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COURSE 3. MAINTAIN AWARDS

|l. CHANGE IN SPONSOR

If an award was generated, but the contract was set up with the wrong sponsor, the contract
needs to be closed and a new proposal set up.

Sten | Action

1. | Close the contract.

2. | Create a new proposal with the correct sponsor.

Grants — Maintain Awards Course 3, Page 1
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Il. NO LONGER PRE-AWARD SPENDING

If an award start date has been reached and documentation has been received but the rate or base
was incorrectly set up, neither can be changed in the Huron Research Suite (HRS) system and
integrated into UCF Financials. If these values need to be changed, a support ticket must be
opened, and the values must be manually updated in UCF Financials. Note that the funded
facilities and administrative rate percentage can be altered in HRS and will be integrated into
UCF Financials. To change the rate or base, do the following to allow billing to be processed.
(Contact HRS to ensure changes have been made there.)

Sten | Action

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

& UCF Financials | Ao Seoe
Favorites v | | MainMenu  ~
earch Menu: O sponsor Websites 3
Top Menu Featy I Proposals 3
U Awards =
L3 Employee Self-Service B
B elts 0 Institutions
P anager Self-Service
The menu is no) o ’ ©1 sponsorea Projests oL |
Main Menuto gl (3 supplier Contracts )
- 83  Departments E Budgets
ighli Deparimental Authoriza .
Highlights i Dt o professionals g Budget Inquiry
Recently Used Customers [ sponsors 5l commitment Control Errors
appear under tf (3 Customer Contracts )
n:jepnu. located 5 ) » - . L Subrecipients El  Negotiate Award
5 ;)rda vianagement 1 Interactive Renors [ Process Facilities Admin
2ms rocess Retroactive F&A
B e E  Grants Center [El  Process Refroactive F&A
Suppliers El . [E  create Continuation
0O  Pun B
Breadcrumbs urehasing B c E  review Award Modifications
; i B eProcurement
your navigatir) L1 efrocurement « | B oty engoates
) 3 Services Procurement
subfolders Services Frocuremant 5 FAEmor Interactive Report
B 3
Grants 2 Review Retroactive FaA
0 Project Costin 3
olect Losting [=]_Milestone Nofification

2. | Enter values into the following fields:

a) Business Unit
b) Project
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Project Activity

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 | VTR S}

Activity | begins with » Q
WEBS |ID| begins with
Project Description | begins with
beqins with
beqins with
= v T
begins with »
MNew Milestone| = v v
Include History Correct History Case Sensitive
3. | Click Search.
Include History Correct History Case Sensitive

Clear Basic Search 19."” Save Search Criteria

4. | To update F&A information, select the FA Rates tab.

Favorites « | Main Menu - > Granis + > Awards = > Project Activity

General Information Definition Location Aftachments Quality User Fields

Rates Budget Alerts Asset Infegration Rules

5. | Add new rows as needed. Enter the following:
F&A Rate Info

Facilities Admin Rate (select appropriate rate)

Institution

FA Base*

F&A Rate Info
Facilities Admin Ratef ORSON 2 Org Res On
Institution

Institution Rate

N I

Find | View All First (4) 10f1 (b Last

[+][=]

Find | View All First (4) 10f1 (b Last

] FA Rate % 49.00 [+][=]

Grants — Maintain Awards
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*FA Base Description

MTDCA Modified Total Direct Costs
MTDC MTDC - Equip Capital TH>=1K
TDC Total Direct Costs

SW Salaries & Wages

SWB Salaries, Wages, & Fringe

6. | Click Save.

‘lj{lSaw‘e i5h Return to Search &% Refresh

7. | Set up the Contract Line according 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”

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

Grants — Maintain Awards Course 3, Page 4
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lll. UPDATE CHARTFIELD ATTRIBUTES

If an award and Project have been set up but ChartField Attributes differ from the logic driven
values, complete the following steps to ensure that reports can be properly generated:

Sten

Action

1.

Navigate to Main Menu > Set Up Financials/Supply Chain > Common Definitions

> Design ChartFields > Define Values > ChartField Values.

\§ UCF Financials Navigator Bl rovanced Search B Lost Search Results myUCF | Home | Workist | Performance Trace | Addto

Favorites = | Main Menu  ~

Search Menu:

Personalize Conten|

Mass Delete SpeedTypes

-

Top Menu Featy I ® .
O Employes Self-Service 4
The menu is noy 3 manager Self-Service 3
Main Menutog (0 Supplier Contracts 3
Highlights L1 Departmental Authorization 3
8  customer: »
Recently Used Customers
appear under tf (3 Customer Contracts 3
menu, located
8 oOrder Management 3
8 tems 3
83  suppliers 3
0 e 3
Breadcrumbs urchasing B Audit Logging 3
your navigation| (3 eProcurement L4 S ISenedule: N
you access tot B services Procurement ) Calendars/Schedules —
subfolders SEnices Fracurement 1 Desion ChartFields O configure
8 Grant 3 g
Srans 3 Document Sequencing g
B3 Project Costing 4 B3 Journals 0O Combination Editing
L3 Proposal Management L4 evier
Menu Search, o o 03 Location 0 Review El
the Main Menu| &3 Billing 4 3 Payol Tax 3 Repors »
type ahead whi e Bereiane N .
finding pages n ns Receivabls 83 shipping and Receiving| 8 uCF Processes 4
= nts Payable ' £3 Units of Measure 4
0B Asset Management 4 B3 User Preferences N
3  Banking 3
O t Relz
B3 cash Management Business Unit Related
o c n Definit v
8 commitment Control ommo niens
0O Product Rela 4
08 General Ledger oduct Related
03 Auocations
(3 set Up Financials/Supply Chain »

Click the Project link.

ChartField Values

ChartField Walues

“ou do not have security privileges fo access the ChariFields that are not hyperlinks

Department

Fund Code

Pragram Code

Grants — Maintain Awards
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a) SetID
b) Project

3. | On the Project ID page enter values into the following fields:

Project ID

Search Criteria

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

Find an é%sting Value Add a New Value

SetiD|= ~

Froject| begins with »

felye]

Description| begins with

Correct History Case Sensitive

4. | Click Search.

Correct History

Case Sensitive

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

5. | Click the Attributes link. The ChartField Attributes dialog box displays.

Project
Project

SetlD UCFO1
Project 13553401
*Description [0besity

*End Date 08/28/2025

*Start Date 06/03/2019 [

Ei

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

“Status | Active T Attributes

Integration JCFD1 Q
Summary Project

Es Add [ Carrect History

Attribute Value.

a) BE
b) EF
c) EP
d) FID
e) SF
f) SP_OPT
g) SP_STD
h) VPOrg

6. | Enter or adjust the following ChartField Attributes and the appropriate ChartField

Grants — Maintain Awards
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ChartField Attributes
Help
ChartField Attribute Values Personalize | Find | View All | (1| [ First (4) 1-60f8 (» Last
SetiD ChartField Value  Effective Date Field Name: *ChartField Attribute ChartField Attribute Value Attribute Value Description
UCFD1 18558401 01/01/1900 PRGJECT_ID BE Q [48900700 Q, |Contracts and Grants [+ =]
UCFD1 18558A01 01/011500 PRCJECT_ID EF Q |2 Q, |Restricted Current Funds [+ =]
UCFD1 18558A01 01/011900 PROJECT_ID EP Q Q, [+ [=]
UCFO1 18558401 01/011800 PROJECT_ID FID o |g55005 @ |Sponsored Research Development [+ =]
- . - — Trust Fund UCF

UCFD1 18558A01 01/011900 PRCJECT_ID SF Q |2 Q |Trust Fund [+ =]
UCFD1 18558A01 01/011900 PRCJECT_ID SP_OPT Q_ |000000 Q, |Education and General Activities [+ =]

OK Cancel

7. | Click OK.

Cancel

8. | Click Save.

