

55.| Update the Contract Status to Review.

56.| Run the FXCA_GRANT_PORTFOLIO_BY_ADMIN query by Review status.

57.| Perform a QA Check on the setup of all awards in Review status.

58.| If any contract changes need to be made, make the appropriate changes.

59.| If any award changes need to be made, change the Contract Status to Pending.

General Lines

Contract Number 0000007434 Sold To Customer Texas A&M University (TAMU)

| *Contract Status PENDING Ql

60.| Refer to the “System Navigation for Grants” manual, “Course 1. Establish Awards,”
section “V. Award Profile Notepad” to document all changes.
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Step | Action

61.| Once all changes are made, update the Contract Status to Active.

General Lines

Contract Number 0000007487 Sold To Customer FL Alnc for Assist Svcs Tech (FAAST)
*Contract Status{ACTIVE | [}

62.| Click Save.

Billing Plans Revenue Plans

[@f Return to Search =] Notify

General | Lines

63.| Note 1: In order for the two contract lines to automatically combine, Process As
Incurred and Process Other Billing Methods must be run concurrently, then Process
Billing Interface should be run only after both processes have run. The Run Control
for Process As Incurred should not populate the cycle from and to dates.

Note 2: If a journal entry needs to be created to do a labor adjustment on a Time _Matl
contract, a Resource Type of LABOR must be added to each line of the journal.
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V. CHANGE PRODUCT ON A CONTRACT

When an incorrect product was selected on an active contract, but nothing has been billed, follow
these steps to change the product on the contract to process billing (Note this change on the
Award Modifications page.):

Step | Action

1. | Navigate to Main Menu > Grants > Awards > Award Profile.

Favorites | Main Menu -
Search Menu:
Top Mem\%eau ® .
O Employes Self-Service 4
The menuis noy —  Manager Self-Service 3
Main Menuto gl (0 suppiier Contracts 3
Highlights 03 Departmental Authorization 3
C3  customer »
Recently Used Gustomars
appear under tf (3 Customer Contracts '
menu, located
3 Order Management 3
0 items 3
8 suppliers 3
a pm i 3
Breadcrumbs urehasing
your navigation & eProcurement 3
you access to i
Y £3  services Procurement
subfolders. Services Procureme L2 -
[ ] 0O sponsor Websites 4
[ 3 Proposals 3
O Proposal Management B Awards
Menu Search, & I
the Main Menu| 33 Biling nstitutions
typeahead Whi s inie persivane | ) Sponsored Projects Of

(Alternately, navigate to Main Menu > Customer Contracts > Create and Amend >
Amendment Details.)
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2. | Enter the following:

a) Business Unit
b) Project (Project ID)

Favorites ~ | Main Menu - b2 Grants~ » Awards~ >

Award Profile

Awa% Profile

Find an Existing Value Add a New Value

Search Criteria

Business Unit| = » ucel o
Award |D| begins with v
Project| begins with + :Q
Description | begins with ¥
Pl 1D| begins with +
Proposal ID| begins with v
Reference Award Number| begins with v

Case Sensitive

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

3. | Click Search to open the Award Profile.

Case Sensitive

[& .
Search Clear Basic Search & Save Search Criteria

4. | Click the View Contract link.

Favorites « | ain My

Award Eunding B

Referenc]

SN SN SN S

Associated Project

Grants — Set Up Contracts
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Action

5.

Select the Amendments tab.

by

General Lines Amendments

Contract Numbe|

Amendment Numbe

Click the Amend Contract button.

General Lines Amendments

Contract Number 00000

Amendment Number 00000

Amend Contract

A Message dialog box displays. Click OK.

g

lWessage

Amendment numier 0000000013, Type: is currenily available for edit. (9353, 2)

Enter values into the following fields:

a) Amendment Type [Contract Adjustment]

b) Reason

Geperal || Lines || Amendments
....... & _
Contract Number 00000056683 Sold To Customer University of Florida
F%ndmg Amendment 0000000013 Contract Status ACTIVE
View Current

Amendments Personalize | Find | View All | (71| E

General Statistics Billing Amended Amounts Revenue Amended Amounts Misc
Amendment Amendment Type Reason *Process Date ';{g?uﬂfme"t
0000000013 1 | [ v | [10/012018 |5 Pending
0000000012 CONTR CONV CONTR LN CONV 07/23/2019 Complete
0000000011 Contract Adjustment New Project Added D6/20/2019 Complete

First (4

Detail

Detail

Detail

Detail

110 0f 14 (b Last

Notes

Notes

Notes

Grants — Set Up Contracts
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Step | Action

9. | Click Save.

0000000004 ARGIS Interface Chg
Billing Plans Revenue Plans

Return to Award Profile

I_EJ_I Save I [@r Return to Search ] Motify

General | Lines | Amendments

10.| Select the Lines tab.

=y
General Lines Amendments

Contract Numbe

Amendment Numbe

11.| Click Amend Contract.

General Lines Amendments

Contract Number 00000

Amendment 0000(

| Amend Contract |

12.| A Message dialog box displays. Click OK. The newly created line should appear.

i Ilnpaid Cosi___linpaid Cost

%'wéssage
El Amendment number 0000000013, Type: is currently available for edit. (9353,2)

?

I Paofg I T
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Step | Action

13.| Click Add Contract Lines.

General Lines | Amendments

Contract Number DJEDJEE:EE-B

Pending Amendment Q000000013

Sold To Customer University of F

Contract Status ACTIVE

View Current I

Add Centract Lines

| Add Default Kit

14.| Under the Contract Lines heading, enter a value in the Product field

[AS_INCURRED, FIXED AMOUNT, TIME_MATL, or NOBILL].

(%neral Information
Add Contract Lines

Search (7

Product Group

Product|

Product Description
Price Type
Physical Nature

Create Adhoc Product

Product Kits
Renewable

Return to Contract Lines

15.| Click Search. (See image in previous step.)

16.| Select the appropriate result.

T
Search Results (7

General | Templates
Physical

Price Type HE

Product Description

D 1 AS_INCURRED As Incurred Rate Senvices

¥ Select Al Clear All

Create Plans from Template Combine Like Templates
¥l Billing Plans
I Revenue Plans

¥l Billing Plans
I Revenue Plans
¥ Renewal Plans

(A EE T Create Adnoc Product

Product Kit *Fee Type

N None

Return ta Contract Lines

Personalze | Find | View Al | (11| [E2

Start Date End Date Renewable Renewal Action Quantity

] I 1

Grants — Set Up Contracts
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17.

Click Add Contract Lines.

Create Plans from Template

#| Billing Plans
¥| Revenue Plans
#| Renewal Plans

Add Contract Lines

18.

Click the Return to Contract Lines link.

GeEeral Information

Add Contract Lines

Search (7

Product Group
Product AS_INCURRED

Product Description
Price Type
Physical Nature

Create Adhoc Product

Q Product Kits
Renewable

v

Search 1 line(s) have been added to the contract

I Return to Contract Lines I

19.

Click Save.

Billing Plans Revenue Plans
Return to Award Profile

I_EJ_I Save I [&F Return to Search (=] Motify

General | Lines | Amendments

20.

Select the Lines tab.

=y
General Lines Amendments

Grants —

Set Up Contracts
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21.

Review the General tab. Under the Contract Lines heading verify the following
values (Scroll right to view additional columns.):

a) Start Date (of the award)

b) End Date (of the award plus add 180 days to the contract Line)

c) Status [Active]

Contract Lines (2

General Detail Billing Amount Details Revenue Amount Details

Actions Line Product Description Price Type
- Actions 1 COST_REIMB LABOR Rate
- Actions 2 COST_REIMB Direct Expenses Rate
~ Actions 3 COST_REIMB INDIRECT_EXP Rate
~ Actions 4 COST_REIMB LABCR Rate
- Actions 5 COST_REIMB Direct Expenses Rate
~ Actions 6 COST_REIMB INDIRECT_EXP Rate
- Actions 7 COST_REIMB LABOR Rate
- Actions 8 COST_REIMB Direct Expenses Rate
~ Aclions 9 COST_REIMB INDIRECT_EXP Rale
~ Actions 10 COST_REIMB SUBCONTRACTOM Rate
- Actions 11 AS_INCURRED As Incurred Rate
- Actions 12 AS_INCURRED \As Incurred Rate

Personalize | Find | View All | (&] E First (4
s
M€ Bundle Start Date End Date Status Supplemental Data
Q, | 01/01/2015 [ §08/29/2020 [] fActive Supplemental Data
Q, | 01/01/2015|[5) §08/28/2020 [5] JActive Supplemental Data
Q| 01/ 08/28/2020 Active Supplemental Data
Q | 011 08/28/2020 |[5] JActive Supplemental Data
Q |01 08/29/2020 @ Active Supplemental Data
Q|01 08/29/2020 E}J JActive Supplemental Data
Q|01 08/29/2020 |[3i] JActive Supplemental Data
Q|0 08/29/2020 E] |Active Supplemental Data
Q, | 01/01/2015|[5) §08/28/2020 [5] JActive Supplemental Data
Q, | [01/01/2015|[5) [§08/28/2020 [5] JActive Supplemental Data
Q| 01/01/2015 | [5) §08/29/2020 [5] fActive Supplemental Data
Q, | 01/01/2015 [5) §08/29/2020 [] JActive Supplemental Data
4

22,

Click Save.

23.

Select the Lines tab.

P
General Lines Amendments

24,

Select the Detail tab.

Contract Lines (2

General Detail || Billing Amount Details || Revenue Amount Details | [F=H

Grants — Set Up Contracts
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25.| Click the Contract Terms link of the incorrect line.

d}ntract Lines (2 Personalize | A
General Detail Billing Amount Details Revenue Amount Details
Actions Line Product Description Price Type Revenue Plan Confract Terms Accounting
~ Actions 1 COST_REIMB LABCR Rate In Progress Contract Terms Distribution
- Actions 2 COST_REIMB Direct Expenses Rate In Progress Contract Terms Distribution
- Actions 3 COST_REIMB INDIRECT_EXP Rate In Progress Contract Terms Distribution

26.| Use the minus sign (-) to delete all related projects. Note the Project number(s) as
they will need to be associated with the correct line(s) later (step 31).

Associated Projects &hctigjties Personalize | (7 First (4) 10f1 (b Last
*Project Description *Activity Description
§3017009 QL NTC-ZINKICIDE A NANOTHERAPEUTI LABCR i Labor [+] E

27.| Click the right arrow to navigate to the Contract Line with the correct product.

Favorites v \ Main Menu - > Customer Contracts v > Create and Amend v > General Information >  Contract Terms
H O & W B
Contract Number 0000007507 Sold To Customer Henry Ford Health System
Amendment Number 0000000000 Contract Status ACTIVE
1
Contract Line 1 b Price Typs: Rate

Product TIME?MA'L
Description Time and Materials

Amend Contract

PC Business Unit UCFO1 Q Transaction Limits Review Limits
Billing Limit 10,000.00 Berfonm;Limk Ghecking
Revenue Limit 10,000.00 Retainage ID
Discount ID Tiered Pricing Tiered Pricing
Associated Rates Personalize | Find | {2 First (4 10f1 (» Last
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28.| Enter values in the following fields:

a) PC Business Unit

b) Rate Set [GM_RATE, GM_RATE_TM, GM_NOBILL]
c) Project (that was deleted from the other line)

d) Activity

Favorites = \ Main Menu = >  Customer Contracts v >  CreateandAmend v >  General Information >  Contract Terms
Ed XX Re
Related Projects Contract Amendments
Contract Number 0000007507 B Sold To Customer Henry Ford Health System
Amendment Number 0000000000 Contract Status ACTIVE

Contract Line Price Type Amount

Product FIXED_AMOUNT
Description  Fixed Amount

Amend Contract

PC Business UnifUCFO01 Q

Associated Projects & Activities Personalize | (] First (4/ 1of1 (b Last
*Project Description *Activity Description _S[;:erce Category Subcategory
00000038 Q TestTM GRANT TestTM a o Q =
Create Project Create Activity

Return to General Information

29.| Click Save.

IF{&:urn o General Inf::lrma:in::-nl

[gr Return to Search =] Motify || 2% Refresh

Felated Projects | Contract Amendments

30.| Click the Return to General Information link. (See image in previous step.)

31.| Click Save.

Billing Plans agavenue Plans

Return to Award Profile

[gF Return to Search [=] Motify

General | Lines | Amendments

32.| Click the Billing Plans link. (See image in previous step.)

Grants — Set Up Contracts Course 2, Page 65



e

UCF

UCF Financials

System Navigation for Grants

Stepn

Action

33.

Select the link under Plan of the incorrect item.

Assign Billing Plan

Contract 0000005653 Zinkicide A Nanotherapeutic fo

Sold To Customer University of Florida

s

Contract Lines to be Assigned / Unassigned Personalize | | View Al | 3] & First (4 1-120f12 (») Last

Line Product Line Description Billing Amount  Price Type Plan Plan Description Billing Method Status
COST_REIMB LABOR Rate B1D1 7867/COST_REIMB Bill Plan As Incurred Completed

2 COST_REIMB Direct Expenses Rate B101 OST_REIMB Bill Plan As Incurred Completed

3 COST_REIMB INDIRECT_EXF Rate B101 7867/COST_REIMB Bill Pian As Incurred Completex

4 COST_REIMB LABOR Rate B102 T887/COST_REIMB Bill Plan As Incurred

5 COST_REIMB Direct Expenses Rate B102 OST_REIMB Bill Plan As Incurred

g COST_REIMB INDIRECT_EXP Rate B102 7887/COST_REIMB Bill Plan As Incurred Completes

7 COST_REIMB LABCR Rate B103 7867/COST_REIMB Bill Plan As Incurred Complete

8 COST_REIMB Direct Expenses Rate B103 7867/COST_REIMB Bill Pian As Incurred Comple

9 COST_REIMB INDIRECT_EXP Rate B103 OST_REIMB Bill Plan As Incurred Completed

10 COST_REIMB SUBCONTRACTO1 Rate B10D4 7867/COST_REIMB Bill Plan As Incurred Completed

1 AS_INCURRED As Incurred Rate B103 As Incurred As Incurred In Progress

12 AS_INCURRED As Incurred Rate B106 As Incurred As Incurred In Progress

34.

Update the Billing Status to Cancelled.

Favorites » | Main Menu - > Grants = > Awards = > Award Profile > General Information »  Assign Billing Plan >  Define Billing Plan
[} Related Content v | New Window | Help | Personalize Page
Billing Plan General Events
Contract 00 BI Unit UCFO1
Sold To Customer CNG! 6 University of Florida Bill To CNG50026 University of Florida
Billing Plan 4 B105 p As Incurred Currency USD

P~ o ‘ Cancel
Description As Incurred Billing Slalus ~ Actions

Billing Method | As Incurred M Hold

3s.

