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Kuali Research User Guide: Award Modifications

Version 6.0: November 2016

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 an
internal University action.

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

Pre-Award Post-Award

/

© Proposal Development 4 Q. @ Award 4+ Q

© Proposal Log + Q © Award Report Tracking
© |nstitutional Proposal 4+ @ © Subaward + Q,

© Negotiations =4 Q

© Al My Negotiations

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
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There are four basic steps involved in modifying an award in Kuali Research. Only Step 1 is required for
all modifications. The other steps are taken as needed.

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.

Modifying the Award Hierarchy: After the Parent Award has been updated, the Award Analyst
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 user

guide 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 Award Analyst 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.

e»
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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 the obligation of new funds within an existing 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.

X

k RESEARCHER UNIT CENTRAL ADMIN SYSTEM ADMIN PORTAL GET HELP

Pre-Award Post-Award Pre-Submission Compliance Post-Submission Compliance
Welcome, MEGHAN 4. ceomen +0 0amata 2 © 5 Coites + @
Search Tasks © Proposal Log + Q © Award Report Tracking O Distiosre © 1ACUC Committee 4 Q

© Institutional Proposal + Q © Subaward + Q P © Protocol Submissions
Event Disclosures
© Negotiations + Q © 1ACUC Submissions

oy © Non Project Event Disclosures © 115 Seneci 2 Sponsor
What would you like to do? v Neaotatons © submitted Disclosures chedules s5 BoOk
SRR © IACUC Schedules o i
© Annual Event Disclosures an Organization
© Undisclosed Events dpportunities
Tistic Lock (Locked Records)
© Animals + Q

© Human Participants 4 Q

Quicklinks Workflowr Business Rules

© Possimistic Lock © People Flow © agenda

'© Grants.gov Opportunity Lookup © Preferences © Context

© Address Book © Routing Report © Attribute Definition
© sponsor Lookup © Ruies © Term

© Keyword Lookup © Rule QuickLinks © Term Specification
© Gurrent & Pending Support © Category

© Periorm Person Mass Change

© ISRISSR Reporting

© Award Subcontracting Goals and
Expenditures

© subcontracting Expenditures Data
Generation

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

Award ID:

Sponsor Award ID:

Account ID:
Award Status; | select CEl
Sponsor ID: v@
Investigator: S
Lead Uric ID: o=
Lesd Unir v@
®
Final

. carus: ©
DOCUMENt SEIuS: Sy eg

o
B

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.

19475 ftems found. Please refine your search criteria to narrow down your search.
200 rems recrieved, displaying 1 to 100.Firsv/Prev] 1, 2 [Nexvlass]

Actions awaraip | SPOnSer Lead Unit |, n unic |Account ID |Award Status |Award Titie SPONSOT | o nsor Name Investigator Project Start |Project End | Bocument
|Award ID I Dat: Status
open copy medusa View | 100004 o pproved B N o ~
Invoices 00003 (00000154 2442470000 (SPH ENVIRONMENTAL HEALTH lAward [The Boston Collaborative Oral Cancer Study 300374  |Brown University IMICHAEL MCCLEAN |09/15/2007 03/31/2012 Final
open copy medusa View  |100007- 00000 | SED LITERACY & LANG, COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL , o
\voices. 5 (0000018407 11331200000 DEVEL Closing) ¥ ING (VL2) 300896  |Gallaudet University IMARLON H KUNTZE |08/15/2009 08/14/2010 Final
open copy meduss View  |100008- SED LITERACY & LANG, COUNS & PAFO/OSP|LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL . - lossraon . .
\nvoices 2 1331200000 DEVEL (Closing) LEARNING (VL2) 300896  |Gallaudet University IMARLON H KUNTZE |05/15/2010 09/14/2011 Final
pen copy medusa View 100008 SED LITERACY & LANG. COUNS & PAFQ/OSP LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL
2 e mei (0000019768 11331200000 DEVEL (Closing) LEARNING (VL2) 300896  |Gallaudet University IMARLON H KUNTZE |09/15/2010 09/14/2011 Final
open copy medusa View 100009 — - (CAS LEARNING RESOURCE - |Approved EAGER: THE ARTEMIS PROJECT: EVALUATION AND N - P . . ~
[00000370 1203430000 NETWORK 9500236671 laward EXPANSION 300374  |Brown University IROBERT L DEVANEY |10/01/2010 09/30/2011 Final
C| =Dt | e 100233 30000 |INST MD-AHEC PROGRAM Closed Mode! Scate-Supported AHEC Program 307323 ey GV R PETERFSHAW  (09/01/2007  |08/31/2010  |Final
00001 Memerial Medical Center
- - -
open copy medusz View 100015 12570730000 | INST MD--AHEC PROGRAM osed Mode! State-Supparted AHEC Program 502303 |niversity of Massachusens PETERFSHAW  (08/01/2007  |08/31/2010 |Final
Invoices 00002 Memorial Medical Center

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.

