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UCF

System Navigation for Grants

COURSE 7. RESEARCH FOUNDATION PROCESSING

I. SET UP A NON-GRANTS PROJECT

The Research Foundation will set up a project after receiving a non-grants award for which
billing is not necessary. This includes funding from the Donations Trust Fund (TF) UCF
Foundation, other donations, rent, licensing agreements, residual royalties, residual revenue, and
RFD Overhead Research Admin funds. Follow these steps to set up a non-grants project so that
transactions can be made against the project.

Stepn

Action

1.

Navigate to Main Menu > Grants > Awards > UCF GM Process > Create Non-
Integrated Project.

Favorites » ‘ Main Menu -
Search Menu: [} B create Non-integrated Project r
Top Menu Featt @ . E]
N B
01 employee seff-serice » )
The menuisno| =} Manager Seff Service v B
Main Menutog (3 suppiier Contracts 4 )
E Budget Inquiry
Highlights 8 Deparimental Authorization 3 o
B customen R = it Control Errars
Recently Used Customers E]
appear undertf (3 customer Contracts > B
menu, located § ~ Management v g
O ttems 4 )
8 suppliers 3 N
5 Review
Bread b 8 Purchasing 3 N
readcrumbs El Modify End Dates
your navigation] (1 eProcurement 4 o
youaccesstol /o oo oo |=] FaErmor Interactive Report
subfolders Services Procurement 4 B Review Relroacive F&A
B  Gants 3 sponsor Websites uiew Retoactive FEA
-
O Project Costing & Proposals
£ Proposal Management | = Awards "
Menu Search, = P R
the Main Menu| &1 Biling Insiiuions
type ahead whi| 3 sponsored Projects Offices 3
finding pages n
=] 0 Departments 3
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Sten | Action

2. | Enter the following:
a) PC Business Unit

will automatically next number the project.)
c) Create [Blank Project (default value)]

b) Project ID (Manually enter the first five digits of the new project. The system

Create Non-Integrated Project

Enter the PC Business Unit and the first five digits of the new Project you would like to create

*PC Business Unit: :Q
*Project ID (First Five Digits):[__]

Create New Project

Click the 'Generate’ button {o create a new Project |0 and be transfered to the Project’s 'General Information’ page

3. | Click Create New Project button.

I Create Mew Project I

4. | Enter values in the following fields:

project title.)
b) Integration [RFDO01]
c) Project Type
d) Start Date
e) End Date

& UCF Financials ; Adivanced Search

Favorites - | Main Menu - > Grants = > Awards - > UCF GM Process > Create Non-Integrated Project > Project

a) Description (Add the prefix to the title using the standard naming convention
from Finance — List of Departments/Projects with Attributes. For example, all
projects for the College of Optics and Photonics begin with CREOL and the

myUCF | Home | Workist | Performance Trag

General Information Project Department Project Costing Definition Primayvera Manager Location

Project 01013U08

*Description Program
*Integration UCFO1 Q University of Central Florida
Project Type (&}
Percent Complete 0.00 As Of
Project Health M As Of

Project Schedule (7

Description

Date/Time Stamp 10/23/19 4:51:42PM UserID addyg

Phases Approval Justification User Fields Rafl

b g 0 My Profects

Processing Status Active

Project Status: Open

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

=

Grants — Research Foundation Processing
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Action

S.

Select the Project Department tab.

Favorites « ‘ Main Menu - > Grants « > Awards v > UCF GM Process v > Create Non-Integrated Project >  Project

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

New 'Window
Rates D

Enter values in the following fields:

Institution ID
Subdivision*
Department
Department**

Percent Pledged [100.00]

General Information Project Department Project Costing Definition Primavera IManager Location Phases Approval D

Business Unit RFD01 Project 01018U08 CTR HIGH ED-RF:OVERHEAD ACCCUN
¥!FaA Requested

Primary Department Info

Institution ID

Subdivision

Department

ols o »

Contact ID Contact Details Q

Primary Department History

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

Department Info

Effective Date [10/22/201% |[H]

Department Info

*Department

Q

Save as Template

Subdivision

Personalize | Find | (2| [

Description

Copy Project

[gh Returnto Search || 7% Refresh

First

4 1of1 (p) Last

Percentage Pledged

#H =

|5+ Add

FHE=

= Include History

should be the same Department value.

*Subdivision will default if the Department is a budgetary department; otherwise, it

** The Subdivision and Department under the Primary Department Info heading and
the Department under Department Info should be the same number.

Click Save. (See image in previous step.)

Select the Project Costing Definition tab.

Favorites « ‘ Main Menu - e Grants - > Awards = > UCF GM Process « B

Create Mon-Integrated Project >

Project

General Information Project Department Primavera Manager Location Phases

Approval E)

Grants — Research Foundation Processing
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9. | Update the following fields:

System Fields

Business Unit the project is in.)
b) System Source [PGM]

Options
a) Standard Activities [Check]

Analysis Group Options
a) Cost Budget [GBUD]

Grants

a) Grants Project [Blank]
b) Project Primary Flag [Uncheck]

a) FS_08 SetID [UCFO01] (This value will always be UCFO01 regardless of what

General Information Project Department Project Costing Definition Primayera Manager

Project 01018008

System Fields

l “FS_08 SetiD UCFO1 Eg I
Isys[em Source PGM QI

Project Currency (7

Currency Code USD Q
Q

Effective Date Default | Accounting Date v

Rate Type CRRNT

Enforce Team (7 Analysis Group Options (7

Do Not Enforce
Project Team Only
Project and Activity Team

Cost Budget GEUD

Revenue Budget REUD

Actual Cost PSCST

L L L L pL

Location

Description CTR HIGH ED-RF:OVERHEAD ACCOUN

Phases Approval Justification User Fields

Ofgions (2
¥ standard Activities
Allow Interest Calculation

Percent Complete (7
*Calculation Method | Manual v

*Summary Method | (Invalid Value) v

*Retain History | Weekly v
Actual Revenue PSREY
Product(s): No A
Forecast Cost EAC
el EE LS Forecast Revenue FREY
Project Tree...

Profitability Analysis Groups (¢ Grants

Actual Margin = Actual Revenue PSREV (&} Actual Cost PSCST (e} Grants Project hd

Forecast Margin = Forecast Revenue FREY (e} Forecast Cost|[EAC Q Project Primary Flag

Save as Template Copy Project
My Projects Project Valuation Project Team Project Activities GoTo |More d
.
10.| Select the Location tab.
Favorites + | Main Menu - B Grants + ¥ Awards » b3 UCF GM Process = b3 Create Non-Integrated Project >  Project

General Information Project Department Project Costing Definition

Primayera Manager Phases Approval Justification User Fields Rates E)

New Window | H

Grants — Research Foundation Processing
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11.| Enter the Location Code [811800501].
General Information Project Department Project Costing Definition Primayvera Manager Location
Project 01018008 Description CTR HIGH ED-RF.OVERHEAL
Location Find | View All
*Effective Date 10/23/2019 [#] Sequence
Location Code:Q Description
12.| Click Save. (See image in the next step.)
13.| Click the Project Team link.
My Projects Project Valuation Project Activities
|_§J_| Save I.gf‘ Return to Search || 2 Refresh
14.| Click the plus sign (+) on the project Team Member line.
Project Team Members Personalize | Find | ViewAll | 31| & First (4 10f1 (b Last
EmplID Name Project Role M:L‘:;::‘ Email Notify  Start Date End Date
Team Member ’ =]
15.| Enter values in the following fields:
a) Employee ID
b) Project Role [PI]
c) Project Manager [Check]
Team Team Detail
Team Member Find | View Al First (4 20f2 (b Last
Project 01013008 Description CTR HIGH ED-RF:OVERHEAD ACCOUN (+][=]
Start Date 06/01/201% End Date D&/01/2060 Processing Status Active
*Employee ID Q Name
Email ID #| Email Notify for Status Change
Description
4
Availability dates Personalize | Find | View Al | (2] B First (4) 10f1 (b Last
Schedule *Project Role Project Manager | *Start Date *End Date
Q 08012019 |5 peotzoe0 |m 0 4 (=]
Activity Team Personalize | Find | View All | (21| @ First (4) 10f1 (») Last
Grants — Research Foundation Processing Course 7, Page 5




@ UCF Financials

aill System Navigation for Grants

Sten | Action

16.| Click Save.

Activity Team

Activity Description

Add Member to Activity Team

Return to Project Team Summary

[&F Return to Search 3 Refresh

17.| Select the Team tab.

Favorites - | Main

Team Detail

Team Member

18.| Click the Return to Project General link.

Go To: Team Rates

|Ra‘.urn to Project Genera |

[F]save |G Return to Search % Refrash

19.| Click the Project Activities link.

My Projects Froject Valuation Project Team

[5]Save ||[& Return to Search 7 Refresh

Grants — Research Foundation Processing Course 7, Page 6
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20.| Enter the Activity [GRANT].*

Project Activities
Schedule Iore Dates Details User Fields

Select WEBESID *Activity Name

Save as Template

IF{e'.urn o Project General I

[ Return to Search [=] Motify | 7 Refresh

*Activity

GRANT

Q

Revenue” to set up the budget.

*If the project is associated revenue, refer to the “System Navigation for Grants
manual, “Course 7. Research Foundation Processing,” section “VII. Residual

2

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

22.| Click the Return to Project General link. (See image in step 20.)

23.| In the Go To [More] dropdown menu, select Project Budgeting.

Save as Template Copy Project

My Projecis Project Waluation Project Team Project Activities

[5)save | |[Gh Returnto Search | |&¥ Refresh [Es Add

IGu To

Ivlore

Integrate with MSProject

| Project Status

24.| Select the Add a New Value tab.

Budget Plan

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

Find an Existing Value

Search Criteria

Grants — Research Foundation Processing

Course 7, Page 7
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25.] Click Add.

Budget Plan

Eind an Existing value Add a New Value

Business Unit RFDO1 |G
Project 01018008 Q.

Add

26.| Under the General tab in the Project Budget Plans section, enter the following:

a) Description [Grants Budget]
b) Budget Type [Cost Budget]

Budget Plan
Project 01015008 Description CTR HIGH ED-RF:OVERHEAD ACCOUN
Processing Status Active Process Manitor

Project Budget Plans Personalize | Find | view All | (21| [ First (4) 10f1 () Last

General | Calendar || Commitment Control || Finalize
) Max Budget

*PlaniD | Description *Status Total D"‘gb“"ed *Currency *Budget Type *Analysis Type Ttems to
udget Retris

etrieve
1| |[Grants Budgef Active v 0.00 USD q |[Cost Budget v | |BUD Q B | [

27.] Select the Calendar tab.

Budget Plan
Project 01012U08 Descripti
Processing Status Active
Project Budget Plans

General Calendar Commitment Control Finalize

Grants — Research Foundation Processing Course 7, Page 8




@ UCF Financials

aill System Navigation for Grants

Sten | Action

28.| Enter values in the following fields:

a) Calendar ID [BP]
b) Number of Periods [Manually change to 1]

Budget Plan
Project 01018008
Processing Status Active
Project Budget Plans

Description CTR HIGH ED-RF:OVERHEAD ACCOUN

General Calendar | Commitment Control | Finalize
. y N Total Distributed |,
Plan D Description Status Budget ‘Calendar ID
1 |Grants Budget Active v 0.00§BF

Save as Template

Return o Project General

w4 Refresh

Personalize | Find | View All | (211 [

*Start Date

D&/D1/2019 [

Process Monitor
First (4) 10f1 (p) Last

*Number of Periods

1 ==

E: Add |[ 5] Update/Display

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

30.| Select the General tab.

Budget Plan

Project 01015008 Descriptiol
Processing Status Active
Project Budget Plans
Calendar Commitment Control Finalize

31.| Click the yellow paper icon.

Budget Plan
Project 01018008 Description CTR HIGH ED-RF:OVERHEAD ACCOUN

Processing Status Active

Project Budget Plans Personalize | Find | View All | (0| [ First (40 10f1 () Last
Calendar || Commitment Control Finalize
Total Distributed Max Budget
PlanID  Description *Status otal Dis guggel *Currency *Budget Type *Analysis Type ltems t?ﬁelt]rigfe
1 [Grants Budget Active v 0.00 [usD @ [ Cost Budget BUD Q. B |=E H =

Process Monitor

Grants — Research Foundation Processing
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32.
box will display.

Under Budget Items click the yellow paper icon. The Project Budget Items dialog

Project Budget Details

Budget Periods Project Detail General Ledger Detall

Status WBSID  Activity Name/Budget ltem

El Grants Budget

1 Grant Budget

Commitment C

Budget
ltems

33.
Budget Items.

Under the Budget Items tab in the Project Budget Items field, add all necessary

Project Budget ltems

Activity GRANT

Budget Adjustment 0.00
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00

Description Grant Budget

Currency Code USD

Distribute Budgst

Spread Option| Select Spread

Budget Item Distribution

Budget Items | Project Detail

General Ledger Detail

Project Budget Item

Seq# Percentage

Budget Adjustment

Commitment Control Detail

Distributed Budget

Distributed Budget Add To/Subtract From
Personalize | Find | 1] [

First (4 10f1 () Last

Undistributed

Target Budget Adjustment

Q 1

34.| Select the General Ledger Detail tab.