Click Save.

| Return to Assign Billing Plan |

I Save Ilgh Return to Search =] Notify

Billing Plan General | Events | History

36.

Click Return to Assign Billing Plan. (See image in previous step.)
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37.| Select the Line.

173

Favorites « | Main Menu - > Granis ~ > Awards » > Award Profile »  General Information > Assign Billing Pian
New Window | Help | Personalize Page
Assign Billing Plan
Contract 0000005665 Zinkicide A Nanotherapeutic fo
Sold To Customer Universty of Florida
Contract Lines to be Assigned / Unassigned Personalize | |ViewAl | (] [l First (4 1-120f12 () Las
Line Product Line Description Billing Amount  Price Type Plan Plan Description Billing Method Status
COST_REIMB LABOR Rate 8101  7867/CCST_REIME Bill Plan As Incurred Campleted
2 COST_REIMB Direct Expenses Rate 8101 7857/COST_REIMB Bill Plan As Incurred Completed
COST_REIMB INDIRECT_EXP Rate B101 'ST_REIMB Bill Plan As Incurred Completed
4 COST_REIMB LABOR Rate 8102 7867/CCST_REIMB Bill Plan As Incurred Campleted
5 COST_REIMB Direct Expenses Rate 8102 7867/COST_REIMB Bill Plan As Incurred Completed
6 COST_REIMB INDIRECT_EXP Rate 8102 7857/COST_REIME Bill Plan As Incurred Completed
7 COST_REIMB LABOR Rate 8103 7867/CCST_REIMB Bill Plan As Incurred Campleted
8 COST_REIMB Direct Expenses Rate 8103 7867/COST_REIMB Bill Plan As Incurred Completed
g COST_REIMB INDIRECT_EXP Rate 8103 ST_REIME Bill Plan As Incurred Completed
10 COST_REIMB SUBCONTRACTO1 Rate B104 7/COST_REIMB Bill Plan As Incurred Completed
AS_INCURRED As Incurred Rate B105  Asincured As Incurred In Progress
151 3 AS_INCURRED As Incurred Rate 8106 Asincured As Incurred In Progress
. .
38.| Click the Unassign button.
Bill Plan to Assign / Unassign
Billing Plan NEXT Q Billing Plan Template Q
Billing Method v Bill Plan Detail Template 1D Q
Description

Assign

Asgign selected Lines/Sequences to Billing Plan

Unassign Unassign selected Lines/Sequences from Billing Plan

39.

Set up and ready the appropriate bill plan line according to the applicable system
procedure. For guidance refer to the following sections of “Course 2. Set Up
Contracts” in the “System Navigation for Grants” manual:

“I. Set Up & Activate a CRB Contract”

“II. Set Up & Activate an LOC Contract”

“III. Set Up & Activate a Fixed Price Contract”
“X. Set Up & Activate a NOBILL Contract”

Note: When adding a new Contract Line, nothing defaults; thus, when the above
processes ask for fields to be verified, information instead must be entered.

40.

IRaturn to General Infnrma:ionl

[2F Return to Search =] Motify

Click Return to General Information.
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41.| Click the Revenue Plans link.
Effing Plans

Return to Award Profile

[§]save ||[&r Returnto Search | |[Z] Motify

42.| Click the Plan link in the appropriate Line.

Assign Revenue Plan
Contract 000000 Zinkicide A Nanotherapeutic fo
Sold To Customer University of Florida
b
Contract Lines to be Assigned / Unassigned Personalize | Find | View Al | (11 First 4} 1-120f12 (b Last
Line Product Description Revenue Amount F1Ice Plan  Plan Description Revenue Method  Status
1 COST_REIMB LABOR Rate R101 | Revenue Plan As Incurred In Progress
2 COST_REIMB Direct Expenses Rate R101 |Revenue Plan As Incurred In Progress
3 COST_REIMB INDIRECT_EXP Rate R101 | Revenue Plan As Incurred In Progress
4 COST_REIMB LABOR Rate R102 |Revenue Plan As Incurred In Progress
5 COST_REIMB Direct Expenses Rate R102 |Revenue Plan Ag Incurred In Progress
6 COST_REIMB INDIRECT_EXP Rate R102 |Revenue Plan As Incurred In Progress
7 COST_REIMB LABOR Rate R103 |Revenue Plan As Incurred In Progress
2 COST_REIMB Direct Expenses Rate R102 |Revenue Plan As Incurred In Progress
9 COST_REIMB INDIRECT_EXP Rate R103 | Revenue Plan As Incurred In Progress
10 COST_REIMB SUBCONTRACTOD1 Rate R104 |Revenue Plan As Incurred In Progress
11 AS_INCURRED As Incurred Rate R105 |Revenue Plan As Incurred Ready
12 AS_INCURRED As Incurred Rate R106 | As Incurred As Incurred Ready

43.| Update the revenue Plan Status to Pending.

Revenue Plan

Revenue Plan

Contract 0000005665 Business Unit UCFD1 Currency USD
Sold To Customer CNGS0026 University of Florida GL Business Unit UCFD1
Revenue Plan o R108 GL Currency USD

Description As Incurred *Plan Status  Actions

Recognition Method As Incurred
Define Events By

44.| Click Save.

Return to Assign Revenus Plan

IIEI Save I [@r Return to Search =] Motify
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45.| Click Return to Assign Revenue Plan. (See image in previous step.)

46.| Select the Line.

Contract Lines to be Assigned / Unassigned Personalize | Find | View Al | (2 | |:ﬁ| First (4) 1-120f12 (» Last
Line Product Deseription Revenue Amount :y’ipceﬁ Plan  Plan Description Revenue Method  Status
1 COST_REIMB LABOR Rate | Revenue Plan As Incurred In Progress
2 COST_REIMB Direct Expenses Rate R101 Revenue Plan As Incurred In Progress
3 COST_REIMB INDIRECT_EXP Rate R101  Revenue Plan As Incurred In Progress
4 COST_REIMB LABOR Rate Revenue Plan Ag Incurred In Progress
5 COST_REIMB Direct Expenses Rate Revenue Plan Ag Incurred In Progress
6 COST_REIMB INDIRECT_EXP Rate R102 Revenue Plan As Incurred In Progress
7 COST_REIMB LABOR Rate R102 Revenue Plan As Incurred In Progress
8 COST_REIMB Direct Expenses Rate R102 Revenue Plan As Incurred In Progress
9 COST_REIMB INDIRECT_EXP Rate R103  Revenue Plan As Incurred In Progress
10 COST_REIMB SUBCONTRACTO1 Rate R104 Revenue Plan As Incurred In Progress
11 AS_INCURRED As Incurred Rate )5 Revenue Plan Ag Incurred Ready
12 AS_INCURRED As Incurred Rate R106 As Incurred As Incurred Ready
¥5elect Al Clear All

47.| Click the Unassign button.

Revenue Plan Assign/Unassign

Revenue Plan MEXT Q Revenue Plan Template Q
Revenue Method

Description

Aszign selected contract lines to Revenue Plan Unassign Unassign selected contract lines from Revenue Plan

Assign

48.| Select the correct Line. (See image in next step.)

49.| Enter values in the following fields:

a) Revenue Plan [NEXT]
b) Revenue Method [Billing Manages Revenue for Fixed or else As Incurred]

11 AS_INCURRED As Incurred Rate
12 AS_INCURRED As Incurred Rate
HAselect Al Clear Al

Revenue Plan Assign/Unassign

Revenue PlanfNEXT Q Revenue Plan Template Q

Revenue Methodl 'I

Description

Assign Assign selected contract lines to Revenus Plan Unassign Unassign sslected contract lines from Revenus Plan
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Stepn

Action

50.

Click Assign. (See image in previous step.)

51.

Verify the Status of the Line is Ready.

Line Product Description Revenue Amount .T;ip‘: Plan
1 COST_REIMB LABOR Rale R
2 COST_REIMB Direct Expenses Rate R101
3 COST_REIMB INDIRECT_EXP Rate R101
4 COST_REIMB LABOR Rate R102
5 COST_REIMB Direct Expenses Rate R102
6 COST_REIMB INDIRECT_EXP Rate R102
7 COST_REIMB LABOR Rate R103
8 CCOST_REIMB Direct Expenses Rate R103
4 CCST_REIMB INDIRECT_EXP Rate R103

10 CCST_REIMB SUBCONTRACTO1 Rate R104
11 AS_INCURRED As Incurred Rate R107

Plan Description
Revenue :%1
Revenue Plan
Revenue Plan
Revenue Plan
Revenue Plan
Revenue Plan
Revenue Plan
Revenue Plan
Revenue Plan

Revenue Plan

Revenue Method

As
As
As

As

>

ncurred

ncurred

ncurred

ncurred

s Incurred

s Incurred

s Incurred

s Incurred

s Incurred

s Incurred

s Incurred

In Progress
In Progress
In Progress
In Progress
In Progress
In Progress
In Progress
In Progress

In Progress

In Progress

52.

Click the Return to General Information link.

IF{eturn o General Infarma:ionl

[gh Return to Search [=] Motify

53

Select the Lines tab.

Favorites « | Main Menu -

General Lines Amendments

54.

Under the Contract Lines heading, select the Detail tab.

Contract Lines (2

General Detail || Biling Amount Details || Revenue Amount Details | [F¥
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Step | Action

55.| Under the Accounting column heading, select the Distribution link.

Contract Lines (7 [} Personalize | Find | View All | (21 [

General Detail Billing Amount Details Revenue Amount Details

Actions Line Product Description Price Type  Billing Plan Revenue Plan  Contract Terms Accounting Inte:
= Actions 1 COST_REIMB LABOR Rate Completed In Progress Contract Terms Distribution Inte
- Actions 2 COST_REIMB Direct Expenses Rate Completed In Progress Contract Terms Distribution Inte
= Actions 3 COST_REIMB INDIRECT_EXF Rate Complete In Progress Contract Terms Distribution Inte
- Actions 4 COST_REIMB LABOR Rate Completed In Progress Contract Terms Distribution Inte
- Actions 5 COST_REIMB Direct Expensas Rate Complsted In Progress Contract Terms Distriution Inte
- Actions 6 COST_REIMB INDIRECT_EXP Rate Completed In Progress Contract Terms Distribution Inte
- Actions 7 COST_REIMB LABOR Rate Completed In Progress Contract Terms Distribution Inte
~ Actions 3 COST_REIMB Direct Expensas Rate Completed In Progress Contract Terms Distribution Inte
- Actions 9 COST_REIMB INDIRECT_EXP Rate Completed In Progress Contract Terms Distribution Inte
- Actions 10 COST_REIMB SUBCONTRACTO1 Rate Completed In Progress Contract Terms Distribution Inte
- Actions 11 AS_INCURRED lAs Incurred Rate In Progress Ready Contract Terms Distribution Inte
- Actions 12 AS_INCURRED As Incurred Rate In Progress Contract Terms Distriution Inte

56.| Enter the following:
Revenue Forecast

a) Distribution Code [REV-[Project Type]]
b) Account (defaults in)

¢) Project (Enter associated project.)

d) Fund

e) Program

Contract Asset

a) Distribution Code [AR-UAR[CG/RF]] (This value will become blank once
the department is deleted.)

b) Account (defaults in)

c) Dept (Delete defaulted value.)

d) Project (Enter associated project.)

e) Fund

f) Program
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Sten | Action

Accounting Distribution
FL Dept of Children and Families
Contract AWDODD7518 Line Num Y Description Fixed Amount
Billing Amount 0.00 Revenue Amount D.00 Unit UCFO1 Currency USD
Accounting Distributions Find | View All First (4) 10f1 (p) Last
*Effective Date 107012019 |5 Define Distributions By +][=]
* Percent Calculate Amounts
Amount
Revenue Personalize | Find | 1 [ First (4) 10f1 (r Last
Percentage Revenue Amount GL Unit Distribution Code Account Dept Project Fund Program Bud
100.00000000 0.00 UCFD1 a a, L&} Q. Q, Q

« 3
[

Contract Asset Personalize | Find | View Al | (11| [E5 First (4) 10f1 (b Last
illing Amount Revenue Amount GL Unit Distribution Code Account Dept Project Fund Program E

0.00 0.00 UCF1 AR-UARCG Q, [155002 Q, 02504410 |Q Q, [20020 |Q, ZZ a,
4 »

57.| Click Save.

Return to General Information

E—[l Save Qﬁ Return to Search =] Motify

58.| Ensure both lines are valid. The contract Asset and Revenue lines will only be valid
after the combo build has been run.

59.| Click the Return to General Information link. (See the image in step 57.)

Feturn to General Information |

[F]save ||[E Returnto Search ||[Z] Motify || Refresh

60.| Click the Amend Contract button.

General Lines Amendments

Contract Number 00000
Amendment 00000

| Amend Contract I
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61.| Click the Amount Allocation link.

62.| In the following fields enter the total amount of the award authorized to be billed or

a) Total Billing
b) Fixed Billing

c) Billing Amount/Limit

the adjusted amount to bring the line to the total amount:

Billing Allocation || Revenue Allocation

Contract 0000007434

Business Unit UCFD1 Currency  USD

Contract Billing (2

Sold To Customer CNG52557

Contract Admin

ITota\ Billing

13,500.00 |

Fixed Billing (7

| Fixed Billing

Billing Discounts/Surcharges

Net Fixed Billing

Contract Line Pricing (7

Retrieve E‘”"‘Q Line Product

AS_INCURRED

2 AS_INCURRED
3 AS_INCURRED
W Select All Clear All

Bundle Price Type

Texas ABM Universi

Unallocated Billing

Unallocated Fixed Billing

Inclusive Prepaids

Allocation

ity (TAMU)

Incomplete

Personalize | Find | (2 | [

Quantity Billing
1.0000 13,5
1.0000
1.0000

Limit Limit Check
82.00 Limit Check
0.00) Limit Check
0.00) Limit Check

-52.00

Recalculate
First (40 1-30f3 (») Last

Actions

~ Actions
~ Actions

~ Actions

Recalculate

63.| Click the second Recalculate button. (See image in the previous step.)

64.| Verify that the Billing Limit/Amount and Total Billing are equal.

Line Totals (7

Billing Amount 0.00 Recurring Billing 0.00
Discounts/Surcharges 0.00 I Billing Limit 13,582 jCI I Total Billing 13,582.00 I
65.| Click Save.
Prepaids
Return to General Infarmation
[§]save ||[E Return to Search (=] Motify 5L Mext tab

Billing Allocation | Revenue Allocation
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Step | Action

66.| Click Return to General Information.

I Return to General Infnrmationl

] save

[@h Return to Search

[=] Motify Previpus tab S Next tab

67.| Click Return to Amendment Details link.

68.| Verify the Total Billing Adjustment.