Award JContacts Commitments | Budget Versions | Payment, Reports & Terms  Special Review | Custom Data | Comments, Notes & Attachments | Award Actions || History | Medusa
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i) Sponsor
01034
SPONSOF 10 1 hational Insticurces o Healh Prime Sponsor:
Sponsor Award ID: Prime Sponsor Award ID:
Madification ID: CFDANumber:
FAINID: 1234567259975 NSF Science Code:
Federal Award Year:
) Project

Major Project: No ARRA Code: No
Conference Grant: No

~hse] Time & Money

Project Start Date: 10/27/2016 Obligation Start Date: 10/27/2016
Project End Date: 10/27/2019 Obligation End Date: 10/25/2017
Federal Award Date:

Execution Date: Modification Date:
Anticipated Direct: $300,000.00 Obligated Direct: §100,000.00
Anticipated F&A: $108,000.00 Obligated FRA: $36,000.00
Anticipated Total: $408,000.00 Obligated Total: $136,000.00

Subawards

Sponsor Template e

Keywords

B. Edit the Parent Award — Award Tab.

The Parent Award opens up in an editable state.

/i An “Award is locked for editing” error appears if someone else is currently working on or worked on a
A8\ certain document, such as a Parent Award in this case, within 24 hours of you opening the document.

It is not a hard lock. You may proceed with your modification. If, however, you edit the document and
you get a message that reads “A pending version currently exists. Would you like to edit the pending

version,” click “NO” and 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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Document Overview v hide

Document Overview
1 - Description: Converted Record| X

Explanation: 0
Organization Document Number:

Funding Proposals 2 ¥ show

Details & Dates v hide

Details and Dates

view history | ©
~nge| Current Action

* Transaction Type: Notice Date: Comments:

select 3 v

The 1) 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 2) Funding Proposals panel.

~~
/

( 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 3) Transaction Type and

enter any 4) Comments related to this transaction (i.e. processing increment provided by the sponsor
for current budget period 1).

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.

~hide] Sponsor

301034 a .
* Sponsor ID: 2 Prime Sponsor: @
NIH/National Institutes of Health

Sponsor Award 1D: 1 Prime Sponsor Award ID:

Modification ID: 2 CFDA Number:

FAIN ID: | 1234567889978 NSF Science Code:  select v

Federal Award Year:
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C. Complete Comments, Notes and Attachments

Award || Contacts Commitments Budget Versions Payment, Reports & Terms || Special Review | Custom Datal Comments, Notes & Attachments IQWdrd Actions | History | Medusa

Enter any comments (viewable by PI/DA) as applicable. Your comments from the previous version will
appear in the Comments Panel. Add current transaction comments and modify/delete prior comments
according to standard procedure. Permanent comments that span the life of an award should not be
deleted.

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 Choose File pop-up window and click 4) Add to upload the document onto the record.

Attachments (1) ~ hide

Add Attachment e
Last Update: Update By: * Attachment Type: Description: File Name: 3 Actions 4
1
Add: select 1 v 2 3 Browse... add
1 11/03/2016 01:12 PM REILLY, MEGHAN E Notice of Award Year 1 (= ¥ Draft Agreement.docx view || delete
Data Quality SOP Definition / Use Required
1) Attachment Type Select appropriate attachment type. Yes
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Data Quality SOP Definition / Use Required

2) Description An attachment description is populated to help Set-Up, Yes
OSP and PAFO RAs identify the different attachments
uploaded to an award document throughout the life of
an award. Standard should be: Date Uploaded:
Transaction Type_Dollar Amount (if applicable)_End
Date of Budget Period”

D. Finalize the version of the Parent Award

Award Contacts | Commitments Budget Versions | Payment, Reports & Terms Special Review Custom Data | Comments, Notes & Attachments] Award Actions istory Medusa

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

Data Validation ~ [kshow
Hierarchy Actions b show

Award Hierarchy Syne ~ [rshow

AdHocRecipients  [reow
Routelog  [rsnew
SuperUserAction  [rshew

Temmtosse e 1

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
¢~ award awards.

F. Modify data on existing child awards

If Sponsor Award ID or Prime Sponsor Award ID has been updated on the notice of award for the
increment, the Sponsor Award ID fields need to be updated on all child awards receiving dollars with the
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increment. Edit and finalize applicable child awards by completing steps A, B, and D above. The
Transaction Type for the new version of the child record(s) should also be set to Increment.

It is only necessary to edit child awards if the above listed fields need updating. Hence, the
%% Transaction Type does not need to be updated on children unless the above listed fields are being
updated.

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.

P

KC Award e

Sponsor Name:

Award | Contacts  Commitments  Budget Versions | Payment, Reports & Terms | Special Review | Custom Data | Comments, Notes & Attachments | Award Actions | History = Medusa

s noney BECTTE R T

The Time and Money document will open in a read-only state. Scroll to the bottom and click on the Edit
button.

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 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 increment to the appropriate child award(s).

