BOSTON
UNIVERSITY

Kuali Coeus Research Management (KCRM) User Guide: Award Modifications

Version 2.1
May 16, 2011

Prepared By: E. Serrano/K. Foster

Purpose: Award modifications include processing new increments of funding, continuations, no-cost
extensions, supplements, rebudgeting actions, de-obligations, and various other types of administrative
changes that occur over the life of an award.

Trigger / Timing / Frequency: Award modifications can be initiated by the sponsor or in response to
University requirements and processes.

Prerequisites: An initial award must be set up in the system for which a modification is to be processed.
User Group Roles: Awards

Menu Path: Central Admin > Post Award > Award

Post-Award

Awards O -—
Award Report Tracking
Subawards

Tips and Tricks: This user guide has been put together to walk you through the different steps required
in each document (Parent Award, Hierarchy/Child Awards, Time and Money, and Child Award Budget)
for the different types of modifications that can occur throughout the life cycle of an award. This differs
from the other user guides which were assembled for each of these documents during the creation of a
new (initial) award.

Results and Next Steps: After an award has been modified in the system, it is ready to be interfaced to
SAP.

Process

There are four basic steps involved in modifying an award in KCRM. Only Step 1 is required for all
modifications. The other steps are taken as needed.
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1. Modifying the Parent Award: The parent award is modified first. It is used to update basic
identifying information (master data) about the award. Examples of master data include title,
the name of the Pl and other Key Personnel, current sponsor award number, reports due to the
sponsor, and key terms and conditions.

2. Modifying the Award Hierarchy: After the Parent Award has been updated, the OSP award
administrator determines whether the modification requires the creation of a one or more new
child awards, or the modification of an existing child award. Please see the Creating the Award
Hierarchy section later in this document for a list of the specific circumstances requiring the
creation of additional child awards.

3. Distributing Obligated and Anticipated Funds and/or Modifying Budget Period Start and End
Dates: If the modification involves a change to obligated or anticipated funds or to budget
period or project period dates, the KCRM Time and Money Document is used to update this
information.

4. Modifying the Award Budget(s): The OSP award administrator creates a new award budget
version for any child award affected by the modification. It is important to note that each new
version of an award budget captures only the change to the budget since the last version._ A
new budget version does not include (sum) amounts from any previous versions of a budget.

Note. Editing an award record in KCRM automatically creates a new version, or new document,
@ for that record. The new version is stamped with the date, time, and the name of the individual
who created the new version. Previous versions are maintained to create an audit trail and can be
accessed through KCRM’s Document Search functionality.
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Increment

An increment represents either the obligation of new funds within an existing budget period or the
obligation of new funds in conjunction with an extension of the budget period.

A. Search for and open Parent Award

Click on the 1) Central Admin tab and then search for the award for which an Increment is to be
processed by clicking the 2) magnifying glass next to Awards.

| Zuali ‘ & i

COeUS ¢  Researcher  Unit Maintenance  System Admin
S ) Qi)
Pre-Award Pre-Submission Compliance Quicklinks
Fropasal Development i (9 o jarie | e
* Passimisy "
sroposal Log oON Conflict of Interest » Current & Pending Suppornt
Instituticnal Froposal . B
r nal Proposal 0 (& TR . -
Negotiations .
Finarcial Entity » Change Password
» Kevword Loolyg
Post-Award Protocols
Awards VP —2 Workflow
Award Reper Tracking
Subawards + Eraferances
» Hoyting Report
o Hyles
o Eyle Quickiini

Post-Submission Compliance

Committee LY
Protocal Submissions (9
Schedules X

On the 1) Award Look up Screen, enter one or more 2) criteria for the award to narrow your search
results. Click 3) Search.

Award L&up H o Main

* required field

Award 10: |
Sponsor Award 1D: |

Account 1D:

Award Status: | select ¥am

Sponsor 10: |
2 Award Title: o
Investigator: |
Lead Unit 1D: [ @
Lead Unit: YyE

OSP Administrator: |

Archive Location: |
—

Archive Date From:

Archive Date To: | 13



BOSTON |

UNIVERSITY

Kuali Coeus Research Management - User Guide —Award Modifications

Scroll down on the same page to view the results of your search. Review the returned awards and look
for the appropriate award. Identify the 1) Parent Award (Award ID always contains a suffix of -00001)
and click on 2) Open.

Award  Sponsor Lead | Lead = Account Award Sponsor. Spensor osp obligation . F102! | Archive Archive
Investigator |
Actions 10 | AwardID | UnitiD Uit | D | States = AwadTitle TUpTH Shape” Administrator Start Date SX2T290 | ocation  Date
| [ | | 1 | | | .Niﬂ.'kancnall | | | | | |
Center on
23456- |, apanman | CAD Approved| . . . v |3n10an  |Minonty EATHLEEN © FI0/a014
‘“MEI; oGy Aneard Cytechreme Study |301040 Health and | FOSTER 0%/30/2014
Health
|Cisparitie |
NIH/Hational
Centar on
e sony madu 000030 1ROIMHIZS4S6- pp0z0n CAS 200 Cytochame study (0ag [ty KATHEENC

Health
| Disparitie

The Parent Award opens up in a non-editable state. Review the information on the Awards tab and
make sure you have opened the appropriate award. Scroll down to the bottom of the page and click on
the 1) Edit button.

[WI. T —— Y — _ Y R e

onsor 1D |301040 &
SpONEdr NIH/Naticnal Center on Mingrity Health and Health Disparitie

Sponsor Award ID: 1R01MH123456-01
Modification ID:

Prime Sponsor Award 1D:
CFDA Number: 10.00:
NSF Science Code: F2 - Lfe Sciences Siological
Sl Project
Major Project: |
Conference Grant:

ARRA Code: |

B e LOJO1/2011
Project End Date: 05/
Execution Date:

| | Obligation Start Date: |
Obligation End Date:

Obligated Direct:

Obligated F&A

Obligated Total: |

10/0L2011

|ogrs0/2012
{s75,000.00

2 |25,000.00
$100,000.00

Anticipated Direct: £75,000.00
Anticipated F&A: |25.000.00
_Anticipated Total: | $100,000.00
Subawards [ Show | \
Sponsor Template ¥ show | \
Keywords b show | \

B. Edit the Parent Award — Award Tab.

e

The Parent Award opens up in an editable state.

A

An 1) “Award is locked for editing” error appears if someone else is working on (a document version
open in an editable state) a certain document, such as a Parent Award in this case, when you try to
edit the document. If you should come across this error, scroll down to the bottom of the page and

click close and Do not save any changes. Contact the person who has the document open to
determine an appropriate time for you to open and edit the document.
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[ PI: [ KATHLEEN C FOSTER | Document ID:Status:
KC Award (7| Lead Unit: | CaS SIOLOGY | Award 1D: Account:

: Sponsor Name: NIH/Naticnal Center on Minorit| Last Update: 03512 by kfoster
Award Contacts Commitments &ldnd Vw-_nnl 9ay|ur! Repors & Terms Special Review Custom Data
Commenis. Notes & Attachments Award Actions _ Medusa
This Award is locked for editing by eserrano as of 09-58 %\E on 06062011 1 EEEEEEEEE | expand all | | coliagse all

= required field

Iz

| Document Overview  ide \

2 * Description: [Foste_Citachrome Study
T 1 Explanation: 3
b ~ g

[ Fundirg Proposals 3 ¥ shaw
| Details & Dates x aide X
hLT"H Current Action
* Transaction Type: | HNotice Date: | C
4| | Increment 2l = &

The 2) document description should be the first portion of the award title. There is a 30 character
limit on this field.

If this Increment is a result of a competitive proposal for which an Institutional Proposal was created,
make sure to add the Institutional Proposal in the 3) Funding Proposals panel.

O Reference Create New Parent Award — Step C for instructions on how to link pending proposals to
& this Parent Award.

On Current Action’s subpanel under Date and Details, select Increment as your 4) Transaction Type and
enter any 5) Comments related to the transaction.

Two fields that commonly require maintenance at the Parent level in the system when processing a
modification initiated by the sponsor are the 1) Sponsored Award ID and the 2) Modification ID. NIH
and other sponsor update the Sponsor Award ID when issuing a notice of award. Contracts from any
sponsor usually carry a Modification ID when the original contract is modified. Make sure these two
fields are updated at the Parent level, if applicable.

30104 Cyjes - -
* Sponsor ID: 20104 o Prime Sponsor: | 3@
|NIH/Naticnal Center en Minarity Health and Health Cisparitie

k Sponsor Award 1D: i1ﬁ-1!.15‘2345€-[‘1 1 Prime Sponsor Award 1D:
Medification ID: | 2 CFDA Number: 10007
NSF Science Code: | F2 - Life Sciences Biologic z|

C. Complete Comments, Notes and Attachments

Award Contact (o "_ ions | Paylneri ﬁspoﬂs & Terms Special Review Custom Data
[ Comments, Notes & Attachments ] Award Actions Medusa
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Enter any comments (viewable by PI/DA) and notes (internal OSP and PAFO only) if applicable. Your
comments from the previous version will appear in the Comments Panel. You can choose to leave
those comments in and add to those comments or delete those comments and new comments solely for
this transaction.

Keep in mind that the comments on this version will appear on the Award Notification, but a
history of all comments (across versions) can be viewed by clicking on View History.

If the sponsor provides a new or revised notice of grant award, the documentation must be uploaded in
the system. To upload a document, navigate and open the Attachments Panel in the Comments, Notes
and Attachments tab.

Select Notice of Award as the 1) Attachment Type. Enter a 2) description of the attachment and search
for the document on your computer or network by click on the 3) browse button. Select the appropriate
file using the Chose File pop-up window and click 4) Add to upload the document onto the record.

f Attachments (1) = hidz

Add Attachment
Last Update: Updated By: * Attachment Type: | Description: | File Name: 3 | Actions
Add: 1||select v| 2 Browse . | add || 4
- )
06/05/2011 04:27 PM |eserranc Notice of Award Year 1 = NOGA-Yearl.doc view | | delete
D. Finalize the version of the Parent Award
Award Contacts Commitments Budget Versions Payment, Reports & Terms Special Review Custom Data

C Notes & Attach Award Actions Medusa

To finalize the parent award, click on the 1) Blanket Approve button found on the Document Action
Command buttons found at the bottom of the page.

Data Validation ¥ show

[ Hierarchy Actions » show

[ Print » show

[ Ad Hoce Recipients ¥ show

| Route Log ¥ show v S S

| Transmit to SAP ¥ shaw

| History ¥ show

submut save rekad blanket approve || close cancel

E. Edit the Award Hierarchy

If the new funds need to be segregated from existing funds, one or more new child award(s) are
created, depending on the requirements for the particular award.
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") Reference Create Hierarchy and Child Awards user guide for instructions on how to create child
¢ award awards.

F. Modify data on existing child awards

Modifications can take place to any previously existing child awards. Repeats Steps A and B for all child
awards

G. Review Time and Money document, Hierarchy and obligated amounts.

Search for parent award again by repeating Step A of this document. Once you have opened the Parent
Award, click on the 1) Time and Money button on the upper right hand corner in the Award tab.

(] action list | (73 doc search | Logged in User: eserrano I loon | Logout
- PI: | KATHLEEN C FOSTER Document ID:Status: A
KC Award (%) Lead Unit: Award 1D: Account:
Sponsor Name: National Scence Foundaton Last Update: 05/24/L rran:
Award Contacts Commitments Budget Versions Payment. Reports & Terms Special Review Custom Data
Comments. Notes & Attachments Award Actions Medusa

1

On the Time and Money document, replace the “timeandmoney document” 1) Description in the
Document Overview panel with our recommended description: Pl first initial, Last Name_Portion of the
title. On the Award Hierarchy Panel, select Increment as your 2) Transaction Type, enter the 3) Notice
Date and provide any additional comments related to the transaction in the 4) Comments box.

Next, open the hierarchy view by clicking on the 5) folder icon of the parent node. Review the 6)
obligated amounts at each child and the roll up amounts at the parent in order to adequately obligate
the incremental to the appropriate child award(s).
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lied
{ Document Overview - hae \
1 * Description: |Foster_Cytschrome Study [
1 8 Explanation: .
= e |8
Award Hierarchy [=hde] \
Award Hierarchy a8
Transaction Type Code I Notice Date Comments
2 |Incremant v 3 13 F .
E ! } | ]

Go To: | ]  current ( pending | Totsls 3 refresh |
2 Nodes: & | I T I I T T T T |
Collapse All & Obig. Start Oblg. End Project End Oblg. Direct Oblg. FaA Oblg. Total Ant. Direct Ant. FRA Ant. Total
Expand All 1 1 | 1 1 | |

[torov/zon: [ | [eo/aevzonz [ | [oo/30/201s [ 75,020.00 25,000.00 100,000.00 75,000.00 i5,000.00 100,002.00

w =] 1]

© oooo32-

00002 : : =

KATHLEEN C [to7o1/z011 [ | [os/30/2012 [ | fos/3o/zo1e [ 75,000.00 25,000.00 100,000,00 75,000.00 25,000.00 100,000.0

FOSTER : CAS

BIOLOSY : :
3| >

Transacticns (000032-00001) bshow |\

Direct/F&A Funds Distribution (000032-00001) * shaw 1}

Summary (000032-00001) 45— B Fshow \

T [ Action Summary (000032-00001) patow]

History (090032-00001) [ » shaw L 1
Ad Hoc Reciplents » shaw L
Route Log * shaw X

J
save reload blanket approve close cancel

Another review step that may assist in adequately obligating new funds is to review the 7)

3 Summary and History Panels of the nodes in the hierarchy. When a Time and Money document is
originally opened, all of the Panels represent 8) information for the Parent. To view these panel
for another node in the hierarchy, use the 9) GO TO functionality. Enter the appropriate Award ID
(i.e. 000038-00002) and click GO.