Project
Project

SetiD UCFD1
Project 18558401
*Description Cbesity Study

*Start Date 06/02/2019 |[3]

*End Date 08/23/2025 |[5)

I|E| Save I [&F Return to Search =] Motify

Grants — Maintain Awards Course 3, Page 7
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The Project Status defaults to Open when an award is generated to allow transactions to be
posted. If transactions need to be stopped on a project, the status can be updated to reject certain
analysis types. When the Project Status needs to be changed to ensure that transactions are

confined to the allowability of the status, complete the following steps:

a) Business Unit
b) Project (Project ID)

Status

Include History

Find an Existing Value

Search Criteria

Processing Status| =

Business Unit| = v CFD1 Q
Froject| begins with Q
Description| begins with «
Program| = v Detail Project

v

Case Sensitive

il .
Search Clear | Basic Search [ Save Search Criteria

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

o
Sten | Action
- . . . . oge
1. | Navigate to Main Menu > Project Costing > Project Definitions > Status.
& UCF Financials Adance Seac
Favorites= | | MainMenu =
Search Menu:
Top Menu Feat @
a ¥
3 Deparimental Authorization v
The menu is noy — Customers '
Main Menu to o) &1 Customer Contracts 4
Highlights 3 Order Management 3
[85] 5 3
Recently Used flems
appear under tf 3 Suppliers 4
menu, lecated 3 5 pyrnasng N
1 eProcurement 4
B3 services Procuremant »
Bread b B Grants 5
readcrumbs General Information
your navigation| —  Project Casting = d i
you accesstof| 3 Proposal Managsment = ity Definitions 5 Team
subfolders. & aact efinitions | = Status
1 Bgiling Transaction Definitions 1l
C1  Accounts Receivable | —  Budgeting I propes List
01 Accounts Payable L1 Cost Collection 4 |
2. | Enter values in the following fields:

Grants — Maintain Awards
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3. | Click Search. (See image in previous step.)

4. | Click the plus sign (+) to add an additional row.

Status

Project 00000017

Project Status

Effective Date 07/01/2019

Description Program income

C.Lirst (4 1o0f1 (p) Laglad

Find | View All

Sequence 0

5. | Enter values in the following fields:

a) Effective Date

to be the same)
c) Status

b) Sequence (previous value can be increased by one if the Effective Date needs

Status

Project 00000017

Project Status

% Effective Date
“Stawsm Cpen
Priority 0
Interest Calculation Factor 0.00
Comments

,gf‘ Return to Search 1= Previous in List +=| Mextin List

Description Program income

Find | Wigw Al

Sequence [+ (=]

[=] Notify || i* Refresh

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

7. | When a project reaches its End Date, the status should be updated to Prepare for

Closeout to stop all transactions with the COM, GCA, and REQ analysis types.

For closeout procedures refer to the “System Navigation for Grants” manual, “Course
3. Maintain Awards,” section “XVI. Close Award, Project, & Activity.”

Grants — Maintain Awards
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Add Incremental Funding to a Project

University of Central Florida: Future State Business Process Flow

Change the Process the
[ Amend the Contract j———p> A >
\\\men ¢ ~ontrac Allocation Amount - Amendment

Alter the " IsitaFixed

Project Budget No w

Yes

Grants Management Team

Set up events
totaling to the billing
amount

V. ADD INCREMENTAL FUNDING ON EXISTING CONTRACT LINE

When additional funds need to be added to a project with an active contract in which the
Contract Line and Project have been set up, complete the following steps to ensure that
transactions can be posted to the project:

Sten | Action

1. | Begin by altering the Project Budget. Refer to the “System Navigation for Grants”
manual, “Course 1. Establish Awards,” section “VI. Establish & Post Grants Award
Budget” to add additional funding lines.

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

Grants — Maintain Awards Course 3, Page 10
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UCF Financials Navigator ~

Favorites v | Main Menu  « ‘

Search Menu:

Top Menukeau @

Breadcrumbs
your navigation|
you access to i

eProcurement

Employee Self-Service 4

The menu is no\ Manager Self-Service r
Main Menu to g Supplier Contracts 4
Highlights Departmental Authorization 4
Recently Used Customers '
appear under 1l Customer Contracts '
menu, located Order Management 4
ltems 4

Suppliers 4

Purchasing 4

3

3

8ervices Procurement

Crococooorobccoccb 0 O

subfolders. - - -
Grants 83 sponsor Websites
Project Costing B Proposals - |
M s h Proposal Management H Awards
e Mo, B 8 institutions B
the Main Menu Billing HiL
?P‘f ahead whil Ace 3 sponsored Projects Off E|
inding pages
g e Accounts Payable B Departments E
Asset Management B Professionals ) roject Budget Inaury
Banking 8O sponsors Ij Commitment Control Errars
Cash Management B subrecipients Bl Negoliate Awarg
teractive Rej Process Facilities Admin
Commitment Control | =} Interactve Reports lj; = =

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

3. | Enter values into the following fields:

a) Business Unit
b) Project (Project ID)

Favorites + | Main Menu - > Grants = b Awards = b 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 lucFo | &%
Award ID| begins with »
Project| begins with + | | &}

Description| begins with *

Pl ID| begins with +

Proposal ID| begins with *

Reference Award Number| bagins with v

Case Sensitive

Grants — Maintain Awards Course 3, Page 11
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4. | Click Search.

Case Sensitive

] - )
Search Clear | Basic Search 2 Sawve Search Criteria

5. | Click the View Contract link.

Favorites | Main g

Award Eunding Jad

Referenc]

Associated Project

6. | Select the Amendments tab.

by

General Lines Amendments

Contract Numbe

Amendment Numbe

7. | Click the Amend Contract button.

General Lines Amendments

Contract Number 00000

Amendment Number 00000

Amend Contract

Grants — Maintain Awards Course 3, Page 12
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8. | Enter values into the following fields:

a) Amendment Type
b) Reason

General Lines Amendments
....... = o
Contract Number 00000056683 Sold To Customer University of Florida
nding Amendment 0000000013 Contract Status ACTIVE
View Current
Amendments Personalize | Find | View All | (& | B First (4 1-100f14 (} Last
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc
Amendment Amendment Type Reason *Process Date 'ggﬁ?:mem Detail Notes
0000000013 | v [ v ]| [ioo1201s |5 Pending Detail Notes
0000000012 CCNTR CONV CONTR LN CONV 0712312019 Complete Detail Notes
0000000011 Contract Adjustment New Project Added 062042019 Complete Detail Notes
9. | Click Save.

0000000004 ARGIS Interface Chg

Billing Flans Revenue Flans

Return to Award Profile

[5] Save ||[& Returnto Search [=] Motify

General | Lines | Amendments

10.| Click the Detail link of the Amendment that is Pending.

Amendments Personalize | Find | View Al | (21| Q First (4’ 1-10 of 14 (} Last

General || Staftistics || Biling Amended Amounts || Revenue Amended Amounts || Misc.

Amendment Amendment Type Reason *Process Date ';gﬁf:mem Detail Notes
0000000013 CONTR CONY ¥ | | CONTR LN CONV ¥ | [10/01/2019 [}] Pending No:es
0000000012 CONTR CONY CONTR LN CONV 07/23/2019 Complete Detail Notes

11.| On the Amendment Details page, click the Amendment Amount Allocation link.

I Amendment Amount Allocation |

Return to General Information

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

12.| Enter the total authorized adjustment in the following fields:

a) Total Billing Adjustment

b) Fixed Billing Adjustment (only if fixed contract™ for the NEW billing line)
¢) New Billing Limit (on the NEW billing line)

d) New Billing Amount (only if fixed contract™* for the NEW billing line)

Grants — Maintain Awards Course 3, Page 13
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Amendment Ellling Allecation || Amencment Revanue Alosation
contract ar
Buainess Unit U

Sold To ¢

Curmrency  USD
Contract EiIIiIg P
Total Bllling Adjustment
Total Elling Aftar Adjustment 1.457,245.00
Fixed Billing ¥
Fixed Bllling Ad]ustment
Dlscount 7 Surchargs a.0a
Het Adjustment

Confract Line Pricing (7

smounta || D=al
Rafrisve  Line Pradust cél'lm_"" Mew Bllling
Eling Price  Humbar = -} Limit
Limit
COET_REIME 363170002 [363,170.02
COST_REIMB 31
b

FIXED_AMOUNT

]

AS INCURRE!