Budget Item Distribution Persg

Budget ltems

Project Detail I General Ledger Detail I Commitment Control Detail | [F==H

Grants — Research Foundation Processing Course 7, Page 10
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35.| Enter values in the following fields:

a) GL Business Unit
b) Account

¢) Fund Code

d) Program Code [ZZ)]

Activity GRANT Description Grant Budget
Budget Adjustment 0.00 Currency Code USD
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00
Distribute Budgel Spread Option | Select Spread v Distributed Budget Add To/Subtract From
Budget Item Distribution Personalize | Find | (& | E First (4) 10f1 (p) Last
Budget ltems Project Detail General Ledger Detail Commitment Control Detail
Project Budget ltem Seq# GL Dusiness [Account Alternate Account Operating Unit Fund Code | Department Program By
! o % L unit perating P Code Re
& I|RFOOT & Q Q Q Q Q Q)
3

36.| Select the Commitment Control Detail tab.

Budget Item Distribution

Budget ltems FProject Detail General Ledger Detail | Commitment Control Detail |

37.| Enter values in the following fields:
a) Ledger Group [CC_PGRT_CH]

b) Ledger [CH_PGRT_BD]
c) Generate Parent Budgets [Check (availability dependent on Ledger Group)]

Activity GRANT Description Grant Budget
Budget Adjustment 0.00 Currency Code USD
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00
Distrioute Budget Spread Option | Select Spread v Distributed Budget Add To/Subtract From
Budget Item Distribution Personalize | Find | (21| [E First (4) 10f1 (p) Last
Budget Items || Project Detail || General Ledger Defail || Commitment Control Detail
. Generate
Seq  Commitment Parent Budget Use Default
Project Budget ltem # Control Status Ledger Group Ledger Budget Entry Type BF;adrge:‘ts Entry Type Entry Event
EQUIP QL 1 None CC_PGRT_CIC, JCH_PGRT_BED | || Criginal A vl Criginal v

Grants — Research Foundation Processing Course 7, Page 11
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38.| Update the Spread Option to Adjust by Amount.

Activity GRANT

Budget Adjustment 0.00
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00

Distribute Budget Spread Option [ Select Spread

Budget Item Distribution

Adjust by Amount

General Led| Adjust by Percentage
- Clear Values

Even Spread
FPercentage Spread
Select Spread

Budget ltems Project Detail

Commitment

. Seq
Project Budget ltem # Control Status

39.| Select the Budget Items tab.

Budget Item Distribution

Budget tems Project Detail General Ledger Detail

Commitment Control Detail

40.| Enter the Amount for each budget line in the Budget Adjustment.
Activity GRANT Description Grant Budget
Budget Adjustment 0.00 Currency Code USD
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00
Spread Option | Adjust by Amount v Distributed Budget Add To/Subtract From
Budget Item Distribution Personalize | Find | (7] | E First (4) 10f1 (b Last
Budget ltems Project Detail General Ledger Detail Commitment Control Detail
Project Budget ltem Seq# Percentage Budget Adjustment Distributed Budget Target Budget ggﬂ::}m;:?d
OTHER Q 1 5,000.00 0.00 0.00 [+ =]
QK Cancel
41.| Click one of the Distribute Budget buttons. (See image in the previous step.)

Grants — Research Foundation Processing Course 7, Page 12
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42.| In the Message box that displays, click Yes.

Message

New Budget Adjustment of 5000 does not match the original Budget Adjustment of 0.

Yes No

43.| Click OK.

44.| Click the Even Spread button for each line. The yellow warning triangles will

change to green checkmarks.

Budget Detail
Project 01018008 Description CTR HIGH ED-RF.OVERHEAD ACCOUN
PlaniD 1 Description Grants Budget

Currency Code USD Charging Level Detail

Calendar ID BF Number of Periods 1

Analysis Type BUD
Budget eligible for finalization

M\ Budget not eligible for finalization

Distribute Budget Distributed Budget|Add To/Subtract From ¥| Expand[AlSubtasks v

Filter Budget ltem 3 [ Search
Project Budget Details Persondize | Find | 7| [
Budget Periods || Project Detail || General Ledger Detail || Gommitment Control Detsil | [F=h
Status  WBSID Activity Name/Budget fem E:::E:‘ Spread Option Percent ﬁ:ﬁﬁﬂm gf;g::“‘ Target Budget g:\\]dl.]:::’!:\t:ﬂ Even Spread Other
i El Grants Budget Select Spread v
1 E Grant Budget Select Spread v
& Other Direct Expenses with F&A 5] otrer
Distribute Budget Copy From Another Plan
Budget Detail

Budget Detail

Project 01018005 Project 01018U08

Plan 1D 1 Plan D 1

Currency Code USD Currency Code USD

Calendar ID BP Calendar ID BP

Analysis Type BUD

Analysis Type BUD
# Budget eligible for finalization

¥ Budget eligible for finalization
Fiiy Budget not eligible for finalization m Budget not eligible for finalization

Distrioute Budget Distribute Budget

Project Budget Details

Project Budget Details
Budget Periods Project Detail

Budget Periods Project Detail

Status WBSID Activity Name| Status WBSID Activity Namsl

& = Grants g v E Grants
1 E Grant | 1 H Grant
& Othe v Othe

45.| Click Save. (See image in the next step.)

Grants — Research Foundation Processing Course 7, Page 13
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46.| Click the Budget Plan link.

Distribute Budget Copy From Anather Plan

Go To: Budget Plan Budget ltems Budget vs. Actual

Return to Budget Plan

[ Save ||[EF Return to Search =] Motify || 2% Refresh

47.] Select the Finalize tab.
Budget Plan

Project 01013008 Description
Processing Status Active

Project Budget Plans

General || Calendar || Commitment Control || Finalize |[F=H

48.| Click the Finalize button.

Budget Plan
Project 01018U03 Description CTR HIGH EC-RF:OVERHEAD ACCOUN
Processing Status Active Pracess Monitor
Project Budget Plans Personalize | Find | View All | (21| [ First (4) 10f1 (p Last

General || Calendar || Commitment Control || Finalize

Plan ID Description *Status Total D\stgﬁgbeedt Finalized Amount Last Finalized

1 [Grants Budget Active v 5,000.00 0.00 [ =]

49.| If a Message box displays, click OK.

Message

-
!

Budget Plan Finalization has been processed. (13100,657)

Click on the Process Monitor hyperlink to view run status

50.| Click the Process Monitor link.

Budget Plan
Project 01013008 Description CTR HIGH ED-RF:OVERHEAD ACCCUN
Processing Status Active Process Monitor
Project Budget Plans Personalize | Find | View All | (0| [ First (4) 1of1 (») Last

Grants — Research Foundation Processing Course 7, Page 14
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51.

Click Refresh to ensure the Run Status of the process runs to Success.

Server List

Process List

View Process Request For

User ID pddyg Q. Tvpe v |[Last v 1 [Days v
Server hi Mame Q,  Instance From Instance To
Run Status v Distribution Status ¥ | ¥ save On Refresh

Process List Personalize | Find | View All | (& | Lt_ﬂi

Select Instance Seq. Process Type Process Name  User Run Date/Time Run Status

O736544 10/232019 7:37T:23PM EDT Success

Application Engine PC_WRAPPER addyg

Report Manager

First (4, 10f1 () Last

Distribution
Status

Posted

Details

Details

Grants — Research Foundation Processing

Course 7, Page 15
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Il. RFD PRE-BILL

To process billing at month end for an AS INCURRED contract or weekly for a
FIXED AMOUNT contract, follow these steps:

Sten

Action

1.

For AS_INCURRED billing, navigate to Main Menu > Reporting Tools > Query >
Query Manager.

& ucFFinancials "\ IETRHETTNEY /orced Scorn B LostSecch Rl

Favorites v ‘ Main Menu  ~

myUCH

Top Menu Featy

The menu is noy
Main Menu to g

Highlights

Recently Used
appear under t
menu, located

Breadcrumbs
your navigation|
you access to f
subfolders.

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

Search Menu:

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

Customer Contracts
Order Management
Items

Suppliers

Purchasing
eProcurement
Services Procurement
Grants

Project Costing
Proposal Management
Billing

Accounts Receivable

Accoul
Asset Management
Banking

Cash Management

Commitment Control

fFv v v v v v v v v v v v v v v v v owor v ow v

General Ledger

icPocooopopoCocrocrbborporcCpOC D D

Allgcations 8 | =l Query Manager |
Set Up Financials/Supp B psinvision
Enterprise Components| B BiPublisher 5l scheaule Query
Worklist a8 Report Manager
Tree Manager
Reporting Tools »
PecpleTools >
v

Note: For details on the closeout process, refer to the “System Navigation for Grants”
manual, “Course 3. Maintain Awards” in the following sections:

“XI. Notify Department”

“XII. Milestone Completion”

“XIII. Complete Final Review”

“XIV. Prepare Final Reports and Invoices”
“XV. Move Residual Funds”

“XVI. Close Award, Project, and Activity”
“XVII. Closeout in HRS”

Grants — Research Foundation Processing
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2. | Enter the Query Name of FXCA_BILLING_PROJ_RES in the begins with field.
Query Manager
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Query | Create New Query
*Search By |Query Name v beqgins with |FXCA_BILLING_PRCJ_RES] |
Advanced Search
3. | Click Search. (See image in previous step.)
4. | In the Search Results, go to the Run to Excel column and click the Excel link of the
query.
Search Results
*Folder View |~ All Folders - M
Check All Uncheck All *Action | — Choose — v Go
Query Personalize | Find | View All | (7 | E First (4) 1-7of 7 (») Last
Select Query Name Descr Owner Folder Edit E!F:IAILD E:S;D 5#1‘0 Schedule Definitional References
FXCA_BILLING_PRCJ_RES Contracts bills w proj res Public Edit HTML )(ML Schedule Lookup References
FXCA_BILLING_PRCJ_RES_4393_EQ Ef;'fn:;c’ now Direct Public Edit HTML Excel XML Schedule  Lookup References
FXCA_BILLING_PROJ_RES_BI_DISTW Contracts bills w proj res Public Edit HTML Excel XML Schedule Lookup References
FXCA_BILLING_PROJ_RES_CONTR  Contracts bills w projres  Public Edit HTML Excel XML Schedule  Lookup References
FXCA_BILLING_PRCJ_RES_NEW Contracts bills w proj res Public Edit HTML Excel XML Schedule Lookup References
FXCA_BILLING_PROJ_RES_NOLINES CAbills wio cost for Cl upld  Public Edit HTML Excel XML  Schedule  Lookup References
FXCA_BILLING_PRCJ_RES_NOLNBIST CAbill wiccst bill stage tbl Public Edit HTML Excel XML Schedule Lookup References
5. | Repeat steps 1-4 to run the Query Name of FXAR _OPEN ITEMS RFDO1.
6. | Prior to billing, compare the first report to the bill plan and to any unapplied payment
on the FXAR_OPEN_ITEMS_RFDO1 report.
7. | Review the Budget Position, Payments Received, Project Status, and Variance.
8. | For FIXED_ AMOUNT billing, ensure Events are set to Ready.
9. | Repeat steps 1-4 to run the Query Name of FXCA _EVENTS TO BILL.
10.| Prior to billing, compare the items on the fixed bill query to the bill plan in ARGIS and
to any unapplied payments on FXAR_OPEN_ITEMS RFDO1.
11.| Review the Budget Position, Payments Received, Project Status, Variance, etc.
Grants — Research Foundation Processing Course 7, Page 17
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Enter Deposit and Apply Payment

University of Central Florida: Future State Business Process Flow

Accounts Receivable

Enter in Payment

information

Generate
Journals

worksheet

Create a

A

Run AR Update |

Select the line(s) to
apply the deposit
to

Process

Post the

Worksheet
through Batch
Standard

lll. ENTER DEPOSIT

When money is received, the deposit should be entered into UCF Financials and applied to the
correct open item or put on the appropriate account. To enter a deposit, follow these steps:

Sten

Action

1.

Navigate to Main Menu > Accounts Receivable > Payments > Online Payments >
Regular Deposit.

@h UCF Financials

arch [l Last Search Results

myUCF | Home | Wordist | P

Favorites ~ ‘

Top Menu Featy

The menu is noy
Main Menu to g|

Highlights

Recently Used
appear under t
menu, located

Breadcrumbs
your navigation|
you access o i
subfolders

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

Regular Deposit

P
Main Menu
Search Menu: ®
s
Employee Self-Service »
Manager Self-Service 3
Supplier Contracts 3
Departmental Authorization 3
Customers 4
Customer Contracts b
Order Management Pending Items c - 5
tems Payments Online Payments;
Suppliers Customer Accounts Apply Payments
Purchasing Customer Interactions Electronic Payments

eProcurement
Services Procurement

Grants

I e o Y e B

Project Costing

Proposal Management

bles Maintenan

bles Analysis

bles Update

ons Workbench

cocroreo

Direct Journal Payment;

h Control Entries
Review Payments

Reports

) () ()

Regular Deposit Balancing
Express Deposit

Express Deposit Balancing

3

3

3

Receivables WorkCenter

Billing
Accounts Receivable

Accounts Payable

ELLELELELLEEELL@LLL

Asset Management
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gl System Navigation for Grants
Sten | Action
2. | Select Add New Value tab.
Regular Deposit
Enter any information you have and click Search. Leave fields :)Ia:l;k for a list of all values
Find an Existing Value Add a New Value
3. | Enter the values in the following fields:
a) Business Unit
b) Deposit ID [NEXT]
Regular Deposit
Find an Existing Value Add a New Value
Deposit Uni{UCFOT
Deposit IDINEXT
Add
4. | Click Add. (See image in previous step.)
5. | Enter values in the following fields:

a) Bank Code [BOA1]

b) Bank Account [ACH]

c) Deposit Type [C — Customer Receipts]

d) Format Currency

e) Control Total Amount (total amount of the deposit)

f) Count
g) Date Received
h) Date Entered

Totals Payments

Unit UCFD1

DepositID 5839

* i 107232018
Accounting Dats | = Eﬂ IComro\ Currency QI
*Bank Code Q
Format Currency USD Q
*Bank Account Q
*Deposit Type Q Rate Type
Exchange Rate
Control Totals Control Data
I Control Total Amount 0 JEI I'Count 0 I *Received 102372018
Entered Total Amount 0.00 Count 1 “Entered [10/23/2019 |[5]
Difference Amount 000 Count -1 Posted
Posted Total Amount 0.oo Count i] Assigned [addyg
Journalled Total Amount 0.00 Count 0 User addyg
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aill System Navigation for Grants

Sten | Action

6. | Select the Payments tab.