Favorites + | Main Menu - > Grants = b

Awards ~

Award Profile > General Information

Amendment Details

Contract 0000005668

Sold To Customer CNGE0026

Amendment Type | Contract Adjustment T

Amendment Reason | New Project Added v

Total Billing Adjustmentp00___——— ]

Fixed Billing Adjustment [0.00

Fixed Billing Allocation Incomplete
Additional Amendment Details

Amendment Number 0000000013

*Process Date 10/01/201% |[5]

*Amendment Status | Pending v

Total Revenue Adjustment 0.00
Fixed Revenue Adjustment 0.00

Fixed Revenue Allocation Incomplete

69.| Update the Amendment Status to Ready.

Amendment Number 0000000013

*Process Date 10/01/2019 [5]

*Amendment StatusIFending ‘rI

Cancelled
Fending

Total Revenue Adjustment

70.| Click Save.

Amendment Amount Allocation
Feturn to General Information

Iﬁ{laave I [ah Return to Search

=] Motify
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Sten | Action
71.| For a fixed price contract, additional events need to be added to the account for the
monetary adjustment. Refer to the “System Navigation for Grants” manual, “Course 2.
Set Up Contracts,” section “III. Set Up & Activate a Fixed Price Contract” to set up
events.
72.| Run the FXGM_PENDING_AMENDMENTS_NOTES query to identify all
amendments that are ready to be reviewed.
73.| Perform a QA Check on the setup of all awards in Review status.
74.| If any contract changes need to be made, make the appropriate changes.
75.| If any award changes need to be made, change the Contract Status to Pending.
General Lines
Contract Number 0000007434 $old To Customer Taxas A&M University (TAMU)
| *Contract Status PENDING a |
76.| Refer to the “System Navigation for Grants” manual, “Course 1. Establish,” section
“V. Award Profile Notepad” to document all changes.
77.| Click Process Amendment.
78.| Click Save.
[@h Return to Search =] Motify
79.| Click the Return to General Information link.
Return to General Information I
[l save ||[EF Return to Search =] Notify || 2% Refresh
80.| Select the Lines tab.

P
General Lines Amendments

Contract Numbe

Amendment Numbe
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Stepn

Action

81.

Select the Detail tab.

Contract Lines

General Detail Billing Amount Details

Z

Revenue Amount Details | [F=5F

82.

Click the Contract Terms link on the correct contract Line.

Contract Lines
General Detail
Actions Line
¥ Actions
¥ Actions
~ Actions

Billing Amount Details

Product

1 AS_INCURRED

2 AS_INCURRED

3 AS

INCURRED

Revenue Amount Details

Description

As Incurred

As Incurred

As Incurred

=»

Price Type
Rate
Rate

Rate

Billing Plan

Pending

Pending

Revenue Plan

Pending

Pending

Pending

Personalize | Find | View All | (21 | [

Contract Terms

Contract Terms

Contract Terms

Contract Terms

Accounting

Distribution

Distribution

Distribution

83.

Click the Perform Limit Checking button.

84.

Click Save.
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VI. ADD ADDITIONAL CONTRACT LINE FOR PENDING CONTRACT

Contract lines indicate what projects need to be billed together. If projects need to be billed
separately, they will be on different contract lines. After the first contract line is set up on a non-
active contract, an additional line can be added before the contract is activated by following these
steps:

Sten | Action

1. | Navigate to Main Menu > Grants > Awards > Award Profile.

Favorites = | Main Menu =
Search Menu:
Top Meml%eau ® .
3 Employee Self-Service 3
The menu is no| —  Manager Self-Service b
Main Menutog| (3  supplier Contracts 3
Highlights 0 Deparimental Authorization »
B3 customer 3
Recently Used Customers
appear undertf [0 Customer Contracts 4
menu, located
' & Order Management b
0 items 3
00 suppliers 3
S 3
Breadcrumbs urehasing
your navigation| .1 eProcurement 4
gﬁg{zfd‘:;zs ol = Services Procurement L
3 Grants B3 sponsor Websites 4
8 Project Costing B3 Proposals 4
Award Award Profile
1 Froposal Management | —  Awards £ = I
Menu Search, (&= PO El Project
the Main Menul £3  Biling Insfifutions :

(Alternately, navigate to Main Menu > Customer Contracts > Create and Amend >
General Information tab.)

2. | Enter information into the following fields:

a) Business Unit
b) Project (Project ID)

Awal% Profile

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

Find an Existing Value Add a Mew Value

Search Criteria

Business Unit| = v ucror o
Award 10| begins with *
Project| begins with + :Q
Description| begins with »
Pl ID| begins with v
Proposal ID| begins with
Reference Award Number| begins with v

Case Sensitive
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Step | Action

3. | Click Search.

Case Sensitive

I - )
Search Clear Basic Search = Sawve Search Criteria

4. | Click the View Contract link.

Favorites « | Main My

Award Funding R

Referenc|

Associated Project

5. | Select the Lines tab.

=y
General Lines Amendments

6. | Click the Amend Contract button.

General Lines Amendments

Contract Number 0000005652

Amendment Number 0000000012

| Amend Contract |

Contract Lines (7
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Step | Action

7. | A Message dialog box displays. Click OK.

IMessage

| Amendment number 0000000013, Type: Contract Adjustment is currently available for edit. (9353,2)

8. | Click Add Contract Lines.

General Lines Amendments

=l
Contract Number 0000005668 |'—||§' Sold To Customer University of Florida
Pending Amendment 0000000013 Contract Status ACTIVE
View Current l Add Contract Lines | Add Default Kit

Contract Lines (2

9. | Enter a value in one of the following fields:

a) Product [AS_INCURRED, FIXED AMOUNT, TIME_MATL, NOBILL]

or
b) Price Type [Amount for FIXED AMOUNT or Rate for AS INCURRED,
TIME_MATL, NOBILL]

General Information

Add Contract Lines

Search (2

Product Group | Q Product Kits
Product| | Renewable
Product Description

Price Type| i |
Physical Nature T

10.| Click Search.

Physical Nature ¥

Search

Create Adhoc Product Feturn to Contract Lines
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Stepn

Action

11.

Select the appropriate result.

Search Results (7
General Templates

Product

O 1 rixeo_amounT

¥ Select Al

12.

Click Add Contract Line.

General Templates

Product

i FIXED_AMOUNT

¥ Select Al Cle
Create Plans from Template

#| Billing Plans
¥| Revenue Plans
¥| Renewal Plans

I Add Contract Lines I

13.

Click the Return to Contract Lines link.

Physical Nature y

Search 1 line{s) have been added to the contract

Create Adhoc Product | Return to Contract _inesl

14.

Set up the Contract Line according to the appropriate system procedure. For guidance
refer to the following sections of “Course 2. Set Up Contracts” in the “System Navigation
for Grants” manual:

“I. Set Up & Activate a CRB Contract”

“II. Set Up & Activate an LOC Contract”

“II. Set Up & Activate a Fixed Price Contract”
“X. Set Up & Activate a NOBILL Contract”

Note: When adding a new Contract Line, nothing defaults; thus, when the above
processes ask for fields to be verified, information instead must be entered.
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Add Additional Contract Line and Projec

University af Central Flarida: Future Stake Business Process Flow

smend the Add aContrat Ensure the progedt Updaie the
" I '{. .I '.I # Lineand enter the | tson the commed : Allacation
e e dates (if needed ) Contract Line Amaunt
E
o
A
=
g
b Setup evenls
& L . T it Flued Setup the Billing Process
% .hl"ll"ll"' Sl Comiract? Flan (= Amendment [
5 billing amamt
=
~
% Yes Yes
z . .
Stup the
* Compleie Accoumbing

Dristribution
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VIl. ADD AN ADDITIONAL CONTRACT LINE FOR ACTIVE CONTRACT

Once a contract has been activated, additional projects and contract lines may need to be
associated with an award. Additional contract lines need to be added when a project must be
billed separately OR a bill plan was completed but the award received additional funds. Note that
only one contract line is created through the integration process between the Huron Research
System (HRS) and UCF Financials. All other contract lines must be manually set up in UCF
Financials. Since only one project can be on a FIXED AMOUNT line, a new line needs to be
created before a new project/account is sent over from HRS. Follow these steps to make it
possible to process billing (Note this change on the Award Modification page.):

Sten | Action

1. | Navigate to Main Menu > Grants > Awards > Award Profile.

Favorites~ | | MainMenu  ~
Search Menu:
Top Menu%ean @ .
L) Employes Self-Service r
The menuis no| —  Manager Self-Service 3
Main Menu tog| 03 supplier Contracts 3
Highlights L3 Departmental Authorization »
Recently Used — Customers '
appear under t§ L1 Customer Contracts L4
menu, located
L1 Order Management 3
0 tems 3
3 suppliers 3
B p y N
Breadcrumbs urchasing
your navigation]| 1 eProcurement 3
you access to i
’ B3 services Procurement b
subfolders. Services Procurement .
B3 Grants L3 sponsor Websites r
03 Project Costing 1 Proposals 4
3 Proposal Management B Awards = A I
Menu Search, = I B e
the Main Menu| =2 Biling Instifutions
type ahead whi o opo e | & Sponsored Projests off| = P
finding pages nj o
9p=a 03 Accounts Payable ' Depariments =
3 Asset Management 3 Professionals =/ Project Budget Inquiry
& Banking O sponsors = Commitment Contral Errors
Bankin

(Alternately, navigate to Main Menu > Customer Contracts > Create and Amend >
Amendment Details.)

2. | Enter values into the following fields:

a) Business Unit
b) Project (Project ID)
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Favorites ~ | Main Menu - > Grants~ > Awards~ >  Award Profile

Awal% Profile

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| = » ucer o
Award 1D| begins with ¥
Project| begins with + :Q
Description| begins with v
Pl ID| begins with v
Proposal ID| begins with v
Reference Award Number| begins with v

Case Sensitive

3. | Click Search.

Case Sensitive

= - )
Search Clear | Basic Search = Save Search Criteria

4. | Click the View Contract link.

Favorites « | Main Wiy

Award || Funding || R

Referend

Ll N N N

Pl

Associated Project

5. | Select the Amendments tab.
o

General Lines Amendments

Contract Numbe

Amendment Numbe
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Click the Amend Contract button.

General Lines Amendments

Contract Number 00000
Amendment Number 00000

Amend Contract

If a Message dialog box displays, click OK.

Message

Amendment number 0000000013, Type: Contract Adjustment is currently available for edit. (9353,2)

Click View All.

Enter values into the following fields:

a) Amendment Type [Contract Adjustment]
b) Reason

—r

Amendments

Amendment Amendment Type Reason

General Statistics Billing Amended Amounts Revenue Amended Amounts

Personalize | Find | View Al
Misc. | [F=H

*Process Date

0000000013 | contract Adjustment v | | New Project Added

v | hoiozo1e |H

0000000012 CONTR CONY CONTR LN CONV

07/23/2019

10.

Click Save.

0000000004 ARGIS Interface Chg
Billing Plans Revenue Plans

Return to Award Profile

IIE'_] Save I @“ Return to Search =] Motify

General | Lings | Amendments
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11.| Select the Lines tab.

12.| Click Add Contract Lines.

General Lines Amendments

Contract Number 0000005668 = Sold To Customer University of Florida
Pending Amendment 0000000013 Contract Status ACTIVE
View Current l Add Contract Lines | Add Default Kit

Contract Lines (?

13.| Enter a value in one of the following fields:

a) Product [AS_INCURRED, FIXED AMOUNT, TIME_MATL, NOBILL]
or

b) Price Type [Amount for FIXED AMOUNT or Rate for AS_ INCURRED,
TIME_MATL, NOBILL]

General Information

Add Contract Lines

Search (2
Product Group | [} Product Kits
Product| ] Renewable
Product Description
Price Type| r]
Physical Nature r
14.| Click Search.
Physical Nature v
Search
Create Adhoc Product Return to Contract Lines

15.| Select the appropriate result.

Search Results (7
General Templates

Product

O 1 rixeo_amounT

¥ Select Al
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16.

Click Add Contract Lines.

General Templates

Product

el FIXED_AMOUNT

¥ Select Al Cle
Create Plans from Template

#| Billing Plans
#| Revenue Plans
#| Renewal Plans

| Add Contract Lines I

17.

Click the Return to Contract Lines link.

Physical Nature

Create Adhoc Product

Search 1 line{s) have been added to the contract

I Return to Contract _inesl

18.

Select the Lines tab.

19.

Review the General tab. Under the Contract Lines heading verify the following

values (Scroll right to view additional columns.):

a) Start Date (of the award)

b) End Date (of the award plus add 180 days to the contract Line)

c) Status [Active]
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Contract Lines (2 Personalize | Find | View All | 11| [E] First (4
General Detail Billing Amount Details Revenue Amount Details [k

Acfions Line Product Description Price Type one Bundle Start Date End Date Status Supplemental Data
~ Actions 1 COST_REIMB LABOR Rate Q, | 01/01/2015 08/28/2020 Active Supplemental Data
~ Actions 2 COST_REIMB Direct Expenses Rate Q | 01/01/2015 Eﬂ 08/29/2020 @ Active Supplemental Data
~ Actions 3 COST_REIMB INDIRECT_EXP Rate Q|0 15 Eﬂ 08/29/2020 E}J JActive Supplemental Data
» Actions 4 COST_REIMB LABOR Rate Q, | 01/01/2015 Eﬂ 08/29/2020 E}J JActive Supplemental Data
¥ Actions 5 COST_REIMB Direct Expenses Rate Q, | 010172015 Eﬂ 08/29/2020 E] |Active Supplemental Data
~ Actions & COST_REIMB INDIRECT_EXP Rate Q, | 01/01/2015|[5) J08/28/2020 [5] JActive Supplemental Data
~ Actions 7 COST_REIMB LABOR Rate Q | 01/01/2015 D8/28/2020 Active Supplemental Data
« Actions 3 COST_REIMB Direct Expenses Rate Q, | 01/01/2015 B 08/29/2020 @ Active Supplemental Data
~ Actions % COST_REIMB INDIRECT_EXP Rate Q | 01/01/2015 Eﬂ 08/29/2020 E}J |Active Supplemental Data
» Actions 10 COST_REIMB SUBCONTRACTO1 Rate Q, | 01/01/2015 Eﬂ 08/29/2020 E}J JActive Supplemental Data
¥ Actions 11 AS_INCURRED \As Incurred Rate Q, | 010172015 Eﬂ 08/29/2020 E] |Active Supplemental Data
~ Actions 12 AS_INCURRED As Incurred Rate Q, | 01/01/2015 |[5) J08/28/2020 [5] JActive Supplemental Data

L -

20.| Click Save.

21.| Select the Lines tab.
25

General Lines Amendments

22.| Under Contract Lines the columns Hold Billing on Unpaid Cost and Hold Revenue
on Unpaid Cost should not be checked. Contact your manager if they are checked.