=]

¥ Siect Al Clear Al

Adjustment Line Totals |y

. TR o BB TS s s s S S S P

Amendment J0I0000013
Amendment Type CONTR CONY

amendmsent Reason CONTR LN G

Unalkacated Eming

Unallocated Fixed BEIng

Inchuslwe Prapakde Adjustment

Aligcation Insamplzte ¥
Adjuctmant GEI'IE’I_'"' Mew Bllling Adjwcimand Adjucd Eming
Billing Limk A Amouni Elling Amouni  Astrozctively

Recaloulaiz

Adjuct Ravenus
Ratrozetively

F Y B SN N .

Recalculate

*If it is a fixed price contract, additional events need to be added to 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.”

13.| Click the second Recalculate button. (See image in step 12.)

Grants — Maintain Awards Course 3, Page 14
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Limit (for AS INCURRED and FIXED AMOUNT) are equal.

14.| Under the Adjustment Line Totals heading, verify that the Total Billing and Billing

Miselect Al O ciearan

Adjustment Line Totals (7

I} Billing Amount 0.00 Recurring Billing 0.00

s

Discounts/Surcharges 0.00 I Billing Limit 0.00 I Total Billing

15.| Click Save.

Prepaids

Return to Amendment Details

IEJJ Save I [@h Return to Search [=] Motify Previous tab Sl Mext tab

16.| Click the Return to Amendment Details link.

Frepaids

IRe:urn fo Amendment Details I

[5] Save ||[G" Returnto Search [=] Motify Previous tab Sl Next tab

Amendment Details

Contract 0000005662

Sold To Customer CNGS0026

Amendment Type | CONTR CONY v

Amendment Reason | CONTR LM CONY r |

Total Billing Adjustmen

Fixed Billing Adjustment 0.00

17.| Under the Amendment Details heading, verify the Total Billing Adjustment.

18.| Update the Amendment Status to Ready.

*Process Date 10/01/201% [

*Amendment Status § Fending T
Cancelled

Fending

Total Revenue Adjustment

Fixed Revenue Adjustment 0.00

Fixed Revenue Allocation Complaete

Grants — Maintain Awards
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19.| Click Save.

Amendment Amount Allocation

Return to General Infarmation

[z Return to Search =] Motify

20.| Click Process Amendment.

Amendment Details

Contract 0000005139 Amendment Number 0000000018

Sold To Customer CNG50009

Amendment Type Centract Adjusiment Process Date 10/14/2019

Amendment Reason New Project Added *Amendment $tatus @ I Process Amendment I
Total Billing Adjustment 0.00 Total Revenue Adjustment 0.00
Fixed Billing Adjustment 0.00 Fixed Revenue Adjustment 0.00
Fixed Billing Allocation Incomplete Fixed Revenue Allocation Incomplete

Additional Amendment Details

Reference ID User Ref#1
User Ref#2

Amendment Components
General | Stalistics

Personalize | Find | View All | 0| [ First ‘&' 130f3 b Last

Component Amend Ref #1 Label Fieldname Edit Type Old Value New Value
1 Contract Header Line 4 Standalone Update N
2 Contract Header Line 4 Held Billing Update N
3 Contract Header Line 4 Hold Revenue Update N

Internal Notes
Return to General Information

i Return to Search =] Notify

Note: If it is a fixed amount contract, go to the Events page and create additional
billing events for the total adjustment. Refer to the “System Navigation for Grants”
manual, “Course 2. Establish Awards,” section “Ill. Set Up & Activate a Fixed Price
Contract” for details on creating billing events.

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

Grants — Maintain Awards Course 3, Page 16
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VI. REDUCE BILLING LIMIT BELOW EXPENDITURES FIXED

Transactions need to be taken off the project, and in cases where the contract has billed more
than allowable, a credit event needs to be issued and AR maintenance to allow for the award
billing limit to be reduced. Follow these steps:

Sten

Action

1.

Remove project expenditures down to the amount of allowable spending.

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

g&ﬁ UCF Financials i [l Advanced Search
Favorites = | Main Menu =
Search Menu:
Top Menu%eau @ .
3 Employee Self-Service 4
The menu is no| —  Manager Self-Service b
Main Menutoeg [ supplier Contracts 3
Highlights O Deparimental Authorization 3
3  customer: »
Recently Used Customers
appear undertl [0 Customer Contracts '
menu, located
O Order Management r
0 ltems 3
3 suppliers 3
B3 Pun X b
Breadcrumbs urchasing
your navigation| [0 eProcurement »
you access to i
H O senice: C ent 3
subfolders. Services Procurement
3 Grants O3 sponsor Websites 4
O3 Project Costing B Proposals 4
83 Proposal Management B Awargs Sl
Menu Search, [ e El
the Main Menu| &3 Biling Insfitutions
type ahead whi| Accounts Receivable 83 sponsored Projects Off =
finding pages n ceemE
G P 8 Accounts Payable &1 Departments =
3 Asset Management B Professionals &l
3 Banking 0O sponsors =
8 Cash Management B subrecipients ) Negotiste
& commiment Control T3 Interactive Reports ._] Process Facilities Admin

(Alternately, navigate to Main Menu > Customer Contracts > Create and Amend >
Assign Billing Plan > Define Billing Plan > Events tab.)

Enter values into the following fields:

a) Business Unit
b) Project (Project ID)

Grants — Maintain Awards Course 3, Page 17
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Fawvorites ~ | 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 “alue

Search Criteria

Business Unit = v luceo | &Y
Award ID| beging with »
Project| begins with » | | &}

Description| begins with

Fl ID| begins with v

Froposal ID| begins with *

Reference Award Mumber| begins with v

Case Sensitive

4. | Click Search.

Case Sensitive

= o .
Search Clear | Basic Search & Save Search Criteria

5. | Click the View Contract link. The General Information page opens.

Favorites « | Main My

Award Eunding B

Referenc|

Ll N N N

Associated Project

Grants — Maintain Awards Course 3, Page 18
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6. | Click the Billing Plans link.

{h_-,)Dth er Information

Summary of Amounts (¢

Billing Plans

Return to Award Profile

Revenue Flans

EJJ Save ||[gh Returnto Search =] Motify

General | Lines | Amendments

needs adjustments.

7. | On the Assign Billing Plan page, select the link in the Plan column of the Line that

Favorites ~ | Main Menu - k3 Grants = k3

Awards - k3

Award Profile

|Q!>

General Information k3

Assign Billing Plan

Assign Billing Plan

Contract RFCONvO326

Sold To Customer Arnold P. Gold Foundation, The

Contract Lines to be Assigned / Unassigned

Line Product Line Description
COST_REIMB Direct Expenses
2 COST_REIMB INDIRECT_EXP
3 COST_REIME CONVERSION
4 [k MATCH Direct Expenses

o

AS_INCURRED As Incurred

Billing Amount Price Type

COM INTRNL MED-RF:Dynamic Cont

Rate

Plan

Biot

B101

B102

B103

B104

Pers:
Plan Description
8495/COST_REIMB Bill Plan
8495/COST_REIMB Bill Plan
8495/COST_REIMB Bill Plan
8387/MATCH Bill Plan

As Incurred

8. | Select the Events tab.

o

Billing Plan General History

9. | Click Add New Event.

Billing Flan General Events History

Contract RFCONVD326
Sold To Customer CNGE0549

Billing Plan B104

I Add New Event |

Grants — Maintain Awards
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10.| Enter values in the following fields:

a) Define Events [Amount]

b) Event Type [Date]

c) Event Status [Ready]

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

e) Amount (Credit event to reduce the amount billed to allowable amount.)

Define Events Amount Detail
".:." Percent Total Amount 0.00
Remaining Percent 100.00000000
Agd Milestone
Remaining Amount 0.00
Event Detail Personalize | Find | 22| [ First ‘4 10f1 ‘& Last
Event Event Type *Event Status Event Date Amount
[Date w| [Pending wv| [10D1/2018 [H EventNote 0.00/f+] [=]
Return to General Information
* Return to Search | Notify + Add

11.| Create another billing event for the same amount as the credit event on step 10, but do
not set it to Ready.

12.| Click Save.