Favorites - | Main Menu

Totals || Payments

7. | Enter values in the following fields:

a) Payment ID

b) Accounting Date (date payment was received)

c) Amount

d) Currency

e) Payment Method [Check or Electronic Funds Transfer or Giro - EFT]
f) Customer ID

g) Business Unit

h) Qual Code [I]

i) Reference (invoice number, if known)

Totals Payments
Unit UCFO1 DepositID NEXT Date 10/23/2019 Balance Not Balanced
Payment Information Find | View All First (4) 10f1 () Last
Payment Seq I *Payment ID I | *Accounting Date 10/23/2019 @I j
Amount 0.000 ICUrrellcy’ Q |
Rate Type Q Exchange Rate B
Payment Predictor Journal Directly Range of References
IFaymem Method = I Attachments (0)
Customer Information Find First (4) 10f1 (p Last
ICustumerlD Q. I Business Unit (&} [+ [=]
Remit From Remit SetlD
Name
Corporate Corporate SetlD
SubCust1 SubCust2
MICR D X Link MICR
Defail References
Reference Information Personalize | Find | View All | (1] First (4) 10of1 (p) Last
Qual Code Reference To Reference
1 a Q &l =
[=] Notify || & Refresh [Ey Add || ] Update/Display

8. | Under the Payment Information heading, use the plus sign (+) to add additional
payments. (See image in the previous step.)

9. | Click Save. (See image in step 7.)
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System Navigation for Grants

Sten

Action

10.

Select the Totals tab.

Favorites - |

Main Menu

Payments

11.

Ensure the Difference Amount and Count are both zero (0).

Totals Payments
Unit UCFD1 Deposit ID 5638

Wiew Audit Logs

*Accounting Date 10/24/2019 |[H
“Bank Code BOA1 Q. Boa-ACH
*Bank Account ACH Q. oosseas79634
“Deposit Type C @ Cust Recpt
Control Totals
Control Total Amount 235,300.00 % =Count 1
Entered Total Amount 236,300.00 Count 1
I Difference Amount 0.00 Count 0 I
Posted Total Amount 0.00 Count 0
Journalled Total Amount 0.00 Count 0

[=] Notify | |&* Refresh

Totals | Payments

Control Currency
Format Currency USD
Rate Type CRRNT
Exchange Rate
Control Data
*Received 10/24/2019
*Entered 10242019
Posted

Assigned addyg

User addyg

=+ Add

| Update/Display

12.

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

System Navigation for Grants

IV. APPLY PAYMENT TO ITEM

If a chartstring is known or it is known that the payment should be placed on account and a
deposit is entered, a payment can be applied to an item. Afterward, Receivables Update can be
run. To apply payment to an item, follow these steps:

Sten

Action

1.

Navigate to Main Menu > Accounts Receivable > Payments > Apply Payments >
Create Worksheet.

\gh UCF Financials Havigator

Favorites = |

myUCF | Home | Workist |

Top Menu Featy

The menu is noy
Main Menu to g

Highlights

Recently Used
appear under t
menu, located

Breadcrumbs
your navigation)
you access to i
subfolders

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

MainMenu = ‘
Search Menu:
®
Employee Self-Service L4
Manager Self-Service »
Supplier Contracts »
Deparimental Authorization L4
Customers L3
Customer Contracts b
Order Management Pending Items '
ems Paymenis Online Payments R 4 -
Suppliers Customer Accounts Apply Payments R
:;Dhas ng Customer Interactions Electioric Payments | [ Update Worksnest

eProcurement
Services Procurement

Grants

ImPrFroreorepm

Project Costing

Proposal Management

Billing

ct Journal Payment

eivables Maintenan
bles Analysis Cash Control Entries

bles Update Review Payments

Ccoporroer

ons Workbench Reports

B

Finalize Worksheet

b

3

3

eceivables WorkCenter

Accounts Receivable

I A i o o o A A R I I O B O

Enter values in the following fields:

a) Deposit Unit
b) Deposit ID (Enter ID associated with the deposit.)

Search C

Assigned

Pay

Create Payment Worksheet

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

Find an existing payment

riteria

Deposit Unit|= v CFO1 QL
Deposit ID| begins with ¥ Q
Payment Sequence|= v
Payment D[ begins with v a
ment Status| = v v
User D[ begins with v
Operator 10| begins with ¥ a
Payment Predictor Method | beging with v Q

Accounting Date| = v

Case Sensitive

=l
Search Clear | Basic Search @ Save Search Criteria

Grants — Research Foundation Processing

Course 7, Page 22




&

UCF

UCF Financials

System Navigation for Grants

Sten

Action

3.

Click Search. (See image in previous step.)

On the Payment Worksheet Selection page, enter or verify the following
information:

a) Customer ID
b) Business Unit
c) Qual Code [I]
d) Reference (Enter invoice number.)

Payment Worksheet Selection

Deposit Unit UCFD1 PaymentID 1533 Payment Predictor
DepositID 5639 Payment Amount 236 30000 USD
Deposit Status None Applied Payment Status Identified

Customer Criteria

N Customer Reference Find | View All First (40 10f1 (p) Last

Customer Criteria

Customer ltems v I Customer ID [CNG50053 a I Business Unit JCFO1 | Q I [+ [=]

Name Applicote Associates
Remit SetiD UCFO1 Remit From ID CNG50053
Corporate SetlD UCFD1 Corporate ID CNG50053
MICR ID Q Link MICR
Reference Criteria
Reference Criteria Item Reference Personalize | Find | View All | (2] E First (40 10f1 (» Last
Specific Value v
Qual Code Reference To Reference

Restrict to

All Customers A | q JlcnGeootos a [+] [=]
Match Rule

Exact Match v
Detail Reference
Item Status

Item Inclusion Options
* All ltems Deduction Items Only Items in Dispute Only Advanced Inclusion Options
Exclude Collection ltems Exclude Deduction Items Exclude Dispute ltems

Worksheet Action

Clear Created at tems 0

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

Place a check beside the line items to apply the payment to.

Payment Worksheet Application

Deposit Unit UCFO1 Deposit ID 5839 PaymentID 1593 Payment Sequence 1 Payment Currency  USD

Payment Accounting Date 10/24/201%
Item Action Row Selection
Entry Type [ Pay An ltem v Reason Q Choice | Select Range of ltems v Range Go
Item Display Control Row Sorting
Display | All ltems v Go ﬁ Sort All By | ltem v Go
Item List Pe
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6
View Detail Eg:‘“ Sel Pay Amt cur Item ID ‘L‘fn';‘ Unit Customer Type Reason Disc Ri:“f Service Pur,
By g & @ Q |ucFo1 @ [cnesoos3 |a af | Q
Lot D Letter of Credit ID

Grants — Research Foundation Processing
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aill System Navigation for Grants

Sten | Action

7. | Verify the Type [PY]. (See image in previous step.)

8. | Click Save.

Add with Detail Letter of Credit ID
Balance
Amount 236,300.00 Remaining 236,300.00 Unearned 0.00
Selected 0.00 Discount 0.00 Earned 0.00
Adjusted 0.00 Write Off 0.00
Worksheet Selection Waorksheet Application Worksheet Action Attachments (0) View Audit Logs
[ah Returnto Search | i Refresh

Note: If the deposit is not equal to the worksheet total, complete steps 9-12; otherwise,
skip to step 13.

9. | If the deposit is less than the worksheet total, on the line item where the money is to be
applied, change the payment amount (Pay Amt) to the amount of the deposit.

Item List
Detail 1 Detail 2 Detail 3 Detail 4
. . Remit
View Detail Seq Sel Pay Amt
Bt s

Add with Detail

10.| Click Save. Another line item in the remaining amount will be system generated.

Add with Detail

Balance
Amount 236,300.00 Remaining
Selected 0.00 Discount
Adjusted 0.00 Write Off
Warksheet Selection Warksheet Application

[@ Return to Search o Refresh

11.| If the deposit is greater than the line item, determine why the item was received and
take appropriate action, which may include either issuing a refund or placing the
money on the account.

12.| Click the Worksheet Action link. (See image in step 10.)
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aill System Navigation for Grants

Sten | Action

13.| Verify the Posting Action [Batch Standard].

Payment Worksheet Action
Deposit Unit UCFO1 DepositID 5659 Payment ID 100
Entered Date 10/22/2019 Status Do Not Post
Worksheet Action Posting Action Accounting Entry Action
Delete Worksheet Action:| Batch Standard hd QK Create/Review Entries
Worksheet Selection Worksheet Application Worksheet Action
_EJJSEVE gt Return to Search [=] Notify

14.| Click OK.

Deposit ID 55859

Status Do Not Post

Posting Action

Action:| Batch Standard v

15.| Click Save.

Worksheet Selection

[&F Return to Search =] Notify
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System Navigation for Grants

V. AR DIRECT JOURNAL

AR Direct journals eliminate the need to create a bill for a project. These projects are thus set up
as a NOBILL contract type. When a chartstring is known, the deposit denotes it should be
journaled directly, and a deposit has been entered, a direct journal should be set up. This make it
possible to run a Receivables Update and Journal Generate. Follow these steps to create an AR
direct journal:

Step

Action

1.

Refer to the “System Navigation for Grants” manual, “Course 7. Research
Foundation,” section “IIl. Enter Deposit.”

Navigate to Main Menu > Accounts Receivable > Payments > Online Payments >
Regular Deposit.

&s] UCF Financials \ Navigatar ~ g 3 h Bl Last Search Results myUCF | Home | Workist | Py
Favorites ~ ‘ Main Menu -
Search Menu:
Top Menu Featy ® .
83 Employee Seli-Service L3
The menuisnoy —  Manager Self-Service 3
MainMenutog (3 syppiier Contracts »
Highlights l—@ Deparimental Authorization 3
8 customer >
Recently Used Customers
appear undert] L1 Customer Contracts 13
menu, located £33 Order Management 3 Pending ltems
e 0 Payments = El Regular Deposit I
O tems S
& suppliers 1 CustomerAccounts | 1 Aoply Payments j Regular Deposit Balancing
8 Purchasing 33 Customer Interactions | I Electranic Payments 3 Express Deposit
Breadcrumbs - = B p - o Express Deposit Balancing
[=] coiy: = Maint n Direct Journal Payment; o
your navigation| (3 eProcurement ables Maintena o !
" s Analy: Cash Control Entries 4
éﬁﬁfﬁ%;is ©Y 0 senvices Procurement | = vables Analysis §
& Grants [s] ;ables Update 0 Review Payments »
03 Project Costing B tions Workbench | =1 Reports 4
3 Pproposal Management ._1 Receivables WorkCenter
Menu Search, . ! g
the Main Menu| &3 Biling
type ahead whi Accounts Receivable 4
finding pages n|
3 Accounts Payable >
3 Asset Management >

Select the Payments tab.

Favorites = | Main Menu

Totals Payments
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System Navigation for Grants

Sten | Action

4. | Check Journal Directly.