Contract Lines )7 Per:

General Detail Billing Amount Details Revenue Amount Details | [F=5H)

Actions Line Product Description Price Type Hsfpgi‘:igg:‘“ H“:ﬁs;":ggztcn Standalone Sale
~ Actions 1 AS_INCURRED As Incurred Rate
~ Actions 2 AS_INCURRED IAs Incurred Rate
~ Actions 3 AS_INCURRED \As Incurred Rate

23.| Select the Detail tab.

Contract Lines (7

General Deta Billing Amount Details || Revenue Amount Details
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24.| In the Contract Terms column, click the Contract Terms link of the incorrect line.
d}ntract Lines (2 Personalize | H
General Detail Billing Amount Details Revenue Amount Details
Actions Line Product Description Price Type Revenue Plan Confract Terms Accounting
- Actions 1 COST_REIMB LABOR Rate In Progress Contract Terms Distribution
- Actions 2 COST_REIMB Direct Expenses Rate In Progress Contract Terms Distribution
- Actions 3 COST_REIMB INDIRECT_EXP Rate In Progress Contract Terms Disfribution
25.| Verify the following values:
a) PC Business Unit
b) Billing Limit (equal to the amount authorized to be billed)
c) Rate Set [GM_RATE]
Related Projects
L\, Contract Number 0000007437 = Sold To Customer FL Alnc for Assist Sves Tech (FAAST)
Amendment Number Contract Status PENDING
Contract Line 1 Price Type Rate
Product NOBILL
Description No Product
PC Business Uni & Transaction Limits Review Limits
I Billing Limit | Perform Limit Checking
Revenue Limit Retainage ID Q,
Discount ID Q Tiered Pricing Tiered Pricing
Associated Rates Personalize | Find | First (4) 10f1 (b Last
Effective Date Status Rate Selection Rate Set
1010100 |5 [Active v| [Rate Set v| pUNOBIL o Ratese [+ [=]
26.| Ensure that all projects on the contract line need to be billed together. If a project
needs to be deleted, use the minus sign (-) to delete all related projects. Note the
Project number(s) as they will need to be associated with the correct line(s).
Associated Projects & Actifities Personalize | First (4 10f1 (») Last
*Project Description *Activity Description
63017009 Q, NTC-ZINKICIDE A NANOTHERAPEUTI LABCR Q, Labor ﬂE
Refer to the “System Navigation for Grants” manual, “Course 2. Set Up Contracts,”
section “VIII. Move a Project to an Existing Contract Line.”
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27.

Click Save.

[
IF:&'.urn to General Infarmation I

[&F Return to Search =] Notify || £% Refresh

28.

Click the Return to General Information link. (See image in previous step.)

29.

Click the Amend Contract button.

General Lines Amendments

Contract Number 00000

Amendment 00000

I Amend Contract |

30.

If a Message dialog box displays, click OK.

o

lMessage

Amendment numier 0000000013, Type: is currenily available for edit. (9353.2)

31.

Click the Amount Allocation link.

T

[§)save ||[gh Returnto Search | |[Z] Notify

General | Lines | Billing Oplions

Billing Flans Revenue Flans Milestones Renewals Amount Allocation

32.

billed or the adjusted amount to bring the line to the total amount:

a) Total Billing
b) Fixed Billing

c) Billing Amount/Limit

In the following fields enter the total amount of the award that is authorized to be
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Billing Allocation Revenue Allocation
Contract 0000007424 Sold To Customer CNG52557 Texas A&M University (TAMU)
Business Unit UCFD1 Currency USD Contract Admin
Contract Billing (7
I Total Billing 13.500.00 I Unallocated Billing -52.00
Fixed Billing (7
I Fixed Billing I Unallocated Fixed Billing 0.00
Billing Discounts/Surcharges 0.00 Inclusive Prepaids 0.00
Net Fixed Billing 0.00 Allocation | Incomplete M
Recalculate
Contract Line Pricing (% Personalize | Find | 2 | Q First (4) 1-30f3 (b Last
Rem?;ieczillmg Line Product Bundle Price Type Quantity Billing Limit Limit Check Actions
AS_INCURRED Rate 1.0000; 13,5682.00 Limit Check ~ Actions
2 AS_INCURRED Rate 1.0000 0.00 Limit Check ~ Actions
3 AS_INCURRED Rate 1.0000 0.00 Limit Check ~ Actions
¥ Select All Clear All Recalculate

33.| Click the second Recalculate button. (See image in the previous step.)

34.| Verify that Billing Amount/Limit and Total Billing are equal.

Line Totals (7

Billing Amount 0.00 Recurring Billing 0.00
Discounts/Surcharges 0.00 I Billing Limit 13,582 JCI I Total Billing 13,582.00 I

35.| Click Save.

Frepaids
Return to General Information

[@h Return to Search [=] Motify S- Next tab

Billing Allocation | Revenue Allocation

36.| Click Return to General Information link.

Frepaids
IF{e'.urn to General Information I

[§] Save ||[EF Return to Search [=] Motify St Mext tab

Billing Allocation | Revenue Allocation

37.| Select the Lines tab.
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Favorites = | a

General Lines

38.| Click the Amend Contract button.

General Lines Amendments

Contract Number 00000

Amendment 00000

I Amend Contract |

39.| If a Message dialog box displays, click OK.

L3
lMessage

Amendment numier 0000000013, Type: is currenily available for edit. (9353.2)

40.| Select the Lines tab.

Favorites - | Ma

General Lines

41.| Select the Detail tab.

Contract Lines (7

General Detail Billing Amount Details Revenue Amount Details [F=2 ¥

42.| Select the Distribution link in in the Accounting column.

Contract Lines (7 Personalize | Find | View All | (| E
General Detail || Biling Amount Details || Revenue Amount Details
Actions Line Product Description Price Type Billing Plan Revenue Plan Contract Terms Accounting
T, s
- Actions 1 FIXED_AMQUNT Fixed Amount Amount Pending E‘,‘I"lgm;;”ag” Contract Terms Distribution
av
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43.| Select the Correct History tab.

44.| Enter the following:
Revenue

a) Distribution Code (REV-[Project Type])*
b) Account (defaults in)

c) Project (enter associated project)

d) Fund

e) Program

Contract Asset

a) Distribution Code (AR-UAR|[CG/RF])**
b) Department (delete defaulted value)

c) Account (defaults in)

d) Project (enter associated project)

e) Fund
f) Program
Accounting Distribution
FL Dept of Children and Families
Contract AWDODO7513 Line Num T Description Fixed Amount
Billing Amount 0.00 Revenue Amount 0.00 unit UCFO1 Currency USD
Accounting Distributions Find | View All First (4) 10f1 (p' Last
*Effective Date 10/01/2018 |5 Define Distributions By =+ =]
® Percent Calculate Amounts
Amount
Revenue Personalize | Find | (2] L:i' First (4 10f1 (b Last
Percentage Revenue Amount GL Unit Distribution Code Account Dept Project Fund Program Bud
100.00000000 0.00 UCFO1 Q Qa Q a Q Q
b
I,
Contract Asset Personalize | Find | View All | (2] | E First (4 10f1 (p) Last
illing Amount Revenue Amount GL Unit Distribution Code Account Dept Project Fund Program E
0.00 0.00 UCFD1 AR-UARCG Q155002 Q02504410 |Q Q20020 |Q ZZ s}
1
*Use list Q.

**This value will become blank once the Department is deleted.

45.| Click Save.
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Feturn to General Information

=] Motify

[5] save

[& Return to Search

46.| Ensure both lines are valid. The Contract Asset and Revenue lines will only be valid

after the combo build has been run.

47.| Select the Amendments tab.
I

General Lines Amendments

Contract Numbe

Amendment Numbe

48.| Click the Detail link of the Pending amendment.

49.| Verify the Total Billing Adjustment.

Total Billing Adjustment

Fixed Billing Adjustment 0.00

Fixed Billing Allocation Incomplete
Additional Amendment Details

Favorites « | Main Menu - > Grants - b Awards - Award Profile »  General Information
Amendment Details
Contract 0000005668 Amendment Number 0000000013
Sold To Customer CNG50026
Amendment Type | Contract Adjustment A *Process Date [10/01/2019 |[5]
Amendment Reason | New Project Added T *Amendment Status | Fending v

Total Revenue Adjustment 0.00
Fixed Revenue Adjustment 0.00

Fixed Revenue Allocation Incomplete

50.| Update the Amendment Status to Ready.

Amendment Number 0000000013

*Process Date 10/01/2019 |[5]

*Amendment StatusIFending 'rI

Cancelled
Fending

Total Revenue Adjustment
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51.| Click Save.

52.| Run FXGM_PENDING_AMENDMENTS NOTES query to identify all
amendments that are ready to be reviewed.

53.| Perform a QA Check on the setup of all awards in Review status.

54.| If any contract changes need to be made, make the appropriate changes.

55.| If any award changes need to be made, change the Amendment Status to Pending.

56.| Refer to the “System Navigation for Grants” manual, “Course 1. Establish Awards,”
section “V. Award Profile Notepad” to document all changes.

57.| Process the amendment.

58.| Click Save.

59.| Click the Return to General Information link.

Return to General Information |

[5]Save ||[& Return to Search =] Notify || 2% Refresh

60.| Select the Detail tab.

General Lines

Contract

s

Contract Lines (7

Genera

61.| In the Billing Plan column, click the Pending link.
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Contract Lines (7

General || Detail || Billing Amount Details || Revenue Amount Details

Actions Line Product Description Price Type Billing Plan R

P

w Actions 1 AS_INCURRED As Incurred Rate

62.

Verify the following values:

Customer Information
¢) BI Unit
d) Bill to Contact (correct sponsor contact)
Billing Options
¢) Bill Type [CGO for UCF01; RFD, INC, NEC, NSP, TTF for RFDO01]
d) Bill Source [CONTRACTS for UCF01 or RESFND for RFDO01]
Billing Default Overrides

e) Invoice Form (Choose correct invoice form based on whether you need
cumulative, budget, or no print.)

Short Desc
FXBIWB

Description
Generic Form w/Budget

FXBIWOB

Generic Form w/o Budget (Use as standard invoice.)

FXBIWOC

Generic Form w/o Cum

FXBIWOBNP

Generic Form w/o Budget No Print

FXBI103X

Federal Form SF1034/35

FXBI270

Federal Form SF270

FXBINOINV

NO INV

f) Cycle ID (associated with when the bill is due)
g) Billing Specialist
h) Billing Status [Pending]

63.

Click Save.

64.

Update the Billing Status to Ready. If it is a Fixed contract, the events need to be set
up before the Billing Status is changed to Ready.
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65.| Select the Events tab.

Main Menu - B Grants =

Favorites « |

»

A

Billing Plan General

Billing Plan Lines History

66.| Click Add New Event.

Billing Flan General Events History

Contract 0000007434

Sold To Customer CNGE2587

Billing Plan | §} B103

| Add New Event

67.| Select the following:

Define Events
a) Amount [Checked]

Event Detail

a) Event Type [Date]

b)

©)
d)

Event Status [Keep lines Pending until the line needs to be billed, or if the
date and Amount are known, status can be updated to Ready.]

Event Date (Enter the day the line will be billed.)

Amount (Enter the total amount of the prepaid or enter schedule of payments.
The total event amount should equal awarded amount.)

Define Events

Amount Detail

O percent

Add Milestone

Total Amount 0.00

Remaining Percent 100.00000000

Event Detail

Personalize | Find | 2| &

Remaining Amount 0.00

First ‘4' 10f1 ‘M Last

Event Event Type

*Event Status Event Date

[Date

v| [Pending ~| [10012018

[#] Event Nots

Amount

0.00/%]

B

=l

Return to General Information

" Return to Search

& Notify

+ Add

68.

Click Save. (See image in the previous step.)

Grants — Set Up Contracts

Course 2, Page 96




@ UCF Financials

el  System Navigation for Grants

69.| Ensure the Remaining Amount is 0.00.

Amount Detail

Total Amount 500.00

Remaining Amount 0.00
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VIIl. MOVE A PROJECT TO AN EXISTING CONTRACT LINE

Contract lines indicate what projects need to be billed together. If projects need to be billed
separately, they should be set up on different contract lines. Note that only one project can be
associated with a FIXED AMOUNT line while multiple projects can be associated with a

TIME MATL or AS INCURRED line. If a project has been created and contract lines set up,
but the project is then saved on the incorrect contract line, the project should be moved to the
correct contract line for transactions to be made against the project. Do the following to move the
project to the correct contract line:

.
Sten | Action
. .
1. | Navigate to Main Menu > Grants > Awards > Award Profile.
Favorites + | Main Menu -
Search Menu:
Top Menul%eau @ .
E
B Employee Sel-Service 4
The menuisno| —  Manager Self-Service 3
Main Menutog| (1 Supplier Contracts >
Highlights 3 Departmental Authorization »
Recently Used & Customers '
appear under tf [0 Customer Contracts L4
menu, located B3 Order Management K
B tems v
3 suppliers 3
Breadcrumbs = Purchasing '
your navigation| L1 eProcurement 4
gﬁafgﬁ;:f; ©U (9 Services Procurement 1
L Grants L3 Sponsor Websites 3
03 Project Costing 8 proposals 4
(3 Proposal Management B Awards =] Award Profil I
Menu Search, = e B rrojec
the Main Menu| &3 Billing Institutions -
y?je ahead whi 0 s 0ins Recevable | & Sponsored Projects Off g r
neina pages B Accounts Payable - Departments gd e ugets
3 Asset Management 3 Professionals El project Budget Inauiry
£ Bankng 3 sponsors E  commitment Control Errars
3 cash Management B subrecipients 8 =
01 CommitmentControl | = In e Reports g .
C3  General Ledger 5l Grants Center 5 Process Retroactive FaA
B Alcatons B Grants WorkCenter 5] ontinuation
B3 SetUp Financials/Supp E  contracts Workbench 5l Review Award Modifications
B3 Enterprise Components| 5 my Proposals 5 odity End Dates
B workist ; [=l  FAError Interactive Report
8 Tree Manager 3 =
1 Dnnnrtina Tanis N
v
. . . .
(Alternately, navigate to Main Menu > Customer Contracts > Determine Price and
Terms > Contract Terms.)
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Step | Action
2. | Enter information into the following fields:

a) Business Unit
b) Project (Project ID)

Favorites = | Main Menu - b Grants+ > Awards> >  Award Profile

Awal% Profile
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| = » ucror o

Award |D| begins with +

Description | begins with v

Pl 1D | begins with ¥
Proposal ID| begins with
Reference Award Mumber| begins with v

Case Sensitive

Click Search.

Case Sensitive

& .
Clear Basic Search 2 Save Search Criteria

Click the View Contract link.

Favorites + | Main g

Award Funding R

Referend]

Ll S N N

Associated Project
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Step | Action

5. | Select the Lines tab.

FlbariteSv | Main Menu -

General Lines Amendments

6. | Under the Contract Lines heading, select the Detail tab.