H. Create a transaction(s) for the Increment

Complete all the required information 1) on the Transactions Panel (nodes, obligated and anticipated
amounts) and click 2) Add. Repeat this step if the Increment is disbursed among more than one child.

Transactions (000032-00001) = hide \

Pending Transactions 2
| Transaction Comments  * Source Award | * Destination Award  Obligated Direct  Dbligated Indirect A d Direct A d Indirect | _Action
Add: 1 | | |setect: l] select: ﬂ 0.00 0.00 0.00 0.00] 2 m

@ The Destination Award must be a child at the lowest level of the hierarchy. A parent award, as
well as any other group node with child awards beneath it, may not hold distributable funds.

10
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I.  Update Direct and F&A Distribution Panel (if applicable) and finalize T& M document

Update the 1) current budget period on the Direct and F&A Distribution to reflect the amount
anticipated for the year for which the increment is being processed. In most cases, the total amount
anticipated will equal the total amount obligated.

If the anticipated dollars of 2) future budget years have also been increased, it is important to update
the anticipated direct and F&A costs of those years. For example, if an award is currently in Year 2 and
future year anticipated dollars were affected by a notice of award, you will need to update the
anticipated direct and F&A costs for Years 3, 4, etc.

Direct/F&A Funds Distribution (000037-00001}) = hide

Direct/F&A Funds Distribution
Project Start Date:
Obligated Total:

* Project End Date:
Anticipated Total: $200.000.00

* Start Date * Direct Cost | * F&A Cost Actions
Add: | sdd
1 05/0 delete
2 09/0 1 dalete)
3 [eero1/z013 | EH 08/31/2018 2 2 delete
Total: $704,570.00 $372,111.00 3 [ recoicumie
Total Anticipated{Direct + F&A): | 51,076,681.00

@ The Direct and F&A Distribution Panel is the source for the Anticipated Dollars/Grant Run Out Grid
reports which can be used to project dollars for a Pl, a Department, a School, or the University.

Scroll down to the bottom of the screen and click the Blanket Approve button.

J.  Create new budget version for child award(s) for the newly obligated funds.

On the main portal, search for an open the child award which has new obligated funds. Click on the
Budget Versions tab.

Award C ntact G i | Budget Versions I Payment, Reports & Terms Special Review Custom Data
Comments, Notes & Attachments Award Actions Medusa

On the Budget Versions panel, enter a 1) Name for the version of the budget and 2) click Add.

i Budget Versions (000042-00002:) > hide \
Budget Versions H
|_* Name | Version# | Direct Cost Faa | Total | Budget Status Award Budget Type | Action
has A=

v hide | (New 1 300,000.00 0.00 200,000.00 [open || copy
F&A Rate Type: MTODC |
Cost Sharin Last Updated: Jun 7, 2011 10:18:54 4M |
Unrecovered FRA: | Last Updated By: eserranc |

C

ﬁ It is recommend to enter theTransaction Type as the Name for the budget version.

11
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Click the Open button on the newly created Budget Version. The Award Budget document will open and
will display the Parameters tab. Review and complete the Budget Overview panel.

( Budget Overview ~ hide ..‘\_ o
Account ID: | Budget Start Date |07/01/2011
Award 1D: 000042-00002 | Budget End Date |05/25
Budget Version Number: 2 | 1 Obligated Total: 2
Award Budget Type: New 2 Budget Change Total Cost Limit: |
Award Budget Status: In Frogress Unrecovered F & A Rate Type: ﬂ
1 4 =
3 On/Off Campus: Default jV_] F&A Rate Type: |
Description: |
Comments: :
0
Data Quality SOP Definition / Use Required

1) Obligated Total This field is automatically populated from the Time and Money Yes
Document, and displays the cumulative amount of funds that
have been obligated to this account to date.

2) Budget Change This field represents the change of funds obligated by the current | Yes
Total Cost Limit action that needs to be budgeted in this version of the award
budget document.

Make sure to select the appropriate 3) On/Off Campus indicator and the appropriate 4) Rate Types for
both the F&A and Unrecovered F&A.

O Reference. To complete this version of the budget document, follow the same steps found in the
' 4 Creating a budget document for Child Award user guide. Start at Step C.

@ It is important to note that each new version of an award budget captures only the 1) change to the
budget since the last version. A new budget version does not include (sum) amounts from any
previous versions of a budget.

[ Equipment (1 line item) » hide

s

* Object Code Name Description Quantity Change Amount D.I:ligale‘d

Action

Add: select 3 Y3 ‘ add

Capital and Fabricated Equipment @ ; [ [
1 16 )

delete

For any particular object code the system will show you 2) obligated amounts (in a read only view) to
that object code from prior budget versions of the budget document.

Repeat Step | for all child awards with newly obligated funds.
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Continuation
A continuation represents a new budget period of an existing award.

A. Search for and open Parent Award

Click on the 1) Central Admin tab and then search for the award for which a Continuation is to be
processed by clicking the 2) magnifying glass next to Awards.

| Zuali ‘ & |

COeUS ¢  Researcher  Unit Maintenance  System Admin
Hacion s Gidscass)
Pre-Award Pre-Submission Compliance Quicklinks

Fropasal Development I (9
Fropesal Log [+ UV Conflict of Interest

Inss

ional Froposal i (& 4 o
Disclosure -
Negotiations A ® ZLLesgrLogEuD
Financial Entity + Change Password
« Esyword Lpokyo
Protocols
Post-Award
Awards A e— 7 Workflow
Award Report Tracking
Subawards » Creferences
Human Participants + Zhuing Ae
* Rules
Radiation Safety » Eule Quicklin

Post-Submission Compliance

Committee S
Pretocol Submassions a8
Schedules L%

On the 1) Award Look up Screen, enter one or more 2) criteria for the award to narrow your search
results. Click 3) Search.

Award Ldbkup 2 1 pain

* required field

Award 1D: |
Sponsor Award 1D: |
Account 1D: E—
Award Status: || select v %@
Sponsor ID: | i@
2 Award Title: ..':-‘.‘I
Investigator: |
Lead Unit 1D: | Cyea]
Lead Unit: | T E
0SP Administrator: |
Archive Location: |
Archive Date From: | 13

Archive Date To: | i

13
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Scroll down on the same page to view the results of your search. Review the returned awards and look
for the appropriate award. Identify the 1) Parent Award (Award ID always contains a suffix of -00001)
and click on 2) Open.

Award  Sponsor Lead | Lead = Account Award Sponsor. Spensor osp obligation . F102! | Archive Archive
Investigator |
Actions 10 | AwardID | UnitiD Uit | D | States = AwadTitle TUpTH Shape” Administrator Start Date SX2T290 | ocation  Date
| [ | | 1 | | | .Niﬂ.'kancnall | | | | | |
Center on
23456- |, apanman | CAD Approved| . . . v |3n10an  |Minonty EATHLEEN © FI0/a014
‘“MEI; oGy Aneard Cytechreme Study |301040 Health and | FOSTER 0%/30/2014
Health
|Cisparitie |
NIH/Hational
Centar on
e sony madu 000030 1ROIMHIZS4S6- pp0z0n CAS 200 Cytochame study (0ag [ty KATHEENC

Health
| Disparitie

The Parent Award opens up in a non-editable state. Review the information on the Awards tab and
make sure you have opened the appropriate award. Scroll down to the bottom of the page and click on
the 1) Edit button.

[WI. T —— Y — _ Y R e

onsor 1D |301040 &
SpONEdr NIH/Naticnal Center on Mingrity Health and Health Disparitie

Sponsor Award ID: 1R01MH123456-01
Modification ID:

Prime Sponsor Award 1D:
CFDA Number: 10.00:
NSF Science Code: F2 - Lfe Sciences Siological
Sl Project
Major Project: |
Conference Grant:

ARRA Code: |

B e LOJO1/2011
Project End Date: 05/
Execution Date:

| | Obligation Start Date: |
Obligation End Date:

Obligated Direct:

Obligated F&A

Obligated Total: |

10/0L2011

|ogrs0/2012
{s75,000.00

2 |25,000.00
$100,000.00

Anticipated Direct: £75,000.00
Anticipated F&A: |25.000.00
_Anticipated Total: | $100,000.00
Subawards [ Show | \
Sponsor Template ¥ show | \
Keywords b show | \

B. Edit the Parent Award — Award Tab.

e

The Parent Award opens up in an editable state.

A

An 1) “Award is locked for editing” error appears if someone else is working on (a document version
open in an editable state) a certain document, such as a Parent Award in this case, when you try to
edit the document. If you should come across this error, scroll down to the bottom of the page and

click close and Do not save any changes. Contact the person who has the document open to
determine an appropriate time for you to open and edit the document.
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L
This Award is Jocked for edting by eserrano s of 0945 Bl 0n 0606 2011 1 EETENTE oveis | vt

D el e reves - e

2 * Description: fone_Cpocrmee Bty
Crrganis stion (iod waread Wuwder -0

[ runding Propesats 3 s

| Detais & Dates - e

Confirm the recommended 2) Description is entered in the Document Overview: a
description which uniquely identifies this award. For example, Pl first initial, last name_first
portion or keywords of the award title.

If this Continuation is a result of a competitive proposal for which an Institutional Proposal was created,
make sure to add the Institutional Proposal in the 3) Funding Proposals panel.

O Reference Create New Parent Award — Step C for instructions on how to link pending proposals to
' 4 this Parent Award.

On Current Action’s subpanel under Date and Details, select Continuation as your 4) Transaction Type
and enter any 5) Comments related to the transaction.

Two fields that commonly require maintenance at the Parent level in the system when processing a
modification initiated by the sponsor are the 1) Sponsored Award ID and the 2) Modification ID. NIH
and other sponsor update the Sponsor Award ID when issuing a notice of award. Contracts from any
sponsor usually carry a Modification ID when the original contract is modified. Make sure these two
fields are updated at the Parent level, if applicable.

* Sponsor 10; #0100 oy 7 Prime Sponsor: || Y@
|NIH, /Naticnal Center on Minority Health and Health Disparitie 1 |
I% Sponsor Award 1D: [1ROMH1Z2256-01 : Prime Sponsor Award 1D: |
Medification ID: | 2 CFDA Number: [10.001

NSF Science Code: | F2 - Life Sciences Biologic _\_']

C. Complete Comments, Notes and Attachments

Award Contact s "_ t Versions || Paylneri Reports & Terms Special Review Custom Data
[ Comments, Notes & Attachments ] Award Actions Medusa
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Enter any comments (viewable by PI/DA) and notes (internal OSP and PAFO only) if applicable. Your
comments from the previous version will appear in the Comments Panel. You can choose to leave
those comments in and add to those comments or delete those comments and new comments solely for
this transaction.

Keep in mind that the comments on this version will appear on the Award Notification, but a
history of all comments (across versions) can be viewed by clicking on View History.

If the sponsor provides a new or revised notice of grant award, the documentation must be uploaded in
the system. To upload a document, navigate and open the Attachments Panel in the Comments, Notes
and Attachments tab.

Select Notice of Award as the 1) Attachment Type. Enter a 2) description of the attachment and search
for the document on your computer or network by click on the 3) browse button. Select the appropriate
file using the Chose File pop-up window and click 4) Add to upload the document onto the record.

Attachments (1) - hidz A\

Last Update: Updated By: * Attachment Type: | Description: | File Name: 3 | Actions
Add: 1||select v| 2 | Browsa_. | | add I 4
=) &
06/05/2011 04:27 PM |eserranc Notice of Award Year 1 = NOGA-Yearl.doc view | | delete
D. Finalize the version of the Parent Award
Award Contacts Commitments Budget Versions Payment, Reports & Terms Special Review Custom Data

C Notes & Attach Award Actions Medusa

To finalize the parent award, click on the 1) Blanket Approve button found on the Document Action
Command buttons found at the bottom of the page.

Data Validation ¥ show

| Hierarchy Actions » show

[ Print » show \

[ Ad Hoe Recipients ¥ show \

| Route Log » show y

| Transmit to SAP ¥ show |

[ History » show \

s ) (Coave ) (Crooma ciose) ((cancel

16



BOSTON
i (5 Kuali Coeus Research Management - User Guide —Award Modifications

E. Edit the Award Hierarchy

If the new funds need to be segregated from existing funds, one or more new child award(s) are
created, depending on the requirements for the particular award.