Totals Payments

Unit UC’D;

Payment Information

Deposit ID 5639

Payment Seq 1

Amount 231
Rate Type CRRNT
Payment Predictor
Payment Method | Check v
Customer Information
Customer ID CNGE0D53

Remit From CNGE0053

Name Applicots iates

MICR ID

Detail References
Reference Information

Qual Code Reference

11 CNGCD0104

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

Totals | Payments

Date 10/24/2019

*Payment ID 1533
Currency USD

Exchange Rate

Journal Directly

Attachments (0)

View Audit Logs

Business Unit UCFO1

Remit SetlD UCFO1

Corporate SetlD UCF01

Link MICI

Add Conversation

Personalize | Find | View All | (1] [

To Reference

Balance Balanced

*Accounting Date 10/

Find | View All First (4 10f1 (p) Last
=
Range of References
Find First (4 10f1 (}) Last
=
View/Update Conversations
First (4} 10f1 (p) Last
=y Aad

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

Navigate to Main Menu > Accounts Receivable > Payments > Direct Journal
Payments > Create Accounting Entries

Breadcrumbs
your navigation|
you access to i
subfolders.

eProcurement

Services Procurement

Grants

t Costing

A o o B B

Proposal Management

Menu Search,

Favorites v | Main Menu -
Search Menu:
Top Menu Featy @ .
Employee Self-Service L4
The menu is not Manager Self-Service >
Main Menu to gj Supplier Contracts 3
Highlights Deparimental Authorization L3
Customer: 3
Recently Used Customers
appear under t Customer Contracts -
menu, located . Pending liems
Order Management =
tems Payments
s
Suppliers Customer Accounts
Purchasing Customer Interactions

bles Maintenan:
bles Analysis
vables Update

Collections Workbench

3

Online Payments
Apply Payments

actronic Payments

3

;D\recl Joumal Payment

E

Journal Entry Drill Down

Cash Control Entries

Create Accounting Entries

Review Payments

El

Modify Accounting Entries

CooooODCD

Reports

b

Receivables WorkCenter

[ o S A A o B o ot O O I I O A W

the Main Menu Billing
type ahead whi Accounts Receivable 4
finding pages
Accounts Payable L4
Asset Management L3
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gl System Navigation for Grants
Sten | Action
7. | Enter values in the following fields:
a) Deposit Unit [RFDO01]
b) Deposit ID (Enter ID associated with the deposit.)
Create Accounting Entries
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Search Criteria
Deposit Unit[= ¥ | [}
Deposit ID| begins with » || [}
Fayment Seguence| = A
Payment |D| begins with »
User ID| begins with v
Assigned Cperator D] begins with »
Case Sensitive
Clear | Basic Search .\_JT'H Save Search Criteria
8. | Click Search. (See image in previous step.)
9. | Enter values in the following fields (scroll right to view all fields):

a) GL Unit [RFDO1]

b) Line Amount

c) Account [Revenue Account]
d) PC Business Unit [RFDO01]

e) Project

f) Activity [GRANT]
g) Analysis Type [Rev]

h) Fund
i) Program

Grants — Research Foundation Processing
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.
Step | Action
Accounting Entries Deposit Control
Unit RFDO1 DepositlD 7 Payment 1532 Seq 1
Currency Details
Amount 50.00 USD # 8
Complete Entry Event (&} %
Distribution Lines Personalize | Find | View All | (1] B3 First (4) 120f12 » Last
ChartFields Currency Details Journal Reference Information Distribution Creation / Update Details
E‘E’:}Li;’:cﬁe"" GL Unit Speed Type  |Line Amount |Currency Account Dept PC Bus Unit || Project Activity
1 1|RFDD1 e 50.00JUSD 111000 02300019
2 2|RFDO1 pe -50.00jUSD 601002 RFDO1 00000018 GRANT
*
Accounting Entries Deposit Control
Unit RFDO1 DepositiD 7 Payment 1532 Seq 1
Currency Details
Amount 50.00 USD ¥ =
Complete Entry Event aQ
Distribution Lines Personalize | Find | View All | (2 | 5§ First (4) 1-20f12 (» Last
ChartFields Currency Details Journal Reference Information tribution Creation / Update Details
E:;"J‘:}::";" GL Unit SpeedType  LineAmount Curmrency #;‘;;Vm %?;;“ Category Subcategory Fund
1 1 RFDD1 e 50.00 USD 91506
2 2 RFDD1 e -50.000 USD REV 91506
[l »
Accounting Entries Deposit Control
Unit RFDO1 Deposit ID 7 Payment 1532 Seq 1
Currency Details
Amount 50.00 UsD ¥ =
Complete Entry Event Q
Distribution Lines Personalize | Find | View All | (21| [Ef First (4) 1-20f12 (») Last
ChartFields Currency Details Journal Reference Information Distribution Creation / Update Details
EL?S?[‘:C‘E" GL Unit Speed Type  Line Amount Currency Program Bud Ref  AltAcct Oper Unit Affiliate
1 1 RFDO1 e 50.00 USD ZZ 11000
2 2 RFDO1 pe -50.00 USD 77 613100
[ ']
. . . .
10.| Click the lightning bolt icon.
= = m TR
Accounting Entries || Deposit Control
Unit RFDOY DepositID 7
Currency Details
Amount 5000 USD gf
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System Navigation for Grants

Sten

Action

11.

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

12.

Check Complete.

Unit UCFD1

Currency Details

Amount

Complete

Distribution Lines
ChartFields Currency Details

Distribution

Sequence GLN

1 1 UCFM

2 RFDIM

[ou]

Total

[gh Return to Search

Accounting Entries | Deposit Control

Accounting Entries Deposit Control

[yl

Lines 10 Total Debits

i

=
=
=

c

JOU

& H
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VI. GENERATE JOURNALS FOR AR PAYMENTS

After the Receivable Update has been run and deposits have been recorded, generate journals for
Accounts Receivable (AR) payments. Follow these steps to generate journals for AR payments:

Sten

Action

1.

Navigate to Main Menu > General Ledger > Journals > Subsystem Journals >
Generate Journals.

Favorites » ‘

Main Menu - ‘

Top Menu Featy

The menu is noy
Main Menu to g

Highlights

Recently Used
appear under il
menu, located

Breadcrumbs
your navigation)
you access o {
subfolders.

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

Search Menu:

CrPPCFPODODPODOOPOPODODOOODODPROODDDODDD

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

Customer Contracts
Order Management

Items

fow = v v v v ~ 4

Suppliers

Purchasing
eProcurement
Services Procurement
Grants

Project Costing
Proposal Management
Billing

Accounts Receivable
Accounts Payable
Asset Management

Banking

mpopororooororore

Cash Management

Journals

GL Subsystem Reconci
Ledgers

Summary Ledgers
Close Ledgers

Open ltems

[8s]
[8s]
=]
=
[85]

[8s]

Journal Entry
Standard Journals
Import Journals

Subsystem Joumnalg

»

3

»

[E

Generate Journals

Process Joumnals

Suspense Correction

B
B

Update Journal Header
mport HR_ACCTG_LINE

Monitor Background Process

Review Financial Information

General Reports
Fusion Accounting Hub
UCF GL Reports

General Ledger Center

3

Commitment Control
General Ledger
Allocations

Set Up Financials/Supolv Chain
-

Select the Add a New Value tab.

Find an Existing Value

Generate Journals

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

Action

Enter the Run Control ID (user defined).

Generate Journals

Find an Existing Value || Add a New Value

Run Control 1D |

Add

Note: When creating run controls, they cannot contain any spaces. Use underscores

instead.

Click Add. (See image in previous step.)

Set up the Run Control as follows:

Edit [Checked]
Process Frequency [Always]
Set ID

Applications Business Unit
f) Ledger Group [ACTUALS]
Template [ AR PAYMENT]

Accounting Definition Name [ARDEFN]

h) From Date Option (specify date)
1) To Date Option (specify date)
J) From Date
k) To Date
Generate Journals Request
Run Control ID Generate_Journal_for_AR_Paymen Report Manager  Process Monitor Run
Journal Processing Options
Budget Check Post
Process Request Parameters Find | View All First (4) 10f1 (p) Last
Process Frequency Request Number 1 F[=]
® Always
Don't Run I“Accounting Definition Name QI
Application Business Unit e}
Ledger Group Q,
Template Q
*From Date Option | Begin Date - From Period A From Date EJ
*To Date Option | End Date - To Period r To Date E{J
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gl System Navigation for Grants
Step | Action
6. | Click Run. (See image in previous step.) The Process Scheduler Request dialog box
displays.
7. | Ensure the FS_JGEN line is selected.
Process Scheduler Request
User ID addyg Run Control ID Gengrate_Journal_for_AR_Paymen
Server Name hd Run Date |10/24/2019 [
Recurrence v Run Time [2:41:53AM Reset to Current Date/Time
Time Zone Q
FTP Control Command
Process List
Select Description Process Name Process Type *Type * Format Diistribution
Currency Precision Error L\\» FSX6001 Bl Publisher Web ¥ || HTM v | Distribution
I i FS_JGEN FS_JGEN IAppIicaticn Engine Web ¥ || TXT v | Distribution
FS_JGEN_FRE FS_JGEMN_FRE Application Engine Web v || TXT v | Distribution
FS_JGEN_PRG FS_JGEN_PRG Application Engine Web v || TXT v | Distribution
HR JGEN & send email HRJGENEM PSJob (None) w ||({None) v | Distribution
Cancel Refresh
8. | Click OK. (See image in the previous step.)
9. | Click the Process Monitor.
Report Manager | Process Monitor Run
10.| Click the Refresh button until the Run Status for the process displays Success.
Process List Server List
View Process Request For
User ID pddyg a,  Type v | [Last v 1 [Days v
Server v Name G, Instance From Instance To Report Manager
Run Status T Distribution Status v #| Save On Refresh
Process List Personalize | Find | View All | & | First (4) 1-20f2 () Last
Select Instance Seq. Process Type Process Name  User Run Date/Time Run Status E'i::}ﬂ:utian Details
9736550 Application Engine FS_JGEN addyg r24/2019 2:41:58AM EDT Success Posted Details
0736544 Application Engine PC_WRAPPER addyg Qr23/2019 7:37:23PM EDT Success Posted Details
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VIl. RESIDUAL REVENUE

A residual revenue account is to allow a principal investigator (PI) spend funds that were
allocated to them by other projects. This could be a direct allocation or excess funds that did not

have to be returned. To set up a PI balance account, follow these steps:

Sten

Action

1.

To set up the project, refer to the “System Navigation for Grants” manual, “Course 7.

Research Foundation,” section “I. Set Up a Non-grants Project.”

Navigate to Main Menu > Grants > Awards > Project.

@*‘n UCF Financials

Favorites v ‘

Main Menu

Top Menu Featy

The menu is noy
Main Menu to g

Highlights

Recently Used
appear under t
menu, located

Breadcrumbs
your navigation)
you access to {
subfolders.

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

s

Search  [B Last Search Results

myUCF

Search Menu:

Employee Self-Sarvice
Manager Self-Service
Supplier Contracts
Departmental Authoriza)
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

Allocations

proopCocoOpPoDDDDDDODDODDDDDDDODD D

e R o A o O O A A A

Sponsor Websites
Proposals

Awards

Institutions

Sponsored Projects Offi
Departments
Professionals

Sponsors

cipients
e Reports
Grants Center
Grants WorkCenter
Contracts Workbench

-

r

Set Up Financials/Supolv Chain
hd

UCF GM Pracess

O e o e e e T (R

udgets
Project Budget Inguiry

Commitment Control Errors

Modify End Dates

FAError Inte

Review Retroac
Milestone Notification

Maintain Attachments
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Sten | Action

3. | Enter values in the following fields:

a) Business Unit
b) Project

Project General

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

Find an Existing Value || Add a New Value

Search Criteria

Business Unit| = v UCFO1 Q
Project| begins with + G,
Description | begins with v
Program| = A Detail Project v
Processing Status| = A v

Include History Case Sensitive

& .
Clear | Basic Search 2 Save Search Criteria

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

5. | On the General Information tab at the bottom right of the page, select Project
Budgeting from the Go To [More] dropdown menu.

My Projects Project Valuation Project Team Project Activities I GoTo Mare x

Integrate with MSProject

Ejsave [P Return to Search 4E| Nextin List ¥ Refresh Ey Add istory

Project Initiation Checklist
Project Status

6. | On the General tab of the Budget Plan page, enter or verify the following:

a) Description [Grants Cost Budget]
b) Status [Active]
c) Budget Type [Cost Budget]

Budget Plan
Project 18408146 Description EECS-RF GONZALEZ RESIDUAL
Processing Status Inactive Process Monitor
Project Budget Plans Personalize | Find | View All | &1 | First (4) 10f1 (») Last
I General I Calendar || Commitment Contral || Finalize
Max Budget
Plan ID |Description *Status st Dlslgbmﬁd Curmrency Budget Type Analysis Type Items to
udget Retri
etrieve
1|Grants Cost Budge] Active v 8,440.00 USD Cost Budget BD1 % tﬂ [+
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7.

Select the Calendar tab.

Budget Plan

Project 16408145 Descripti

Processing Status Inactive

Project Budget Plans
General Calendar Commitment Control Finalize | 5K

Enter or verify the following:

a) Calendar ID [BP]
b) Number of Periods [Manually change to 1]

Budget Plan

Project 16408146 Description EECS-RF

Processing Status . active

General Calendar Commitment Control Finalize

Total Distributed

Plan ID Description *Status Budget

1 Grants Cost Budget Active v 8,449.00 BP

Calendar ID

Project Budget Plans Personalize | Find | View All | (1| [ First (4) 10f1 (b Last

Start Date

11012013

Process Monitor

Number of Periods

Click Save.

Return to Project General

I_EJJ Save I [oF Return to Search [=] Notify || 2% Refrash

10.

Select the General tab.

Budget Plan

Project 16402146 Descripti
Processing Status Inactive

Project Budget Plans

General Calendar Commitment Control Finalize | 5K
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11.

Click the yellow paper icon.

Budget Plan
Project 1640a146

Processing Status Inactive

Description EECS-RF GONZALEZ RESIDUAL

Project Budget Plans Personalize | Find | View All | &1 5 First (4 10f
General || Calendar || Commitment Control || Finalize
Max Budget
PlanID Description *Status LR e Currency Budget Type Analysis Type tems to
Budget Retri
etrieve
1 |Grants Cost Suclgeﬂ Active v 2,449.00 USD Cost Budget BD1

Process Monitor

Note: Establish a $0-cost budget for every budget item where expenses could be posted
by creating two lines that must be entered and finalized one at a time.

12.

In the Budget Items column, click the yellow paper icon. The Project Budget Items

dialog box will display.

Project Budget Details

Budget Periods Project Detail General Ledger Detail

Commitment C

. ; Budget
Status WBSID Activity Name/Budget ltem ltems
El Grants Budget
1 Grant Budget

13.

On the Budget Items tab, enter a value in the Project Budget Item field.