Document Overview ~ hide

Document Qverview

1

% Description: timeandmoney document

Explanation o

Organization Document Number:

Kuali 1609 12
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Award Hierarchy
Award Hierarchy °
Transaction Type Code Notice Date Comments
2 [ setect | 3 = 4 ‘ ‘Mg
Go Toz | 204932-00001 = @ current () pending | Totals J
3 Nodes: [ Collapse All @ Expand All ‘ Oblg. Start ‘ Oblg. End ‘ Project End | Oblg. Direct ‘ Oblg. FEA ‘ oblg. Total ‘ Ant. Direct ‘ Ant. F&A | Ant. Total | -
=
() 2l b (T EAE E T AU (ERE= e e SR ag e I ‘ 10/28/201¢ E| 10/28/2017 E‘ 10/28/201¢ 3‘ 200,000.00 ‘ 72,000.00 | 272,000.00 ‘ 600,000.00 ‘ 216,000.00 | 816,000.00 |
& 204332-00002 : : CATHERINE E COSTELLO : CORE--BS MASS L - |-
10/28/201¢ =) 10/28/2017 =] 10/28/201' [ 0.00 0.00 0.00 0.00 0.00 0.00
SPECTROMETRY. /28/201 [ 10/28/201: [ 10/28/201" [
204932-00003 : : CATHERINE E COSTELLO : CORE—-BS MASS
© 10/28/201¢ 75| 10/28/201: 75 10/28/201! [F] 100,000.00 ‘ 36,000.00 ‘ 136,000.00 ‘ 300,000.00 ‘ 108,000.00 ‘ 408,000.00 v

SPECTROMETRY

Another review step that may assist in adequately obligating new funds is to review the 7) Action
@ Summary and History Tab. When a Time and Money document is originally opened, all of the Panels
represent information for the Parent. To view this tab for another node in the hierarchy, use the 8) Use

the dropdown menu to select the appropriate Award ID and click GO.

7

Time And Money | Action Summary and History

Award Hierarchy
Award Hierarchy e
Transaction Type Code Notice Date Comments
[ correction V| m ‘M;

Go To:| FITEEFRTITS |l (&) current () pending | Totcls J
3 Nodes: = Collapse All & Expand Al ‘ Oblg. start ‘ Oblg. End ‘ Project End ‘ Oblg. Direct ‘ Oblg. FaA ‘ Oblg. Total ‘ Ant. Direct | Ant. FaA ‘ Ant. Total ‘ ~
=

©204932-00002 : : CATHERINE E COSTELLO : CORE--BS MASS ke b b

10/28/201¢ 75 10/28/201" [ 10/28/201¢ [ 0.00 0.00 0.00 0.00 0.00 0.00
SPECTROMETRY /28/2014 [ 10/28/201: [ 10/28/201 [F)
204932-00003 : : CATHERINE E COSTELLO : CORE--BS MASS
® 10/28/201¢ 5| 10/28/201° [F| 10/28/201* E‘ 100,000.00 ‘ 36,000.00 ‘ 136,000.00 300,000.00 ‘ 108,000.00 ‘ 408,000.00 ‘v

SPECTROMETRY
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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 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 (204931-00001) ~ hide

Direct/F&A Funds Distribution

Project Start Date: 10/28/2016 * Project End Date: 10/28/2019

Obligated Total: $136,000.00 Anticipated Total: $408,000.00

*+ Start Date * End Date * Direct Cost F&A Cost Actions

Add: ] i 0.00 0.00 add
1 10/28/2016 x| 10/27/2017 ] 100,000.00 36,000.00
2 10/28/2017 T 10/27/2018 i) 1 100,000.00 36,000.00
3 10/28/2018 & 10/27/2019 = 100,000.00 36,000.00 delete
s 10/28/2019 O 10/28/2015 = 2 0.00 0.00

Total: $300,000.00 $108,000.00

Total Anticipated (Direct + F&A): $408,000.00

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

I. Create a transaction(s) for the Increment

Click on the Show/Hide button to open the Transaction Panel. Select the appropriate 1) budget period
to which funds are being obligated. Select the 2) Source Award.

/S The 3) 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.
Pending Transactions )
=1 & w2 ¥ [~ 3 = 4 0 5 0 6 oa 7 aco| s
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Enter the 4) Obligated Directs, 5) Obligated F&A, 6) Anticipated Directs, and 7) Anticipated F&A to be
distributed to the child award. At any given child award in the hierarchy, the obligated amount can’t
exceed the anticipated amount. Click Add.

Repeat this step if the Increment is disbursed among more than one child.

Scroll down to the bottom of the screen and click the Submit button.

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

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

Award || Contacts Commitments Budget Versions | Payment, Reports & Terms | Special Review | Custom Data Comments, Notes & Attachments | Award Actions | History | Medusa

On the Budget Versions panel, enter a 1) Name for the version of the budget and 2) click Add. Please
note that the 3) Award Version is now associated each budget version.

Budget Versions (204931-00001:) ~ hide

Budget Versions °
Version # Direct Cost F&A Total Budget Status Award Budget Type Actions
w1 : =
~hide| NEW 1 000 000 000 In Progress [v] New ™ open | [ copy
3 Award Version 1 F&A Rate Type:
Cost Sharing: 0.00 Last Updated: Nov 3, 2016 3:55:34 PM
Unrecovered F&A: 0.00 Last Updated By: mereilly

Comments:

[Jshow All Budgets

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.
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Budget Overview ~ hide

Budget Overview e
Account ID: Obligation Start Date: 10/28/2016
Award ID: 204931-00001 Obligation End Date: 10/28/2017
Budget Version Number: 1 1 Obligated Previous: 0.00
Budget Totals: 2 obligated Change: 0.00
Award Budget Type: New 3 Obligated Total: 0.00
Award Budget Status: In Progress 5 Unrecovered F & A Rate Type: = select: ﬂ
a On/off Campus: | Default ~ 6 FaARateType: select N
Description: | New
Comments: &0
Data Quality SOP Definition / Use Required
1) Obligated This field is automatically populated from the Time and Money Yes
Previous Document, and displays the previous cumulative amount of funds

that have been obligated to this account to date. On new awards
amount is zero.