) Reference Create Hierarchy and Child Awards user guide for instructions on how to create child
& awards.

F. Review Time and Money document, Hierarchy and obligated amounts.
Search for parent award again by repeating Step A of this document. Once you have opened the Parent
Award, click on the 1) Time and Money button on the upper right hand corner in the Award tab.

[0 action iist | (5] doc search | Lggaain e R a0 B | loon | Logou
_

PI: K

Document ID:Status:

KC Award (2] Lead Unit: C Award 1D: Account: 02
Sponser Name: Scies dation Last Update: (5
Award Contacts Commitments Budget Versions Payment, Reports & Terms Special Review Custom Data
Comments. Notes & Attachments Award Actions Medusa

1
e ) 'ime & maney | expand all | | cobapse all

On the Time and Money document, replace the “timeandmoney document” 1) Description in the
Document Overview panel with our recommended description: First 30 characters of the Project Title.
On the Award Hierarchy Panel, select Continuation as your 2) Transaction Type, enter the 3) Notice Date
and provide any additional comments related to the transaction in the 4) Comments box.

Next, open the hierarchy view by clicking on the 5) folder icon of the parent node. Review and edit the
obligation dates of the old and newly created child awards and the parent. For each node the dates
should be edited as described in the table below.

Data Quality SOP Definition / Use Required
10) Obligation Start Edited as needed to reflect the effective date of the current Yes

Date budget period as defined by the sponsor.
10) Obligation End Edited as needed to reflect the end start date of the current Yes

Date budget period as defined by the sponsor.

Review the 6) obligated amounts at each child and the roll up amounts at the parent in order to
adequately obligate the continuation funding to the appropriate child award(s).
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Time And Money

= Document nas successfully saved. -
IEDERITERN  [expundan ] [Gisgsean
= reguired field
@
("~ Document Overview [=nae] \
1 * Description: [Foster_Cytochrome Study |
= 1 Explanation: 5
|0
f Award Hierarchy w hde Ll
Award Hierarchy H
Transaction Type Code I Notice Date I Comments |
. : e [ i
2 |Increment ﬂ 3 | i 4 5
Go To: | 8 & current  pending | | Totals ne] | retresn | |
2 Nodes: B | I T I T T T T 1
Collapse AllE Oblg. Start | Oblg. End Project End Oblg. Direct Oblg. FaA 0Oblg. Total Ant. Direct Ant. F&A Ant. Total
Expand All |
— 5 |
O o00032-
00001 : ¢ .
KATHLEEN C [to7orrz011 [ | [os/30/2012 [ | [ea/3aizeie [ 75,000.00 25,000.00 100,000.00 75,000.00 25,000.00
FOSTER : CAS
BIOLOGY : :
= 10 ]
KATHLEEN C [1o7or/zo11 [F | [os/sorzorz [ | [os/sorzons [ 75,000.00 25,000.00 100,000.00 75,000.00 25,000.00 100,000.0
FOSTER : CAS ” g g E 5 Z
BIOLOGY : :
< >
Transacticns (000032-00001) ¥ shaw | \ ~
Direct/F&A Funds Distribution (000032-00001) *shaw \
Summary [(000032-00001) <— B ¥ shaw | L =
7 Action Summary (000032-00001) I show | \
History (000032-00001) [rshew]| \
Ad Hoe Recipients * shaw \
Route Log [ shaw \
S
save reload blanket approve close cancel

Another review step that may assist in adequately obligating new funds is to review the 7)

3 Summary and History Panels of the nodes in the hierarchy. When a Time and Money document is
originally opened, all of the Panels represent 8) information for the Parent. To view these panel
for another node in the hierarchy, use the 9) GO TO functionality. Enter the appropriate Award ID
(i.e. 000038-00002) and click GO.

G. Create a transaction(s) for the Continuation

Complete all the required information 1) on the Transactions Panel (nodes, obligated and anticipated
amounts) and click 2) Add. Repeat this step if the Increment is disbursed among more than one child.

j Transactions (000032-00001) w hide \
Pending Transactions H
| Transaction _Comments " Source Award - Destination Award | _Obligated Direct | Obligated Indirect _ Anticipated Direct _ Anticipated indirect | _Actio
Add: 1| [ | | [setect: v select: | o.o0] | [ vog | [ 0.00] o.00] 2| [Ced] |

18
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@ The Destination Award must be a child at the lowest level of the hierarchy. A parent award, as
well as any other group node with child awards beneath it, may not hold distributable funds.

H. Update Direct and F&A Distribution Panel (if applicable) and finalize T& M document

Update the 1) current budget period on the Direct and F&A Distribution to reflect the amount
anticipated for the year for which the continuation is being processed. In most cases, the total amount
anticipated will equal the total amount obligated.

If the anticipated dollars of 2) future budget years have also been changed, it is important to update the
anticipated direct and F&A costs of those years. For example, if an award is currently in Year 2 and
future year anticipated dollars were affected by a notice of award, you will need to update the
anticipated direct and F&A costs for Years 3, 4, etc.

Direct/F&A Funds Distribution (000037-00001) > hide

Direct/F&A Funds Distribution
Project Start Date: |0%/0 11
Obligated Total: $200,000.00

* Project End Date: 08,
Anticipated Total: $200.000.00

* Start Date | * End Date [ * Direct Cost * F&A Cost Actions
Add: 5L | add
1 ve/31/z012 | detote
2 G8731/2013 1 delie
3 013 0 2 245,000.00 [ 140,000.00 Goite
Total: i $704,570.00 $372,111.00 o T

Total Anticipated{Direct + FA&A): 51,076,681.00

f The Direct and F&A Distribution Panel is the source for the Anticipated Dollars/Grant Run Out Grid
reports which can be used to project dollars for a Pl, a Department, a School, or the University.

Scroll down to the bottom of the screen and click the Blanket Approve button.

I. Create new budget version for child award(s) for the newly obligated funds.

On the main portal, search for an open the child award which has new obligated funds. Click on the
Budget Versions tab.

Award Contact G i : I Budget Versions I Payment, Reports & Terms Special Review Custom Data
Comments, Notes & Attachments Award Actions Medusa

On the Budget Versions panel, enter a 1) Name for the version of the budget and 2) click Add.

3 Budget Versions (000042-00002:) > hide
Budget Versions
| *Name . Version # | Direct Cost = F&A | Total | Budget Status Award Budget Type | Action
A=)
> hide | New 1 100,000.00 0.00 200,000.00 [ open opy
| F&A Rate Type: MTDC
Cost Sharing: 0.0C Last Updated: Jun 7, 2011 10:18:54 aM
Unrecovered FRA: | Last Updated By: eserranc
C
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ﬁ It is recommended to enter the Transaction Type (entered on the Time and Money document) as
the Name for the budget version.

Click the Open button on the newly created Budget Version. The Award Budget document will open and
will display the Parameters tab. Review and complete the Budget Overview panel found on the
Parameters tab.

Budget Overview w hide
Budget Overview
Account 1D: Budget Start Date |07/
Award ID: |000042-00002 Budget End Date ©
Budget Version Number: 2 1 Obligated Total: 25
Award Budget Type: New 2 Budget Change Total Cost Limit: 52
Award Budget Status: In Frogress Unrecovered F & A Rate Type: v]
: 4 1)
3 On/Off Campus: | Default v | FRA Rate Type: _v_]
Description:
Comments:
=
Data Quality SOP Definition / Use Required

1) Obligated Total This field is automatically populated from the Time and Money Yes
Document, and displays the cumulative amount of funds that
have been obligated to this account to date.

2) Budget Change This field represents the change of funds obligated by the current | Yes
Total Cost Limit action that needs to be budgeted in this version of the award
budget document.

Make sure to select the appropriate 3) On/Off Campus indicator and the appropriate 4) Rate Types for
both the F&A and Unrecovered F&A.

/) Reference. To complete this version of the budget document, follow the same steps found in the
Creating a budget document for Child Award user guide. Start at Step C.

It is important to note that each new version of an award budget captures only the 1) change to the
£ %)\ budgetsince the last version. A new budget version does not include (sum) amounts from any
previous versions of a budget.
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Equipment (1 line item) whde] W
Equipment H
* Object Code Name | Description Quantity Change Amount Obligated | 4cyi0n
r - | B (.
Add: select ¥ @@ ] Vo |1 1] 00 “add_]
o6 2
Capital and Fabricated E ¢« [ i —

. apital and Fal "-c__.'.:_le quipment |W [ ,7:3: 200,000.00 [ deete |
[ wnemompetans——————— — —————————————————————————

For any particular object code the system will show you 2) obligated amounts (in a read only view) to
that object code from prior budget versions of the budget document.

Repeat Step | for all child awards with newly obligated funds.
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Supplement

A supplement is an increase to an existing award made in response to the submission of supplementary
proposal material. A supplement can represent an obligation of new funds alone or the obligation of
funds plus any an extension of the obligation period.

A. Search for and open Parent Award

Click on the 1) Central Admin tab and then search for the award for which a Supplement is to be
processed by clicking the 2) magnifying glass next to Awards.

r -
wali : R
A v}
COUS ¢  Researcher  Unit Maintenance  System Admin
cie) Giisc ) P ——
Pre-Award Pre-Submission Compliance Quicklinks

Froposal Development ) (9

ow Conflict of Interest
eropesal @ @& o
Distlosure
' Financial Entity

Post-Award Protocols

Awards (Y — 2 Workfiow

Award Repert Tracking

Subawards

Participants

Radiation Safety

Post-Submission Compliance

ttee oN
Pretocol Submissions (%
Schedules A

On the 1) Award Look up Screen, enter one or more 2) criteria for the award to narrow your search
results. Click 3) Search.

Award Ldbkup 7 1 ain

* required field

Award 1D: |
Sponsor Award 1D: |
Account 10z |
Award Status: || select »&@
Sponsor 1D: | TeE
2 Award Title: 5]
Investigator: |
Lead Unit 1D: | i
Lead Unit: | ey E
0SP Administrator: |
Archive Location: |

Archive Date From: |

Archive Date To: |
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Scroll down on the same page to view the results of your search. Review the returned awards and look
for the appropriate award. Identify the 1) Parent Award (Award ID always contains a suffix of -00001)
and click on 2) Open.

Award  Sponsor Lead | Lead = Account Award Sponsor. Spensor osp obligation . F102! | Archive Archive
Investigator |
Actions 10 | AwardID | UnitiD Uit | D | States = AwadTitle TUpTH Shape” Administrator Start Date SX2T290 | ocation  Date
| [ | | 1 | | | .Niﬂ.'kancnall | | | | | |
Center on
23456- |, apanman | CAD Approved| . . . v |3n10an  |Minonty EATHLEEN © FI0/a014
‘“MEI; oGy Aneard Cytechreme Study |301040 Health and | FOSTER 0%/30/2014
Health
|Cisparitie |
NIH/Hational
Centar on
e sony madu 000030 1ROIMHIZS4S6- pp0z0n CAS 200 Cytochame study (0ag [ty KATHEENC

Health
| Disparitie

The Parent Award opens up in a non-editable state. Review the information on the Awards tab and
make sure you have opened the appropriate award. Scroll down to the bottom of the page and click on
the 1) Edit button.

[WI. T —— Y — _ Y R e

onsor 1D |301040 &
SpONEdr NIH/Naticnal Center on Mingrity Health and Health Disparitie

Sponsor Award ID: 1R01MH123456-01
Modification ID:

Prime Sponsor Award 1D:
CFDA Number: 10.00:
NSF Science Code: F2 - Lfe Sciences Siological
Sl Project
Major Project: |
Conference Grant:

ARRA Code: |

B e LOJO1/2011
Project End Date: 05/
Execution Date:

| | Obligation Start Date: |
Obligation End Date:

Obligated Direct:

Obligated F&A

Obligated Total: |

10/0L2011

|ogrs0/2012
{s75,000.00

2 |25,000.00
$100,000.00

Anticipated Direct: £75,000.00
Anticipated F&A: |25.000.00
_Anticipated Total: | $100,000.00
Subawards [ Show | \
Sponsor Template ¥ show | \
Keywords b show | \

B. Edit the Parent Award — Award Tab.

e

The Parent Award opens up in an editable state.

A

An 1) “Award is locked for editing” error appears if someone else is working on (a document version
open in an editable state) a certain document, such as a Parent Award in this case, when you try to
edit the document. If you should come across this error, scroll down to the bottom of the page and

click close and Do not save any changes. Contact the person who has the document open to
determine an appropriate time for you to open and edit the document.
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Amard Cortacts Commmtmard's Mgt Verwors. Paymert, Peports & Torms Specidd Paves Camtomm it s
Commarts beten & Mschemerts Award Actiora Mo
L
This Award is Jocked for edting by eserrano s of 0945 Bl 0n 0606 2011 1 IR cvenish | ovtpme st

The 2) document description should be the first portion of the award title. There is a 30 character
limit on this field.