Project Budget Items

Activity GRANT

Budget Adjustment 0.00
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00
Distribute Budget Spread Option | Select Spread ¥

Budget Item Distribution

Budget Items Project Detail

General Ledger Detail Commitment Control Detail

Description Grant Budget

Currency Code LJSD

Personalize | Find | (21| [

Distributed Budget Add Te/Subtract From

First (4) 1of1 (») Last

Undistributed

Project Budget Item Seq# Percentage Budget Adjustment  Distributed Budget Target Budget Adjustment
a 1 0.00 0.00 0.00 EIE
14.| Select the General Ledger Detail tab.
Budget Item Distribution Persg
Budget ltems Project Detail General Ledger Detail Commitment Contral Detail [Z=7H
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15.| Enter or verify values in the following fields:

a) GL Business Unit [RFDO01]
b) Account

¢) Fund Code

d) Program Code [ZZ)]

Activity GRANT
Budget Adjustment
Distributed Budget
Target Budget
Undistributed Adjustment

[ T ]

]
]
0
il

== =T =1

Disfribute Budget

Spread Option | Select Spread

Description Grant Budget

Currency Code USD

Distributed Budget Add To/Subtract From

Budget Item Distribution

Personalize | Find | (0| [£2

First

1) 1o0f1 (p) Last

Budget ltems Project Detail General Ledger Detail Commitment Control Detal

Project Budget Item Seq# Srl;if!usmess (Account Alternate Account

RFOOT @ Q

=

Bu
Re

Program

Fund Code Code

Operating Unit Department

a Q Ql

16.

Select the Commitment Control Detail tab.

Budget ltem Distribution

Budget ltems Project Detail

General Ledger Detail || Commitment Control Detail |

17.

Enter or verify values in the following fields:
a) Ledger Group [CC_PGRT_CH]

b) Ledger [CH PGRT_BD]
¢) Generate Parent Budget

Activity GRANT
Budget Adjustment
Distributed Budget
Target Budget
Undistributed Adjustment

Distribute Budgat

Budget Item Distribution

[SEE=1N=]

o o o o
o o o o

]

C

Spread Option | Select Spread

Description Grant Budget

Currency Code 1JSD

Distributed Budget Add To/Subtract From
Personalize | Find | (2| [

First (4 10f1 (p) Last

Budget ltems FProject Detail General Ledger Detail Commitment Control Detail
. Generate
. Seq Commitment Parent Budget Use Default
Project Budget ltem # Control Status Ledger Group Ledger Budget Entry Type BFI:ﬁdrge:ttE Entry Type Entry Event
EQUIP Q 1 None CC_PGRT_CIQ §CH_PGRT_ED |Q_ || Criginal v rd Original v
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18.| Update the Spread Option to Adjust by Amount.
Activity GRANT
Budget Adjustment 0.00
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00
Distribute Budget Spread Option { Select Spread v
Budget Item Distribution Adjust by Amount
Budget ltems || Project Detail || General Led| Adiust by Percentage
Clear Values
Even Spread
- Seq  Commitment Fercentage Spread
Project Budget Item # Control Status Select Spread
19.| Select the Budget Items tab.
Budget Item Distribution
Budget ltems Praoject Detail General Ledger Detail Commitment Control Detail | |F=¥
20.| Enter a $1 budget.
Activity GRANT Description Grant Budget
Budget Adjustment 0.00 Currency Code USD
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00
Spread Option | Adjust by Amount v Distributed Budget Add To/Subtract From
Budget Item Distribution Personalize | Find | (71] E First (4) 10f1 (» Last
Budget Items Project Detail General Ledger Detail Commitment Control Detail
Project Budget Item Seq# Percentage Budget Adjustment Distributed Budget Target Budget g;ﬁ:m‘;ﬁen
CTHER a 1 5,000.00 0.00 0.00 [+] [=]
oK Cancel
21.| Click one of the Distribute Budget buttons. (See image in previous step.) A Message
box displays.
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22.| Click Yes.

Message

New Budget Adjustment of 5000 does not maich the criginal Budget Adjusiment of 0.

Yes No

23.| Click OK.

24.| Click the Even Spread button for each Line. The yellow warning triangles will
change to green checkmarks.

Budget Detail
Project 01018U08 Description CTR HIGH ED-RF OVERHEAD AGCOUN

Plan D 1 Description Grants Budget

Currency Code USD Charging Level Detail
Calendar ID BP Number of Periods 1
Analysis Type BUD

¥ Budget eligible for finalization

& Busget not eligitie for finalization

Distribute Budget Distributed Budget [Add To/Sublract From v | Expand [All Sublasks v Filter Budget ltem | Seach
Project Budget Details Personalize | Find | &1 [
Budget Periods || Project Detail || General Ledger Detail || Commitment Control Detail | [F59)
Status  WEBSID Activity Name/Budget ltem Budget  Spread Option Percent Bz e Target Budget A Even Spread Other
iy

= Grants Budget Spread v

1 E Grant Budget Select Spread A
A Other Direct Expenses with F&A A o Other
Distribute Budget ‘Copy Fram Another Plan

Budget Detail
Project 01012008
Plan 1D 1

Budget Detail
Project 01018008

PlanID 1

Currency Cede USD Currency Code USD

Calendar ID BP Calendar ID BP

Analysis Type BUD

Analysis Type BUD
¥ Budget eligible for finalization

¥ Budget eligible for finalization

M Budget not eligible for finalization A Budget not ligible for finalization

Distribute Budget Distribute Budget

Project Budget Details

Project Budget Details
Budget Periods Project Detail

Budget Periods Project Detail

Status WESID Activity Name| Status WESID Activity Name

& H Grants g v = Grants H
1 E Grant{ 1 B Grant
iy Othel v Othe

25.| Click Save. (See image in next step.)
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26.| Click the Return to Budget Plan link.

|He:urr to Budoet Plan I

Idlr Save ||[Eh Retum to Search =] Motify || &% Refrezh
27.| Select the Finalize tab.
Budget Plan
Project 01015003 Description

Processing Status Active

Project Budget Plans

General Calendar Commitrment Control Finalize

28.| Click the Finalize button.

Budget Plan

Project 01015UD3
Processing Status Active

Description CTR HIGH ED-RF:OVERHEAD ACCOUN

Project Budget Plans Personalize | Find | View All | (1| [ First (4) 10f1 () Last
General || Calendar || Commitment Contral Finalize
Plan 1D  Description *Status Tatal Distributed Finalized Amount Last Finalized
Budget
1 [Grants Budget Active v 5,000.00 0.00 [+ [=]

Process Monitor

29.| Click the Process Monitor link.

Budget Plan

Project 01018008
Processing Status Active
Project Budget Plans

Description CTR HIGH ED-RF:OVERHEAD ACCOUN

Process Monitor

Personalize | Find | View All | (2] E First (4) 10f1 (}) Last

30.| Ensure the Process runs to Success.

Server List

Process List

View Process Request For

Process List

Select Instance Seq. Process Type Process Name  User

0736544 Application Engine PC_WRAPPER addyg

user IDpddyo Q Ty v [Last v 1 [as v
Server, v Name Q,  Instance From Instance To Report Manager
Run Status v Distribution Status ¥ | ¥ save On Refresh

Personalize | Find | View All | {2 | First (4) 10f1 (») Last
Run Date/Time Run Status Igi:::‘l;uliun Details
10/23/2019 T7:37:23PM EDT Success Posted Details
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31.

Go back to step 5 to create and finalize a -$1 Line to create a cost budget of net zero
for each budget item for which expenses could be posted.

32.

On the Budget Plan page, add a new row.

Activity GRANT

Budget Adjustment

=]

Distributed Budget
Target Budget

5]

e o o o
o o o o
=]

C

]

Undistributed Adjustment

Distribute Budget Spread Option | Adjust by Amount v

Budget [tem Distribution

Description Grant Budget

Currency Code USD

Distributed Budget Add To/Subtract From
Personalize | Find | (& | E First (1) 10f1 (») Last

Budget ltems || Project Detail || General Ledger Detail || Commitment Gontrol Detail
Project Budget ltem Seq# Percentage Budget Adjustment Distributed Budget Target Budget ggﬂj:ifﬂ?ﬂ?n
OTHER aQ 1 5,000 00 0.00 0.00 [+ =]
Distribute Budoet
oK Cancel
33.| On the General tab enter values in the following fields:
a) Description [Grants Revenue Budget]
.
b) Status [Active]
c) Budget Type [Revenue Budget]
Budget Plan
Project 156408148 Description EECS-RF GONZALEZ RESIDUAL
Processing Status Inactive Process Monitor
Project Budget Plans Personalize | Find | View All | (21| B First (4) 10f1 (b Last
| Generall Calendar || Commitment Conirol || Finalize
] Max Budget
Plan D [Description *Status Total Distibuted ¢\ ency Budget Type Analysis Type tems fo
a Retrieve
1|Grants Cost Budge{ Active v 8,449.00 USD Cost Budget BD1 B E [

34.

Select the Calendar tab.

Budget Plan
Project 16405146

Processing Status Inactive

Project Budget Plans
General Calendar Commitment Control Finalize

Descriptig

=: M
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35.| Enter values in the following fields:

a) Calendar ID [BP]
b) Number of Periods [Manually change to 1]

Budget Plan
Project 16408146 Description EECS-RF
Processing Status . .active Process Monitor
Project Budget Plans Personalize | Find | View All | (2 | E First (4) 10f1 (b Last
General || Calendar || Commitment Control || Einalize

Plan ID Description *Status Total Diatgggl;; Calendar ID Start Date Number of Pericds
1 [Grants Cost Budget Active A 3,440.000 BP 11/101/2013 1| [+

36.| Click Save.

Eeturn to Project General

Save |/[@h Returnto Search =] Motify || Refresh
1]

37.| Select the General tab.

Budget Plan

Project 16405146 Descriptig
Processing Status Inactive

Project Budget Plans

General Calendar Commitment Control Finalize | [F==¢

38.| Click the yellow paper icon.

Budget Plan
Project 16405146 Description EECS-RF GONZALEZ RESIDUAL
Processing Status Inactive Process Monitor
Project Budget Plans Personalize | Find | View All | | 5 First (1) 1of
General Calendar ‘Commitment Control Finalize
Max Budget
Plan ID  Description *Status ot D\stg::\;eedt Currency Budget Type Analysis Type ltems to
Retrieve

1 |Grants Cost E-uclgeﬁ Active v 8,449.00 USD Cost Budget BD1

39.| Select the Budget Items tab.

Budget Item Distribution

Budget Items Project Detail General Ledger Detail Commitment Control Detail | [F=5k
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40.| In the Budget Items column, select the yellow paper icon.

Budget
Items

41.| On the Budget Items tab, enter the Project Budget Item.

Project Budget Items
Activity GRANT Description Grant Budget
Budget Adjustment 0.00 Currency Code USD
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 000
Distriute Budget Spread Option | Select Spread v Distributed Budget Add To/Subtract From
Budget Item Distribution Personalize | Find | (7] Q First (1 10f1 () Last
Budget ltems Project Detail General Ledger Detail Commitment Control Detail
Project Budget ltem Seq# Percentage Budget Adjustment  Distributed Budget  Target Budget :gﬁ_}:::‘l;:ttw
a 1 0.00 0.00 0.00 [+ [=]

42.| Select the General Ledger Detail tab.

Budget ltem Distribution Persg

Budget ltems Praject Detail General Ledger Detail Commitment Contral Detail | |F==H
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43.| Enter values in the following fields:

a) GL Business Unit [RFD01]

b) Account [Change to Revenue account]
¢) Fund Code [91506]

d) Program Code [ZZ)]

Activity GRANT Description Grant Budget
Budget Adjustment 0.00 Currency Code USD
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00
Distribute Budget Spread Option | Select Spread v Distributed Budget Add To/Subtract From
Budget Item Distribution Personalize | Find | (21| @ First (4 10f1 (» Last
Budget Items || Project Detail General Ledger Detall || Commitment Control Detail
Project Budget ltem Seq# GL Business (Account Alternate Account Operating Unit Fund Code | Department Program By
d g % Nunit perating P Code Re
Q JRFDOT & QL Q Q Q Q Q
3

44. Select the Commitment Control Detail tab.

Budget Item Distribution

Budget ltems Praject Detail General Ledger Detail | Commitment Contral Detail |

45.| Enter values in the following fields:

a) Ledger Group [CC_REV_PRJ]
b) Ledger [CC_RV_PBUD]

Activity GRANT Description Grant Budget
Budget Adjustment 0.00 Currency Code USD
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00
Distribute Budget Spread Option | Select Spread v Distributed Budget Add To/Subtract From
Budget Item Distribution Personalize | Find | (] | @ First (4) 10f1 (») Last
Budget Items || Project Detail | General Ledger Detail Commitment Control Detail
. Generate
. Seq Commitment Parent Budget Use Default
Project Budget ltem P Control Status Ledger Group Ledger Budget Entry Type BF:Jﬁdr;gtts Entry Type Entry Event
EQUIP (&} 1 None CC_PGRT_CiQ_§CH_PGRT_BD | || Criginal M v Criginal v
3
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46. Update the Spread Option to Adjust by Amount.

Activity GRANT
Budget Adjustment 0.00
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00
Distribute Budgst Spread Option | Select Spread v
Budget Item Distribution Adjust by Amount
Budget ltems || Project Detail || General Led| Adiust by Percentage C
Clear Values
Even Spread
Project Budget ltem Seq Egm::}lltn;;% . g:lrécetﬂtsapc_lr:aﬁdp'ead

47.| Select the Budget Items tab.