Contract Lines (2

General Billing Amount Details Revenue Amount Details

7. | Click the Contract Terms link of the appropriate contract Line.

Geperal Lines Amgndments
Contract Number 0000005668 Sold To Customer University of Florida
Amendment Number 0000000012 Contract Status ACTIVE
Amend Confract
Contract Lines (2 Personalize | Find | View All | (1] [E§ First (4) 1-120f12 (p) Last
General Detail Billing Amount Details Revenue Amount Details
Actions Line Product Description Price Type  Billing Plan Revenue Plan | Contract Terms Accounting Internal Notes  Ship to Customer Nan
~ Actions 1 COST_REIMB LABOR Rate Completed In Progress Contract Terms Distribution Internal Notes  University of Florida
« Actions 2 COST_REIMB Direct Expenses Rate Completed In Progress Contract Terms Distribution Internal Notes  University of Florida
« Actions 3 COST_REIMB INDIRECT_EXP Rate Completed In Progress Contract Terms Distribution Internal Notes  University of Florida
~ Actions 4 COST_REIMB LABOR Rate Completed In Progress Contract Terms Distribution Internal Notes ~ University of Florida
~ Actions, 5 COST_REIMB Direct Expenses Rate Completed In Progress Contract Terms Distribution Internal Notes ~ University of Florida
~ Actions 6 COST_REIMB INDIRECT_EXP Rate Completed In Progress Contract Terms Distribution Internal Notes  University of Florida
« Actions 7 COST_REIMB LABOR Rate Completed In Progress Contract Terms Distribution Internal Notes  University of Florida
« Actions 8 COST_REIMB Direct Expenses Rate Completed In Progress Contract Terms Distribution Internal Notes  University of Florida
~ Actions 9 COST_REIMB INDIRECT_EXP Rate Completed In Progress Contract Terms Distribution Internal Notes  University of Florida
~ Actions, 10 COST_REIMB SUBCONTRACTO1 Rate Completed In Progress Contract Terms Distribution Internal Notes ~ University of Florida
~ Actions 11 AS_INCURRED As Incurred Rate In Progress Ready Contract Terms Distribution Internal Notes  University of Florida
« Actions 12 AS_INCURRED As Incurred Rate In Progress Contract Terms Distribution Internal Notes ~ University of Florida
»
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Sten | Action
8. | Under the Associate Projects & Activities heading, copy the Project number of the
incorrectly assigned project.
Related Projects Confract Amendments
Contract Number 0000005668 Sold To Customer University of Florida
Amendment Number 0000000012 Contract Status ACTIVE
Contract Line | 4; Price Type Rate
Product AS_INCURRED
Description  As Incurred
Amend Contract
PC Business Unit UCFD1 (&} Transaction Limits Review Limits
Billing Limit 440.508.22 Perform Limit Checking
Revenue Limit 440,598 22 Retainage ID
Discount ID Tiered Pricing Tiered Pricing
Associated Rates Personalize | Find | (2 First (4) 10f1 (») Last
Effective Date Status Rate Selection Rate Set
1 /0172015 F [Active v| [Rate Set v| [GM_RATE Q, Rate Set EINE
Associated Projects & Activities Personalize | (7] First (4) 1-20f2 (») Last
“Project Description =Activity Description
63017009 0, NTC-ZINKICIDE ANANOTHERAPEUTI GRANT @, GrantBudget I |=]
63017010 0, NTC-ZINKICIDE ANANOTHERAPEUTI GRANT @ GrantBudget [+ |=]
9. | Click the minus sign (-) to remove the project from the incorrect Contract Line. (See
image in previous step.)
10.| Use the arrow signs (<>) by the Contract Line number to navigate to the correct
Contract Line.
Related Projects Confract Amendments
Contract Number 0000005668
Amendment Number 0000000012
Contract Line 411 p
Product AS_|INCURRED
Description  As Incurred
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Sten | Action
11.| Use the plus sign at the end of a line in the Associated Rates and Associated Projects
& Activities sections, as necessary, to move the project information.
blated Projects Confract Amendments
=i
Contract Number 0000005668 B Sold To Customer University of Florida
Amendment Number 0000000012 Contract Status ACTIVE
Contract Line Price Type Rale
Product AS_INCURRED
Description  As Incurred
Amend Contract
PC Business Unit UCFO1 &} Transaction Limits Review Limits
Billing Limit 423.562.80 Perform Limit Checking
Revenue Limit 423,568.80 Retainage ID
Discount ID Tiered Pricing Tiered Pricing
Associated Rates Personalize | Find | (2] First (4) 10f1 (») Last
Effective Date Status Rate Selection Rate Set
1 p6l2012019 E [Acive v| [Rate sal v| [GM_RATE @ Rats Sat #
Associated Projects & Activities Personalize | (2] First (4) 10f1 (» Last
*Project Description *Activity Description
63017011 Q NTC-ZINKICIDE ANANOTHERAPEUTI GRANT @ Grant Budget [+]
12.| Enter or select the following, as appropriate:
a) PC Business Unit
b) Rate Set
c) Project
d) Activity
PC Business UnitIUCFD1 IQ Transaction Limits Review Limits
Billing Limit 423 56280 Perform Limit Checking
Revenue Limit 423 565.80 Retainage ID
Discount ID Tiered Pricing Tiered Pricing
Associated Rates Personalize | Find | First (4) 10f1 (» Last
Effective Date Status Rate Selection Rate Set
1 [0s/20/2019 B [Active v| [Rate Set v | [em_RATE @, Rate Set [+ =]
Associated Projects & Activities Personalize | (2] First (40 1-20f2 (») Last
*Project Description *Activity Description
63017011 Q, NTC-ZINKICIDE ANANOTHERAPEUTI GRANT Q,  Grant Budget [+ =]
—— — 5
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Step | Action

13.| Click Save.

[5] save |/ Return to Search =] Motify || &% Refresh

Related Projects | Contract Amendments
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IX. ADD ADDITIONAL PROJECT TO AN EXISTING CONTRACT LINE FOR
ACTIVE CONTRACT

A contract is active and has an existing Contract Line, but an additional project needs to be set
up. For transactions to be posted to this project, follow these steps:

Sten | Action

1. | To add an additional project to a Contract Line, refer to the “System Navigation for
Grants” manual, “Course 2. Set Up Contracts,” section “VIII. Move a Project to an
Existing Contract Line.”
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X. SET UP & ACTIVATE A NOBILL CONTRACT

If part of an award will not be billed and is not cost share, a separate project will be set up for the
non-billing portion of the award. After the award is generated with NOBILL selected as the
product, a NOBILL contract can be set up and activated. Note that although cost-share projects
are not billed, they can be set up on the same contract line as the other project (i.e., not a
NOBILL) because their analysis types will prevent them from being billed. To set up and
activate a separate project on a NOBILL contract line, follow these steps:

Sten | Action

1. | Navigate to Main Menu > Grants > Awards > Award Profile.

Favorites~ | | MainMenu -
Search Menu:
Top Menul%eau @
B
Employee Self-Service 4
The menu is nol Manager Self-Service r
Main Menu to g Supplier Contracts »
Highlights Deparimental Authorization 4
Custemer 3
Recently Used Customers
appear under t Customer Contracts 4
menu, located
Order Management r
Items L3
Supplisrs +
Purchasing 3
Breadcrumbs =
your navigation| eProcurement 3
yOU access to f P R
subfolders Services Procureme L3
Grants Sponsor Websites 4
o -
Project Costing oposals 4 I
RoETT! Award Profile
Proposal Management FEETLE
Menu Search,
. Institutions

the Main Menu
type ahead whi
finding pages n|

Billing

Accounts Receivable Sponsored Projects Offi

o ct Budgets
unis Payable Departments g

B ion roject Budget Inquiry
Asset Management ofesslonals - !

g Control Errars
Banking Sponsors b

Cash Management Subrecipients Negotiate Award
Process Facilities Admin

Interactive Reports

Commitment Control
General Ledger Grants Center Process Retroactive FAA

A o o A o G A o I I A A O O e I O

Allocafions

Set Up Financials/Supp

O Y o A B

Enterprise Componants|

Grants WorkCenter

Contracts Workbench

My Proposals

Worklist
Tree Manager

Dinmmetinn Trnle

-

»

L3

N

e o v e e e R )

Create Continuation

Review Award Modifications
Modify End Dates
FA Error Interactive Report

Review Retroactive F&A
-

(Alternately, navigate to Main Menu > Customer Contracts > Create and Amend >
General Information tab.)
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Stepn

Action

2.

Enter information into the following fields:

a) Business Unit
b) Project (Project ID)

Favorites « | Main Menu - b Grants - > Awards - b Award Profile

Awall% Profile

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

Find an Existing Value | Add a Mew Value

Search Criteria

Business Unit = v lucen | &Y
Award 10| begins with »

Project| begins with » | | &}
Description| begins with »

Pl ID| begins with v
Proposal ID| begins with »
Reference Award Mumber| begins with «

Case Sensitive

Click Search.

Case Sensitive

] - )
Search Clear Basic Search & Save Search Criteria

Click the View Contract link.

Favorites « | Main My

Award Funding R

Referenc

Ll N N S

Pl

Associated Project
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Step | Action

5. | Select the Lines tab.

Favorites - | I

General | Lines

6. | Under the Contract Lines heading, select the Detail tab.

Contract Lines (7

General Detail | Billing Amount Details || Revenue Amount Details

7. | Select the Contract Terms link in the Contract Terms column.

l/Ecmtract Lines (7
General Detail || Billing Amount Details || Revenue Amount Details
Actions Line Product Description Price Type Contract Terms Accounting
- Actions 1 NOBILL Mo Product Rate Contract Terms Distribution

8. | Verify the Rate Set as GM_NOBILL.

Associated Rates Personalize | Find | (& First (4) 10f1 (p) Last
Effective Date Status Rate Selection Rate Set
1 [p1/01/1900 H [ Active v| [RateSet v| [EM_NCBILL Q_ Rate Set [+ [=]

9. | Click Save.

[
IF{s:urn to General Information I

[&F Return to Search =] Motify || ¥ Refrash

10.| Open a new window.

11.| Run the FXGM_VALIDATION query to verify information has been set up.

12.| In the original window, click the Return to General Information link. (See image in
step 9.)
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Sten | Action
13.| Select the General tab at the top of the page of the contract.
Favorites | I
General Lines

14.

To add an additional Contract Line, refer to the “System Navigation for Grants”
manual, “Course 2. Set Up Contracts,” section “VI. Add Additional Contract Line for
Pending Contract.”

15.

Update the Contract Status to Review.

16.

In the other window, run the FXCA_GRANT_PORTFOLIO_BY_ADMIN query by
Review status.

17.

Perform a QA Check on the setup of all awards in Review status.

18.

If any contract changes need to be made, make the appropriate changes.

19.

If any award changes need to be made, change the Contract Status to Pending.

General Lines

Contract Number 0000007434 Sold To Customer Texas A&M University (TAMU)

| *Contract Status PENDING Ql

20.

Refer to the “System Navigation for Grants” manual, “Course 1. Establish Awards,”
section “V. Award Profile Notepad” to document all changes.

21.

Once, all changes have been made, update the Contract Status to Active.
General | Lines
Contract Number 0000007487 Sold To Customer FL Alnc for Assist Svcs Tech (FAAST)
~Contract StatusfACTIVE | s

Note: For NOBILL lines no Billing Plan or Revenue Plan will be set up.
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Step | Action

22.| In the Message dialog box that displays, click Yes.

Message

s

The following conditioni(s) occurred:

Mot all lines have Bill Plans linked. (9852 7)
Mot all lines have Revenue Plans linked. (3852 6)

Do you still want to activate the contract? (5852,8)

=l

23.| Click Save.

Return to Award Profile

[&} Return to Search (=] Motify
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Follow these steps to complete set up of a construction project after the award has been set up
and CR_FB_Event was selected as the Product, the Proposal Budget ID was set up as
Construction, but no budget was added in HRS:

Step

Action

1.

Navigate to Main Menu > Grants > Awards > Project.

\\_g‘h UCF Financials

Favorites ~ ‘

| main Menu v‘

Top Menu Feat

The menu is no
Menu to get stal

Highlights

Recently Use
appear under ti
menu, located

Breadcrumbs
your navigation)
you access to f]
subfolders.

Menu Search,
the Main Menu
type ahead whil
pages much fa:

Search Menu:

FPrPERRRPRPRRRRRRRPE @O @@

Employee Self-Service

Manager Seli-Service

Supplier Contracts

Departmental Autherization

Customers

Customer Contracts

Qrder Management

ltems
Suppliers
Purchasing

eProcurement

Services Procurement

Grants

Project Costing

Proposal Management

Billing

Accounts Receivable

Accounts Payable

f Man

ent

vy vy r Yy T v vy v orov v

b

)

Sponsor Websites

Proposals _ [
Awards |=]  award Profile
Institution: |=]  Project I

3

Sponsored Projects Off

Departments

Professionals

|j Project Activity
J Project Budgets
|_:\ Project Budget Inguiry

Enter values in the following fields:

a) Business Unit

b) Project (Project ID)

Program|[=
Processing Status =

Project General

Find an Existing Value

Search Criteria

Business :JITE

Add a New Value

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

lucens

Project[begins with » ||

Description | begins with s

v]

[ Detail Project

v|

Cinciude History [ Case Sensitive
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System Navigation for Grants

Step | Action

3. | Click Search.

Cinclude History

Search | Clear | Basic

Search

[ case sensitive

Save Search Criteria

a) Project Type
b) Start Date

L\gﬁ UCF Financials

[CONST]

Navigator w | Search Advanced Search

On the General Information tab, review and enter the following:

c¢) End Date (Ensure project dates align with the funding period dates.)

myUCF | Home | workist | Performance Trace ||

*Integration RFDO1
Percent Complete 0.00

Project Health

Project Schedule (2

*Start Date 07/16/2019 5]

Favorites » ‘ Main Menu  ~ > Granis> > Awardsy > Project
New Window
General Information Project Department Project Costing Definition Primavera Manager Location Phases Approval Justification User Fields Rates
Project D1018U02 “Add to My Projects & Project Hierarchy
*Description Residual Revenue Project L] Program Processing Status Active

Q. Research Foundation

Project Type RRESD QA Residual

As Of
As Of

Project Status: Open

*End Date[07/15/2020 |5

Additional Dates

Description Find | View All First ‘4 1of1 ‘2 Last
H=

Date/Time Stamp 10/04/19 1:33:40PM User ID addyg =l

Description:

&

254 characters remaining

Long Description:

Save as Template Copy Project
My Projects Project Valuation Project Team Project Activities GoTo
jl'!Save ?f‘ Return to Search ) Refresh 4 Add

] Include History

Click Save.

Save as Template

a" Return to Search

=4 Refresh
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@ UCF Financials

System Navigation for Grants
Step | Action
6.

Click the Project Activities link.