If this Supplement is a result of a competitive proposal for which an Institutional Proposal was created,
make sure to add the Institutional Proposal in the 3) Funding Proposals panel.

O Reference Create New Parent Award — Step C for instructions on how to link pending proposals to
" 4 this Parent Award.

On Current Action’s subpanel under Date and Details, select Supplement as your 4) Transaction Type
and enter any 5) Comments related to the transaction.

Two fields that commonly require maintenance at the Parent level in the system when processing a
modification initiated by the sponsor are the 1) Sponsored Award ID and the 2) Modification ID. NIH
and other sponsor update the Sponsor Award ID when issuing a notice of award. Contracts from any
sponsor usually carry a Modification ID when the original contract is modified. Make sure these two
fields are updated at the Parent level, if applicable.

* Sponsor ID: 1201040 @ - Prime Sponsor: | @
|NIH/National Center on Minarity Health and Health Disparitie | |
k Sponsor Award 1D: [1R01MH12325501 1 Prime Sponsor Award 1D: ||
Medification ID: 2 CFDA Number: ||[10.001

NSF Science Code: | F2 - Life Sciences Biologic z|

C. Complete Comments, Notes and Attachments

Award Contact i "_ 3 Il Pawleri ﬂspu'tskfm i Spocldﬂsm Custom Data
[ Comments, Notes & Attachments ] Award Actions Medusa
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Enter any comments (viewable by PI/DA) and notes (internal OSP and PAFO only) if applicable. Your
comments from the previous version will appear in the Comments Panel. You can choose to leave
those comments in and add to those comments or delete those comments and new comments solely for
this transaction.

Keep in mind that the comments on this version will appear on the Award Notification, but a
history of all comments (across versions) can be viewed by clicking on View History.

If the sponsor provides a new or revised notice of grant award, the documentation must be uploaded in
the system. To upload a document, navigate and open the Attachments Panel in the Comments, Notes
and Attachments tab.

Select Notice of Award as the 1) Attachment Type. Enter a 2) description of the attachment and search
for the document on your computer or network by click on the 3) browse button. Select the appropriate
file using the Chose File pop-up window and click 4) Add to upload the document onto the record.

Attachments (1) = hidz

Last Update: Updated By: * Attachment Type: | Description: | File Name: 3 | Actions
Add: 1||select v| 2 | [ Browse... wid || 4
] p (B
06/06/2011 04:27 PM |eserrano Notice of Award Year1 % NOGA-Yeart.doc view | delete
D. Finalize the version of the Parent Award
Award Contacts (= t iget Versions Payment, Reports & Terms Special Review Custom Data

C Notes & Attach Award Actions Medusa

To finalize the parent award, click on the 1) Blanket Approve button found on the Document Action
Command buttons found at the bottom of the page.

Data Validation ¥ show

Hierarchy Actions » show

Print » show

Ad Hoc Recipients » show oS
[ Route Log » show & LS
I@ Transmit to SAP » show X
[ History » show

1

st ) (save ) (_rokend ciose) (‘concer
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E. Edit the Award Hierarchy

If the new supplement funds need to be segregated from existing funds, one or more new child award(s)
are created, depending on the requirements for the particular award.

) Reference Create Hierarchy and Child Awards user guide for instructions on how to create child
& awards.

F. Review Time and Money document, Hierarchy and obligated amounts.

Search for parent award again by repeating Step A of this document. Once you have opened the Parent
Award, click on the 1) Time and Money button on the upper right hand corner in the Award tab.

(] action list | (73] doc search | Logged in User: eserrano I con | Logoul
PI: | Document ID:Status:
KC Award (7] Lead Unit: © Award 1D: Account: 00
Sponsor Name: Natior cience Foundation Last Update: |05/22/L1 by scarrana
Award Contacts Commitments Budget Versions Payment. Reports & Terms Special Review Custom Data
Comments. Notes & Attachments Award Actions Medusa

1
— » ETRYYITN [ ependn] [compeen

On the Time and Money document, replace the “timeandmoney document” 1) Description in the
Document Overview panel with our recommended description: Pl first initial, Last Name_Portion of the
title. On the Award Hierarchy Panel, select Supplement as your 2) Transaction Type, enter the 3)
Notice Date and provide any additional comments related to the transaction in the 4) Comments box.

Next, open the hierarchy view by clicking on the 5) folder icon of the parent node. Review and edit the
obligation dates of the old and newly created child awards and the parent. For each node the dates
should be edited as described in the table below.

Data Quality SOP Definition / Use Required
10) Obligation Start Edited as needed to reflect the effective date of the current Yes

Date budget period as defined by the sponsor.
10) Obligation End Edited as needed to reflect the end start date of the current Yes

Date budget period as defined by the sponsor.

Review the 6) obligated amounts at each child and the roll up amounts at the parent in order to
adequately obligate the supplemental funding to the appropriate child award(s).
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Time And Money

= Document was successfully saved. 2
[“rewum o avard IR R T
* required field
@
' _D.ocun:eni_o.vervi-:w :ae \
1 * Description: [Foster_Cytechrome Study |
- 1 Explanation: 5
| s6
f Award Hierarchy v hde Ll
Award Hierarchy a
Transaction Type Code I Notice Date I Comments
2| CIIEY = . I&
Go To:| =1 | curcemt C pending | Tewls || een ]
2 Nodes: B [ I T T T T T T .
Collapse All Oblg. Start | Oblg. End Project End 0Oblg. Direct Oblg. F&A Oblg. Total Ant. Direct Ant. F&A Ant. Total
Expand All |
= 4§
© 000032
00001 1 @ — ’
KATHLEEN € [forow/zo1: [ | [os/30/2012 [ | [os/30/201 [ 75,010.00 25,000.00 100,000.00 75,000.00 15,000.00
FOSTER : CAS g g . 2 :
BIOLOGY : :
& 10 6
© oooo32-
00002: : e —asa s o p—
KATHLEEN C [toror/zo1: [ | [os/30/z012 [ | [os/3orz01s [ 75,000.00 25,000.00 100,000.00 75,000.00 25,000.00 100,000.0
FOSTER : CAS = : ; s
BIOLOGY : :
| >
Transacticns (000032-00001) vshow| L N
Direct/F&A Funds Distribution (000032-00001) *shaw \
Summary [000032-00001) €— B ¥ shaw | \ N
7 Action Summary (000032-00001) b shaw | |
History (000032-00001) wshow| L
Ad Hoc Recipients * shaw \
Route Log [ shaw \
J
save reload blanket approve close cancel

Another review step that may assist in adequately obligating new funds is to review the 7)

3 Summary and History Panels of the nodes in the hierarchy. When a Time and Money document is
originally opened, all of the Panels represent 8) information for the Parent. To view these panel
for another node in the hierarchy, use the 9) GO TO functionality. Enter the appropriate Award ID
(i.e. 000038-00002) and click GO.

G. Create a transaction(s) for the Supplement

Complete all the required information 1) on the Transactions Panel (source and destination nodes,
obligated and anticipated amounts) and click 2) Add. Repeat this step if the Supplement is disbursed
among more than one child.

Transactions (000032-00001) = hide \

Pending Transactions H
Transaction _Comments _* Source Award |- Destination Award _Obligated Direct  Obligated Indirect | Anticipated Direct — Anticipated Indirect _Action
Add: 1| [ | | [setect: v select: Tael LI o.o0] | [ vog | [ 0.00] [ 0.00] 2| [Cedd] ]
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@ The Destination Award must be a child at the lowest level of the hierarchy. A parent award, as
well as any other group node with child awards beneath it, may not hold distributable funds.

H. Update Direct and F&A Distribution Panel (if applicable) and finalize T& M document

Update the 1) current budget period on the Direct and F&A Distribution to reflect the amount
anticipated for the year for which the continuation is being processed. In most cases, the total amount
anticipated will equal the total amount obligated.

If the anticipated dollars of 2) future budget years have also been changed, it is important to update the
anticipated direct and F&A costs of those years. For example, if an award is currently in Year 2 and
future year anticipated dollars were affected by a notice of award, you will need to update the
anticipated direct and F&A costs for Years 3, 4, etc.

Direct/F&A Funds Distribution (000037-00001) > hide

Direct/F&A Funds Distribution
Project Start Date:

* Project End Date: o
Obligated Total: Anticipated Total: $200.000.00
* Start Date * Direct Cost * F&A Cost Actions

Add: o = add
debete

dekste

delete

L] 0 2 249,000.00 [ 1 0.00
Taotal: £704,570.00 £372,111.00 3
Total Anticipated{Direct + FA&A): 51,076,681.00 |

recalculate

f The Direct and F&A Distribution Panel is the source for the Anticipated Dollars/Grant Run Out Grid
reports which can be used to project dollars for a Pl, a Department, a School, or the University.

Scroll down to the bottom of the screen and click the Blanket Approve button.

I. Create new budget version for child award(s) for the newly obligated funds.

On the main portal, search for an open the child award which has new obligated funds. Click on the
Budget Versions tab.

Award C ntact (o itment | Budget Versions I Payment, Reports & Terms Special Review Custom Data
Comments, Notes & Attachments Award Actions Medusa

On the Budget Versions panel, enter a 1) Name for the version of the budget and 2) click Add.

3 Budget Versions (000042-00002:) > hide
Budget Versions
|_* Name | Version# |  DirectCost = F&A | Total | Budget Status | Award Budget Type | Action
1 Add: 2

« hide | | New 1 100,000.00 0.00 200,000.00 !099" topy
| | F&A Rate Type: MTCC I
Cost Sharing: 0.0C | Last Updated: Jun 7, 2011 10:18:54 AM |
Unrecovered F&A: 0.00 Last Updated By: eserranc |

C
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@ It is recommended to enter the Transaction Type (entered on the Time and Money document) as
the Name for the budget version.

Note: If a new child was created to segregate the funds to a separate account, the child will not have an
existing budget version. A new one will be created for the addition of the supplemental funds. Keep in
mind, it is still recommended to name the Budget Version — Supplement.

Click the Open button on the newly created Budget Version. The Award Budget document will open and
will display the Parameters tab. Review and complete the Budget Overview panel found on the
Parameters tab.

-Bud_qt:t Overview - rn:l; 9
Account ID: Budget Start Date 07 1
Award ID: |000042-00002 Budget End Date 05
Budget Version Number: 2 1 Obligated Total: 25
Award Budget Type: New 2 Budget Change Total Cost Limit: 50
Award Budget Status: In Frogress Unrecovered F & A Rate Type: MTDC
= 4 t
3 On/Off Campus: | Default "i F&A Rate Type: | MTDC
Description: -
Comments:
0
Data Quality SOP Definition / Use Required

1) Obligated Total This field is automatically populated from the Time and Money Yes
Document, and displays the cumulative amount of funds that
have been obligated to this account to date.

2) Budget Change This field represents the change of funds obligated by the current | Yes
Total Cost Limit action that needs to be budgeted in this version of the award
budget document.

Make sure to select the appropriate 3) On/Off Campus indicator and the appropriate 4) Rate Types for
both the F&A and Unrecovered F&A.

I/*') Reference. To complete this version of the budget document, follow the same steps found in the

o Creating a budget document for Child Award user guide. Start at Step C.

/-'i_\ It is important to note that each new version of an award budget captures only the 1) change to the
LN budget since the last version. A new budget version does not include (sum) amounts from any
previous versions of a budget.
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Equipment (1 line item) whde] W

Equipment H
* Object Code Name Description Quantity Change Amount Obligated | 4cyi0n

: ; I B e I
Add: select ¥ @@ ] i 1 00 _add_ |

o

] ! 1 2 | J
o i ] [ o®

Capital and Fabricated Equipment ~ | 0.00 200,000.00 dolete

o - | o0 =

[0 Line Item Details

For any particular object code the system will show you 2) obligated amounts (in a read only view) to
that object code for that budget period from prior budget versions of the budget document.

Repeat Step | for all child awards with newly obligated funds.
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No Cost Extension

A no cost extension represents an extension of the project period of an existing award with no new
funds awarded. The extension can represent an entire year or any other pre-defined interval of time.

A. Search for and open Parent Award

Click on the 1) Central Admin tab and then search for the award for which a No Cost Extension is to be
processed by clicking the 2) magnifying glass next to Awards.

| F‘ I- 1 Provide Feedback
wuail &
COeUS ¢  Researcher  Unit Maintenance  System Admin
D ie) Giiec )
Pre-Award Pre-Submission Compliance Quicklinks

Proposal Development i) (9
Froposal Leg [+ BV Conflict of Interest

I nal Fropesal ) (&
Disclosure
Negctiations :
Financial Entity
Protocols
Post-Award
Awards o — 2 Workfiow
Award Report Tracking
Subawards

Radiation Safety

Fost-Submission Compliance

see o0&

o
Pretocol Submissions Lt
Schedules A

On the 1) Award Look up Screen, enter one or more 2) criteria for the award to narrow your search
results. Click 3) Search.