Budget Item Distribution

Budget ltems Froject Detail General Ledger Detail Commitment Control Detail | [Tk

48.| Enter the Amount for each budget line in the Budget Adjustment.

49.| Click one of the Distribute Budget buttons. A Message displays.

Activity GRANT Description Grant Budget
Budget Adjustment 0.00 Currency Code USD
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00
Distribute Budget Spread Option | Adjust by Amount v Distributed Budget Add To/Subtract From
Budget Item Distribution Personalize | Find | (1] E First (4) 10f1 (») Last
Budget Items || Project Detail || General Ledger Detail || Commitment Control Detail
P - . Undistributed
roject Budget ltem Seq# Percentage Budget Adjustment Distributed Budget Target Budget Adjustment
OTHER a 1 5,000.00 0.00 0.00 E[{=T
Distribute Budget
OK Cancel
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50.| Click Yes.

Message

New Budget Adjustment of 5000 does not maich the original Budget Adjustment of 0.

Yes Mo

51.| Click OK.

52.| Click the Even Spread button for each Line. The yellow warning triangles will
change to green checkmarks.

Budget Detail

Project 01012003 Description GTR HIGH ED-RF:OVERHEAD ACCOUN
Plan ID 1 Description Granis Budge!
Currency Code USD Charging Level Detail
Calendar ID BP Number of Periods 1

Analysis Type BUD
¥ Budget eligible for finalization

A\ Budget not eligible for finalization

Distribute Budget Distributed Budget[Add To/Subtract From ¥ | Expand[AllSublssks ¥

Filter Budget tem | Search
Project Budget Details Personalize | Find | 7| E
Budget Periods | Eroject Detail sl Ledger Detail || Commitment Confrol Detail | =0
Status  WBSID Activity Name/Budget tem Budget  spread Option Percent g:ﬁiﬁ:ﬂm gfg;:{"*" Target Budget gm‘z:;"p:‘f" Even Spread Other
& = Grants Budget Select Spread v 0.00 =0
1 = Grant Budget Select Spread v
A Other Dirsct Expen: =} Other
Distribute Budget Copy From Another Pian
Budget Detail Budget Detail
Project 01018003 Project 01018003
Plan ID 1 Plan 1D 1
Currency Code USD Currency Code USD
Calendar ID BF Calendar ID BP
Analysis Type BUD Analysis Type BUD
+ Budget eligible for finalization + Budget eligible for finalization
A\ Budget not eiigible for finalization &\ Budget not eligivle for finalization
Distribute Budget Distribute Budget
Project Budget Details Project Budget Details
Budget Periods Project Detail Budget Periods Project Detail
Status WBSID Activity Nams| Status WEBSID Activity Name|
& E Grants v & Grants §
1 = Grantl T E Grant
M Otheil v Othe

53.| Click Save. (See image in the next step.)
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54.

Click the Return to Budget Plan link.
IRe:urr‘ to Budaget Plan |

I”"'r Save ||[2h Retum to Search =] Molify || &% Refrezh
55.| Select the Finalize tab.
Budget Plan
Project 01D18U08 Description

Processing Status Active

Project Budget Plans
General Calendar

Commitment Confral || Einalize |[=H®

56.

Click the Finalize button.

Budget Plan

Project 01015008 Description CTR HIGH ED-RF.OVERHEAD ACCOUN

Processing Status Active
First

Project Budget Plans Personalize | Find | View All | 21| B

General || Calendar || Commitment Control Finalize
PlanID  Description *Status Total Distributed Finalized Amount Last Finalized
Budget
1 [Grants Budget Active v 5,000.00 0.00

Finalize

Process Monitor
1) 1of1 (p Last

=

57.

Click the Process Monitor link.

Budget Plan

Project D1015U08 Description CTR HIGH ED-RF:OVERHEAD ACCOUN

Processing Status Active
Personalize | Find | View Al | ] [

Project Budget Plans First

Process Monitor

4/ 10f1 () Last

58.

Click Refresh to ensure the Run Status of the process displays Success.

Process List Server List

View Process Request For

User ID jpddyg Q  Type v || Last v 1 [Days v
Server v Name Q,  Instance From Instance To Report Manager
Run Status v Distribution Status ¥ | ¥ Save On Refresh

Process List Personalize | Find | View All | 21| [ First (4) 10f1 (b Last
Select Instance Seq. Process Type Process Name  User Run Date/Time Run Status EL:::-:M"D" Details
0736544 Application Engine PC_WRAPPER addyg 107232019 7.37.23PM EDT Success Fosted Details

59.| Contact the Financials Support Services team (fntrain@ucf.edu) to add the project to

the Associated Budgets setup.
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60.

Navigate to Main Menu > Commitment Control > Define Control Budgets >
Associated Budgets.

Favorites v | Main Menu A ‘

Top Menu Featy

The menu is no
Main Menu to g

Highlights

Recently Used
appear under tl
menu, located

Breadcrumbs
your navigation
you access to {
subfolders.

Menu Search,
the Main Menu
type ahead whi
finding pages

rProoooocopCocDCDDOPDODDODD D

Search Menu:

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

Customer Contracts

Order Management

ltems

Suppliers

Py v v vy oy v ow v ow v A

Purchasing

eProcurement

Services Procurement

Budget Definitions
B

udget Attributes

Grants

Budget Journals

Associated Budgets

Project Costing
. Post Control Budget Jo
Proposal Management g

= Review Budget Activitie
Billing

N N Close Budget
Accounts Receivable

) () (o O o) ()

Funding Source
Funding Source Allocation

Source Transactions

Budget Reporis

Aeaat - Third Party Transactions
Asset Management

ccpooporooro D

Banking

Review Budget Check Excepflions 4

13

3

Cash Management
Commitment Control L3

General Ledger »

61.

Select the Add a New Value tab. (See image in the next step.)

62.

Enter values in the following fields:

a) Business Unit [RFDO01]
b) Ledger Group [CC_REV_PRJ]

Associated Budgets

Eind an Existing Value Add a New Value

Business Unit RFD01 |G
Ledger Group|CC_REV_PRY| Q.

Budget Period

Add

a

63.

Click Add. (See image in the previous step.)
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64.) On the Revenue tab enter values in the following fields (scroll right to view all fields):

a) Account [Revenue Budget Level Account]
b) Fund [Revenue Budget Fund]

c) Program [ZZ]

d) Project

e) PC Bus Unit [RFDO01]

f) Activity [GRANT]

g) Method [Budgeted]

h) Revenue Cap [99999999.00]

1) Percentage [100.00]

Commitment Control Associated Budgets

Business Unit RFDO1 Ledger Group CC_REV_FRJ Associated Expenditure Budget CC_PGRT_PT
Budget Mapping Personalize | Find | View Al | (21] Q First (4) 10of1 (p) Last
Revenue || Expenditure
Revenue JAccount Fund Program Project PC Bus Unit  Activity Budget Period
CC_REV_PRJ Q Q Q Q Q Q Q

»

Commitment Centrol Associated Budgets

Business Unit RFDO1 Ledger Group CC_REV_PRJ Associated Expenditure Budget CC_PGRT_PT
Budget Mapping Personalize | Find | ViewAll | (| B First (4) 10f1 (» Last
Revenue || Expenditure
Init | Activity Budget Period *Method Revenue Cap Currency Percentage
a a a v 0.00 psD 100.00 [+ =]
I |
[§] save ||[=] Notify || Refresh =4 Add &7 Update/Display

65.| Select the Expenditure tab. (See image in the next step.)
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66.| Enter values in the following fields:

a) Account

b) Fund

c) Project

d) PC Bus Unit [RFDO01]

Commitment Control Associated Budgets

Business Unit RFDO1 Ledger Group CC_REY_PRJ Associated Expenditure Budget CC_PGRT_PT
Budget Mapping Personalize | Find | View Al | 211 B First (4) 10f1 (k) Last
Revenue
Expense Account Fund Project PC Bus Unit Budget Period
CC_PGRT_FT Q a Q a a [+ =]

[=] Nofify || <= Refresh % Es Add || 7] Update/Display

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

68.| To see the available balance, navigate to Main Menu > Commitment Control >
Review Budget Activities > Budgets Overview.

L\S& UCF Financials

Favorites = ‘ Main Menu  ~ ‘

Search Menu:

Top Menu Featy

Employee Self-Service 4

The menu is noy Manager Self-Service 4

Main Menu to g| Supplier Contracts »

Highlights Departmental Authorization 3

Recently Used Cuslomers '

appear under {l Customer Contracts »
menu, located

Order Management 4

Items 4

Suppliers »

Purchasing 4

r

Breadcrumbs

your navigation| eProcurement

you access to tf P N _— Define Control Budgets 4
subfolders Services Procurems
Grants Define Budget Security L4
Srant:
Project Costing Budget Journals 4
. Post Control Budget Journals »
Proposal Management
Menu Search, 7 Budget Details |

the Main Menu
type ahead whi
finding pages

Billing = = -
Close Budget Budgets Overview
unts Receivable = .

Budget Reports Log
unts Payable = ports

Third Party Transaction: Review Fund Source Allocations
Asset Management ’

(e A O O I A

) () () (o

Review Budget Check Review Fund Source Activities

Banking

Cash Management
Commitment Centrol >

General Ledger 4

O o o A o ot O o o Y

69.| Select the Add a New Value tab. (See image in the next step.)

Grants — Research Foundation Processing Course 7, Page 51



@ UCF Financials

aill System Navigation for Grants

Sten | Action

70.| Enter the Inquiry Name (user defined).

Budgets Overview

Find an Existing Value Add a New Value

|In:1uir-,- Mame | |

Add

71.| Click Add. (See image in the previous step.)

72.| Enter values in the following fields:

Budget Type

a) Business Unit [RFDO01]

b) Ledger Group/Set [Ledger Inquiry Set]

c) Ledger Inquiry Set [RF_REV_SET]
ChartField Criteria

a) Project

Budget Inquiry Criteria
Budget Overview

Inquiry INQ Description ﬁ[

Amount Criteria Search Clear Reset Ledger/Activity Log Integrity Act Log Internal Integrity

Budget Type

View Stat Code Budgets
o Display Chart

TimeSpan
“Type of Calendar Detail Budget Period v
Budget Criteria Pd}?u"a\ze | Find | View All | (1| [ First (4) 10f1 (p) Last
Include Adjustment Include Closing
Select Ledger Group Calendar ID From Budget Period  To Budget Period Period(s) Adustments
e CC_DEPT Q a v

ChartField Criteria Budget Status

ChartField ChartField From Value  ChartField To Info  ChartField Value Set  Update/Add : Open
i Closed

% a o O @ UpdatelAdd
4 Hald
[=] Notify ||« Refresh Es Add 27 Update/Display

73.| Click Save. (See image in the previous step.)
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VIIl. TECH TRANSFER BILLING

A Tech Transfer is entered into UCF Financials only for the financial tracking as billing is
managed by the department. This requires that a fixed contract be set up and events, which are
equal to the amount that the department billed, will be processed in the system:

Step | Action

1. | Expenses are charged to the department.

2. | When items are to be billed, the department generates the transactional summary
document outside of UCF Financials.

3. | The document is sent to the Research Foundation.

4. | Refer to the “System Navigation for Grants” manual, “Course 2. Set Up Contracts,”
section “III. Set Up & Activate a Fixed Price Contract.”

5. | Create an event that equals the total sum noted on the document from the department.

6. | To process the bill, refer to the “System Navigation for Grants” manual, “Course 4.
Process Billing.”

7. | Attach the summary document to the invoice and send.

8. | To close the items after cash is received, refer to the “System Navigation for Grants”
manual, “Course 7. Research Foundation,” section “IIl. Enter Deposit.”

Once the payment has been applied, refer to the “System Navigation for Grants”
manual, “Course 7. Research Foundation,” section “IV. Apply Payment to Item.”

9. | Create a journal entry to move the cash, which covers the operation budget, back to the
department.

10.| Excess cash will be distributed through a journal entry.
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IX. COPY A BILL

When a refund on a fixed amount contract needs to be processed, a bill can be copied. This
process should never be done on a cost reimbursable bill (CRB). Afterward, the invoice can be
altered. To copy a bill, follow these steps:

Sten

Action

1.

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

Favorites v | Main Menu  w ‘
Search Menu:
Top Memkeau & R
B
O Employee Self-Service r
The menu is no| —  Manager Sel-Service 3
Main Menuto g 0 supplier Contracts >
Highlights 3 Departmental Authorization 3
Recently Used 8 customers '
appear under tl (3 Customer Contracts L3
menu, located 3 Order Management 3
0O tems 3
O3 suppliers 3
=] i
Breadcrumbs Purchasing "
your navigation| (3 eProcurement 4
gﬁ;gﬁ:&s Pl o Services Procurement .2 -
8O  Grants B3 Sponsor Websites 4
03 Project Costing B Proposals ' I
B Awad El
0O P Manage: Awards
Menu Search, oposal Management o o J
the Main Menu| &3 Biling Institutions
%ypde_- ahead whi| ~ ivable 3 sponsored Projects Off 8
eing pages 3 Accounts Payable 53 Departments S Profect Budses
2. | Enter values in the following fields:
. .
a) Business Unit
. .
b) Project (Project ID)
Favorites « | Main Menu A > Granis - > 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 I «
Award ID| begins with »
Project| begins with ¥ :Q
Description| begins with *
Pl ID| begins with v
Proposal D] begins with =
Reference Award Number| begins with »

Case Sensitive
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Sten

Action

3.

Click Search.

Case Sensitive

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

Select the View Contract link.