Save as Template Copy Project
My Projects Project Valuation Project Team Project Activities GoTo [More v]
i el (et s coc i [ RK e 5 PR
o e . . .
7. | To create a new Activity, select line one, and click the white paper and black arrow
icon to Add.
Favorites » | Main Menu - > Grants = 5 Awards - & Project »  Project Activities
New Win
Project Activifies Gantt Chart
Project D1018U02 Description Residual Revenue Project Processing Status Active
Project Activities Personalize | Find | View All | E‘\ E{’ First 10f1 ‘& Last
Schedule More Dates Details User Fields
Select  WBSID *Activity Name *Activity *Start Date *End Date Ei’;:’t‘;m
E 1 Grant Budget GRANT 0762019 |5 [07M52020 |5 oo B & 4
8. | Enter the following:
a) Activity (Activity Name defaults)
b) Start Date
c¢) End Date
New Window
Project Activities Gantt Chart
Project 00000002 Description Test E2E Processing Status Active
» @ d s X B@® 4 Number Rows IEY Expand Run to Excel
Project Activities Persanalize | Find | view Al | B0 ] B2 First ‘4 1.20f2 '}/ Last
Schedule || More Dates || Details | User Fields
Select  WBSID *Activity Name *Activity *Start Date *End Date Eiﬁ:{‘e“e
3} 1 Grants Budget GRANT 06/18/2019 06/19/2025 0.00| % i ~
0 2 T oo By & @3 V¥
Save as Template
. o e
9. | Setup one line for each necessary Activity.
10. | Click Save.
Return to Search &* Refresh
Grants — Set Up Contracts
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el  System Navigation for Grants

Step | Action

11. | Note: Contact Financials Support Services to complete steps 11-38:

Navigate to Main Menu > Commitment Control > Define Control Budgets >
Budget Definitions.

;\S‘ﬂ UCF Financials Navigator w | Search
Favorites | Main Menu  « ‘
Search Menu: Personalize]

Top Menu Featy

Qur Employee Self-Service

The menu is noy Manager Seli-Senice
page. Click on Supplier Contracts

Highlights. Deparimental Authorization

Recently Use Customers
now appear un
Favorites men
located at the t

Customer Contracts
Order Management
ltems
Suppliers

B
Breadcrumbs urehasing
display your nal
path and give
access tothe ¢
of subfolders

eProcurement

mm [ [ m)m

Budget Definitions |
Services Procurement =
Bu

dget Attributes

Granis

Projec

osting
. M . Post Centrol Budget Joi
M s h Proposal Management

el Searc, o Review Budget Activitie:
under the Main Billing

CoOoDoDCooDD DO

B B B g B B B

now supports i Accounts Recelvable Close Budget
ahead which m| - . .
- . Budget Reporis >

finding pages nj ccounts Payable

faster. . . Third Party Transactions »
Asset Management
- Review Budget Check Exceptions »
Banking
Cash Management
Commitment Control 4

12. | Enter the following:

a) SetID Value [UCFO01]
b) Ledger Group [CC_PROJ PT]

Budget Definitions
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

SetlD Value[=_w|
Ledger Group|= W

include History correct History

£ 0
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Step | Action

13. | Click Search.

M include History Clcorrect History

Clear Basic Search 2 Save Search Criteria

14. | Select the Ruleset Chartfield tab.

Control Budget Options Ruleset Chartfield Keys and Translations Expiration Chartfield Budget Period Status E)

15. | Click the Find link of the CONST Ruleset.

Control Budget Opfions Ruleset Chartfield Keys and Translations Expiration Chartfield Budget Period Status »
SetlD UCFD1 Ledger Group CC_PROJ_PT
Effective Date Find | View All First ‘&' 1of1 &' Last
*Effective Date [01/07/1901  |[5) *Status[Active _ w] 3]
*Description |CC Proj Budget Group Definition Status \Valid 0
Ruleset ChartField Project
Ruleset Find | View All First ‘4 10f5 '*' Last
*Ruleset |AUX [ pefault FHE
Ruleset Keys Personalize view Al | ] H First ‘&' 1.20f2 & Last
*SetiD *Range From *Range To Status
UCFD1 @ [18870303 Q@ [18570303 Q, valid [+ [=]
UCFD1 Q@ [35015001 Q_ [37025999 Q, Valid [# [=]
i1l Save _J' Return to Search [=] Notify ____fﬁ ﬂ Include History r Correct History
Control Budget Options | Ruleset Charifield | Keys and Translations | Expiration Chartfield | Budget Period Status | Control ChartField | Offsets | Excluded Account Types

16. | In the dialog box enter the Project ID.

ucf.edu needs some information

Script Prompt:
Erter search string:

Cancel

H
- =
- \_ &
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Pl System Navigation for Grants
Step | Action
17. | Click OK. (See image in previous step.)
18. | Verify no value exists.
19. | Click the plus sign (+) to add a new line.
Ruleset Find | View All First '4) 10f5 '} Last
*Ruleset |AUX [ pefault =
Ruleset Keys Personalize | Find | View Al | &2 & First ‘4 120f2 '} Last
*SetiD *Range From *Range To Status
UCFO1 Q_ [18870303 Q_ [18870303 Q Vvalid Fl=]
UCFOT Q, [35015001 Q_ (37025899 Q Valid £l =
20. | Enter the following:
a) SetID [UCF01]
b) Range From (Project Number)
c¢) Range To (Project Number)
Control Budget Options Ruleset Chartfield Keys and Translations Expiration Chartfield Budget Period Status D]
SetiD UCFO1 Ledger Group CC_PROJ_PT
Effective Date | View Al First ‘& 1o0f1 & Last
*Effective Date 01/01/1901 ) *Status [ [=]
*Description CC Proj Budget Group o
Ruleset ChartField Project
Ruleset Find | View All First ‘4’ 10of5 '*' Last
*Ruleset |AUX [ pefault =]
Ruleset Keys Personalize | Find | View All | 2] & First ‘& 120f2 '} Last
*SetlD *Range From *Range To Status
UCFO1 Q_ [18870303 Q [18870303 Q valid [ =]
UCFOT Q, [35015001 @ [37025999 Q vaiid [ =]
21. | Click Save.
22. | In the Definition Status field, select the Validation Required link. (See image in step
20. “Validation Required” will display where “Valid” displays in the image.)
23. | Click OK.
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System Navigation for Grants

Step

Action

24,

Click Save.

25.

Navigate to Main Menu > Commitment Control > Define Control Budgets >
Budget Definitions.

&i& UCF Financials

Navigator v  Search @ Advanced Search [ L

arch Resulis

Favorites = |

| MainMenu « |

Top Menu Feat

The menu is no!
Menu to get sta

Highlights

Recently Used
appear under i
menu, located

Breadcrumbs
your navigation
you access to t
subfolders.

Menu Search,
the Main Menu
type ahead whi
pages much fa:

PP R RPRPRPRPRPORPRPRRPRROPRRP @R

Search Menu:

FS

Supplier Contracts

Departmental Authorization

Customers

Customer Contracts
Order Management
ltems

Suppliers

Purchasing
eProcurement
Services Procurement
Grants

Project Costing
Proposal Management
Billing

Accounts Receivable
Accounts Payable
Asset Management
Banking

Cash Management
Commitment Control

General Ledger

T P

3

3

=
=)
=)

Define Control Budget:

(5]  Budget Definitions
RESSCa el

Define Budget Security
Budaget Journals

El Budget Aftributes

|_.| Associated Budgets
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el  System Navigation for Grants

Step | Action

26. | Enter the following:

a) SetID Value [UCFO01]
b) Ledger Group [CC_PROJ CH]

Budget Definitions

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

Find an Existing Value || Adda New Vaiue

Search Criteria

SetiD Value[= |
Ledger Group|= W

[ include History [ correct History

L L

27. | Click Search.

(include History U comrect History

Clear Basic Search 2 Save Search Criteria

28. | Select the Ruleset Chartfield tab.

Control Budget Opfions Ruleset Chartfield Keys and Translations Expiration Chartfield Budget Period Status D]
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el  System Navigation for Grants

Step | Action

29. | Click the Find link of the CONST Ruleset.

Control Budget Options Ruleset Chartfield Keys and Translations Expiration Chartfield Budget Period Status E)

SetlD UCFOD1 Ledger Group CC_PROJ_PT
Effective Date Find | View All First ‘4 10f1 ‘&' Last
*Effective Date [01/01/1901 |5 *Status[Actve _ ~| ==
*Description (CC Proj Budget Group Definition Status valid o

Ruleset ChartField Project

Ruleset Find | View All First ‘4" 10f5 '»' Last
*Ruleset |AUX [ pefault =
Ruleset Keys Personalize View Al B First '4' 1.2 0f2 ‘®' Last
*SetlD *Range From *Range To Status
UCFO1 Q, [18370303 Q, (18870303 @, valid [+] [=]
UCFO1 Q, [35015001 Q, [37025099 Q, Vvalid [*#] [=]

30. | In the dialog box enter the Project ID.

ucf.edu needs some information 2
Enter search string:
Cancel

31. | Click OK. (See image in previous step.)

32. | Verify no value exists.

33. | Click the plus sign (+) to add a new line. (See image in next step.)
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Step | Action
34. | Enter the following:

a) SetID [UCF01]

b) Range From (Project Number)

c¢) Range To (Project Number)

Control Budget Options Ruleset Chartfield Keys and Translations Expiration Charifield Budget Period Status E)
SetiD UCFOD1 Ledger Group CC_PROJ_PT
Effective Date Find | View All First 4/ 10f1 ‘&' Last

*Effective Date [01/01/1901 |5 *Status[Actve _ ~| ==

*Description CC Proj Budget Group I Definition Status Valid I o
Ruleset ChartField Project
Ruleset Find | View All First ‘&' 10f5 b’ Last
*Ruleset AUX [ Defautt [ [=]
Ruleset Keys Personalize | Find | View All | 2] B First '4' 1.2 0f2 ‘®' Last
*SetlD *Range From *Range To Status
UCFO1 Q, [18370303 Q, [18870303 Q Jvaiid [+ =]
UCFO1 Q, [35015001 Q, |37025998 Q fvaiid =]
(Note: In the image the Ruleset appears as AUX. The actual process should display
CONST,)

35. | Click Save.

36. | In the Definition Status field, click the Validation Required link. (See image in
previous step. “Validation Required” will display where “Valid” displays in the
image.)

37. | Click OK.

38. | Click Save.

Note 1: Financials Support Services must complete the above steps (11-38) before the
budget can be posted.

Note 2: Construction projects use a different commitment control (KK) ledger set up
and follow different budget-checking rules than Grant-related projects.
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Step | Action

39. | Navigate to Main Menu > Grants > Awards > Project Budgets.

Favorites~ | | MainMenu v |
Search Menu:
Top Menu Featy ® .
3 Employee Sel-Service 4
The menu is nol —  Manager Selff-Service »
Main Menuto gl &1 supplier Contracts »
Highlights O  Deparimental Autharization 3
3  customer 3
Recently Used Customers
appear undertll .0 Customer Contracts ’
menu, located
0O order Management {b 4
L tems »
L3 suppliers ’
0O p ¢ 3
Breadcrumbs urchasing
display your na] .3 eProcurement 4
andgiveyouaq ~ o . - ant »
contents of su Services Procurement L
31 Grants 3 sponsor Websites 4
O Project Costing ' Proposals >
; Award Profile
I Proposal Management = Ij -
Menu Search, 3 E Froj
the Main Menu| L Biling : .
type ahead whi ACcounts Receivanle 03 sponsored Projects OFf El Project Activity
finding pages TR - R |5  eroject Budgets |
£ Accounts Payable L Departments lect Sudgets
01 Asset Management 3 professionals Ij Project Budget Inguiry
£ Banking 3 sponsors [E  commitment Control Errors
3 cash Management ' subrecipients B Negotate Avarg
B9 commitment Control £3  Interactive Reports E  rrocess Facilties Admin
3

_ _ H o Diérnnotiaum Coa
40. | Enter the following:
a) Business Unit
b) Project (Project ID)
Favorites « | Main Menu - > Granis = > Awards - > Project Budgets

Project Budgets

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

Find an Existing Value

Search Criteria

Busingss Unit| = = CFO1 Q,

Project| begins with ¥ | _IQ
v

Budget Plan 1D| =

Budget Period | begins with v
Budget Type| = v A
Description| begins with ¥

Case Sensitive
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gl System Navigation for Grants

Step | Action

41. | Click Search.

| = )
‘ Search Clear | Basic Search = Save Search Criteria

42. | Verify and update the budget lines. Ensure the following values are correct:

General

a) Budget Item [51056 FSBO]

b) Account [000000]

c) Activity

d) Analysis Type [BUD or CBU only when the budget line is for cost share]
e) Fund Code [51039]

f) Program Code [ZZ)]
g) Amount

Budget Detail
Project 16208225 CE-IMPACTS OF ELECTRIFIED SHAR
Budget Period 1 Begin Date 11/01/2018 End Date 12/21/2018 Hielee Process Monitor
Project Budget Summary
Cost Share Direct $0.00 Currency USD Total Budget $90,000.00
Sponsor Budget $90,000.00 Security Status None

Budget Amounts for Period

General Project Detail General Ledger Detail ‘Commitment Control Detail Grants Detail
Account Department Activity AnalysisType  Source Type  Catsgory Subcategory romd [Froman Bedoel (ks Opersting Uik
713000 GRANT BUD 21030 ZZ
750000 GRANT BUD 21030 ZZ
752000 GRANT BUD 21030 z2Z
712000 GRANT BUD 21030 27
720000 GRANT BUD 21030 2Z
711000 GRANT BUD 21030 ZZ
774100 GRANT BUD 21030 2Z
726000 GRANT BUD 21030 ZZ
774000 GRANT BUD 21030 ZZ

' Save oh Return to Search [=] Notify

General Ledger Detail
a) GL Business Unit

Commitment Control Detail

a) Ledger Group [CC_PROJ_CH]
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el  System Navigation for Grants

b) Ledger [CH_PG_BUD]
c) Budget Reference (fiscal year of start date)

New Window | Help |
Budget Detail
Project 16208225 CE-IMPACTS OF ELECTRIFIED SHAR
Budget Period 1 Begin Date 11/01/2018 End Date 12/21/2019 il Process Monitor
Project Budget Summary
Cost Share Direct $0.00 Currency USD Total Budget $90,000.00
Sponsor Budget $30,000.00 Security Status None

Budget Amounts for Period

General Project Detail General Ledger Detail Commitment Control Detail Grants Detail
Account Department Activity Analysis Type  Source Type Category Subcategory E‘;‘;‘g E{:fe’a’" E:a%;ce .’:":‘;”'\‘ﬁ“f Operating Unit
713000 GRANT BUD 21030 ZZ
750000 GRANT BUD 21030 ZZ
782000 GRANT BUD 21030 ZZ
712000 GRANT BUD 21030 77
720000 GRANT BUD 21030 ZZ
711000 GRANT BUD 21030 ZZ
774100 GRANT BUD 21030 77
726000 GRANT BUD 21030 ZZ
774000 GRANT BUD 21030 ZZ

(5l Save __.-“ Return to Search i _3 Notify 1l

Grants Detail
a) Facilities and Administration (check only if the budget item is F& A/Indirect
Costs)
b) Cost Sharing (check only if the budget item is Cost Sharing)

Note: Confirm FA and Cost Share checkboxes are appropriately selected.