Award Ldbkup 2 1 pain

* required field

Award 1D: |
Sponsor Award 1D: |
Account 10z |
Award Status: || select vw@
Sponsor 1D: | “&E
2 Award Thle: Bl
Investigator: |
Lead Unit 1D: | CYen]
Lead Unit: [ &y E
OSP Administrator: |
Archive Location: |

T

Archive Date From:

Archive Date To: | 1=

3 S S
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Scroll down on the same page to view the results of your search. Review the returned awards and look
for the appropriate award. Identify the 1) Parent Award (Award ID always contains a suffix of -00001)
and click on 2) Open.

Award  Sponsor Lead | Lead = Account Award Sponsor. Spensor osp obligation . F102! | Archive Archive
Investigator |
Actions 10 | AwardID | UnitiD Uit | D | States = AwadTitle TUpTH Shape” Administrator Start Date SX2T290 | ocation  Date
| [ | | 1 | | | .Niﬂ.'kancnall | | | | | |
Center on
23456- |, apanman | CAD Approved| . . . v |3n10an  |Minonty EATHLEEN © FI0/a014
‘“MEI; oGy Aneard Cytechreme Study |301040 Health and | FOSTER 0%/30/2014
Health
|Cisparitie |
NIH/Hational
Centar on
e sony madu 000030 1ROIMHIZS4S6- pp0z0n CAS 200 Cytochame study (0ag [ty KATHEENC

Health
| Disparitie

The Parent Award opens up in a non-editable state. Review the information on the Awards tab and
make sure you have opened the appropriate award. Scroll down to the bottom of the page and click on
the 1) Edit button.

[WI. T —— Y — _ Y R e

onsor 1D |301040 &
SpONEdr NIH/Naticnal Center on Mingrity Health and Health Disparitie

Sponsor Award ID: 1R01MH123456-01
Modification ID:

Prime Sponsor Award 1D:
CFDA Number: 10.00:
NSF Science Code: F2 - Lfe Sciences Siological
Sl Project
Major Project: |
Conference Grant:

ARRA Code: |

B e LOJO1/2011
Project End Date: 05/
Execution Date:

| | Obligation Start Date: |
Obligation End Date:

Obligated Direct:

Obligated F&A

Obligated Total: |

10/0L2011

|ogrs0/2012
{s75,000.00

2 |25,000.00
$100,000.00

Anticipated Direct: £75,000.00
Anticipated F&A: |25.000.00
_Anticipated Total: | $100,000.00
Subawards [ Show | \
Sponsor Template ¥ show | \
Keywords b show | \

B. Edit the Parent Award — Award Tab.

e

The Parent Award opens up in an editable state.

A

An 1) “Award is locked for editing” error appears if someone else is working on (a document version
open in an editable state) a certain document, such as a Parent Award in this case, when you try to
edit the document. If you should come across this error, scroll down to the bottom of the page and

click close and Do not save any changes. Contact the person who has the document open to
determine an appropriate time for you to open and edit the document.
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KC Award [+

Amard Cortacts Commmtmard's Mgt Verwors. Paymert, Peports & Torms Specidd Paves Camtomm it s
Commarts beten & Mschemerts Award Actiora Mo
L
This Award is Jocked for edting by eserrano s of 0945 Bl 0n 0606 2011 1 IR cvenish | ovtpme st

The 2) document description should be the first portion of the award title. There is a 30 character
limit on this field.

On Current Action’s subpanel under Date and Details, select No Cost Extension as your 4) Transaction
Type and enter any 5) Comments related to the transaction.

Two fields that commonly require maintenance at the Parent level in the system when processing a
modification initiated by the sponsor are the 1) Sponsored Award ID and the 2) Modification ID. NIH
and other sponsor update the Sponsor Award ID when issuing a notice of award. Contracts from any
sponsor usually carry a Modification ID when the original contract is modified. Make sure these two
fields are updated at the Parent level, if applicable.

* sponsor 10; 01040 oy : Prime Sponsor: || Y@
|NIH, /Naticnal Center on Minority Health and Health Disparitie 1 |
k Sponsor Award 1D: [TR01MH123456-01 1 Prime Sponsor Award ID: ||
Medification ID: | 2 CFDA Number: [10.001

NSF Science Code: | F2 - Life Sciences Biologic _‘_'J

C. Complete Comments, Notes and Attachments

Award | Contact T Ca _ "_ s [ Paylneri Reports & Terms Special Review Custom Data
[ Comments, Notes & Attachments ] Award Actions Medusa

Enter any comments (viewable by PI/DA) and notes (internal OSP and PAFO only) if applicable. Your
comments from the previous version will appear in the Comments Panel. You can choose to leave
those comments in and add to those comments or delete those comments and new comments solely for

this transaction.
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Keep in mind that the comments on this version will appear on the Award Notification, but a
history of all comments (across versions) can be viewed by clicking on View History.

If the sponsor provides a new or revised notice of grant award, the documentation must be uploaded in
the system. To upload a document, navigate and open the Attachments Panel in the Comments, Notes
and Attachments tab.

Select Notice of Award as the 1) Attachment Type. Enter a 2) description of the attachment and search
for the document on your computer or network by click on the 3) browse button. Select the appropriate
file using the Chose File pop-up window and click 4) Add to upload the document onto the record.

Attachments (1) - hidz A\

Last Update: Updated By: * Attachment Type: Description: File Name: 3 Actions
Add: 1| |select v 2 o |l Browse... | | ackd I 4
=) P
06/05/2011 04:27 PM |eserranc Notice of Award Year 1 = NOGA-Yearl.doc view | | delote

D. Click on the Award Actions tab and finalize the version of the Parent Award

Award Contacts Commitments Budget Versions Payment, Reports & Terms Special Review Custom Data

To finalize the parent award, click on the 1) Blanket Approve button found on the Document Action
Command buttons found at the bottom of the page.

Data Validation ¥ show

| Hierarchy Actions » show

[ Print » show \

[ Ad Hoe Recipients ¥ show \

[ Route Log ¥ show \

| Transmit to SAP ¥ show X

| History ¥ show \

4

s ) (Coave ) (roioma ciose) (Ccancel

E. Review Hierarchy and edit obligated dates.

Search for parent award again by repeating Step A of this document. Once you have opened the Parent
Award, click on the 1) Time and Money button on the upper right hand corner in the Award tab.
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(] action list | (73] doc search | Logged in User: eserran
KC Award [
Sponsor Name: N ce Foundabic
Award Contacts Commitments Budgel Versions Payment, Reports & Terms Special Review Custom Data
Comments. Notes & Attachments Award Actions Medusa

. B Loon | Logou

Document ID:Status: 10
Award ID: Account: 00
Last Update: 05/22

] i & money | expand ail || colapse all

On the Time and Money document, replace the “timeandmoney document” 1) Description in the

Document Overview panel with our recommended description: First 30 characters of the Project

TitleOn the Award Hierarchy Panel, select Supplement as your 2) Transaction Type, enter the 3) Notice

Date and provide any additional comments related to the transaction in the 4) Comments box.

Next, open the hierarchy view by clicking on the 5) folder icon of the parent node. Review and edit the

10) obligation dates of the old and newly created child awards and the parent. For the parent and

appropriate child nodes, the dates should be edited to reflect the no cost extension.

Data Quality

SOP Definition / Use

Required

10) Obligation End
Date

Edited as needed to reflect the end date of the current budget
period as defined by the sponsor.

Yes

Scroll down to the bottom of the screen and click the Blanket Approve button. The obligation end date

has been changed to the parent and appropriate child award documents in the hierarchy.
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De-obligation

A de-obligation occurs when funds previously awarded to the institution are returned to the sponsor.

One example would be if a Pl transfers out of the institution prior to the end of the project period.

A. Search for and open Parent Award.

Click on the 1) Central Admin tab and then search for the award for which De-Obligation is to be
processed by clicking the 2) magnifying glass next to Awards.

| F‘ I- : =
Uil o)
COeUS ¢  Researcher  Unit Maintenance  System Admin
Hacion e Glscmns)
Pre-Award Pre-Submission Compliance Quicklinks

Conflict of Interest

Disclosure
Financial Entity
Post-Award Protocols
Pl s 2 Workflow
Award Report Tracking
Subawards - E:‘rr:__A“
o Royting Report
o Hules
» Eule Ouicklin!

Post-Submission Compliance

Committee IV
Protocal Submissions A
Schedules &

On the 1) Award Look up Screen, enter one or more 2) criteria for the award to narrow your search
results. Click 3) Search.

Award L&up [zl 4 Main

* required field

Award 1D: |
Sponsor Award 10: |
Account 10z |
Awand Stotus: || selact v L@

Sponsor 1D: | & E

2 Award Title: [~
Investigator: |
Lead Unit 1D: | @
Lead Unit: | yE

OSP Administrator: |

Archive Location: |
—

Archive Date From:

Archive Date To: | =
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Scroll down on the same page to view the results of your search. Review the returned awards and look
for the appropriate award. Identify the 1) Parent Award (Award ID always contains a suffix of -00001)
and click on 2) Open.

Award  Sponsor Lead | Lead = Account Award Sponsor. Spensor osp obligation . F102! | Archive Archive
Investigator |
Actions 10 | AwardID | UnitiD Uit | D | States = AwadTitle TUpTH Shape” Administrator Start Date SX2T290 | ocation  Date
| [ | | 1 | | | .Niﬂ.'kancnall | | | | | |
Center on
23456- |, apanman | CAD Approved| . . . v |3n10an  |Minonty EATHLEEN © FI0/a014
‘“MEI; oGy Aneard Cytechreme Study |301040 Health and | FOSTER 0%/30/2014
Health
|Cisparitie |
NIH/Hational
Centar on
e sony madu 000030 1ROIMHIZS4S6- pp0z0n CAS 200 Cytochame study (0ag [ty KATHEENC

Health
| Disparitie

The Parent Award opens up in a non-editable state. Review the information on the Awards tab and
make sure you have opened the appropriate award. Scroll down to the bottom of the page and click on
the 1) Edit button.

[WI. T —— Y — _ Y R e

onsor 1D |301040 &
SpONEdr NIH/Naticnal Center on Mingrity Health and Health Disparitie

Sponsor Award ID: 1R01MH123456-01
Modification ID:

Prime Sponsor Award 1D:
CFDA Number: 10.00:
NSF Science Code: F2 - Lfe Sciences Siological
Sl Project
Major Project: |
Conference Grant:

ARRA Code: |

B e LOJO1/2011
Project End Date: 05/
Execution Date:

| | Obligation Start Date: |
Obligation End Date:

Obligated Direct:

Obligated F&A

Obligated Total: |

10/0L2011

|ogrs0/2012
{s75,000.00

2 |25,000.00
$100,000.00

Anticipated Direct: £75,000.00
Anticipated F&A: |25.000.00
_Anticipated Total: | $100,000.00
Subawards [ Show | \
Sponsor Template ¥ show | \
Keywords b show | \

B. Edit the Parent Award — Award Tab.

e

The Parent Award opens up in an editable state.

A

An 1) “Award is locked for editing” error appears if someone else is working on (a document version
open in an editable state) a certain document, such as a Parent Award in this case, when you try to
edit the document. If you should come across this error, scroll down to the bottom of the page and

click close and Do not save any changes. Contact the person who has the document open to
determine an appropriate time for you to open and edit the document.
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Commarts hates & MNinchmerds Award Actora. Mo

r
This Avard s Jocked for editing by evervano m of 09 5 B\ on 06 062011 1 EETTETR | eyt s | e st

e T - e

2 * Description: “ote Dporre

Crganes alicn (on wensald Rl -
| resding Proposats 3 3 s
| Detaits & Dates -y

© Tramsaction Type: Woticn Date: o e v

4 hd 3 L]

Confirm the recommended 2) Description is entered in the Document Overview: a
description which uniquely identifies this award. For example, Pl first initial, last name_first
portion or keywords of the award title.

On Current Action’s subpanel under Date and Details, select De-Obligation as your 4) Transaction Type
and enter any 5) Comments related to the transaction.

Two fields that commonly require maintenance at the Parent level in the system when processing a
modification initiated by the sponsor are the 1) Sponsored Award ID and the 2) Modification ID. NIH
and other sponsor update the Sponsor Award ID when issuing a notice of award. Contracts from any
sponsor usually carry a Modification ID when the original contract is modified. Make sure these two
fields are updated at the Parent level, if applicable.

. Prime Sponsor: || 3@

* Sponsor 1D: :
Center on Minority Health and Health Disparitie | |
I:k Sponsor Award ID: 1q IMH123456-01 1 Prime Sponsor Award 10: ||
Medification 1D: 2 CFDA Number: [10.001

NSF Science Code: | F2 - Life Sciences Biologic _\_'J

C. Complete Comments, Notes and Attachments

Award Contact G i | " | _l_‘aylm.ﬂwu'ls&Tm Special Review * Custom Data
[ Comments, Notes & Attachments ] Award Actions Medusa

Enter any comments (viewable by PI/DA) and notes (internal OSP and PAFO only) if applicable. Your
comments from the previous version will appear in the Comments Panel. You can choose to leave
those comments in and add to those comments or delete those comments and new comments solely for
this transaction.
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Keep in mind that the comments on this version will appear on the Award Notification, but a
history of all comments (across versions) can be viewed by clicking on View History.