Favorites - | Main W4

Award Funding R

Referenc

Y Y N N _

Associated Project

Click the Billing Plans link.

Other Information

Summary of Amounts (g

|El||\mg Plans I Revenus Plans Milestones
Return to Award Profile

[F]save ||[E Return to Search [=] Notify

General | Lines | Amendments

Renewals

Click the bill Plan link.

Assign Billing Plan

Contract 0000007489 Test E2E1

Sold To Customer Advanced Fower Electronics Corp (AFECOR)

Contract Lines to be Assigned / Unassigned

Line Product Line Description Billing Amount _Price Type

1 FIXED_AMOUNT Fixed Amount 15,000.00 Amount

¥ Select Al Clear All

Plan

B0

Plan Description

Fixed Amount

Personalize | | View All |

Biliny

Miles}

Grants — Research Foundation Processing

Course 7, Page 55




&

UCF

UCF Financials

System Navigation for Grants

Sten

Action

7.

Select the History tab.

Billing Plan General || Biling Plan Lines gvenul Histo I

Contract 0000007489
Sold To Customer CNG50043 Advanced Power Electronics
(APECOR)
Fixed Amount

Billing Plan B101

Description Fixed Amount

Billing Method | Milestone v

Bl Unit UCFD1

Corp Bill To CNG50043 Advanced Power

Currency USD

*Billing Status In Progress Y| +Actions

Hold

Select the Billing Tab.

Projects

Contract Billing History
SM e

*Cross *Cross

System Process r Last Update User Billing Net E:
Reference Reference Last Update Date/Time NetAmt Gross Amt
Sequence No.  Status Source Instance D Currenc)
1 Finalized BBI 07/19/2018 2:57.07PM BIPCCO00 150.00 150.00 USD

Return to Assign Billing Plan

Personalize | Finf

Note the Invoice Number.

Amount Details

Negotiated Amount 15,000.00

Total Net Extended Amount 150.00

Contract Billing History
Source || Billing || Contracts || Projects
~Cross
Billing Invoice

Reference Bl Unit invoice Invoice Date
Sequence No. Lot 3 Type
1 UcFo1 REG 07452019 AR Item Info

[Return to Assign Billing Plan

First (4 10f1 () Last

Personaize | Find | (0| [5

Billing
2 Net Extended Amt Gross Extended
usD 150.00 150.00 [#]

10.

Navigate to Main Menu > Billing

> Maintain Bills > Copy Single Bill.

Favorites ~ | Main Menu  ~ | b3 Grants » > Awards v >  Award Profile > General Information >
Search Menu:
Billing Plan Gen ®
N Bl Unit UCF|
3  Employse Self-Service »
Advanced Power Electronics Corp (APECOR) Bill To CN(
3 Manager Self-Service 3
3 supplier Contracts * | Fixed Amount Currency ysp
3 Departmental Authorization >
Amount Detail (3 Ccustomers »
03 customer Contracts * 115.000.00
3 Order Management
T 150.00
0 ems
Contract Billif & Suppliers L4 Personall
Source Billi 3  Purchasing 3
0 eProcurement »
= Bl 3  Services Procurement » [E Invoice Date Billing Net E}
Sequence No. : Cumrency
0O Grants »
3 Project Cost »
1 u clect Losting 07/152019  ARIteminfa  USD
3 Proposal Management >
Return to Assign 8 (3 Billing 03 interface Transactions 3
3 Accounis Receivable &1 Manage Billing Worksheet L4
5 Accounts Payable 81 iMaintain Billd L = Seeerem a
3 Asset Management L Generate Invoices
= - @ Banking B3 Locate Bills [5 Adjust Entire Bill
|5l save | [at ‘ B g .
3 Cash Management 83 Review Biling Informat Adjust Selected Bill Lines
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Sten | Action

11.| Enter values in the following fields:

a) Business Unit
b) Invoice

Copy Single Bill

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

Find an Existing Value

Search Criteria

Business Unit| = v UCF01
Invoice| begins with CNG032836
Bill Status| = v v
Customer| begins with v Q.

Contract| beging with v

Case Sensitive

Search Clear | Basic Search .Q“"I Save Search Criteria

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

13.| Set up the Run Control with Select Bill Action as Copy Bill.

Copy Single Bill

Invoice CNGO032836 Invoice Amt 150.00 usD

Select Bill Action

No Bill Action
i%:Copy Bill
Number of Copies| 1 Create Bills
Copy Results Personalize | Find | (21| 5§ First (4) (») Last
Sequence *Copy Bill Invoice Date

1 [NEXT 5

[§lsave |[oh Return to Search [=] Notify

Unit UCFO1 Bill To CNG50043 Advanced Power Electronics Corp (APECOR)

14.| Click Save. (See image in the previous step.)
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Sten | Action

15.

Click on the Go To Bill Header to update necessary information

Mumber of Copies 1

Copy Results

Sequence *Copy Bill Invoice Date

1 CNGO033770 10/24/2019

[5 save [=] Motify

[&h Return to Search

Personalize | Find | (| 5

First (4 k! Last

Go To Bill Header - Gen. Info

16.

When changes are complete, change Header Status to RDY.

Header - Info 1 Line - Info 1

Header -Info1 || Line - Info 1
Unit UCFO1 Invoice CNGO33770 Pretax Amt 150.00 USD g m
Q Invoice Date |10/24/2019 [El Cycle IDMONTHLY Q
*“Type CGO Q Source|CONTRACTS Q “Frequency | Once v (=]
*Customer CNG50043 Q - View Activity SubCust1 SubCust2
Advanced Power Electronics Corp (APECOR]
*Invoice Form FXBIWOB Q From Date e} To Date [
Accounting Date £ Pay Terms NET30 a Pay Method | Check
Remit To [BOAT aQ Bank Account /ACH Q
sales TM1 Q Bill Inquiry Phone [407-823-3778 Q.
Credit CR-CNGO1 Q Collector [CO-CNGO1 Qa
Billing Specialist BI-CNG01 Q Billing Autherity aQ
Michelle Greco
Go to: Header Info 2 Address Copy Address
Motes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation | Header - Info 1 v Prev  Next
[Flsave ||h Return to Search [=] Notify | =3 Refresh

17.

Refer to the “System Navigation for Grants” manual, “Course 4. Process Billing,”
“Unit 3: Billing Activity,” section “V. Generate Single Action Invoices.”
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X. GL ALLOCATION — DOUBLE BUDGETS

After the Research Foundation (RF) posts awarded or non-awarded project budgets, a nightly
allocation will run to duplicate that budget into UCFO1 so that payroll, which hits UCF01 first,
can be posted without budget errors.

Sten

Action

1.

Navigate to Main Menu > Allocations > Reports > Allocation Group.

& ucFFnancials  \  EETTEIETENENE Ao Sorcn B Lt SoachRooats U

Favorites » ‘ Main Menu  «

Search Menu:

Top Menu Featy

Employee Self-Service
The menu is noy Manager Self-Service
Main Menu to g Supplier Contracts

Highlights Deparimental Authorization

Recently Used Customers
appear under t
menu, located

Customer Contracts
Order Management
Items

Suppliers
Breadcrumbs Purchasing
your navigation|

you access o {
subfolders.

eProcurement

Services Procurement

Proposal Management
Menu Search, . g

the Main Menu
type ahead whil
finding pages n|

Billing

Accounts Receivable

Accounts Payable
Asset Management
Banking

Cash Management

Commitment Control

vy v v v v v vy vy vy ovowoworwryrYrovov v v ow A

General Ledger

Allocations 8 Reports = __Auscation step

- [H  Auocation Group
Set Up FinancialsiSupply Chain

- - J Allocation Calculation Logs
Enterprise Components

Worklist
Tree Manager

Reporting Tools

(o o G o A o G oA A G A A A A A A A A A o A A o A o G A A o A G G A A

vy v v v v ¥

PeopleTools

Create a Run Control ID to process the allocations.

Run validation queries.

Modify the Posted Date Criteria on the allocation steps.

Process the allocations using the Run Control ID created.
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XIl. GL ALLOCATION — OTHER TRANSACTIONS

Each night an allocation process runs that picks up Research Foundation (RF) transactions that
were entered into UCFO1 and moves them to RFDO1.

XIl. GL ALLOCATION — PAYROLL UCF TO RF

After the initial payroll budget from the Human Capital Management (HCM) system hits
UCFO01, an allocation process runs to move Research Foundation (RF) project and department
charges to RFDO1.
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XIlll. MANUAL CONVERSION RESIDUAL REVENUE

Revenue budgets need to be manually set up to allow for the system to control spending on these
projects. After access is granted, do the following to set up a Revenue Budget for each project:

Sten | Action

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

& ucFFinancials e Search
Favorites = ‘ Main Menu =
Search Menu:
Top Menu Featy ® . T av
8 Employee Seli-Service 3
The menu is no| —  Manager Sefi-Senvics > in Menu to get started.
8 supplier Contracts »
Highlights op
8 Departmental Authorization >
Recently Used
a ¢ r
Favorites men Customers r
8 customer Contracts 4
8 order Management 3
8 items »
8O suppliers 3
Breﬂ(_icrumbs £ Purchasing N
and give you a
O eProcurement 3
B3 services Procurement 3
8O  Grants 8 sponsor Websites
03 Project Costing B Proposals
Menu Search,| — Proposal Management | —  Awards 0 ucF GM Process 3
supports type a "
much faster 0 siling 03 institutions l$
O Accounts Receivable O sponsored Projects Off| B
0O Accounts Payable 8 Departments B ProjectActvity
01 AssetManagement | —  Professionals [l Project Budgets
B Banking B sponsors [E  Project Budget Inquiry
3 cash Management 0O subrecipients [El commitment Control Errors
03 commitment Control | =} Interactive Reports & Negotiate Award
0O General Ledger 5 Grants Center [E1 Process Facilties Admin
01 Alocations B Grants Workcenter | 5] Process Retraactive FaA
3 set Up Financials/Supp| El contracts Workbench | =) Create Continuation
£ Enterprise Components) =) My Proposals [E  Review Award Modifications
B workiist T [E1 Modify End Dates
03 Tree Manager » 5 FaEmor Interactive Report
03 Reporting Tools » [51 Review Retroactive F3A
01 PeopleTools » [E  Miestone Notification
E my ucr profie [E Maintain Attachments
y uc
[El My Personalizations
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Sten

Action

2.

Enter values in the following fields:

a) Business Unit
b) Project

Favoites~ | ManMenu - > Grams~ > Awards~ >  Projedt

Project General

Find an Existing Value

Search Criteria

Business Unit[ =

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

Add aNew Value

; }
Project| begins with v h

Description| begins with v

Program|= Detail Project
Processing Status[=
Include History [ Case Sensitive
? y
Search Clear | Basic Search [ Save Search Griteria

Find an Existing Value | Add a New Value

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

Click the Go To [More] dropdown menu. (See image in the next step.)

Select Project Budgeting.

=+ Add

Go To More M

Integrate with MSProject
More

Project Budgeting

Praject Initiation Checidist

Project Status

Click Search.
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Sten

Action

7.

On the Budget Plan page, verify the row for the Revenue Budget.

General

a) Description [Grants Budget]

b) Budget Type [Revenue Budget]
Calendar

a) Calendar ID [BP]
b) Number of Periods [manually change to 1]

Budget Plan
Project 12018071 Description CHM-RF: MURPHY BALANCE ACCOUNT
Drocessing Status _Active Digcess Monilor
Project Budget Plans Personalize | Find | View All | {2 | L:_ﬁl First (4) 1-20f2 (b Last
General || Calendar || Commitment Control || Einalize
Max Budget
PlanD  Description *Status Total Distobuted Cumrency Budget Type Analysis Type ftems to
S Retrieve
1 |CHM-RF- MURPHY BALANCE / | Active v 1.00 USD Cost Budget BUD F% L"_O! [+]
2 |CHM-RF: MURPHY BALANCE J | Active v 50,000.00 USD Revenue Budget RBD F% L"_O! [+]
Save as Template
Return fo Project General
[§lsave ||/[@ Returnto Search [=7] Notify ||z Refresh E: Add

Click Save.

Return to Project General

[&" Return to Search | |[Z] Notify || &3 Refresh

On the General tab, click the yellow paper icon.

Max Budget
ltems to
Retrieve
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Sten | Action

10.| Under the Budget Items heading, click the yellow paper icon.

Eliilzle[:g:t Spread Option
Select Spread v
Select Spread v

11.| Enter values in the following fields:

Budget Items
a) Project Budget Item

General Ledger Detail

c) Fund Code [91506]
d) Program Code [ZZ]

Commitment Control Detail

b) Ledger [CC_RV_PBUD]

a) GL Business Unit [RFDO01]
b) Account [Change to Revenue account.]

a) Ledger Group [CC_REV_PRJ]

Project Budget ltems

Activity CONSULTING

Budget Adjustment 0.00
Distributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00

Distripute Budget Spread Option | Select Spread
= =

Help
Description

Currency Code USD

Distributed Budget Add To/Subtract From
m— —

Budget Item Distribution

Budget ltems Project Detail General Ledger Detail

Project Budget Item Seq# Percentage

a 1

Commitment Conirol Detail

Budget Adjustment  Distributed Budget

Personalize | Find | (2| E First (4) 10f1 (» Last

Undistributed
Adjustment

0.00 0.00 [ =

Target Budget

Distribute Budget

Cancel
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12.| Update the Spread Option to Adjust by Amount.