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

3) 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.

4) On/Off Campus Field is used to indicate whether the on- or off-campus rate Yes
should be used in the calculation of F&A costs
5) Unrecovered F&A These two fields are used to set the type of base on which the Yes

6) F&A Rate Type F&A is calculated. The two fields should match. These two fields
are used to set the type of base on which the F&A is calculated.
The two fields should match.

Make sure to select the appropriate 4) On/Off Campus indicator and the appropriate 5&6) 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.
’i 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) ~ hide

Equipment

* Object Code Name
Add: select v @@

Capital and Fabricated Equipment (]

rshow] Line Item Details

(2
obligated
Descripti ti Change Amount Acti
escription Quantity ange Amoun e Action
S 1 0.00 2 ETl
B 1 100.00 0.00 —
Total Amount for Capital and Fabricated Equipment:  100.00

For any particular object code the system will show you 2) obligated amounts to that object code from

prior budget versions of the budget document.

K. Save the budget version for child award(s) for the newly obligated funds. Budget version

remains in “In Progress” status until QA.

Repeat Step J and K for all child awards with newly obligated funds.

Kuali 1609
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Continuation

A. Search for and open Parent Award.

A new Budget Period/award segment, including new funds with an extended Obligation Period end
date.

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.

RESEARCHER UNIT CENTRAL ADMIN SYSTEM ADMIN PORTAL

GET HELP

Pre-Award Post-Award Post ompliance

\X/elcome, © Proposal Development + Q. © Award + Q 2 © |RB Committee =+ QU

Search Tasks © Pro!oosa\ Log + Q © Award Report Tracking © Disclosure © |ACUC Committee + Q lick Links
© Institutional Proposal 4 @ © Subaward + Q | . © Protocol Submissions
: Negotiations 4+ Q, © Non Froject Event Disclosures : IACUC Submissions 2arch for a Sponsor

All My Negoiations IRB Schedules
What would you like to do? © submitied Disclosures © 1ACUC Screes ew Address Book .
© Annual Event Distlosures zarch for an Organization

© Undisclosed Events ew $28 Opportunities
ew Pessimistic Lock (Locked Records)

© Animals + Q
© Human Pariicipants + Q

Quicklinks Workflow Business Rules

© Pessimistic Lock © People Flow © Agenda

© Grants.gov Opportunity Lookup  © Preferences © context

© Address Book © Routing Report © attribute Definition
© sponsor Lookup © Rules © Tem

© Keyword Lookup © Rule QuickLinks © Term Specification
© current & Pending Support © category

© Periorm Person Mass Change

© ISRISSR Reporting

© Award Subcontracting Goals and
Expenditures

© Subcontracting Expenditures Data
Generation

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

Award 1D:

Sponsor Award ID:

Account ID:
Award status: | select
Sponsor ID:
2 Award Title:
Investigator:
Lead Unit ID:
Lead Unit:
[O]
Final
Document Status: E;ved
ot

(o EE)

CyJEs)

CoJee)

e ]

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.

. Sponsor Award |Lead Unit . Award - Sponsor . Project Start |Project End |Document
Actions ]Award (] P Lead Unit /Account ID Award Title P Sponsor Name Investigator ) ’
1D 1D Status D Date Date Status
open copygmedusa View : ROIGM123456- 1511960000 |IS&T KUALI COEUS Cancelled  |Test Record 301057 NIF/National Institute of JENNIFER L 11/01/2011 10/31/2013  |Final
2 00001 1 General Medical Sciences  |KING
0053 G el VD 200420- 11R01GM123456- 1511960000 |IS&T KUALI COEUS Cancelled  |Test Record 301057 Rl Insl\tL}Ie 2 JENNIFER L 11/01/2011 10/31/2013  |Final
Invoices 00001 01 General Medical Sciences  |KING

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.

Award |JContacts Commitments

Time & Money

Subawards
Sponsor Template

Keywords

Kuali 1609

Budget Versions

Project Start Date:

Project End Date:

Payment, Reports & Terms | Special Review | Custom Data

10/27/12016
10/2712019

Federal Award Date:

Execution Date:

Anticipated Direct:
Anticipated F&A:

Anticipated Total:

$300,000.00
$108,000.00
$408.000.00

Comments, Notes & Attachments

Obligation Start Date:

Obligation End Date:

Modification Date:
Obligated Direct:
Obligated FA:
Obligated Total:

Award Actions

10/27/2016
10/25/2017

$100,000.00
$36,000.00
$136.000.00

History Medusa
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B. Edit the Parent Award — Award Tab.
The Parent Award opens up in an editable state.