Return to Assign Billing Plan

[~ Return to Search | |[=] Motify

Billing Flan General | Events | History

Note: The remaining amount is what the Billing Limit will be reduced by, which is
important to complete the Bill Plan.

13.| Refer to the “System Navigation for Grants” manual, “Course 4. Process Billing,”
“Unit 3. Billing Activity,” sections “IIl. Generate an Event Bill” and “V. Generate
Single Action Invoices.”
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14.| Navigate to Main Menu > Grants > Awards > Award Profile.

UCF Financials W

Favorites » ‘ Main Menu  ~ |
Search Menu:
Top Menul%eau @ .
83 Employee Seli-Service 3
The menuisno| = Manager Self-Service 3
Main Menutog| 3  supplier Contracts »
Highlights 00 Deparimental Authorization 3
8 cus er: »
Recently Used Customers
appear undertf (3 Customer Contracts 4
menu, located
0O Order Management »
8 items »
8 suppliers 3
5= 3
Breadcrumbs urchasing
your navigation| .1 eProcurement 4
you access to i 01 gervice " - N
subfolders. Services Procurement
0 Grants 3 sponsor Websites 3
03 Project Costing B Proposals 4
O Proposal Management 0O Awards Ef |
Menu Search, =] IR B
the Main Menu| &3 Billing Institutions
type ahead whi| Accounts Receivable 3 sponsored Projects O d
finding pages o T min -~
4 peg 03 Accounts Payable 3 Departments B r Budgets
&3 Asset Management U Professionals 8 Budget inaury
03 Banking [ sponsors [El commitment contral Errors
B3 Cash Management 3 subrecipients Ij Negotiate Award
1 commiment Control 3 Interactive Reports Ij Process Facilities Admin

15.| Enter values 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 far a list of all values

Find an Existing Value Add a New Value

Search Criteria

Business Unit[= v luceo | &%
Award 1D | begins with »
Project| begins with » | &Y

Description | begins with *

Pl ID| begins with »

Froposal 10| begins with »

Reference Award Mumber| begins with v

Case Sensitive
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16.| Click Search.

Case Sensitive

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

17.| Click the View Contract link. The General Information page opens.

Favorites « | Main 4

Award || Funding || R

Referenc

Associated Project

18.| Select the Amendment tab.
b

General Lines Amendments

Contract Numbe

Amendment Numbe

19.| Click the Amend Contract button.

General Lines Amendments

Contract Number 00000

Amendment Number 00000

Amend Contract
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20.| Enter values in the following fields:
a) Amendment Type
b) Reason
—
Amendments Personalize | Find | View Al
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc. | [F=H
Amendment Amendment Type Reason *Process Date
0000000013 |Cantract Adjustment v | | Mew Project Added v | [10/012019 |5
0000000012 CONTR CONY CONTR LM CONV 07/23/2019
21.| Click Save.
0000000004 ARGIS Interface Chag
Billing Plans Fevenue Flans
Return to Award Profile
[gr Return to Search =] Motify
General | Lines | Amendments
22.| Click Detail link of the Pending Amendment.
Amendments Personalize | Find | View All | (2 | Q First (4) 1-100f14 (b Last
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc
Amendment Amendment Type Reason *Process Date ,;tr;\teun:ment Detail Notes
0000000013 Cantract Adjustment T MNew Project Added r 0/01/2019 |} Pending Na:es
0000000012 CONTR CONV CONTR LN CONV 07123120 Complete Detail Notes
0000000011 Contract Adjustment Mew Project Added D&/20020 Complete Detail Notes
23.| Click Amendment Amount Allocation.
|err|endrr|en: Amount Allocat nnl
Return to General Infarmation
[5]5ave ||[@h Returnto Search | |[=] Motify
24.| Reduce the limit to be equal to the sum of the total expenditures:
a) Total Billing Adjustment
b) Fixed Billing Adjustment (only if fixed contract® for the NEW billing line)

Grants — Maintain Awards
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c) New Billing Limit (on the NEW billing line)
d) New Billing Amount (only if fixed contract* for the NEW billing line)

Amendment Bllling Allocation || Amendment Bavanue Allecation
Contract ar
Busineses Unit

Amendmant g

sold Te o

Univarsity of Flarida Amendmant Type TONTR CCOMNY
Cummency  USD Amendment Regeon CONTR LN CONV

Contract Bil IiIg i

Total Biling Adjustmant Unallocated Blling

Total Ellling Arter Adjustment 1,457,243.00

Fixed Billing (7

Fixed Billing &djustmant Unzllocated Fixed BEling

Discount/ Surcharge 0.0 Inciusiva Prapaids Adjustment
wet adjustment 0.0 Allgcation Inzampiztz ¥ T

Contract Line Pricing (¥

Amounta || C=tall

Fotrieve  Line Produst C;I'I;I’rr" MewBlling  Adlustmant cél'l;l’r'"' MewBlling  Adlustment  Adjust Ellling Adlust Revenus
Eiling Frioe  Humbar . -] Lmi  Billing Lim# Ar—— Amouni EMingAmouni  Rstroactively Ratrozativaly A
COST_REIME 36317002 [353.170.03

COST_REIME 1344023

b D D 8 FPERTD b b L LP

Adjustment Line Totals ¢

*If it is a fixed price contract, additional events need to be added to 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.”

25.| Click the second Recalculate button. (See the image in step 24.)

26.| Verify that the Total Billing and Billing Limit are equal.

Hselect All ClarAll FEEIIEE
Adjustment Line Totals (7
[} Billing Amount 0.00 Recurring Billing 0.00
Discounts/Surcharges 0.00 I Billing Limit 0.00 I | Total Billing 0. JCI

27.| Click Save.

Frepaids

Return to Amendment Details

Gr Return to Search || =] Notify L Next tab
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28.| Click the Return to Amendment Details link. (See image in previous step.)

29.| Update the Amendment Status to Ready.

Amendment Details

Contract (QDOO005EER Amendment Number 0000000013

Sold To Customer CNGS0026

Amendment Type | Contract Adjustment v *Process Date |10/01/2019 |5

Amendment Reason | New Project Added v | *Amendment Statusf Pending v

Cancelled
. i . Pending
Total Billing Adjustment 3,504.00 Total Revenue Adjustment [ET=0]

Fixed Billing Adjustment |0.00 Fixed Revenue Adjustment 0.00

Fixed Billing Allocation Incomplete Fixed Revenue Allocation Incomplete

30.| Click Save.

Amendment Amount Allocation
Return to General Infarmation

[@r Return to Search [=] Motify

31.| Click Process Amendment.

Amendment Details

Contract DO00D005189 Amendment Number (0000000018

Sold To Customer CNGE0008

Amendment Type Contract Adjustment Process Date 10/14/2018

Total Billing Adjustment 0.00 Total Revenue Adjustment 0.00
Fixed Billing Adjustment 0.00 Fixed Revenue Adjustment 0.00
Fixed Billing Allocation Incomplete Fixed Revenue Allocation Incomplete

Additional Amendment Details

Reference ID User Ref #1

User Ref #2

Amendment Components
General | Statistics

Personalize | Find |View Al 3] B Fist 4" 13013 & Last

Component Amend Ref #1 Label Fieldname Edit Type Oid Value New Value
1 Contract Header Line 4 Standalone Update N
2 Contract Header Line 4 Held Biling Update ]
3 Contract Header Line 4 Held Revenue Update N

Internal Notes
Return to General Information

2" Return to Search =] Notify

Note: If it is a fixed amount contract, go to the Events page and create additional
billing events for the total adjustment. Refer to the “System Navigation for Grants”
manual, “Course 2. Establish Awards,” section “Ill. Set Up & Activate a Fixed Price
Contract” for details on creating billing events.
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32.| Click Save. (See image in previous step.)

33.| To adjust the budget to equal the allowable amount, refer to the “System Navigation
for Grants” manual, “Course 1. Establish Awards,” section “VI. Establish & Post
Grants Award Budget.”