Spread Option { Select Spread v

il General Lg Adjust by Amount ontrol O}

Percentage | Adjust by Percentage Distrib
1 Clear Values 1]
Even Spread
Percentage Spread

Select Spread

13.| On the Budget Items tab, enter the Amount for each budget line in the Budget

Adjustment.
Project Budget ltems
Help
Activity CONSULTING Description
Budget Adjustment 0.00 Currency Code USD
Disfributed Budget 0.00
Target Budget 0.00
Undistributed Adjustment 0.00
Distrioute Budget Spread Option | Adjust by Amount v Distributed Budget Add To/Subtract From
Budget Item Distribution Personalize | Find | (21| £ First (4) 10f1 (r) Last

Budget Items Project Detail General Ledger Detail ‘Commitment Control Detail

Undistributed

Project Budget ltem Seq# Percentage Budget Adjustment Distributed Budget ~ Target Budget Adjustment

@ 1 50.00, 0.00 0.00 =

Distribute Budget

Cancel

14.| Click one of the Distribute Budget buttons. (See image in the previous step.)

15.] Click OK. (See image in Step 12.)

16.| Click the Even Spread button for each line. The yellow warning triangles will
change to green checkmarks.

17.| Click Save.

Go To: Budget Plan Budget Items Budget vs. Actual

Return to Budget Plan

[gt Return to Search =] Motify | |3 Refresh

18.| Click the Return to Budget Plan link. (See image in the previous step.)
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Sten | Action

19.| Select the Finalize tab.

Budget Plan

Project 12013071 Description CHM-R
Processing Status Active
Project Budget Plans

General Calendar Commitment Control Finalize

PlanID  Description * Satus Total Distributed

Budget
1 |CHM-RF: MURPHY BALANCE 4 | Active v 1.00
2 [CHM-RF: MURFPHY BALANCE J | Active v 50,000.00
Save as Template
lick the Finalize b
20.| Click the Finalize button.
Budget Plan
Project 12018071 Description CHM-RF: MURPHY BALANCE ACCOUNT
Processing Status Acive Process Montor
Project Budget Plans Personalize | Find | View Al | @0 | [} First (4 120f2 b Last
General || Calendar || Commitment Control || Finalize
Panid  Descrption “status ol Ditrbuled cipizag amount Last Finazsa
1 (CHM-RF: MURPHY BALANCE AC{ | Active M 1.00 1.00 07/24/19 12:45PM [+
2 [CHM-RF: MURPHY BALANCE AC{ [ Active v 50,000.00 50,000.00 07/24/19 10:13AM E3]
Save as Template
[Flsave |[E Retunto Search | [ Notity |[3 Refresh 4 Add

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

Process List Server List

View Process Request For

vser0REHE Ja Type ¥ v ] B~

Server v Name Q. Instance From Instance To Report Manager
Run Status v Distribution Status v | ¥ save On Refresh
Process List Personalize | Find | View All | {21 | First (4) 1-30f3 (}) Last
5 . Distribution .
elect Instance  Seq. Process Type Process Name  User Run Date/Time Run Status [l G20 Details
9736554 Application Engine FS_JGEN addyg 10/24/2019 6:10:03AM EDT Success Posted Details

9736550 Application Engine FS_JGEN addyg 10/24/2019 2:41:58AM EDT Success Posted Details

9736544 Application Engine PC_WRAFPER addyg 10/23/2019 7:37:23PM EDT Success Posted Details

22.| Contact the Financials Support Services team (fntrain@ucf.edu) to verify that the
project has been added to the Associated Budgets page at the appropriate Revenue
and Expenditure levels.
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Sten

Action

23.

Navigate to Main Menu > Commitment Control > Define Control Budgets >
Associated Budgets to review.

Favorites « ‘

Main Menu = | >

Grants > Awards v > Project > Budget Plan > Process Mo|

Process List

View Process
User ID add
Server

Run Status

Process List
Select Instance
9736554
9736550
9736544

Go back to Budgg
[F save ||z

Process List | Seny

Search Menu:

Employee Self-Service
Manager Self-Service

Supplier Contracts

Customers

Customer Contracts
Order Management
Items

Suppliers

Purchasing
eProcurement
Services Procurement
Grants

Project Costing
Proposal Management
Billing

Accounts Receivable
Accounts Payable
Assel Management
Banking

Cash Management

Departmental Authorization

®

b fast v 1 | Days v
+ |Instance From Instance To
4 v

¥ Save On Refresh

> Personalize | Find | View All | (@] | Q
| user Run Date/Time Run Status
" addyg 10/24/2019 6:10:03AM EDT Success
' addyg  10/24/2019 2:41:58AM EDT Success
’ addyg  10/23/201§ 7:37:23PM EDT Success

Commitment Control
General Ledger
Allocations

Set Up Financials/Supp
Enterprise Components]
Worklist

Tree Manager

Reporiing Tools

PeopleTools

[ N ot I R

m

Budgst Definitions

Define Budgst Budget Attributes

Budget Journals || Associa udgets

Post Control Budget Jo{ =  Funding Source

Review Budget Activitie; J Funding Source Allocation
Close Budget .j Source Transactions
Budget Reporis 3

Third Party Transactions 3

Review Budget Check Excepfions 3

My UCF Profile

mmroropoooroocCobboCbcocrcCPDODDODD D

My Persenalizations
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Action

24.

To see the available balance, navigate to Main Menu > Commitment Control >
Review Budget Activities > Budgets Overview.

My UCF Profile |

Favorites ~ | Main Menu - > Commitment Control~ >  Define Control Budgets « >  Associaied Budgets
Search Menu:
Commitme @ .
Busine| = Employee Seff-Service * |REV_PRY Associated Expenditure H
Budget Mapj ) Manager SeftService ' Personalize | Find | View All |
03 Supplier Contracts »
Revenue 01 Deparimental Authorization L3
Revenue L customers 4 Project PC Bus Unit  Activity
B3 customer Contracts L3
CCREVPRI | 2 orger Management » Q Q Q
0 items 3
3 suppliers »
[F)save ||=]| O3 Purchasing 3
03 eProcurement 3
0 services Procurement ¥
O Grants 4
3 Project Costing »
O3 Proposal Management I3
& giling »
01 Accounts Receivable L4
L3 Accounts Payable 3
L0 Asset Management 4
3 Banking 3
3 cash Management v
O3 commitment Control | = Define Control Budgets 4
1 General Ledger 8 Define Budget Security 3
3 Allocations 8O Budget Journals 4
(3 setUp Financials/Supp 8 Post Control Budget Joumals L4
O Enterprise Components| —
3 Worklist B Close Budget
C1 Tree Manager B BudgstReports
3 Reporting Tools O Third Party Transaction: [E] Review Fund Source Allocations
1 PeopleTools (3 Review Budget Check § [E  Review Fund Source Activities
[E]

25.

Enter the Inquiry Name (user defined).

Budgets Overview

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

Find an Existing Value || Adda New Value

Search Criteria

Inquiry Name| begins with :

Search Clear | Basic Search -_Q"'j Save Search Criteria

Find an Existing Value | Add a New Value

26.

Click Search. (See image in the previous step.)
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27.| Enter the following:

a) Business Unit [RFDO01]
b) Ledger Group/Set [Ledger Inquiry Set]
c) Ledger Inquiry Set [RF_REV_SET]

ChartField Criteria
a) Project

Budget Inquiry Criteria a)
Budget Overview

Inquiry NEXT Description m

Amount Criteria Search Clear Reset Ledger/Activity Log Integrity Act Log Internal Integrity

Budget Type

*Business Unit RFDO1 [Q Ledger Group/Set | Ledger Inquiry Set v Ledger Group Q

View Stat Code Budgets
Li] Display Chart

TimeSpan
=Type of Calendar | Detall Budget Period v
Budget Criteria Personalize | Find | view All | {21 | [E3 First (4) 10f1 (b Last
. . Include Adjustment Include Closing
Select Ledger Group Calendar ID From Budget Period  To Budget Period Period(s) P
v CC_DEPT Q % v

IChartField Criteria Budget Status

EhartField ChartField From Value ~ ChartField To Info  ChartField Value Set  Update/Add ) Open
e Closed

% a [ o O Q Updateladd

Ld Hold

[FlSave ||[=] Notify | i Refresh =% Add 7 Update/Display

28.| Click Save.
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XIV. GENERATE JOURNALS FOR AR DIRECT PAYMENTS

After the Receivable Update has been run and direct journals have been created, journals for
Accounts Receivable (AR) direct payments should be generated. Journals can then be posted. To
generate journals for AR direct payments, follow these steps:

Sten | Action

1. | Navigate to Main Menu > General Ledger > Journals > Subsystem Journals >
Generate Journals.

Favorites ~ | Main Menu =
Search Menu:
Top Menu Featy ® .
Employee Self-Service 4
The menu is not Manager Self-Service 4
Main Menu to g Supplier Contracts »
Highlights Departmental Authorization »
Customer: »
Recently Used Customers
appear under ti Customer Contracts 4
menu, located
Order Management »
ltems b
Journals 3 Journal Entry 4
Suppliers -
GL Subsystem Reconci| = Standard Journals "
Purchasing
Breadcrumbs - edgers 83 import Journals 13
your navigation| eProcurement - o= . Generate o
you access to Services Procurement Summary Ledgers b s Joumnals 5 Generate Journals I
subfolders. Services Proturement Close Ledgers 3 Process Journals [l Update Journal Header
Granis o ACCTG
G nen tems 1 suspense Correction B import HR_ACCTG_LINE
Project Costing h
Monitor Background Process 4

Proposal Management
Menu Search, P g

the Main Menu Billing Review Financial Information L4
type ahead whi Accounts Receivable General Reports b
finding pages n ccounts Payadie Fusion Accounting Hub N
Asset Management UCF GL Reports '

UCF Processes L4

Banking

o O O A B Bt O Y

~ General Ledger Center
Cash Management =

‘Commitment Control
General Ledger
Allocations

Set Up Financials/Supply Chain
Enterprise Components
Worklist

Tree Manager

Reporting Tools

rroororoPcocoocCCCDODDCOCDODDODDD D

r v v v vy v ov -

PeopleTools

2. | Select the Add a New Value tab. (See image in the next step.)
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UCF Financials

gl System Navigation for Grants
Sten | Action
3. | Enter the Run Control ID (user defined).
Generate Journals
Find an Existing Value
Run Control ID |
Add
Note: When creating run controls, they cannot contain any spaces. Use underscores
instead.
4. | Click Add. (See image in the previous step.)
5. | Setup the Run Control as follows:

a) Edit [Checked]

b) Process Frequency [Always]

c) SetID

d) Accounting Definition Name [ARDIRJRNL ]
e) Applications Business Unit

f) Ledger Group [ACTUALS]

g) Template [AR_DIRJRNL]

h) From Date Option (specify date)
i) To Date Option (specify date)

j) From Date

k) To Date

Geneflate Journals Request

Run

Run Control ID GenJournals_for_AR_Direct_Paym Report Manager  Frocess Manitor

Journal Processing Options

| Edit

Process Request Parameters

Budget Check

Post

Leave a field blank to select all its values

Find | View Al

First (4' 10f1 (}

Last

Process Frequency Request Number 1 =
Once *gatlD e}
*) Always

Don't Run *Accounting Definition Name &}

Application Business Unit (&}

Ledger Group Q

Template Q
*From Date Option | Begin Date - From Period v From Date El
*To Date Option | End Date - To Period v To Date [5]
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UCF

UCF Financials

System Navigation for Grants

Sten

Action

6.

Click Run. (See image in the previous step.) The Process Scheduler Request box

displays.

Ensure the FS_JGEN Line is checked.

<€E’bc ess Scheduler Request
User ID addyg
Server Name v Run Date |10/24/201%
Recurrence v Run Time [G:10:03AM
Time Zone &}
FTP Control Command
Process List
Select Description Process Name Process Type
Currency Precision Error FSXE001 Bl Publisher
FS_JGEN FS_JGEN I Application Engine
FS_JGEN_FRE FS_JGEN_FRE Application Enging
FS_JGEN_PRG FS_JGEN_PRG Application Engine
HR JGEN & send email HRJGENEM PSJob
Cancel Refresh

Run Control ID GenJournals_for_AR_Direct_Paym

Reset to Current Date/Time

E
*Type
Web v
Web v
Wweb v
Web v
(Nong) v

*Format Distribution
HTM ¥ | Distribution
TXT ¥ | Distribution
TXT ¥ | Distrioution
TXT ¥ | Distribution

(None) v | Distribution

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

Click the Process Monitor.

Generate Journals Request

Run Control ID GenJournals_for_AR_Direct_Paym

Report Manager I Process r\.-lanitorl R

un

10.

Click the Refresh button until the Run Status of the process displays Success.

Process List

Server

Run Statu

Server List

User ID addyg

s

Process List

Select Instance Seq.

View Process Request For

Q. Type

v Name

v || Last

v

Q. Instance From

v Distribution Status

Process Type
Application Engine

Application Engin:

@

Application Engine

Process Name  User

FS_JGEN addyg
FS_JGEN addyg
PC_WRAPPER addyg

Instan

¥ | ¥l save On Refresh

1 Days A

ce To

Personalize | Find | View All | &0 | [Ed

Run Date/Time

24/,
10024/
0/23

[~

019
019

019 7

6:10:03AM EDT
2

41:58AM EDT

“37:23PM EDT

Run Status
Success
Success
Success

First (4) 1-30f3 (b Last
Distribution

Status Details
Posted Details
Posted Details
Posted Details

Report Manager
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