An “Award is locked for editing” error appears if someone else is currently working on or worked on a
/% certain document, such as a Parent Award in this case, within 24 hours of you opening the document.
It is not a hard lock. You may proceed with your modification. If, however, you edit the document and
you get a message that reads “A pending version currently exists. Would you like to edit the pending

version,” click “NO” and contact the person who has the document open to determine an appropriate
time for you to open and edit the document.

Document Overview ~ hide

Document Overview

* Description 2 Converted Record| x

Explanation:

Organization Document Number:

Funding Propoesals 3 »»»»»

Details & Dates ~ hide

Details and Dates view nistory | @
~nide | Current Action

* Transaction Type: Notice Date: Comments:

ncrement & [~

Confirm the recommended 2) Description is entered in the Document Overview: a
== description which uniquely identifies this award. The first 30 characters 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.

-
/

{ 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 Continuation as your 4) Transaction Type
and enter any 5) Comments related to the transaction.
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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.

> hide ] Sponsor

301034 CyEs}

* Sponsor ID: Prime Sponsor: a@
NIH/National Institutes of Health
Sponsor Award 1D: 1 Prime Sponsor Award ID:
Modification 1D: 2 CFDA Number:

FAINID: | 1234567889978 NSF Science Code: | select v

Federal Award Year:

C. Complete Comments, Notes and Attachments

Award | Contacts | Commitments | Budget Versions | Payment, Reports & Terms Special Review Custom Data JComments, Notes & Attachments | Award Actions | History | Medusa

Enter any comments (viewable by PI/DA) as applicable. Your comments from the previous version will
appear in the Comments Panel. Add current transaction comments and modify/delete prior comments
according to standard procedure. Permanent comments that span the life of an award should not be
deleted.

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 Choose File pop-up window and click 4) Add to upload the document onto the record.
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Attachments (1) ~ hide

Add Attachment o
Last Update: Update By: * Attachment Type: Description: File Name: 3 Actions
Add: select 1 ] 2 P | l Browse. . I
1 11/03/2016 04:38 PM REILLY, MEGHAN E Notice of Award ) KEXECUTED AGREEMENT.docx view || delete
Data Quality SOP Definition / Use Required
1) Attachment Type Select appropriate attachment type. Yes
2) Description An attachment description is populated to help ROSA, Yes

OSP and PAFO RAs identify the different attachments
uploaded to an award document throughout the life of
an award. Standard should be: Date Uploaded:
Transaction Type_Dollar Amount (if applicable)_End
Date of Budget Period”

D. Finalize the version of the Parent Award

Award | Contacts | Commitments Budget Versions Payment, Reports & Terms | Special Review Custom Data Comments, Notes & Attachments | Award Actions | History = Medusa

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

Data Validation » show
Hierarchy Actions ¥ show
Award Hierarchy Sync » show
Print » show
Ad Hoc Recipients ¥ show
Route Log b show
Super User Action ¥ show

Transmit to SAP 1

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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L2

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

F. Modify data on existing child awards

If Sponsor Award ID or Prime Sponsor Award ID has been updated on the notice of award for the
continuation, the Sponsor Award ID fields need to be updated on all child awards with changes to dates
and dollars due to the continuation. Edit and finalize applicable child awards by completing steps A, B,
and D above. The Transaction Type for the new version of the child record(s) should also be set to
Continuation.

If the status of a particular child changes due the transaction, the field also needs to be updated on the
child records.

Depending on the award status value selected at the child, the account in SAP will be set to open

&< or closed. Function of award status at the child are:
KCRM Child Status SAP Sponsored Program
Pre-Award not Billable Open, plus a flag at the grant level indicating that manual
intervention is required.
Pre-Award Billable Open
Approved Award Open
Pre-Close Open (sent to BW for informational purposes only)
Department / OSP Not valid status choices at the child level
PAFO / OSP Not valid status choices at the child level
Compliance Hold Open; all expense sponsored classes turned off.
Closed Closed — both exp & rev
Cancelled Closed — both exp & rev

It is only necessary to edit child awards if the above listed fields need updating. The Transaction
8N Type does not need to be updated on all child records, only on the records that need updates to
the above listed fields.
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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.

o

KC Award e

Award | Contacts = Commitments  Budget Versions | Payment, Reports & Terms | Special Review | Custom Data | Comments, Notes & Attachments | Award Actions | History = Medusa

R e & money T EINGEEEE

The Time and Money document will open in a read-only state. Scroll to the bottom and click on the Edit
button.

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 appropriate 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
6) Obligation Start Edited as needed to reflect the effective date of the current Yes

Date budget period as defined by the sponsor.

6) Obligation End Edited as needed to reflect the end date of the current budget Yes

Date 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).

Documen t Overview ~ hide

Document Overview

1

* Description: timeandmoney document

Explanation: “0
Organization Document Number:
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Award Hierarchy

Award Hierarchy

(2]
Transaction Type Code Notice Date Comments
2 [ v 3 = 4 |«
Go To: | 204527-00001 M= (s current (pending | Totels ™|
2 Nodes: 5 Collapse All & Expand All | Oblg. Start ‘ Oblg. End ‘ Project End | Oblg. Direct ‘ Oblg. F&A ‘ Oblg. Total ‘ Ant. Direct ‘ Ant. F&A | Ant. Total ‘
e 5
(D) LA RETEEINAR § 25 LURE L LTS § T et 2T L e = | 10/27/201¢ 74| 10/25/201° [ 10/27/201* 5| 100,000.00 | 36,000.00 ‘ 136,000.00 ‘ 300,000.00 ‘ 108,000.00 | 408,000.00 ‘

Transactions (204927-00001)
Direct/F&A Funds Distribution (204927-00001)
Summary (204927-00001)
Ad Hoc Recipients
Route Log

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

&  Summary and History Panels of the nodes in the hierarchy. When a Time and Money document is
originally opened, all of the Panels represent information for the Parent. To view these panel for
another node in the hjerarchy, use the 8) Use the dropdown menu to select the appropriate Award ID
(i.e. 100587-00002) and click GO.