34.| Note: Budget lines should never be deleted after they have been finalized. Create new
lines and negative amounts to reduce budget lines when necessary.
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System Navigation for Grants

VII. REDUCE BILLING LIMIT BELOW EXPENDITURES AS INCURRED

Transactions can be taken off a project or a credit invoice generated. When an award billing limit
has been reduced, follow the steps below to reflect the change in UCF Financials. This will allow
the project to be closed out in the future.

Sten | Action
1. | Remove project expenditures down to the amount of allowable spending. To process
the removal of expenditures, refer to the following sections of the “System Navigation
for Grants” manual:
“Course 1. Establish Awards”
e “VI. Establish & Post Grants Award Budget”
“Course 4. Process Billing,” “Unit 3. Billing Activity”
e “I. Generate Cost-Reimbursable Bills”
e “V. Generate Single Action Invoices”
2. | Navigate to Main Menu > Grants > Awards > Award Profile.
Favorites = | Main Menu -
Search Menu:
Top Menu%eau ® .
B3 Employee Self-Service 3
The menu is no| —  Manager Self-Service 3
Main Menuto gl (3 supplier Contracts 4
Highlights 3 Departmental Authorization 3
Recently Used H Customers '
appear under tf 1  Customer Contracts L4
menu, located 03 Grger Management N
0 ltems 3
3 suppliers 3
Breadcrumbs B Purchasing '
your navigation| [J  eProcurement 4
youaccesstof g Services Procurement .2
subfoiders. O Grants O3 sponsor Websites 4
03 Project Costing & Proposals 4
Menu Search 3 Proposal Management B Awards i |
the Main Menu| £33 Biling B Institutions d
T'ij"j ahead whi ~ Accounts Receivable 3 sponsored Projects Off =
finding pages nj B sccounts Fayatie B3 Departments =] Ldgets
O Asset Management — Professionals g Budget Inauiry
3 Banking B 3  sponsors El t Control Errars
& cash Management = a
0 commitment Control = d
(Alternately, navigate to Main Menu > Customer Contracts > Create and Amend >
Amendment Details.)
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Step | Action

3. | Enter values in the following fields:

a) Business Unit
b) Project (Project ID)

Favorites | Main Menu - > Granis» > Awards» >

Award Profile

Awal% Profile

Find an Existing Value Add a New Value

Search Criteria

Business Unit| = » ucror o

Award |D| begins with »
Praject[beginswitn [ Ja

Description | begins with *

Pl 1D | begins with ¥

Proposal ID| begins with

Reference Award Mumber| begins with *

Case Sensitive

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

4. | Click Search.

Case Sensitive

= - .
Search Clear | Basic Search 2 Sawve Search Criteria

5. | Click the View Contract link.

Favorites - | Main M4

Award || Funding || R

Referenc]

S 2N N N

Associated Project

Grants — Maintain Awards
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e

UCF

Step | Action

6. | Select the Amendments tab.
F

General Lines Amendments

Contract Numbe

Amendment Numbe

7. | Click the Amend Contract button.

General Lines Amendments

Contract Number 00000

Amendment Number 00000

Amend Contract

8. | Enter values into the following fields:

a) Amendment Type [Contract Adjustment]
b) Reason [New Project Added]

Personalize | Find | View Al
=

*Process Date

-
Amendments
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc.
Amendment Amendment Type Reason
0000000013 IC:untract Adjustment v | | New Project Added
0000000012 CONTR CONV CONTR LN CONV

07/23/2019

9. | Click Save.

0000000004

ARGIS Interface Chyg
Billing Plans Revenue Flans

Return o Award Profile

IE—[I Save I [@ Return to Search

General | Lines | Amendments

=] Motify

Grants — Maintain Awards
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UCF

System Navigation for Grants

Step | Action

10.

Click the Detail link of the Amendment that is Pending.

Amendments Personalize | Find | View Al | (3| E First (4) 1100f14 [} Last
General Statistics Billing Amended Amounts Revenue Amended Amounts Misc.
Amendment Amendment Type Reason *Process Date ';{Q&":me"t Detail Notes
0000000013 Contract Adjustment v Mew Project Added A 10/01/2019 @ Pending Motes
0000000012 CONTR CONY CONTR LN CONV 07232019 Complete Detail Motes
0000000011 Contract Adjustment New Project Added 0&/2mv2019 Complete Detail MNotes
. o .
11.| Click the Amendment Amount Allocation link.
|err|endrr|en: Amount Allocation |
Return to General Information
[5]5ave ||[Gh Return to Search =] Motify
12.| Reduce the limit to be equal to the sum of the total expenditures:
T .
a) Total Billing Adjustment
b) New Billing Limit
Amendment Billing Aliccation || Amendment Rzvznue Allocation
Contract gpan
Bueiness Unlt uCFD1 Amandmant I0I0000013
foldTo ¢ University of Flanda Amendment Type CONTR
Currancy  USD Amendment Reason SONTR LN S0
Contract Bil IiIg 7
Total BHling Adjustment Unaliocated BEling 0.m
Total Bling After Adjustment 1,451,243.00
Fixed Billing ¢
Flxed Billing Adjustment a.0gq Unaliocated Fixed BEling 0.0
Discount / Surcharge 0.0 Inchuslva Frepalda Adjustme nt 0.0d
et Ad]ustment 0.00 Aliasgtion | Inzamaletz u Secaloulzis
Contract Line Pricing ¢
Amounts || Detall
g MeSles | Ademel S M e M CSemmer
COST_REIME 363,170.02 &3, 17009

COST_REIME 134,402.31 [134.402.31

FIXED_AMOUNT

AS_INCURRED

M zzizoal L ciearan

Adjustment Line Totals (v

b D T D BRI o>

Fecaloulsts

13.

Click the second Recalculate button. (See the image in step 13.)
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Step | Action
14.| Verify the Total Billing and Billing Limit.
A:I‘i‘us“““enll_me _— B o
% Billing Amount 0.00 Recurring Billing 0.00
Discounts/Surcharges 0.00 | Billing Limit 000 | |__ Total Billing 0.00]
15.| Click Save.
Frepaids
Return to Amendment Details
[gh Return to Search =] Motify 5L Mext tab
16.| To adjust the budget to equal the allowable amount, refer to the “System Navigation
for Grants” manual, “Course 1. Establish Awards,” section “VI. Establish & Post
Grants Award Budget.”
17.| Note: Budget lines should never be deleted after they have been finalized. Create new
lines and negative amounts to reduce budget lines when necessary.
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VIIl. PERFORM LIMIT CHECKING

The Billing Limit has been altered enough to ensure the over-the-limit (OLT) lines fall within the
limit. Before billing can be processed, the Contract Line needs to be repriced. To do so, follow
these steps:

Step | Action

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

Favorites v ‘ Main Menu
Search Menu:
Top MenuI%eau ®
s
0 Employee Self-Service 4
The menuisnoy — Manager Self-Service 3
Main Menuto g ©3  supplier Contracts »
Highlights 3 Departmental Autharization »
8 cus ar: »
Recently Used Customers
appear undert] (3  Customer Contracts 4
menu, located
3 Order Management 3
O tems 4
3 suppliers 3
[ R = 3
Breadcrumbs urehasing
your navigation| (3 eProcurement »
you access to &8 Service - - '
subfolders Services Pracureme) L
03 Grants 3 sponsor Websites »
3 Project Costing 8 Proposals 4
rarr] Award Profile
03 Proposal Management B Awards L awarg Profy I
Menu Search, =] P B Project
the Main Menn| 03 Biing Institutions i

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

2. | Enter values in the following fields:

a) Business Unit
b) Project (Project ID)

Favorites » | Main Menu - > Grants» > Awards» >  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 New Value

Search Criteria

Business Unit| = » T
Award 1D| begins with *
Project| begins with » :Q
Description | begins with v
Pl 1D| begins with
Proposal ID| begins with
Reference Award Number| begins with »

Case Sensitive
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Step | Action
3. | Click Search.
Case Sensitive
Clear Basic Search .9"“ Save Search Criteria
4. | Select the correct award if it doesn’t default.
5. | Click the View Contract link.
Favorites « | Main M4
Award Funding B
Referend|
WYY
P
Associated Project
6. | Select the Lines tab.

General Lines Amendments

Grants — Maintain Awards
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System Navigation for Grants

Stepn

Action

7.