If the sponsor provides a new or revised notice of grant award, the documentation must be uploaded in
the system. To upload a document, navigate and open the Attachments Panel in the Comments, Notes
and Attachments tab.

Select Notice of Award as the 1) Attachment Type. Enter a 2) description of the attachment and search
for the document on your computer or network by click on the 3) browse button. Select the appropriate
file using the Chose File pop-up window and click 4) Add to upload the document onto the record.

Attachments (1) = hidz

Last Update: Updated By: * Attachment Type: | Description: | File Name: 3 | Actions
Add: 1| | select v 2 | [ Browse... | | add I 4
! 50
06/06/2011 04:27 PM |eserrano Notice of Award Year1 # NOGA-Yeart.doc view | delete
D. Finalize the version of the Parent Award
Award Contacts Commitments Budget Versions Payment, Reports & Terms Special Review Custom Data

C Notes & Attach Award Actions Medusa

To finalize the parent award, click on the 1) Blanket Approve button found on the Document Action
Command buttons found at the bottom of the page.

Data Validation » show

| Hierarchy Actions » show

[ Print » show \

[ Ad Hoce Recipients ¥ show \

[ Route Log ¥ show \

Transmit to SAP » show i

History ¥ show \

4

s ) (Coave ) (Croiona ciose) ((cancel

E. Review Time and Money document, Hierarchy and obligated amounts.

Search for parent award again by repeating Step A of this document. Once you have opened the Parent
Award, click on the 1) Time and Money button on the upper right hand corner in the Award tab.
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[ action tist | () doc search | Logged in User: eserranc N lcon | Logoul
PI: | KATHLEEN ER Document ID:Status: 10
KC Award (7] Lead Unit: Award 1D: Account: 00
Sponsor Name: N ce Foundation Last Update: 05/22
Award Contacts Commitments Budget Versions Payment, Reports & Terms Special Review Custom Data
Comments. Notes & Altachments Award Actions Medusa

—» EOTTETTTT [ ependan | [comspseai

On the Time and Money document, replace the “timeandmoney document” 1) Description in the
Document Overview panel with our recommended description: Pl first initial, Last Name_Portion of the
title. On the Award Hierarchy Panel, select Continuation as your 2) Transaction Type, enter the 3)
Notice Date and provide any additional comments related to the transaction in the 4) Comments box.

Next, open the hierarchy view by clicking on the 5) folder icon of the parent node. Review and edit the
obligation dates on the appropriate child awards and the parent. For example, if this de-obligation is a
result of a Pl transferring out of the University, the obligation end date should be changed according to
the dates of the relinquishing statement. For each node the dates should be edited as described in the
table below.

Data Quality SOP Definition / Use Required
10) Obligation Start Edited as needed to reflect the effective date of the current Yes

Date budget period as defined by the sponsor.
10) Obligation End Edited as needed to reflect the end start date of the current Yes

Date budget period as defined by the sponsor.

Review the 6) obligated amounts at each child and the roll up amounts at the parent in order to
adequately de-obligate funding from the appropriate child award(s).
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Time And Money

= Document nas successfully saved.

| retum toaward | expand all | | collapse all

* required field
@
I‘Zlocumen{Ovcrvléw [ - e -\\
1 * Description: Foster_Cytschrome Study
T - Explanation: 5
0
f Award Hierarchy w hude
Award Hierarchy "
Transaction Type Code i Notice Date 1 Comments
2 vl 3 ] 4 P
| ]

Go To: | ' 9 & currant O pending | | Totals ] | Lrefresn | |
2 Nodes: B I T T = _ = :
Collapse AllE Oblg. Start Oblg. End Project End 0Oblg. Direct Oblg. F&A Oblg. Total Ant. Direct Ant. F&A Ant. Total
Expand All

e BN C [forow/zo1: [ | [os/30/2012 [0 75,020.00 25,000.00 100,000.00 75,000.00 15,000.00
FOSTER : CAS S 2 g
BIOLOGY : :
n @ 10 [
© oooo32-
00002: : - .
KATHLEEN C tojor/zo11 [ | [osjaerzonz [ | [os/zorzos [ 75,000.00 25,000.00 100,000.00 75,000.00 25,000.00 100,000.0
FOSTER : CAS . :
BIOLOGY : :
< >
Transacticns (000032-00001) ¥ shaw | ..\-
Direct/F&A Funds Distribution {000032-00001) * show
[ summary [000032-00001) %— B8 ¥ shaw \,
7 Action Summary (000032-00001) »shaw | \
History (000032-00001) petow]| L
Ad Hoc Recipients * shaw \
Route Log » shaw L |
»
save reload blanket approve close cancel

Another review step that may assist in adequately de-obligating funds is to review the 7) Summary

&) and History Panels of the nodes in the hierarchy. When a Time and Money document is originally
opened, all of the Panels represent 8) information for the Parent. To view these panel for another
node in the hierarchy, use the 9) GO TO functionality. Enter the appropriate Child Award ID (i.e.
000038-00002) and click GO.

F. Create atransaction(s) for the De-obligation

Complete all the required information 1) on the Transactions Panel (nodes, obligated and anticipated
amounts) and click 2) Add. When funds are being de-obligated and “returned” to sponsor, the Source
Award should be set to the appropriate child award where funds are to be subtracted and the
Destination Award node should be set to External.
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Transactions (000032-00001) = hide \

Pending Transactions H
| . Transaction  Comments  * Source Award  ° Destination Award = Obligated Direct | Obligated Indirect | Anticipated Direct  Anticipated Indirect _Action
Add 1 select: » select: » 0.00 0.00 0.00 0.00) zﬂ

G. Update Direct and F&A Distribution Panel (if applicable) and finalize T& M document

Update the 1) current budget period on the Direct and F&A Distribution to reflect the amount
anticipated for the year for which the de-obligation is being processed. In most cases, the total amount
anticipated will equal the total amount obligated.

If the anticipated dollars of 2) future budget years have also been changed, it is important to update the
anticipated direct and F&A costs of those years. For example, if an award is currently in Year 2 and
future year anticipated dollars were affected by the de-obligation, you will need to update the
anticipated direct and F&A costs for Years 3, 4, etc.

Direct/F&A Funds Distribution (000037-00001) = hide \

Direct/F&A Funds Distribution
Project Start Date:

* Project End Date:

Obligated Total: Anticipated Total: [s20 0
| * Start Date * Direct Cost | * F&A Cost | Actions
Add: [ =] aad
= [osforrzoit | 8 Gakete
2 5 = 1 delete |
3 = 2 248,000.00 [ 140,000.00] delete
Total: 1 $704,570.00 $372,111.00 3 [recaicuiste

Total Anticipated{Direct + F&A): 1 51,076,681.00

@ The Direct and F&A Distribution Panel is the source for the Anticipated Dollars/Grant Run Out Grid
reports which can be used to project dollars for a Pl, a Department, a School, or the University.

Scroll down to the bottom of the screen and click the Blanket Approve button.

H. Create new budget version for child award(s) where funds were subtracted.

On the main portal, search for an open the child award which has new obligated funds. Click on the
Budget Versions tab.

Award C C | Budget Versi I Payment. Reports & Terms Special Review Custom Data

Comments, Notes & Altachments | Award Aclions ‘Medusa

On the Budget Versions panel, enter a 1) Name for the version of the budget and 2) click Add.

s Budget Versions (000042-00002:)  hide \
Budget Versions H

|_* Name . Version# | DirectCost | F&A | Total | Budget Status | Award Budget Type | Actio
ase 2 ]
> hide iNlﬂ 1 i00,000.00 0.00 200,000.00 [ooen ! copy

' [ i ' F&A Rate Type: MTDC ' '

Cost Sharing: 0.0C | Last Updated: Jun 7, 2011 10:18:54 AM
| Unrecovered F&A: 0.00 | Last Updated By: eserranc
C
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@

It is recommended to enter the Transaction Type (entered on the Time and Money document) as
the Name for the budget version.

Click the Open button on the newly created Budget Version. The Award Budget document will open and

will display the Parameters tab. Review and complete the Budget Overview panel found on the

Parameters tab.

{ Budget Overview  hide

Budget Overview

Account ID: Budget Start Date 07,
Award ID: 000042-00002 Budget End Date
Budget Version Number: 3 1 Obligated Total:
Award Budget Type: New 2 Budget Change Total Cost Limit: -1
Award Budget Status: In Frogress 2 Unrecovered F & A Rate Type: vi
3 on/oOff Campus:. Default bl | F&A Rate Type: MTDC v
Description: ]
Comments:
Data Quality SOP Definition / Use Required
1) Obligated This field is automatically populated from the Time and Money Yes
Total Document, and displays the cumulative amount of funds that
have been obligated to this account to date.
2) Budget This field represents the change of funds obligated by the current | Yes
Change Total | action that needs to be budgeted in this version of the award
Cost Limit budget document. Note the negative number for a de-obligation.

Make sure to select the appropriate 3) On/Off Campus indicator and the appropriate 4) Rate Types for

both the F&A and Unrecovered F&A.

Reference. To complete this version of the budget document, follow the same steps found in the
Creating a budget document for Child Award user guide. Start at Step C.

It is important to note that each new version of an award budget captures only the 1) change to the
budget since the last version. A new budget version does not include (sum) amounts from any
previous versions of a budget. The change amount for a de-obligation must be entered with negative
“-“symbol in front of the dollar amount to subtract the obligated amount (i.e. -10,000).
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Equipment (1 line item) whde] W

Equipment H
* Object Code Name Description Quantity Change Amount Obligated | 4cyi0n

: ; I B e I
Add: select ¥ @@ ] i 1 00 _add_ |

o

] ! 1 2 | J
o i ] [ o®

Capital and Fabricated Equipment ~ | 0.00 200,000.00 dolete

o - | o0 =

[0 Line Item Details

For any particular object code the system will show you 2) obligated amounts (in a read only view) to
that object code from prior budget versions of the budget document.

Repeat Step H for all child awards affected by the de-obligation.
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Rebudgeting funds between child nodes - Carry forward

A carry forward represents moving obligated funds from one year (one child or more) to another year
(one child or more).

A. Search for and open Parent Award.

Click on the 1) Central Admin tab and then search for the award for which a Carry forward is to be
processed by clicking the 2) magnifying glass next to Awards.

| Zuali ‘ & i

COeUS ¢  Researcher  Unit Maintenance  System Admin
S ) Qi)
Pre-Award Pre-Submission Compliance Quicklinks
Fropasal Development i (9 o jarie | e
* Passimisy "
sroposal Log oON Conflict of Interest » Current & Pending Suppornt
Instituticnal Froposal * Ge B
r nal Proposal 0 (& TR . -
Negotiations .
Finarcial Entity » Change Password
» Kevword Loolyg
Post-Award Protocols
Awards VP —2 Workflow
Award Reper Tracking
Subawards + Eraferances
» Hoyting Report
o Hyles
o Eyle Quickiini

Post-Submission Compliance

Committee LY
Protocal Submissions (9
Schedules X

On the 1) Award Look up Screen, enter one or more 2) criteria for the award to narrow your search
results. Click 3) Search.

Award L&up H o Main

* required field

Award 10: |
Sponsor Award 1D: |

Account 1D:

Award Status: | select ¥am

Sponsor 10: |

2 Award Title: o
Investigator: |
Lead Unit 1D: [ @
Lead Unit: YyE

OSP Administrator: |

Archive Location: |
—

Archive Date From:
Archive Date To: | 13
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Scroll down on the same page to view the results of your search. Review the returned awards and look
for the appropriate award. Identify the 1) Parent Award (Award ID always contains a suffix of -00001)
and click on 2) Open.

Award  Sponsor Lead | Lead = Account Award Sponsor. Spensor osp obligation . F102! | Archive Archive
Investigator |
Actions 10 | AwardID | UnitiD Uit | D | States = AwadTitle TUpTH Shape” Administrator Start Date SX2T290 | ocation  Date
| [ | | 1 | | | .Niﬂ.'kancnall | | | | | |
Center on
23456- |, apanman | CAD Approved| . . . v |3n10an  |Minonty EATHLEEN © FI0/a014
‘“MEI; oGy Aneard Cytechreme Study |301040 Health and | FOSTER 0%/30/2014
Health
|Cisparitie |
NIH/Hational
Centar on
e sony madu 000030 1ROIMHIZS4S6- pp0z0n CAS 200 Cytochame study (0ag [ty KATHEENC

Health
| Disparitie

The Parent Award opens up in a non-editable state. Review the information on the Awards tab and
make sure you have opened the appropriate award. Scroll down to the bottom of the page and click on
the 1) Edit button.