Time And Money | Action Summary and History
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Award Hierarchy ~ hide
Award Hierarchy e
Transaction Type Code Notice Date Comments.
[ corection ™| m &
6o To: | FXERETTT V]| el (@) current () pending | Totcls v/
3 Nodes: F Collapse All # Expand All Oblg. Start Oblg. End Project End Oblg. Direct Oblg. F&A Oblg. Total Ant. Direct Ant. F&A Ant. Total A
=3
Q 204932-00001 : : CATHERINE E COSTELLO : CORE--BS MASS SPECTROMETRY | 10/58/201¢ [75]| 10/28/201: [H]| 10/28/201: 5]  200,000.00 72,000.00 272,000.00 600,000.00 216,000.00 816,000.00

© 204932-00002 : : CATHERINE E COSTELLO : CORE—-BS MASS o , o PR
10/28/201¢ 75 10/28/201 [H| 10/28/201! [[F] 0.00 0.00 0.00 0.00 0.00 0.00
SPECTROMETRY
O 204932-00003 : : CATHERINE E COSTELLO : CORE--BS MASS - . - L -
10/28/201¢ [ 10/28/201 | 10/28/201° [F] 100,000.00 36,000.00 136,000.00 300,000.00 108,000.00 408,000.00 v

SPECTROMETRY

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., then 3) recalculate.

Direct/F&A Funds Distribution (204931-00001) ~ hide

Direct/F&A Funds Distribution

Project Start Date: 10/28/2016 * Project End Date: 10/28/2019 L]
Obligated Total: $136,000.00 Anticipated Total: $408,000.00
* Start Date * End Date * Direct Cost * F&A Cost Actions
Add: ] = 0.00 0.00 add
1 10/28/2016 M 10/27/2017 = 100,000.00 36,000.00 delete
2 10/28/2017 E 10/27/2018 = 1 100,000.00 36,000.00 delete
3 10/28/2018 0 10/27/2019 = 2 100,000.00 36,000.00 Gelie
4 10/28/2019 5] 10/28/2019 = 0.00 0.00 delete
Total: $300,000.00 $108,000.00
3 recalculate
Total Anticipated(Direct + F&A): $408,000.00

/,/‘”‘- The Direct and F&A Distribution Panel is the source for the Anticipated Dollars/Grant Run Out Grid
ik reports which can be used to project dollars for a Pl, a Department, a School, or the University.
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I. Create a transaction(s) for the Continuation

Click on the Show/Hide button to open the Transaction Panel. Select the appropriate 1) budget period
to which funds are being obligated. Select the 2) Source Award.

The 3) 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.

o0001)

Pending Transactions °

5 [=

N £

E—]

Enter the 4) Obligated Directs, 5) Obligated F&A, 6) Anticipated Directs, and 7) Anticipated F&A to be
distributed to the child award. At any given child award in the hierarchy, the obligated amount can’t
exceed the anticipated amount. Click Add.

Repeat this step if the Continuation is to be processed among more than one child.

Scroll down to the bottom of the screen and click the Submit 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 || Contacts Commitments) Budget Versions  Payment, Reports & Terms | Special Review | Custom Data Comments, Notes & Attachments | Award Actions | History | Medusa

On the Budget Versions panel, enter a 1) Name for the version of the budget and 2) click New. Please
note that Budget Versions are now associated with the 3) Award Version.

Budget Versions (204931-00001:) ~ hide

Budget Versions o
Version # Direct Cost F&A Total Budget Status Award Budget Type Actions
Add: 1 2 =
< hide] NEW 1 000 000 000 In Progress [v] New [v] open | [copy
Award Version 1 3 F&A Rate Type:
Cost Sharing: 0.00 Last Updated: Nov 3, 2016 3:55:34 PM
Unrecovered F&A: 0.00 Last Updated By: mereilly

Comments:

[Ishow All Budgets
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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 found on the
Parameters tab.

Budget Overview ~ hide

Budget Overview N
Account ID: Obligation Start Date: 10/28/2016
Award ID: 204931-00001 Obligation End Date: 10/28/2017
Budget Version Number: 1 1 Obligated Previous: 0.00
Budget Totals: zobliga!ed Change: 0.00
Award Budget Type: New 30hligated Total: 0.00
Award Budget Status: In Progress 5 Unrecovered F & A Rate Type:  select: v
4 on/off Campus: | Default v 6 F&A Rate Type:  select: v
Description: | New
Comments:
Data Quality SOP Definition / Use Required
1) Obligated This field is automatically populated from the Time and Money Yes
Previous Document, and displays the previous cumulative amount of funds

that have been obligated to this account to date. On new awards
amount is zero.