Budget Detail
Project 16208225 CE-IMPACTS OF ELECTRIFIED SHAR
Budget Period 1 Begin Date 11/01/2018 End Date 12/21/2019 Finallrs Frocess Monitor
Project Budget Summary
Cost Share Direct $0.00 Currency USD Total Budget $90,000.00
Sponsor Budget $90,000.00 Security Status None

Budget Amounts for Period

General || Project Detail || General Ledger Detail | Commitment Control Detail | Grants Detail
Account Department Activity Analysis Type  Source Type  Calegory Subcategory fond | touwom - (Dudoel | (A
713000 GRANT BUD 21030 ZZ
750000 GRANT BUD 21030 27
732000 GRANT BUD 21030 27
712000 GRANT BUD 21030 ZZ
720000 GRANT BUD 21030 ZZ
711000 GRANT BUD 21030 27
774100 GRANT BUD 21030 77
726000 GRANT BUD 21030 ZZ
774000 GRANT BUD 21030 27
_n!isave i 5t Return to Search 3 Notify
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Step | Action
43. | Add additional lines as necessary by clicking the plus sign (+).
I e ke Process Monitor
Total Budget $90,000.00
Security Status None
Personalize | Find | View All | & | [ First ‘4 1100f10 } Last
lory Subcategory pel osm ekt Dyl Operating Unit  Affiliate Fund Affiliate  Budget ltem Amount Currency
—
21030 77 CONSLT 0.00 USD [+]
21030 ZZ EQuIP 0.00USD [E3)
21030 77 FACADM 104.00 USD E3]
21030 ZZ oPs 0.00USD 3]
21030 77 OTHER 0.00 USD 3]
21030 ZZ PERSON ,273.00 USD [
21030 ZZ STIPND 0.00 USD £3]
21030 ZZ TRAVEL 0.00UsSD [#
21030 77 TUITIo 62300 USD [#]
]
U QU Q Q Q Q Q QU U QU 0.00 UsD [ [=]
< >
44. | Click Save.
Budget Detail
Project 16208225 CE-IMPACTS OF ELECTRIFIED SHAR
Budget Period 1 Begin Date 11/01/2018
Project Budget Summary
Cost Share Direct $0.00 Currency USD
Sponsor Budget $90,000.00
Budget Amounts for Period
General Project Detail General Ledger Detail Commitment Control Detail Grants Detail
Account Department Activity Analysis Type Source Type Categ)
713000 GRANT BUD
750000 GRANT BUD
782000 GRANT BUD
712000 GRANT BUD
720000 GRANT BUD
711000 GRANT BUD
774100 GRANT BUD
726000 GRANT BUD
774000 GRANT BUD
Q Q Q [BUD Q Q
5" Return to Search [=7] Notify
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Step | Action

45.

Once the budget is set, click the Finalize button to finalize the budget.

Budget Detail
Project 16208225
Budget Period 1

Project Budget Summary

Cost Share Direct $0.00

Sponsor Budget $30,000.00

Budget Amounts for Period

CE-IMPACTS OF ELECTRIFIED SHAR

Process Monitor

Begin Date 11/01/2018 End Date 12721/2019

Currency USD Total Budget $90,000.00

Security Status None

46.

Click the Process Monitor link to ensure the Process runs to Success.

Budget Detail
Project 16208225
Budget Period 1

Project Budget Summary

Cost Share Direct 3000

Sponsor Budget $30,000.00

Budget Amounts for Period

CEIMPACTS OF ELECTRIFIED SHAR

End Date 12/21/2019

bl l Pracess Monitor I

$90,000 00

Begin Date 11/01/2013

Total Budget
Security Status None

Currency USD

up as.

Note: If issues persist, it could be because of the Account Tree Level the project is set
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Step | Action

47. | Navigate to Main Menu > Grants > Awards > Award Profile.

& UCFFinancials At Seach
Favorites = | Main Menu - ‘
Search Menu:
Top Menu[%eau ®
¥
LI Employee Self-Service 3
The menuisnol —  Manager Self-Service b
Main Menutog 03  supplier Contracts 3
Highlights L3 Deparimental Authorization 3
Recently Used B Customers '
appear undertf L3 Customer Contracts 4
menu, located
3 Order Management r
B items 3
3 Suppliers r
| ¢ r
Breadcrumbs urenasing
your navigation| .2 eProcurement L4
you access to t 0 senice - - K
subfolders. Services Procurement L
1 Grants 3 Sponsor Websites 4
O Project Costing B Proposals 4
P— Award Profile
8 Proposal Management H Awaras T Award Prof I
Menu Search, & PR ﬂ Project
the Main Menu| 3 Biling Institutions .
\E)fpde_\ ahead whil 0y 5.0 e on cone | 1 Sponsored Projects O B Projectactivty
indinn nanoc o - - R - L]

(Alternately, navigate to Main Menu > Customer Contracts > Create and Amend >
General Information.

48. | Enter the following:

a) Business Unit
b) Project (Project ID)

Favorites - | Main Menu - * Grants - * Awards ~ * Award Profile

Awal% Profile

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[= v luceod | &Y
Award 1D| begins with
Project| begins with v | | &}

Description | begins with v

Pl ID| begins with »

Proposal ID| begins with *

Reference Award Mumber| begins with

Case Sensitive

Grants — Set Up Contracts Course 2, Page 125



&

UCF

UCF Financials

System Navigation for Grants
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Action

49.

Click Search.

Case Sensitive

[ -
Search Clear Basic Search & Save Search Criteria

50.

Select the correct award from the Search Results (if the project doesn’t default).

51.

Click the View Contract link.

Favorites « | Main M4

Award

Funding R

Referenc)

p|

Associated Project

52.

Review the General tab and verify the following values:

a) Contract Type
b) Contract Status [Pending]

General

Contract Number 0000007424

Description Obesity Study

Use Project ChartFields:

Contract Admin Q
Region Code Q

I Contract Type CNG [ I

Currency Code USD

Exchange Rate Type | CRRNT

Contract Signed 06/03/2019 El
Contract Role Q

Revenue Profile Q

| *Contract Status PENDING

Add to My Contracts

Processing Status Pending
Amendment Status
Business Unit University of Central Florida
Contract Classification Standard
Last Amended
Start Date
End Date
Last Update Date/Time

Last Update User ID
Separate Fixed Billing and Revenue:

Separate As Incurred Billing and Revenue:
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Step | Action

53. | Select the Lines tab. (See image in previous step.)

54. | Click Add Contract Lines.

General Lines
=l
Contract Number 0000007434 E‘E' Sold To Customer Texas A&NM University (TAMU)
Contract Status PENDING
| Add Contract Lines | Add Default Kit
55. | Enter Product [CR_FB_EVENT].

General Information
Add Contract Lines

Search (2

Product Group a Product Kits
Product] | Renewable
Product Description
Price Type T
Physical Nature T
Create Adhoc Product Return to Contract Lines

56. | Click Search. (See image in previous step.)

57. | Select the appropriate result from the Search Results.

Snlarch Results (7
General Templates
Product Description Price Type :I’g&gal Product Kit  *Fee Type Start Date End Date
1 AS_INCURRED As Incurred Rate Services N Mone [5] Bl
¥ Select Al Clear All
Create Plans from Template Combine Like Templates
#| Billing Plans ¥ Billing Plans
¥| Revenue Plans ¥ Revenue Plans
#| Renewal Plans
| Add Contract Lines I Create Adhoc Product Return to Contract Lines

58. | Click Add Contract Lines. (See image in previous step.)
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59. | Click the Return to Contract Lines link.
General Information
Add Contract Lines
Search (2
Product Group Q Product Kits
Product AS_INCURRED Renewable
Product Description
Price Type r
Physical Nature v
Search 1 line(s) have been added to the contract
Create Adhoc Product I Return to Contract Lines I
60. | Click Save.
Billing Flans Revenue Flans

Return to Award Profile

[&F Return to Search =] Motify

General | Lines
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61.

Navigate to Main Menu > Grants > Awards > Award Profile.

\'1(& UCF Financials

Favorites - |

Main Menu - |

Top Menul%eau

The menu is noy
Main Menu to g

Highlights

Recently Used
appear under tl
menu, located

Breadcrumbs
your navigation
you access to i
subfolders.

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

o o o A A I I A

Search Menu:

Employee Self-Service
Manager Self-Service
Supplier Contracts
Departmental Authorization
Customers

Customer Contracts
Order Management
ltems

Suppliers

Purchasing
eProcurement

Services Procurement

Grants

Project Costing
Proposal Management
Billing

Accounts Receivable
Accounts Payable
Asgset Management
Banking

Cash Managemeni

I I S B I

Commitment Control

Sponsor Websites
Proposals

Awards

Institutions

Sponsored Projects Offi
Departments
Professionals
Sponsors

Subrecipients

Interactive Reports

e

=] tivity

Budgets

Budget Inguiry

Commitment Control Errors

Negotiate Award

Process Facilities Admin

(Alternately, navigate to Main Menu > Customer Contracts > Create and Amend > Lines

tab.)

62.

Click View Contract link.

Favorites « | Main My
Award Funding R
Referenc]

I SN I S

Associated Project

Pl
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Step | Action

63. | Select the Lines tab.

General Amendments

Contract Numbe

Amendment Numbe

64. | Review the General tab and verify the following values:

a) Start Date (of the award)
b) End Date (of the award and add 180 days to the Contract Line)
c) Status [Active]

Contract Lines (2 y Find | View Al | 2 | IE First (4) 1-30f3 (») Last
General Detail Billing Amount Details Revenue Amount Details
/
Actions Line Product Description Price Type ) Start Date End Date *Status
CURRED _ £ STTAIE SETENIE .
~ Actions 1 AS_INCURRED As Incurred Rate Q ||D8/08/2019 5] D&/28/2025 |[H) | Active
/
~ Actions 2 AS_INCURRED As Incurred Rate q, [3) ] |Active
{
- Actions 3 AS_INCURRED As Incurred Rate Q E} [ |Active
< ;
A

65. | Click Save.

Billing Plans Revenue Plans
Return to Award Erofile

[&F Return to Search [=] Motify

General | Lines

66. | Select the Lines tab.

Favorites « | Ma

General

67. | Under the Contract Lines heading, select the Detail tab.

Contract Lines 17

General Detail Billing Amount Details Revenue Amount Details | |[[F=5¥
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Step | Action

68.

Click the Contract Terms link of the incorrect line.

Contract Lines (7
General Detail Billing Amount Details || Revenue Amount Details
Actions Line Product Description Price Type
 Actions 1 AS_INCURRED As Incurred Rate
 Actions 2 AS_INCURRED As Incurred Rate
 Actions 3 AS_INCURRED As Incurred Rate

Personalize | Find | View All | |

Billing Plan Revenue Plan Confract Terms Accounting
Pending Pending Contract Terms Distribution
Pending Pending Contract Terms Distribution
Pending Pending Contract Terms Distribution

69.
will be associated with the correct line and

Delete all Related Projects by using the minus sign (-). Note Project numbers as they

added in step 72.

Related Projects

Fél

Contract Number 0000007484

Amendment Number

Contract Line

Product AS_INCURRED
Description  As Incurred

Return to General Information

[@h Return to Search [=] Notify

% Refresh

PC Business Unit Q, Transaction Limits Review Limits
Billing Limit Perform Limit Checking
Revenue Limit Retainage ID Q,
Discount ID Q Tiered Pricing Tiered Pricing
Associated Rates Personalize | Find | (2] First (4) 10f1 (») Last
Effective Date Status Rate Selection Rate Set
1 [1or172018 H [Active v| [Rate Set v Q, Rale Sel F =
Associated Projects & Activities Personalize | (2] First (4) 10f1 (p) Last
*Project *Activity
[Zo15201¢ la Q ==
Create Project Create Activity All Activities

Sold To Customer Texas A&M University (TAMU)

Contract Status PENDING

Price Type Rate

Iy

Amount Allocation

_;j Include History L}’ Correct History

70. | Click Save. (See image in previous step.)

71.
69.)

Click the right arrow to navigate to the correct Contract Line. (See image in step
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Step

Action

72.

Enter the following:
a) PC Business Unit

b) Project (project that was deleted from the other line)

c) Activity

Related Projects
Contract Number 0000007434 Sold To Customer Texas A&M University (TAMU)
Amendment Number Contract Status PENDING
ContractLine 4 3 Price Type Rate
Product AS_INCURRED
Description  As Incurred
PC Business Unit Q Transaction Limits Review Limits
Billing Limit Perform Limit Cnec!(ing
Revenue Limit Retainage: Iy a
Discount ID Q [ Tiered Pricing Tiered Pricing
Associated Rates Personalize | Find | = First ‘&' fof1 ' Last
Effective Date Status Rate Selection Rate Plan
1[10r1172019 [ [Active V| [Rate Fian v Q, |rate Pian [+ =]
Associated Projects & Activities Personalize | = First ‘&' 10f1 ‘& Last
*Project =Activity
O a a =
Create Project Create Activity All Activities.
I Return to General Information I Amount Allocation
* Return to Search = MNotify ||&* Refresh 4| Include History '+ Correct History

73. | Click Save. (See image in previous step.)

74. | Click the Return to General Information link. (See image in step 72.)

75. | On the bottom right of the page in the Go To [More] dropdown list, select Billing Options.

Supplemental Data Go To More v

Attachments

Billing Options
Conversations
Internal Notes
Mare

Payment Terms
Frepaids

Price Adjustments
Proaress Pavments

]
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Step | Action
76. | Verify the following values:
Billing Options
a) Bill To Customer (This should default and be the same as Sold To Customer.
Discuss with leadership if they are different.)
b) Address Seq (sequence) Num (number) (Ensure this is the same address as
what is on the most recent award modification or Notice of Award.*)
¢) Billing Business Unit
d) Bill Type [CGO for UCF01; RFD, INC, NEC, NSP, TTF for RFDO01]
Grants Information
e) Cost Reimbursable [Check]
Billing Options
Bill To Customer |CNG52357 Q| Texas A&M University (TAMU)
Address Seq Num 1& Bill To Address
Billing Business Unit UCFO1 Q University of Central Florida
Bill Type CGO Q Contracts and Grants Default
Billing Default Overrides
Payment Method
Payment Terms Q
SubCustomer 1
SubCustomer 2
Grants Information
I ®' Cost Reimbursable | Cost Sharing Detail
Letter of Credit Salary Detail
*To verify this information use query FXAR Customer and compare against award
address. The Location number will be the number that needs to be associated here.
77. | Click Save.
Billing Plans Revenue Plans

Return to Award Profile

[@F Return to Search =] Motify

General | Lines
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Step | Action

78. | Navigate back to the Lines tab.