On the Detail tab under the Contract Lines heading, select the Contract Terms link
under the Contract Terms heading.

General

General

Actions

~ Actions

~ Actions

~ Actions

~ Actions

~ Actions

~ Actions

~ Actions

¥ Actions

~ Actions

~ Actions

~ Actions

~ Actions

Lines || Amendments

Contract Number D00D005668

Amendment Number 0000000012

Amend Contract

Contract Lines (7

Detail

Line Product

1 COST_REIMB

2 COST_REIMB

3 COST_REIMB

4 COST_REIMB

5 COST_REIMB

6 COST_REIMB

7 COST_REIMB

8 COST_REIMB

9 COST_REIMB

10 COST_REIMB

11 AS_INCURRED

12 AS_INCURRED

ount 3%5\\5 Revenue Amount Details

Description

LABCR

Direct Expenses

INDIRECT_EXP

LABCR

Direct Expenses

INDIRECT_EXP

LABGR

Direct Expenses

INDIRECT_EXP

SUBCONTRACTO1

As Incurred

As Incurred

Price Type

Rate

Rate

Rate

Rate

Rate

Rate

Rate

Rate

Rate

Rate

Rate

Sold To Customer University
Contract Status ACTIVE

Billing Plan

In Progress

In Progress.

of Florida
Personalize | Find | View Al | (1] [
Revenue Plan | Contract Terms Accounting
In Progress Contract Terms Distribution
In Progress Contract Terms Distripution
In Progress Contract Terms Distrioution
In Progress Contract Terms Distripution
In Progress Contract Terms Distribution
In Progress Contract Terms Distribution
In Progress Contract Terms Distribution
In Progress Contract Terms Distribution
In Progress Contract Terms Distribution
In Progress Contract Terms Distribution
Ready Contract Terms Distribution
Ready Contract Terms Distripution

First 1-120f12 (} Last

Internal Notes  Ship to Customer Nar

Internal Notes  University of Florida

Internal Notes  University of Florida

Internal Notes  University of Florida

Internal Notes  University of Florida

Internal Notes  University of Florida

Internal Notes  University of Florida

Internal Notes  University of Florida

Internal Notes  University of Florida

Internal Notes y of Florida

Internal Notes y of Florida
Internal Notes  University of Florida

Internal Notes  University of Florida

»

Click Perform Limit Checking.

Related Projects

Contract Number 0000005665

Amendment Number 0000000012

Contract Line

Product
Description

Amend Contract

Confract Amendments

A%NCJF{RES

As Incurred

PC Business Unit JCF01

Billing Limit

Contract Status ACTIV

Transaction Limits

Sold To Customer University of Florida

Price Type Rate

Reaview Limits

| Perform Limit Checking
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IX. RUN PRICING

If the billing limit change is altered enough to ensure some OLTs fall within the billing limit and
many contracts need to be repriced, do the following to process billing:

Sten | Action

1. | Navigate to Main Menu > Project Costing > Utilities > Pricing.

2. | Enter the Run Control ID (user defined).

3. | Click Search.

4. | Set up the Run Control as follows:

a) Option [Business Unit/Project/Activity]
b) Business Unit

c) Project

d) Activity

e) Date Option [All]

Application Options
a) Reprice Rows [Check]
b) Price unpriced Rows [Check]
¢) Recalculate Tiered Pricing [Check]

Pricing Options
a) Cost [Check]
b) Billing [Check]
¢) Revenue [Check]

5. | Click Save.

6. | Click Run.

7. | Click OK.
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X. UNOFFICIAL BUDGETARY INCREASE: MULTIPLE PROJECTS, ONE
CONTRACT LINE

If a department requested that the budget be amended before an award modification is approved,
the department must be willing to take the financial risk if the amendment is not approved. The
project that will have a budget entered preemptively needs to be moved to a separate contract
line to ensure the allowable amounts for all projects can be billed to completion without
overbilling any of the projects. An HRS mod will be done to add budget to a project and flag the
project as an advance account. Manual intervention is required to move the project to a new
contract line. Note that the project must be BILLED and have no BILs on the project before it is
moved to a new contract line. Do the following to allow the department to continue to charge to
the project (only year one of the funding will be billable):

.
Sten | Action
. .
1. | Navigate to Main Menu > Grants > Awards > Award Profile.
Favorites » ‘ Main Menu
Search Menu:
Top Menul%eau @ .
1 Employee Seli-Service 4
The menuis no|y — Manager Sel-Service 4
Main Menuto g 3 supplier Contracts 3
Highlights 83 Deparimental Authorization 3
B customer
Recently Used Customers '
appear undertf [ Customer Contracts 4
, located
menu, focate 83 Order Management 3
0O tems 4
8 suppliers 3
G m € 3
Breadcrumbs urchasing
your navigation| (3 eProcurement »
you access lo ;
) £3  Services Procurement
subfolders. Services Frocureme _’ .
1 Grants O3 sponsor Websites 4
03 Project Costing B Proposals
83 Proposal Management H Awargs =
Menu Search, = I E]
the Main Menu| &3 Billing Institutions
}"n’Pd“j ahead whi 5 0 e mecpiaple | ) Sponsored Projects Offf =
inding pages n
9 pe 8 Accounts Payable B Departments =
3 Asset Management B Professionals =
03 Banking 8 sponsors =
03 cash Management B subrecipients ~
&3 Commitment Centrol & Interactive Reports =
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Step | Action

2. | Enter values in the following fields:

a) Business Unit
b) Project (Project ID)

Favorites « | Main Menu - k3 Grants + k3 Awards - 3

Award Profile

Awal% Profile

Find an Existing Value Add a New Value

Search Criteria

Business Unit[= v ucror I
Award ID| begins with »
Project| begins with ¥ :q
Description| begins with *
Pl ID| begins with »
Proposal ID| begins with »
Reference Award Number| begins with »

Case Sensitive

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

3. | Click Search.

Case Sensitive

] - )
Search Clear | Basic Search = Save Search Crteria

4. | Click the View Contract link.

Favorites « | Main M4

Award Funding R

Referend

S N N N

Associated Project

Grants — Maintain Awards
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Step | Action

5. | Select the Amendments tab.
I

General Lines Amendments

Contract Numbe

Amendment Numbe

6. | Click the Amend Contract button.

General Lines Amendments

Contract Number 00000

Amendment Number 00000

Amend Contract

7. | Click View All.

8. | Enter values into the following fields:

a) Amendment Type [Contract Adjustment]

b) Reason
-
Amendments Personalize | Find | View Al
General Statistics Billing Amended Amounts Eevenue Amended Amounts Misc. | |F=H
Amendment Amendment Type Reason *Process Date
0000000013 IC:untract Adjustment v | | Mew Project Added v | hoowzo1e |
0000000012 CONTR. CONY CONTR LN CONV 07/23/2019

9. | Click Save.

0000000004 ARGIS Interface Cho

Billing Plans Revenue Flans

Return to Award Profile

IEI Save I [ Return to Search =] Motify

General | Lines | Amendments

Grants — Maintain Awards Course 3, Page 38



&

UCF Financials

o System Navigation for Grants
Step | Action
10.| Click Lines.
11.| Click Add Contract Lines.
12.| Enter the following:
a) Product [AS_INCURRED, FIXED AMOUNT]
b) Price Type [Amount for FIXED AMOUNT or Rate for AS INCURRED]
13.| Click Search.
14.| Select the appropriate result.
15.| Click Add Contract Line.
16.| Click the Return to Contract Lines link.
17.| Select the Lines tab.
General Lines Amendments
18.| Review the General section and verify the following values:
a) Start Date (of the award)
b) End Date (of the award plus add 180 days to the contract line)
c) Status [Active]
Note: Hold Billing on Unpaid Cost and Hold Revenue on Unpaid Cost should not be
checked. Contact your manager if they are.
19.| Click Save.
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Stepn

Action

20.

On the Detail tab under the Contract Lines heading, select the Contract Terms link
under the Contract Terms heading.