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

3) 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.

4) On/Off Campus Field is used to indicate whether the on- or off-campus rate Yes
should be used in the calculation of F&A costs
5) Unrecovered F&A | These two fields are used to set the type of base on which the Yes

6) F&A Rate Type F&A is calculated. The two fields should match. These two fields
are used to set the type of base on which the F&A is calculated.
The two fields should match.

Make sure to select the appropriate 4) On/Off Campus indicator and the appropriate 5&6) Rate Types
for both the F&A and Unrecovered F&A.

e
/ \

‘ 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.
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/S It is important to note that each new version of an award budget captures only the 1) change to the
e 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

Equipment o

Obligated

Action
Amount

* Object Code Name Description Quantity Change Amount

Add: select v @@ V] 1 0.00 add

Capital and Fabr\cejted Equipment [ P 1 100.00 0.00 e

Total Amount for Capital and Fabricated Equipment: ~ 100.00

vshow] 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.

K. Save budget version for child award(s) for the newly obligated funds. Budget version remains in
"In Progress" status until QA.

Repeat Step L and L for all child awards with newly obligated funds.

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 extension of the obligation period.

A. Search for and open Parent Award
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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.

k RESEARCHER UNIT CENTRAL ADMIN SYSTEM ADMIN PORTAL GET HELP

Pre-Award Post-Award Pre-Submission Compliance Post-Submission Compliance

Welcome O et @ Ofd &, 2 © IRB Committee + ,
Search Tasks © Proposal Log + Q. © Award Report Tracking o . © |ACUC Committee 4 Q
© Institutional Proposal + Q © Subaward + Q O —— © Protocol Submissions
© L}
° :Tz"‘:‘””;"‘ Q © Non Project Event Disclosures 5 ::gfi;m‘"ms‘m 2 Sponsor
What would you like to do? v Neaotatons © sunmitted Disclosures o IR Sehecues ss Book
! © Annual Event Disclosures JacheiSchedubes) an Organization
© Undisclosed Events dpportunities
Tistic Lock (Locked Records)
© Animals + Q

© Human Participants 4 Q

Quicklinks Workflowr Business Rules
© Possimistic Lock © People Flow © agenda

'© Grants.gov Opportunity Lookup © Preferences © Context

© Address Book © Routing Report © Attribute Definition
© sponsor Lookup © Ruies © Term

© Keyword Lookup © Rule QuickLinks © Term Specification
© Gurrent & Pending Support © Category

© Periorm Person Mass Change

© ISRISSR Reporting

© Award Subcontracting Goals and
Expenditures

© subcontracting Expenditures Data
Generation

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 Lookupe

Awerd ID:
Sponsor Award ID:

Account ID:

Awerd Status: | select L@
Sponsor I Y@
2 Award Titie:
Investigator. 3
Lezd Unic D: =]
Lead Unit =]
Final
Documens Stus: S eg
o]
Both

3

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.
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19475 items found. Please refine your search criteria to narrow down your search.
200 gemsrecrieved, dispiaying 1 0 100.FrsuPrev] 1, 2 (Next/Lasd)

AL

Actions Awaraip |>PORSer Lead Uit |, cod Unit Account ID |Award Status |Award Title SPONSOT | sor Name Investigator Project Start |Project End | Bocument
Aviard 1D D pa Status

open copy feduss View (100008 o oo 70000 |SPH ENVIRONMENTAL HEALTH PPTOVES e Boston Collaborative Oral Cancer Stuty 300374 |Brown University IMICHAEL MCCLEAN (09/15/2007  [03/31/2012  |Final
Invoices 00003 Jaward
open copy medusa View  |100007- 7 0000 | SE0 LITERACY & LANG, COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL on ¢ oo/t . B
e o oooooea07 (1331200000 S0 L B e 300896 |Gallaudet University MARLON H KUNTZE 09/15/2009  [09/14/2010  |Final
open copy meduse View | 100008- ces 11331200000 | SE0 LITERACY & LANG, COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL . o " NTZE 0ar15/201 . .
ppen % Jooooonszes (1331200000 (S0 L gy |iesmniaoen 500836 |Gallsudet University MARLOK H KUNTZE 09/15/2010  [08/14/2011 | Final
open copy medusa View  |100008- SED LITERACY & LANG. COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL , .
i s 1331200000 =0 1" Vs |lomrrege 300836  |Gallaudet University MARLON H KUNTZE (09/15/2010  [09/14/2011  |Final
open copy meduse View  |100005- _ 2330000 |25 LEARNING RESCURCE - lApproved |EAGER: THE ARTENIS PROJECT: EVALUATION AND . . N ey 10017201 .. )
e > |ooooos7o 203430000 | > S ss00236671 [P eion 300374 |Brown University ROBERT L DEVANEY [10/01/2010  [09/30/2011  |Final
open copy meduss View 100019 looc 000w 2570730000 |INST MD-AHEC PROGRAM Closea Mode! State-Supported AHEC Program Ermn [P Ci i IPETER F SHAWY l09/01/2007  |08/31/2010  |Final
Invoices 0001 Wemorial Miedical Center
open copy medusa View | 100013- 12570730000 |INST MD--AHEC PROGRAM fosed Mode! State-Supported AHEC Program 30233 |University of Massachusens PETERFSHAW  (09/01/2007  |08/31/2010  |Final
Invoices 00002 Wemorial Wiedical Center

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.