Favoriies = | Iain Menu -

General Billing Options

79. | Click the Amount Allocation link.

™

Billing Plans Fevenue Flans Milestonss Fenewals Amount Allocation

[§]save ||[@r Returnto Search | |[=] Motify

Gengral | Lines | Billing Options

80. | In the following fields enter the total amount of the award that is authorized to be
billed or the adjusted amount to bring the line to the total amount:

d) Total Billing
e) Fixed Billing
f) Billing Limit

Billing Allocation Revenue Allocation

Contract 0000007424 Sold To Customer CNG52587 Texas A&M University (TAMU)

Business Unit UCF01 Currency USD Contract Admin

Contract Billing (7

I Total Billing 13,500.00 I Unallocated Billing -52.00

Fixed Billing (7

I Fixed Billing I Unallocated Fixed Billing 0.00
Billing Discounts/Surcharges 0.00 Inclusive Prepaids 0.00
Net Fixed Billing 0.00 Allocation | Incomplete b
Recalculate
Contract Line Pricing (7 Personalize | Find | (2| [ First (4' 1-30f3 (» Last
Retrlepv;?cglmng Line Product Bundle Price Type Quantity Billing Limit Limit Check Actions
AS_INCURRED Rate 1.0000 13,582.00 Limit Check - Actions
2 AS_INCURRED Rate 1.0000 0.00 Limit Check ~ Actions
3 AS_INCURRED Rate 1.0000 0.00 Limit Check - Actions

W Select All Clear All Recalculate

81. | Click the second Recalculate button. (See image in the previous step.)
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Step

Action

82.

Verify that the Total Billing and Billing Limit are equal.

Line Totals (7

Billing Amount 0.00 Recurring Billing

0.00

Discounts/Surcharges 0.00 | Bitling Limit

13,552.00 |

I Total Billing 13,582.00 I

83.

Click Save.

Prepaids
Return to General Information

[&r Return to Search [=] Motify SL Next tab

Billing Allocation | Revenue Allocation

84.

Click the Return to General Information link.

Frepaids
|F{e'.urn to General Information |

[§]Save ||[E" Return to Search [=] Motify St Next tab

Billing Allocation | Revenue Allocation

8S.

Select the Lines tab.

Favorites - | va

General Lines

86.

Click the Billing Plans link.

Billing Flans Revenue Flans

[F]save ||[E" Return to Search =] Motify

General | Lines
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Step | Action

87. | Click the Line of the incorrect product.

Alsign Billing Plan

Contract 0000007424 Obesity Study

Sold To Customer Texas A&M University (TAMU)

Contract Lines to be Assigned / Unassigned

Persol
Line Product Line Description Billing Amount Price Type Plan Plan Description
AS_INCURRED As Incurred Rate B101 As Incurred
# |2 AS_INCURRED As Incurred Rate B102 As Incurred
3 AS_INCURRED As Incurred Rate B102 As Incurred
W Select Al Clear All

Bill Plan to Assign / Unassign

Billing Plan NEXT Q Billing Plan Template Q
Billing Method M Bill Plan Detail Template 1D Q
Description

Assign

Assign selected Lines/Sequences to Billing Plan Unassign Unassign selected Lines/Sequences from Billing Plan

88. | Click Unassign button. (See image in previous step.)

89. | Select the CR_FB_EVENT line. (See image in next step.)

90. | Enter the following:

a) Billing Plan [NEXT]
b) Billing Plan Template [Fixed Amount]

Contract Lines to be Assigned / Unassigned

Personalize
Line Product Line Description Billing Amount Price Type Plan Plan Description
I’} AS_INCURRED As Incurred Rate B101 As Incurred
2 AS_INCURRED As Incurred Rate
D 3 CR_FB_EVENT
¥ Select Al Clear All

Bill Plan to Assign [ Unassign

| Billing Plan NEXT Q Billing Plan Template Q
Billing Method v Bill Plan Detail Template ID Q
Description

Assian Assign selected Lines/Sequences to Billing Plan Unassian Unassign selected Lines/Sequences from Billing Plan

91. | Click Assign. (See image in previous step.)
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Step | Action

92. | Click the Return to General Information link.

Feturn to General Information

[& Return to Search =] Motify

93. | Click Save.
Billing Plans Fevenue Flans
[&F Return to Search [=] Notify

General | Lines | Billing Options

94. | Click the Billing Plans link. (See image in previous step.)

95. | Select the link for the new Bill Plan in the Plan column.

Plan
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Step | Action

96. | Verify the following values:

Customer Information

a) BI Unit

Billing Options

Billing Default Overrides

a) Invoice Form

c) Billing Specialist

a) Ready at Activation [Check]

b) Bill to Contact (correct sponsor contact)

a) Bill Type [CGO for UCF01; RFD, INC, NEC, NSP, TTF, for RFD01]
b) Bill Source [CONTRACTS for UCF01 or RESFND for RFD01]

b) Cycle ID (associated with when the bill is due)

Billing Plan General Events History

Contract 0000007424
Sold To Customer CNGE2557

Billing Plan  B103

Description Fixed Amount

Billing Method| As Incurred

Customer Information

Bl Unit JCFO1 Q.

*Bill To Customer CNG52557 (o}
Addr Num e, =
I Bill To Contact 1 QI
Billing Options
Bill Type CGD aQ
Bill Source CONTRACTS |Q
Summarization Template 1D Q

Purchase Qrder
Billing Header Note Internal Motes

Billing Default Overrides

Invoice Form Q.
Cycle ID Q
Bill By ID Q
Payment Method
Payment Terms aQ
Billing Inquiry
|Ewllmg Specialist Ql
Billing Authority Q

Return to Assign Billing Plan

[ Return to Search

Billing Plan General | Events | History

[=] Motify

Texas ABM University (TAMU)

Fixed Amount

*Billing Status | Pending v

University of Central Florida

Texas A&M University (TAMU)

Deanna Hawley

Pre Approved

Direct Invoice

Preview Summarization Template

Wiew Customer Defaults

Bl Unit UCFD1
Bill To CNGE255T

Currency USD

Texas ABM University (TAMU)

| Ready at Activation

Transaction Options
Bill Currency | Contract Currency v
Retainage Options
Items previously held as Retainages
*' Hold

Bill Write-off

Tolerance Options

Minimum Bill Amount

Final Bill

[E Add
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Step | Action
97. | Click Save. (See image in previous step.)
98. | Select the Internal Notes link. The Contract Notes page opens.
Billing Options
Bill Type CGO Q Pre Approved
Bill Source [CONTRACTS |q Direct Invoice
Summarization Template 1D (&}
Purchase Order
Billing Header Note Preview Summarization Template
99. | Enter the following:
a) Classification [Custom]
b) Note Type [DOM]
c) Text (the day of the month on which the invoice needs to be sent out, i.e., 5,
10, 15, 20, 25, 30)
Notes Contents Find | View All First (4! 10f1 (k) Last
*Component [+]
Contract Header v
*Classification Standard Note Code
C—Ja
Text
Last Update Last Changed By
100. | Click Save.
Return to Define Billing Flan
[z Return to Search (=] Motify
101. | Close the Contract Notes page and return to the Define Billing Plan page.

Define Billing Plan s » Contract Motes
ng
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Step | Action
102. | Select the Events tab.

Favorites - | Main Menu - * Grants - * A

Billing Plan General Billing Plan Lines History
103. | Click Add New Event.

Billing Flan General Events History

Contract 0000007424
Sold To Customer CNGE2557
Billing Plan | 4} B103
| Add New Event |

104. | Select the following:

Define Events
b) Amount [Checked]

Event Detail
e) Event Type [Date]

f) Event Status [Keep lines Pending until the line needs to be billed, or if the
date and Amount are known, status can be updated to Ready.|

2)

Event Date (Enter the day the line will be billed.)

c) Amount (Enter the total amount of the prepaid or enter schedule of payments.
The total event amount should equal awarded amount.)

Define Events Amount Detail
O percent Total Amount 000
Remaining Percent 100.00000000
Add Milestone
Remaining Amount 0.00
Event Detail Personalize | Find | & | & First ‘' 10f1 ‘M Last
Event Event Type *Event Status Event Date Amount
Date w]| [Pending v| [10/m172019 [si] Event Note o.00j+] [=]
Retumn fo General Information
* Return to Search | |[=] Notify & Add
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Step

Action

105.

Click Save. (See image in previous step.)

106.

Ensure the Remaining Amount is 0.00.

Amount Detail

Total Amount

Remaining Amount

107.

Click the Return to Assign Billing Plan link. (See image in step 107.)

108.

Click the Return to General Information link.

Return to General Information

[gh Return to Search =] Motify

109.

Click the Revenue Plan link.

Billing Plans

B save ||[Gh Returnto Search

General | Lines

Revenue Flans

=] Motify

110.

Click the Line of the incorrect product.

Assign Revenue Plan

Contract 0000007434

Contract Lines to be Assigned / Unassigned

Line Product Description
1 AS_INCURRED As Incurred
2 AS_INCURRED As Incurred
3
¥ select All Clear Al
Revenue Plan Assign/Unassign
Revenue Plan NEXT Q

Revenue Method

Description

Assign Assign selected contract lines to Revenue Flan

Sold To Customer Texas A&M University (TAMU)

Obesity Study

Price

Revenue Amount Typ Plan Plan Description

Rate R101  As Incurred
Rate R102 As Incurred
Rate R102  As Incurred

Revenue Plan Template

Unassign Unassign selected contract lines from Revenue Plan

Personalize | Find | View|
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111. | Click the Unassign button. (See image in previous step.)
112. | Select the CR_FB_EVENT Line. (See image in next step.)
113. | Enter values in the following fields:
a) Billing Plan [NEXT]
b) Revenue Method [Billing Manages Revenue]
Contract Lines to be Assigned / Unassigned Personalize | Find | Viey
Line Product Description Revenue Amount %EID‘:: Plan Plan Description
1 AS_INCURRED As Incurred Rate R101  As Incurred
2 AS_INCURRED As Incurred Rate R102  As Incurred
3 CR_FB_EVENT Rate R102 As Incurred
¥select All Clear Al
Revenue Plan Assign/Unassign
Revenue Plan NEXT Q Revenue Plan Template Q
Revenue Method v
Description
Assign selected contract lines to Revenue Plan Unassign Unassign selected contract lines from Revenue Plan
[Refun o General Information| L
114. | Click Assign. (See image in previous step.)
115. | Click the Return to General Information link. (See image in step 113.)
116. | Note: The following has to be completed the next day after the SpeedType has been
created.
On the Lines tab select the Detail tab.
Favorites » | Main Menu - > Granis « > Awards v > Award Profile > General Information
enera
=h
Contract Number 0000007484 DE' Sold To Customer Texas A&M University (TAl
Contract Status PENDING
Add Contract Lines Add Default Kit
Contract Lines (#
General Billing Amount Details || Revenue Amount Details
Grants —
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Step | Action

117.

In the Accounting column select the Distribution link of the appropriate row.

Contract Lines (2
General Detail || Billing Amount Details || Revenue Amount Details
Actions Line Product Description Price Type
- Actions 1 AS_INCURRED As Incurred Rate
« Actions 2 AS_INCURRED iAs Incurred Rate
« Actions 3 AS_INCURRED iAs Incurred Rate

Personalize | Find | View All | (& |

Billing Plan Revenue Plan Contract Terms Accounting
Pending Pending Contract Terms Distribution

Pending Contract Terms Distribution
Pending Pending Contract Terms Distribution

118. | Enter the following:

Revenue Forecast
a)
b)

the Department is deleted.)
Account (defaults)

Fund
Program

d)
e)

Contract Asset

Distribution Code [Rev-[Project Type]] (This field will become blank once

c) Project (Enter associated Project.)

a) Distribution Code [AR-UAR[CG/RF]]
b) Department (delete defaulted value)

c) Account (defaults)

d) Project (Enter associated Project.)

e) Fund
f) Program

Revenue Personalize | Find | 1] [ First 40 10f1 b Last
Percentage Revenue Amount GL Unit Distribution Code Account Dept Project Fund Program Bud
100.00000003 0.00 UCFO1 & [&] Q. Q. Q, QL
4
Contract Asset Personalize | Find | View All | (31] [ First (4 10f1 (» Last
Billing Amount Revenue Amount GL Unit Distribution Code Account Dept Project Fund Program
0.00 0.00 UCFD1 AR-UARCG Q, [155002 Q, 02504410 |Q Q, [20020 @, EZ [&]
1 3
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Step | Action

119. | Click Save.

Return to General Information

[@h Return to Search =] Motify

120. | Ensure both lines are valid.

Note: The contract Asset and Revenue lines will only be valid after the combo build
has run.

121. | Review the contract to ensure all information is properly set up.

122. | If an additional Contract Line needs to be added, refer to the “System Navigation for
Grants” manual, “Course 2. Set Up Contracts,” section “VI. Add Additional Contract
Line for Pending Contract.”

123. | On the General tab of the General Information page, update the Contract Status to
Active.

General | Lines

Contract Number 0000007437 Sold To Customer FL Alnc for Assist Sves Tech (FAAST)

*Contract Status{ACTIVE | (s}

124. | Click Save.

[gh Return to Search =7 Motify

General | Lines
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XIl. SUBCONTRACTS

For billing and spending to commence, some awards will require a subcontract to be set up after
the award has been set up in the Huron Research Suite (HRS). To be able to issue the purchase
order in UCF Financials, do the following:

Step | Action

1. | Subcontracts will be set up identically to all other contracts.

Refer to the following system procedures in the “System Navigation for Grants”
manual, “Course 2. Set Up Contracts™:

“I. Set Up & Activate a CRB Contract”

“II. Set Up & Activate an LOC Contract”

“III. Set Up & Activate a Fixed Price Contract”
“IV. Set Up & Activate a TM Contract”

Subcontract budgets will be segregated by SUBFA and SUBNOFA budget items for
tracking purposes. Multiple subcontracts will be combined on one contract line.
Details can be found by purchase order or in the HRS.

2. | Purchase orders and vouchers will indicate the appropriate General Ledger (GL)
accounts to charge. Separate accounts control whether the transaction is selected for
facilities and administrative (F&A) processing. For example, if a subcontract is for
$100,000 but only the first $25,000 allows F&A, the purchase order and subsequent
voucher should be set up with two lines — one for $25,000 with the GL account that
allows F&A and one line for the remainder of the funds with the GL account that
doesn’t allow F&A.

3. | Spending will be controlled by the purchase order and budgetary accounts.
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