General || Lines | Amendments
,,,,,,, B _
Contract Number 000000 Sold To Customer University of Florida
Amendment Number 0000000012 Contract Status ACTIVE
Amend Cantract
Contract Lines (7 Personalize | Find | View Al | ] Q First (4) 1-120f12 (» Last
General || Detail || Biling Amount 3%5\\5 Revenue Amount Details
Actions Line Product Description PriceType  Billing Plan Revenue Plan | Contract Terms Accounting Internal Notes  Ship to Customer Nar
- Actions 1 COST_REIMB LABCR Rate Completed In Progress Contract Terms Distribution Internal Notes ~ University of Florida
~ Actions 2 COST_REIVB Direct Expenses Rate Campleted In Progress Contract Terms Distripution Internal Notes  University of Florida
v Actions 3 COST_REIMB INDIRECT_EXP Rate Completed In Progress Contract Terms Districution Internal Notes ~ University of Flerida
~ Actions 4 COST_REIMB LABCR Rate Completed In Progress Contract Terms Distripution 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 Flerida
¥ Actions 7 COST_REIMB LABCR Rate Completed In Progress Contract Terms Distribution Internal Notes  University of Flerida
¥ Actions 8 COST_REIMB Direct Expenses Rate Completed In Progress Contract Terms Distribution Internal Notes  University of Flerida
- 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 Az Incurred Rate In Progress Ready Contract Terms Distripution Internal Notes  University of Florida
»

21.

Remove the project from the contract line using the minus sign (-), but note the Project
number as it will need to be associated with the new Line.

22,

Click OK.

23.

Click OK.

24,

Click Save.

25.

Click the right arrow (>) to go to the new contract Line.

26.

Enter the following as required:

a) PC Business Unit

b) Rate Set [GM_RATE, GM_RATE_TM]
c) Project

d) Activity [GRANT]

27.

Click Save.
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gl System Navigation for Grants

Step | Action

28.| Click the Return to General Information link.

29.| Click Amend Contract.

30.| Click OK.

Note: The allowable money that has not been billed on the project that will be moved
needs to be removed from the current contract line and moved onto the new contract
line. The new contract line will only have the remainder of the allowable billing limit
and not include the preemptive budgetary amount.

31.| Click the Amount Allocation link.

32.| 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) Billing Amount/Limit (remove from line X)
b) Billing Amount/Limit (add to line X)

33.| Click the second Recalculate button.

34.| Verify the Allocation is complete.

35.| Click Save.

36.| Click Return to General Information.

37.| Select the Lines tab.

38.| Click the Return to General Information link.

39.| Click Amend Contract.

40.| Click OK.

41.| Note: The following section is for Fixed only.

Select the Lines tab.
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Sten | Action
42.| Select the Detail tab.
43.| Select the Distribution link in the Accounting column.
44.| Enter the following:
Revenue
a) Distribution Code [REV-[Project Type]]*
b) Account (defaults)
c) 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) Department [delete defaulted value]
c) Account [defaults]
d) Project (Enter associated project.)
e) Fund
f) Program
*Use list Q.
45.| Click Save.
46.| Ensure both lines are valid. The contract Asset and Revenue lines will only be valid
after the combo build has been run.
47.| Click the Amendments tab.
48.| Click the Details link of the Pending amendment.
49.| Update the Amendment Status to Ready.
50.| Click Save.
51.| Run the FXGM_PENDING_AMENDMENTS_NOTES query to identify all

amendments that are ready to be reviewed.

Grants — Maintain Awards Course 3, Page 42




@1 UCF Financials

gl System Navigation for Grants

Step | Action

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 Amendment Status to Pending.

2

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

56.| Process the amendment.

57.| Click Save.
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XIl. NOTIFY DEPARTMENT

The department must be notified when the award is about to end and will not be extended. Do
the following for final reports and invoices to be rendered:

Sten

Action

1.

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

K(i‘n UCF Financials

Favorites + ‘ Menu  ~
Search Menu:
Top Menul%eau @ .
83 Employee Sel-Service 4
The menuis no| —  Manager Self-Service 4
Main Menutog| 03 supplier Contracts »
Highlights B3 Deparimental Authorization 4
8  customer: »
Recently Used Customers
appear undertf [ Customer Contracts '
menu, located
3 Order Management 3
B rems 4
8 suppliers b
[ I b
Breadcrumbs urchasing
your navigation| .1 eProcurement »
you access to i 0 gervice " - N
subfolders. Services Procurement —
1 Grants O3 sponsor Websites 4
03 Project Costing B Proposals
83 Proposal Management H o Awards El
Menu Search, =) I B
the Main Menu| (&3 Billing Institutions
type ahead whil oo cianie | ) Sponsorad Projects OFf| B
finding pages n| e - - B
03 Accounts Payable 83 Departments
3 Asset Management ' Professionals B
3 Banking 0O sponsors B8
03 cash Management B Subrecipients 8
3 Commitment Control 51 Interactive Reports E

Notify the department to get expenditures posted to the project or give them time to get
a no-cost extension.
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XIl. MILESTONE COMPLETION

When Milestones have been used and updated but the award date has passed and the award will
not be extended, do the following to update Milestones so that final reports can be rendered.

Sten | Action

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

Favorites = ‘ Main Menu ‘

Search Menu:

Top Menul%eau @

Breadcrumbs
your navigation|
you access to i

Employee Seli-Service 4
The menu is no Manager Self-Service 3
Main Menu to g| Supplier Contracts »
Highlights Departmental Authorization 4
Customer: 3
Recently Used Customers
appear under ti Customer Contracts '
menu, lecated . .
QOrder Management 4
ltems 4
Suppliers 3
Purchasing »
3

eProcurement

Services Procurement

3

A A A o A A ot O A A A A A

subfolders. - L
Grants O3 sponsor Websites 3
Project Costing L Proposals J » I
Award Award Profile
Proposal Management B Awards SEI R
Menu Search, B instiutions 2 rroe
the Main Menu Billing nstitutions
type ahead whi Accounts Receivable | ) Sponsorad Projects Off| B ~
finding pages n| ~ B »
Accounts Payable O pepartments g
r ion. P udget Inquiry
Asset Management B Professionals iget Inguiry
Banking O  sponsors J Commitment Control Errors
Subrec Negotiate Award
Cash Management B subrecipients j g
teractive Rej Process Facilities Admin
Commitment Control B3 Interactive Reports 88 s Ad

4. | Enter values in the following fields:

a) Business Unit
b) Project (Project ID)

Favorites « | Main Menu - 3 Granis - k3 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 UCFD1 !

-

Award ID| begins with
Project| begins with

|

-

Description| begins with

-

Fl 1D| begins with

-

Proposal ID| begins with

-

Reference Award Number| begins with

Case Sensitive
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Step | Action

5. | Click Search.

Case Sensitive

= - .
Search Clear | Basic Search 2 Save Search Criteria

6. | Select the Milestones link.

Award Eunding Resources Cerifications Terms

Milestones Key Words Funding Inquiry

7. | Verify that all Milestones have a status of Complete.

Milestones Personalize | Find | View A\II@I E First ‘4’ 10f1 ‘2 Last
General | Detall
*Milestone Type  Milestone Type Description *Milestone Code Milestone Code Descripion  Milestone Priority Due Date Milestone Status [lMilestone Status Description
O 1[FRPT Q_ Financial Report FINAL_RPT Q Final Report Due 08/31/2020 _|[] jcOM Q ffComplete ==
v s ear L —]
GoTo: Sponsor Protocols Altributes Depariment Credit Notepad Award Modifications Supplemental Data

8. | Ensure that all Milestones and Deliverables have been met in the Huron Research
Suite (HRS) system.
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Xlll. COMPLETE FINAL REVIEW

After all transactions have been posted to the project, the award date has passed, and it has been
determined that the award will not be extended, a final review should be completed so that the
final invoice and reports can be rendered.

Step | Action

1. | Navigate to Project Costing > Interactive Reports > Transactions in Progress.

2. | Verify that all outstanding journals have been posted.

3. | To search, enter the following:

a) Days Inactive Range [All]
b) Business Unit

c) Project

d) Date Option

e) My Projects [Unchecked]

4. | Click Search.

5. | Ensure all lines have been integrated and no outstanding direct cost expenses exist that
need to be billed.