[WI. T —— Y — _ Y R e

onsor 1D |301040 &
SpONEdr NIH/Naticnal Center on Mingrity Health and Health Disparitie

Sponsor Award ID: 1R01MH123456-01
Modification ID:

Prime Sponsor Award 1D:
CFDA Number: 10.00:
NSF Science Code: F2 - Lfe Sciences Siological
Sl Project
Major Project: |
Conference Grant:

ARRA Code: |

B e LOJO1/2011
Project End Date: 05/
Execution Date:

| | Obligation Start Date: |
Obligation End Date:

Obligated Direct:

Obligated F&A

Obligated Total: |

10/0L2011

|ogrs0/2012
{s75,000.00

2 |25,000.00
$100,000.00

Anticipated Direct: £75,000.00
Anticipated F&A: |25.000.00
_Anticipated Total: | $100,000.00
Subawards [ Show | \
Sponsor Template ¥ show | \
Keywords b show | \

B. Edit the Parent Award — Award Tab.

e

The Parent Award opens up in an editable state.

A

An 1) “Award is locked for editing” error appears if someone else is working on (a document version
open in an editable state) a certain document, such as a Parent Award in this case, when you try to
edit the document. If you should come across this error, scroll down to the bottom of the page and

click close and Do not save any changes. Contact the person who has the document open to
determine an appropriate time for you to open and edit the document.
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D el e reves - e

2 * Description: fone_Cpocrmee Bty

Crrganis stion (iod waread Wuwder -0
[ Punding Propasste 3 ¥ v \ |
- 1
| Detais & Dates - e \ |
'
AL ComvantAclen . .- — _____________ ___ __—— ]
* Trossaction Type: Motue Date € G wd s |

4 - u. 'l

The 2) document description should be the first portion of the award title. There is a 30 character
limit on this field.

On Current Action’s subpanel under Date and Details, select Rebudget as your 4) Transaction Type and
enter any 5) Comments related to the transaction (i.e. Carry forward of year 2).

Two fields that commonly require maintenance at the Parent level in the system when processing a
modification initiated by the sponsor are the 1) Sponsored Award ID and the 2) Modification ID. NIH
and other sponsor update the Sponsor Award ID when issuing a notice of award. Contracts from any
sponsor usually carry a Modification ID when the original contract is modified. Make sure these two
fields are updated at the Parent level, if applicable.

* Sponsor 1p; 101240 s@ Prime Sponsor: || Yl
|NIH, /Naticnal Center on Minority Health and Health Disparitie 1 |
k Sponsor Award 1D: [\ROTMA122256-01 1 Prime Sponsor Award 1D: |
Modification 1D: | 2 CFDA Number: 10001

NSF Science Code: | F2 - Life Sciences Biologic _V_]

C. Complete Comments, Notes and Attachments

Award Contact: TG __"__ _ t Version: I[ Paymeri Reports & Terms Special Review Custom Data
[ Comments, Notes & Attachments ] Award Actions Medusa

Enter any comments (viewable by PI/DA) and notes (internal OSP and PAFO only) if applicable. Your
comments from the previous version will appear in the Comments Panel. You can choose to leave
those comments in and add to those comments or delete those comments and new comments solely for

this transaction.
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Keep in mind that the comments on this version will appear on the Award Notification, but a
history of all comments (across versions) can be viewed by clicking on View History.

If the sponsor provides a new or revised notice of grant award, the documentation must be uploaded in
the system. To upload a document, navigate and open the Attachments Panel in the Comments, Notes
and Attachments tab.

Select Notice of Award as the 1) Attachment Type. Enter a 2) description of the attachment and search
for the document on your computer or network by click on the 3) browse button. Select the appropriate
file using the Chose File pop-up window and click 4) Add to upload the document onto the record.

Attachments (1) = hids
Add Attachment
Last Update: Updated By: * Attachment Type: Description: File Name: 3 Actions
Add: 1||select v| 2 [ M ad || 4
06/06/2011 04:27 PM |eserrano Netice of Award Year 1 NOGA-Yearl.doc view || delote

D. Click on the Award Actions tab and finalize the version of the Parent Award

Award Contacts Commitments Budget Versions Payment, Reports & Terms Special Review Custom Data

To finalize the parent award, click on the 1) Blanket Approve button found on the Document Action
Command buttons found at the bottom of the page.

Data Validation ¥ show

[ Hierarchy Actions » show

[ Print » show

| Ad Hoc Recipients ¥ show |9 S S S — =

| Route Log ¥ shaw

[ Transmit to SAP ¥ sheo ¥

[ History » show

1

subimit save relcad blanket approve | close cancel

E. Edit the Award Hierarchy

If the Continuation of the new year has been processed in the system, there should not be any edits to
the Award Hierarchy required in order to process a Carry forward. If the Continuation has not been
processed, it is recommended to process it first before continuing the Carry forward.

F. Review Time and Money document, Hierarchy and obligated amounts.

Search for parent award again by repeating Step A of this document. Once you have opened the Parent
Award, click on the 1) Time and Money button on the upper right hand corner in the Award tab.
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(] action list | (73] doc search | Logged in User: eserrano N lcon | Logoul
R Document ID:Status: 10
KC Award (2] Award 1D: Account: 13
Sponsor Name: N cience Foundaticn Last Update: 05/22
Award Contacts Commitments Budgel Versions Payment, Reports & Terms Special Review Custom Data
Comments. Notes & Attachments Award Actions Medusa

] i & money | expand ail || colapse all

On the Time and Money document, replace the “timeandmoney document” 1) Description in the
Document Overview panel with our recommended description: Pl first initial, Last Name_Portion of the
title. On the Award Hierarchy Panel, select Rebudget as your 2) Transaction Type, enter the 3) Notice
Date and provide any additional comments related to the transaction in the 4) Comments box.

Next, open the hierarchy view by clicking on the 5) folder icon of the parent node. Review and edit the
obligation dates of the child awards and the parent. For each node the dates should be edited as
follows:

Data Quality SOP Definition / Use Required
11) Obligation Start Edited as needed to reflect the effective date of the current Yes

Date budget period as defined by the sponsor.
11) Obligation End Edited as needed to reflect the end start date of the current Yes

Date budget period as defined by the sponsor.

Review the 6) obligated amounts at each child and the roll up amounts at the parent in order to
adequately move funds from one child award to another during a Carry forward.
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Time And Money

= Document was successfully saved.
TR | expand an || colapse al
= required field
@
| I-Jocumzni O.vcrvl;w - hide -\'L
1 * Description: [Foster_Cytechrome Study
T Explanation: 5
i L
f Award Hierarchy w e L} ]
Award Hierarchy H
Transaction Type Code i Notice Date 1 Comments
2 |Increment v 3 153 4 s
L Mo
Go To:| ' ] & current ( pending | | Totals ae] | retresh
2 Nodes: E | | | | | | |
Collapse AllE Oblg. Start Oblg. End Project End Oblg. Direct Oblg. F&A 0Oblg. Total Ant. Direct Ant. F&A Ant. Total
Expand All
= 4§
O 000032

45,000.00

i EN C [forow/zo1y [ | [os/30/z012 [ 75,020.00 100,000.00
FOSTER : CAS - - :
BIOLOGY : :
. = 10 [
KATHLEEN C [toro1/zo1 [ | [os/aorzo1z [ | [os/3orzonz [ 75,000.00 25,000.00 100,000.00 75,000.00 25,000.00 100,000.0
FOSTER : CAS
BIOLOGY : :
< >
Transacticns (000032-00001) ¥ shaw w
Direct/F&A Funds Distribution (000032-00001) *show
[ Summary [000032-00001) 4— B ¥ shaw \
7 Action Summary (000032-00001) »shaw | \
History (000032-00001) » shaw 4
Ad Hoe Recipients * shaw
Route Log » shaw L |
J
save reload blanket approve close cancel

Another review step that may assist in adequately obligating new funds is to review the 7)

3 Summary and History Panels of the nodes in the hierarchy. When a Time and Money document is
originally opened, all of the Panels represent 8) information for the Parent. To view these panel
for another node in the hierarchy, use the 9) GO TO functionality. Enter the appropriate Award ID
(i.e. 000038-00002) and click GO.

G. Create a transaction(s) for the Rebudgeting and finalize the Time and Money document

Complete all the required information 1) on the Transactions Panel (nodes, obligated and
anticipated amounts) and click 2) Add. For a Carry forward, select the child node from which the
funds are to be subtracted as the Source Award. The Destination Award is the child node to which
the funds are being added. Repeat this step if the Carry forward of funds needs to be processed for
more than one child.
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Transactions (000032-00001) = hide \

Pending Transactions H
| . Transaction  Comments  * Source Award  ° Destination Award = Obligated Direct | Obligated Indirect | Anticipated Direct  Anticipated Indirect _Action
Add 1 select: » select: » 0.00 0.00 0.00 0.00) zﬂ

The Source and Destination Award must be a child at the lowest level of the hierarchy. A parent
award, as well as any other group node with child awards beneath it, may not hold distributable

funds.

H. Update Direct and F&A Distribution Panel (if applicable) and finalize T& M document

Update the 1) past budget period (Year funds were transferred from) and the 2) current budget period
(Year funds were transferred to) on the Direct and F&A Distribution to reflect the amount anticipated
for both due to the carry forward. In most cases, the total amount anticipated will equal the total
amount obligated.

Direct/F&A Funds Distribution (000037-00001) = hide \

Direct/F&A Funds Distribution
Project Start Date:
Obligated Total:

* Project End Date:
_Anticipated Total: 200.000.00
* Direct Cost 1 * FBA Cost 1 Actions

Add: =] add
1 /3172012 | 43 detote
= : 53 1] 2 [detete]
3 4] 2 243,000.00] [ 1 .00 delete
Total: | $704,570.00 $372,111.00 N e
Total Anticipated{Direct + F&A): ] 51,076,681.00

The Direct and F&A Distribution Panel is the source for the Anticipated Dollars/Grant Run Out Grid
reports which can be used to project dollars for a PI, a Department, a School, or the University.

Scroll down to the bottom of the screen and click the Blanket Approve button.

I. Create new budget version for child award(s) for the newly obligated funds.

On the main portal, search for an open the child award which has new obligated funds. Click on the

Budget Versions tab.

Ayr?n_:l E‘—‘ cts I l‘ ents I Budget Versions I _I?W.F\spoﬂs&‘fm Special Review Custom Data
Comments, Notes & Attachments Award Actions Medusa

On the Budget Versions panel, enter a 1) Name for the version of the budget and 2) click Add.

s Budget Versions (000042-00002:)  hide .k
Budget Versions 7]
{ |_* Name . Version# | DirectCost = F&A | Total | Budget Status | Award Budget Type | Action
1 Add: || 2 rr
| ¥ hide Nm 1 300,000.00 0.00 200,000.00 [ [open [ copy |
. i . . i F&A Rate Type: |MTDC i '
| Cost Sharing: 0.00 | Last Updated: Jun 7, 2011 10:18:54 AM
| Unrecovered F&A: 0.00 | Last Updated By: eserranc
[=
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ﬁ It is recommended to enter the Transaction Type (entered on the Time and Money document) as
the Name for the budget version.

Click the Open button on the newly created Budget Version. The Award Budget document will open and
will display the Parameters tab. Review and complete the Budget Overview panel found on the
Parameters tab.

Budget Overview w hide
Budget Overview
Account 1D: Budget Start Date |07/
Award ID: |000042-00002 Budget End Date ©
Budget Version Number: 2 1 Obligated Total: 25
Award Budget Type: New 2 Budget Change Total Cost Limit: 52
Award Budget Status: In Frogress Unrecovered F & A Rate Type: v]
: 4 1)
3 On/Off Campus: | Default v | FRA Rate Type: _v_]
Description:
Comments:
=
Data Quality SOP Definition / Use Required

1) Obligated Total This field is automatically populated from the Time and Money Yes
Document, and displays the cumulative amount of funds that
have been obligated to this account to date.

2) Budget Change This field represents the change of funds obligated by the current | Yes
Total Cost Limit action that needs to be budgeted in this version of the award
budget document.

Make sure to select the appropriate 3) On/Off Campus indicator and the appropriate 4) Rate Types for
both the F&A and Unrecovered F&A.

/ﬁ) Reference. To complete this version of the budget document, follow the same steps found in the

Creating a Budget document for Child Award user guide. Start at Step C.

It is important to note that each new version of an award budget captures only the 1) change to the
£ %\ budget since the last version. A new budget version does not include (sum) amounts from any
previous versions of a budget.
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Equipment (1 line item) vhde| \
Equipment H
* Object Code Name Description Quantity Change Amount Obligated |, 4io,
. | I (R
Add: select ¥ @@ ] | 2 | 11 om aed)
| *0
” . @ | =

Capital and Fnb'\-c_.:?_led Equipment = | 0.00 200,000.00 dolete

1 16 | &6 et
[ =3 tnettempetas ]

For any particular object code the system will show you 2) obligated amounts (in a read only view) to
that object code from prior budget versions of the budget document.