6. | Validate facilities and administrative (F&A) costs that all expenses have been charged.

7. | Ensure the project has no open Accounts Receivable items.

8. | Close out all outstanding encumbrances.
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XIV. PREPARE FINAL REPORTS AND INVOICES

When all transactions have been posted to a project and the project analysis has been completed,
follow these steps so that the award can be closed:

Sten | Action

1. | To generate the final invoice, refer to the “System Navigation for Grants” manual,
“Course 4. Process Billing.”

2. | To generate system-delivered reports, refer to the “System Navigation for Grants”
manual, “Course 6. Workcenters and Reporting.” Reports could include the following:

a) Final Financial Report
b) Final Narrative Report
c) SF-425 Federal Financial Report
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XV. MOVE RESIDUAL FUNDS

If after final billing has been completed, users find that the project received more money than
was spent on expenditures, the university is allowed to keep the remaining money. Before the
award is closed, the following tasks should be completed:

Sten | Action
1. | Verify the award has no outstanding receivables.
2. | Verify that all charges have been posted.
3. | Create a journal to load overhead to the budget.
4. | Create a journal to move the residual balance to the department.
5. | Update the FA Rate of the Project to have a funded rate of zero as of the journal
transaction date.
6. | For guidance refer to the “System Navigation for Grants” manual, “Course 1. Establish

Awards,” section “VI. Set Up Project & Activity.”
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XVI. CLOSE AWARD, PROJECT, & ACTIVITY

Once issues arising from the project analysis have been resolved, final reports and invoices must
be sent. Follow these steps:

Sten | Action

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

& ucF Financials Advanced Search
Favorites - | Main Menu |
Search Menu:
Top Menu[%eatl @
*
00 Employee Self-Service 4
The menuis ng| =  Manager Sel-Senvice 4
Main Menutog (1 supplier Contracts 4
Highlights 03 Deparimental Authorization 4
L3 Cus an 3
Recently Used Customers
appear undert| 1 Customer Contracts 4
menu, located
1 Order Management »
L items 4
L3 suppliers »
4 p »
Breadcrumbs urehasing
your navigation| 1 eProcurement 4
youaccesstodl ~ o . - R
subfolders. Services Procurement L
01 Grants 8 sponsor Websites L4
3 Project Costing ' Proposals 4
£1  Proposal Management | —  Awards 5 _Award Profie |
Menu Search, = PR E] Project
the Main Menu| L3 Biling Institutions .
typeaheadwhi oo | B Sponsored Projects Of B Project Actuty

2. | Enter the following:

a) Business Unit
b) Project (Project ID)

Awall’s 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 lucens | Y
Award ID| begins with *
Project| begins with v | | &}

Description| begins with »
Fl ID| begins with *

-

Froposal ID| begins with
Reference Award Mumber| beging with

-

Case Sensitive
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Sten | Action

3. | Click Search.

Case Sensitive

Clear Basic Search IQ'E] Save Search Criteria

4. | Update Award Status to Closed.

Award Eunding L\\f‘esources Cerifications

5 Terms Wilestones Key \Words Funding Inquiry

Award ID RFO00D1009

Reference Award Number [1057903 Federal Award Identificat

Title \University of Exeter - Chang

Long Description |RF: Flood impact assessment of urban growth and climate change in =l
mega cities under urban sprawl and climate change impacts

131 characters remaining
Award Pl Chang, Ni-bin QU Reporting Role
Sponsor University of Exeter
Post Award Administrator

Purpose APRE

|2

Status| Closed
Award Type | Grant

5. | Click Save.

I@ Save I|gf‘ Return to Search Previous in

vious in List 4] Mextin List =] Motify || &% Refresh
Award | Funding | Resources | Ceriifications | Terms | Milestones | Key Words | Funding Inguiry

6. | Under the Associated Project heading, click the correct Project ID link in the Project
column.
Associated Project
PC Business Unit Project Description
%FD:H 16608014 SMA-RF- FLODD IMPACT ASSESS
RFDOA 16609914 SMA-RF MATCH-FLOOD IMPACT ASSE
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Step | Action

7. | Click the Project Status link. The link should display as Open or Reopened for

Adjustment.

Project D12230A4 Add fo My Projects

Processing Status Active

Project Status: Open

*Description NTC-CAREER: FAST REFRESHING HO| [l Program

*Integration |UCFO1 Q. University of Central Florida

General Information || Project Costing Definiion || Primayera | Manager || Location | Phases || Approval || Justification || User Fields

Rates Aftachments E)

i

Project Hierarchy

8. | On the Status page add another row.

Status [y
Project 16608014 Description SMA-RF- FLOOD IMPACT ASSESS
Project Status Find | View Al First (4 10f2 (b Last
Effective Date 07/12/2019 Sequence 1
9. | Enter values in the following fields:

a) Effective Date

b) Status [F — Financially Closed (stops all transactions)]

¢) Comments
Project]Status Find | View Al First (4) 10f4 (b Last

Sequence 1

Effective Date|10/

"Status :Q Reopened for Adjustment

Priority 0

Interest Calculation Factor 0.00

[+ [=]

Comments

10.| Click Save.

Return to Project General

[z Return to Search =] Motify || = Refresh

Grants — Maintain Awards
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Step | Action

11.| Click Return to Project General.

Feturn to Project Genera

[5] save ||[gh Return to Search =] Motify || 2% Refresh

12.| Click Return to Award Profile.

|Return to Award Profile |

[5]Save ||[@h Returnto Search w4 Refrezh

13.| Click the View Contract link.

Favorites - | Main W4

Award Eunding B

Refereng]

Associated Project

14.| Click the Billing Plans link at the bottom of the page.

Billing Flans Revenue Flans

Return to Award Profile

[5]Ssave ||[@h Return to Search =] Motify

Genaral_r[ Lines | Amendments
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Step | Action

15.| Ensure Billing Status on all lines is Completed.

Contract Lines to be Assigned / Unassigned Personalize | | Vigw All | =B First (4) 13013
Line Product Line Description Billing Amount ~ Price Type .F;:E Plan Plan Description Billing Method Status
2 COST_REIMB Direct Expenses Rate None B101 8244/COST_REIMB Bill Pian As Incurred Completed
COST_REIMB INDIRECT_EXP Rate None B101 8244/COST_REIMB Bill Pian As Incurred Completed

16.| Click the Return to General Information link.

Return to General Information

[& Return to Search =] Motify

17.| Click the Revenue Plans link at the bottom of the page.

Billing Flans | Revenue Plans |

Return to Award Profile

[§l Save ||[Gh Returnto Search ||[Z] Notify

Generaljl Lines | Amendments

18.| Ensure plan Status is Completed.

Contract Lines to be Assigned / Unassigned Personalize | Fina | view All | &1 5§ First (4) 1-30f3 (b Last
Line Product Description Revenue Amount Bnce  Fee Plan  Plan Description Revenue Method | Status
v Type  Type P
2 COST_REIMB Direct Expenses Rate None R101 Revenue Plan As Incurred Completed
3 COST_REIMB INDIRECT_EXP Rate None R101 Revenue Plan As Incurred Completed

19.| Click the Return to General Information link.

Return to General Information

[&h Return to Search =] Motify

20.| Click the magnifying glass icon by the Contract Status field. The Look UP Contract
Status field displays.

General Lines Amgndments
Contract Number RF0O0001008 Sold To Customer Universit
Amendment Number 0000000008 *Contract Status [CLOSED
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Step | Action

21.| Update Contract Status to Financially Closed.

h Look Up Contract Status

SetlD UCFO

Confract Status| begins with »

Look Up Clear Cancel Basic Lookup

Search Results

View 100 First (4) 1-2of2 (b Last

Confract $tatus Description Processing Status

ACTIVE Active Active

CLOSED Closed Active
|FIN_CLOSED Financially Closed Active |

22.| Click Save.

Return to Award Profile

I_EJJ Save I [gr Return to Search =] Motify

General | Lines | Amendments
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XVIIl. CLOSEOUT IN HRS

When an award end date has passed and the award will not be extended, the award should be
closed out in the Huron Research Suite (HRS). To do this, perform the closeout procedure
described in the HRS documentation.
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