Repeat Step | to subtract the obligated funds from the source child award(s). Follow the same steps
outlined for the budget document in the De-obligation section of this document.
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Rebudgeting funds within a single child node

In the context of the KCRM system, rebudgeting typically represents the reallocation of funds on an
existing award after requesting and receiving sponsor approval. Routine rebudgeting under expanded
authorities without OSP involvement is not captured in KCRM.

A. Search for and open Parent Award for which a Carry forward is to be processed.

Click on the 1) Central Admin tab and then search for an award by clicking the 2) magnifying glass next
to Awards.

| F‘ I' " Provide Feedback
Fuali .
COeUSs ¢  Researcher  Unit Maintenance  System Admin
Heimie) Gicee) P ———
Pre-Award Pre-Submission Compliance Quicklinks

Froposal Development ) (9

fropesal Leg [+ LV Conflict of Interest
nal Fropesal @ &) -
Disclosure
Negotiation:
Financial Entity
Protocols
Post-Award
Awaras A e 2 Workfiow
Award Report Tracking
Subawards

Radiation Safety

Post-Submission Compliance

Committee RS

| Submissions Ly

Schedules A

On the 1) Award Look up Screen, enter one or more 2) criteria for the award to narrow your search
results. Click 3) Search.

Award Ldbkup 7 1 ain

* required field

Award 1D: |
Sponsor Award 1D: |
Account 10z |
Awand Stohus: || selact »&@
Sponsor 1D: | i@
2 Award Thle: [
Investigator: |
Lead Unit 1D: | 3
Lead Unit: | & E
0SP Administrator: |
Archive Location: |
Archive Date From: | 13

Archive Date To: | 1=
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Scroll down on the same page to view the results of your search. Review the returned awards and look
for the appropriate award. Identify the 1) Parent Award (Award ID always contains a suffix of -00001)
and click on 2) Open.

Award  Sponsor Lead | Lead = Account Award Sponsor. Spensor osp obligation . F102! | Archive Archive
Investigator |
Actions 10 | AwardID | UnitiD Uit | D | States = AwadTitle TUpTH Shape” Administrator Start Date SX2T290 | ocation  Date
| [ | | 1 | | | .Niﬂ.'kancnall | | | | | |
Center on
23456- |, apanman | CAD Approved| . . . v |3n10an  |Minonty EATHLEEN © FI0/a014
‘“MEI; oGy Aneard Cytechreme Study |301040 Health and | FOSTER 0%/30/2014
Health
|Cisparitie |
NIH/Hational
Centar on
e sony madu 000030 1ROIMHIZS4S6- pp0z0n CAS 200 Cytochame study (0ag [ty KATHEENC

Health
| Disparitie

The Parent Award opens up in a non-editable state. Review the information on the Awards tab and
make sure you have opened the appropriate award. Scroll down to the bottom of the page and click on
the 1) Edit button.

[WI. T —— Y — _ Y R e

onsor 1D |301040 &
SpONEdr NIH/Naticnal Center on Mingrity Health and Health Disparitie

Sponsor Award ID: 1R01MH123456-01
Modification ID:

Prime Sponsor Award 1D:
CFDA Number: 10.00:
NSF Science Code: F2 - Lfe Sciences Siological
Sl Project
Major Project: |
Conference Grant:

ARRA Code: |

B e LOJO1/2011
Project End Date: 05/
Execution Date:

| | Obligation Start Date: |
Obligation End Date:

Obligated Direct:

Obligated F&A

Obligated Total: |

10/0L2011

|ogrs0/2012
{s75,000.00

2 |25,000.00
$100,000.00

Anticipated Direct: £75,000.00
Anticipated F&A: |25.000.00
_Anticipated Total: | $100,000.00
Subawards [ Show | \
Sponsor Template ¥ show | \
Keywords b show | \

B. Edit the Parent Award — Award Tab.

e

The Parent Award opens up in an editable state.

A

An 1) “Award is locked for editing” error appears if someone else is working on (a document version
open in an editable state) a certain document, such as a Parent Award in this case, when you try to
edit the document. If you should come across this error, scroll down to the bottom of the page and

click close and Do not save any changes. Contact the person who has the document open to
determine an appropriate time for you to open and edit the document.

55



L
This Award is Jocked for edting by eserrano s of 0945 Bl 0n 0606 2011 1 EETENTE oveis | vt
el

D el e reves - e

2 * Description: fone_Cpocrmee Bty

Taplamstion
Crrganis stion (iod waread Wuwder -0
[ Punding Propasste 3 ¥ v \ |
- 1
| Detais & Dates - e \ |
'
AL ComvantAclen . .- — _____________ ___ __—— ]
* Trossaction Type: Motue Date € G wd s |
4 - £ 5

The 2) document description should be the first portion of the award title. There is a 30 character
limit on this field.

On Current Action’s subpanel under Date and Details, select Rebudget as your 4) Transaction Type and
enter any 5) Comments related to the transaction (i.e. sponsor approved rebudgeting).

Two fields that commonly require maintenance at the Parent level in the system when processing a
modification initiated by the sponsor are the 1) Sponsored Award ID and the 2) Modification ID. NIH
and other sponsor update the Sponsor Award ID when issuing a notice of award. Contracts from any
sponsor usually carry a Modification ID when the original contract is modified. Make sure these two
fields are updated at the Parent level, if applicable.

Sponsor

* Sponsor 1D: 1201040 S . Prime Sponsor: || @
|NIH/Naticnal Center on Minarity Health and Health Disparitie | |
k Sponsor Award 1D: [!‘RE'I.'-'.H‘Z?LEEC'I 1 Prime Sponsor Award 1D: -
Medification ID: | 2 CFDA Number: |10.001

NSF Science Code: | F2 - Life Sciences Biologic Z|

C. Complete Comments, Notes and Attachments

Award Contact: TG __"__ _ t Version: I[ Paymeri Reports & Terms Special Review Custom Data
[ Comments, Notes & Attachments ] Award Actions Medusa

Enter any comments (viewable by PI/DA) and notes (internal OSP and PAFO only) if applicable. Your
comments from the previous version will appear in the Comments Panel. You can choose to leave
those comments in and add to those comments or delete those comments and new comments solely for

this transaction.
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Keep in mind that the comments on this version will appear on the Award Notification, but a

history of all comments (across versions) can be viewed by clicking on View History.

If the sponsor provides a new or revised notice of grant award, the documentation must be uploaded in
the system. To upload a document, navigate and open the Attachments Panel in the Comments, Notes

and Attachments tab.

Select Notice of Award as the 1) Attachment Type. Enter a 2) description of the attachment and search
for the document on your computer or network by click on the 3) browse button. Select the appropriate
file using the Chose File pop-up window and click 4) Add to upload the document onto the record.

Attachments (1) = hidz

D. Finalize version of the Parent Award

Award Contacts Commitments Budget Versions Payment, Reports & Terms Special Review

Custom Data

To finalize the parent award, click on the 1) Blanket Approve button found on the Document Action

Command buttons found at the bottom of the page.

Data Validation ¥ show

[ Hierarchy Actions » show

Add Attachment H
Last Update: Updated By: * Attachment Type: | Description: | File Name: 3 | Actions
add: 1| | select v 2 | [ Browse. .. | | add |4
— 50
06/06/2011 04:27 PM |eserranc MNotice of Award Year 1 (= NOGA-Yearl.doc view | [ delote

Print » show

[ Ad Hoc Recipients ¥ shaw

| Route Log ¥ shaw |9

| Transmit to SAP ¥ show \

| History ¥ show

subimit save relcad blanket approve | close cancel

E. Create new budget version for the child where the rebudgeting is to be processed.

On the main portal, search for an open the child award which a rebudgeting of funds needs to be

processed. Click on the Budget Versions tab.

Award Contact Commitment | Budget Versions | Payment. Reports & Temms Special Review
Comments. Notes & Attachments Award Actions Medusa

On the Budget Versions panel, enter a 1) Name for the version of the budget and 2) click Add.

Custom Data
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s Budget Versions (000042-00002:)  hide e

Budget Versions H

| *Name . Version # | Direct Cost = F&A | Total | Budget Status 1 Award Budget Type Actions
o - 2

| > hide | New 1 300,000.00 0.00 200,000.00 | [open [ copy |
[ ) i . } FaA Slate.'l'vpa: |MTDC '
| Cost Sharing: _J.CC | Last Und_alei: Jun 7, 2011 10:18:54 AM
| Unrecovered F&A: |0.00 | Last Updated By: eserranc

C

ﬁ It is recommended to enter the Transaction Type (entered on the Time and Money document) as
the Name for the budget version.

You’ll notice that the version of the budget document will have a 1) Budget Award Type of “Rebudget.”
The system knows this version is a rebudget since no funds were obligated (or de-obligated) to the child
since the last version.

— - ;
Budget Versions (000071-00002:) w hide \
Budget Versions H
| * Name . Version# | Direct Cost | F&A | Total | Budget Status | Award Budget Type | Actions
Add: | [new
| = hide | | New 1 57,950.00 19,050.00 77,000.00 [open | [copy
. [ ] i ) ) i F&A Rate Type: ::-lT:C ' -
| Cost Sharing: 0.00 | Last Updated: Jun 4, 2011 11:41:45 AM
. Unrecovered F&A: 0.00 | Last Updated By: «r
C 2
| > hide | Rebudget 2 | 57,950.00 19,050.00 77,000.00 1 [ open }| copy
[ | I F&A Rate Type: ::-lT:c
| Cost Sharing: 0.00 | Last Updated: |Jun §, 2011 11:02:43 AM
Unrecovered F&A: 0.00 | Last Updated By: eserranc
C

Click the 2) Open button on the newly created Budget Version. The Award Budget document will open
and will display the Parameters tab. Review and complete the Budget Overview panel found on the
Parameters tab.

" Budget Overview ~ hide. \
Budget Overview
Account ID: | Budget Start Date |07/ 11
Award ID: 000071-00002 | Budget End Date |06/30/2012
Budget Version Number: 2 | 1 Obligated Total: 77,000.00
Award Budget Type: Rebudge: | 2 Budget Change Total Cost Limit: 0.00
Award Budget Status: In Frogress 4 Unrecovered F & A Rate Type: | MTDC »
3 On/Off Campus: | All On v F&A Rate Type: MTDC ¥
Description: Rebudget ) )
Comments: | 5
| 0
Data Quality SOP Definition / Use Required

1) Obligated Total This field is automatically populated from the Time and Money Yes
Document, and displays the cumulative amount of funds that
have been obligated to this account to date.

2) Budget Change This field represents the change of funds obligated by the current | Yes
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Total Cost Limit action that needs to be budgeted in this version of the award
budget document. Note: For a Rebudget within a single child
this value will always be 0.00.

Make sure to select the appropriate 3) On/Off Campus indicator and the appropriate 4) Rate Types for
both the F&A and Unrecovered F&A.

O Reference. To complete this version of the budget document, follow similar steps found in the
4 Creating a Budget document for Child Award user guide. Start at Step C and finish by posting the
new budget version.

The main difference when creating a budget version for a rebudget within a single node is that you will
be adding funds to line items AND subtracting funds from other line items. Keeping in mind whether or
not line items incur F&A or not, the 1) total amount added must equal the 2) total amount subtracted.
At the end of your rebudgeting, the 3) Total Sponsor Cost should be equal to 0.00.

(" Budget Overview (Peried 1) [ v hide | \
| Period 1 Start Date |07/01/2011 I __Budget Amount 0.00 |
Period 1 End Date |05/30/2012 | Obligated Amount 77,000.00
Direct Cost |0.00 [ Unrecovered F&A |0.00
F&A Cost 0.00 | Cost Sharing 0.00

Total Sponsor Cost |0.00 3

Personnel (ONLY IF PERSONNEL TAB IS NOT USED) (3 line items)[ = hide | .

-

Personnel (ONLY IF PERSONNEL TAB IS NOT USED) [ 2]
* Dbject Code Name | Description Ql.lamlrurE Change Amount 0:'"':‘:: ' Action I

Add: select 3 L En] | 2 0.00 |_2dd |

&0
Senior/Key P 1 ro @3 |

/ey Persannel - Nen-PD z |- [ o 30,000.00 | [Gaicts]

1 8 | &0 ——
[O=3 tnettempetaws _____ ————— ]

Senior/Key Persannel - Non-pD [ l h [ 1 700.00 0.00 .

2 8 | 68 delete |

[ IX=3 Line Item Details . |

Fringe Benefits - Non-PD 2e] ‘ |

5 1 -300.00 0.00 T
3 4 ol 8 [delete |
» show IR |
Equipment (1 line item) v shaw | \, J
Travel (1 line item) ~hide| L
* Object Code Name Description Quantity | Chan | LR |
| ge Amount e Action
[ = v |
Add: | select ﬂ Y@ J | 5 [ [ oodg [Ladd |
: . &
Travel Domestic £ l = | 2 1,000.0C 0.00 Geiete |
1 17 | 48 [ ]