Award || Contacts

~ ] Sponsor

<we] Project

~riee] Time & Money

Subawards
Sponsor Template

Keywords

B.

Commitments

Budget Versions

Sponsor ID:

301034
NIH/MNtional Insticutes of

Sponsor Award ID:

234567859978

Major Project: No

Conference Grant: No

Project Start Date: 10/27/2016

Project End Date: 10/27/2015
Federal Award Date:
Execution Date:
Anticipated Direct: $300,000.00
Anticipated F&A: $108,000.00
Anticipated Total: $408,000.00

Payment, Reports & Terms

Health

Edit the Parent Award — Award Tab.

Special Review | Custom Data

The Parent Award opens up in an editable state.

Kuali 1609

Comments, Notes & Attachments

ARRA Code: No

Obligation Start Date:
Obligation End Date:

Award Actions

Modification Date:

Obligated Direct:

Obligated FaA:
Obligated Total

$36,000.00

102712016
10125/2017

History ~Medusa

Prime Sponsor:

Prime Sponsor Award ID:

$100,000.00

$136,000.00

CFDA Number:
NSF Science Code:

An “Award is locked for editing” error appears if someone else is currently working on or worked on a
certain document, such as a Parent Award in this case, within 24 hours of you opening the document.
It is not a hard lock. You may proceed with your modification. If, however, you edit the document and
you get a message that reads “A pending version currently exists. Would you like to edit the pending
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version,” click “NO” and contact the person who has the document open to determine an appropriate
time for you to open and edit the document.

Document Overview v fide

Document Overview
* Description: 1 converted Record| X

Explanation: “o
Organization Decument Number:

Funding Proposals 2 ¥ show
Details & Dates ~ hide

Details and Dates
~mie] Current Action

view history | ©

* Transaction Type: Notice Date: Comments:

select 3 v 4 B

@ The 1) document description should be the first portion of the award title.

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 2) Funding Proposals panel.

~
/ \

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 Supplement as your 3) Transaction Type
and enter any 4) 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.
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~hide] Sponsor

* Sponsor ID: i @ Prime Sponsor: @
NIH/National Institutes of Health
Sponsor Award 1D: 1 Prime Sponsor Award ID:
Modification ID: 2 CFDA Number:
FAIN ID: | 1234567889978 NSF Science Code:  select v

Federal Award Year:

C. Complete Comments, Notes and Attachments

Award || Contacts Commitments Budget Versions Payment, Reports & Terms || Special Review | Custom Data IComments, Notes & Attachments I Award Actions | History | Medusa

Enter any comments (viewable by PI/DA) as applicable. Your comments from the previous version will
appear in the Comments Panel. Add current transaction comments and modify/delete prior comments
according to standard procedure. Permanent comments that span the life of an award should not be
deleted.

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 Choose File pop-up window and click 4) Add to upload the document onto the record.

Attachments (1)  hide

Add Attachment ™
Last Update: Update By: * Attachment Type: Description: File Name: 3 Actions
Add: select v 2 3 Browse... 4 add
1 11/03/2016 01:12 PM REILLY, MEGHAN E Notice of Award Year 1 () 2 Draft Agreement.docx view_|[ delete

save reload ) ( close
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Data Quality SOP Definition / Use Required
1) Attachment Type Select appropriate attachment type. Yes
2) Description An attachment description is populated to help ROSA, Yes

OSP and PAFO RAs identify the different attachments
uploaded to an award document throughout the life of
an award. Standard should be: Date Uploaded:
Transaction Type_Dollar Amount (if applicable)_End
Date of Budget Period”

D. Finalize the version of the Parent Award

Award | Contacts Commitments Budget Versions Payment, Reports & Terms | Special Review Custom Data Comments, Notes & Attachmentd Award Actions istory | Medusa

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

Data validation ~ [rshow
Hierarchy Acions ~ [rshow

Award Hierarchy Sync ~ [»show

Ad Hoc Recipients ~~ [bshow
Routelog  [rshow
Super User Action  [rshow

TransmittosAP  [pshow 1

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. Modify data on existing child awards

If Sponsor Award ID or Prime Sponsor Award ID has been updated on the notice of award for the
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Supplement, the Sponsor Award ID fields need to be updated on all child awards with changes to dates
and dollars with the due to the supplement. Edit and finalize applicable child awards by completing
steps A, B, and D above. The Transaction Type for the new version of the child record(s) should also be
set to Supplement.

If the status of a particular child changes due to the transaction, the field also needs to be updated on
the child records.

@ Depending on the award status value selected at the child, the account in SAP will be set to open
& or closed. Function of award status at the child are:

KCRM Child Status SAP Sponsored Program

Pre-Award not Billable Open, plus a flag at the grant level indicating that manual
intervention is required.

Pre-Award Billable Open

Approved Award Open

Pre-Close Open (sent to BW for informational purposes only)

Department / OSP Not valid status choices at the child level

PAFO / OSP Not valid status choices at the child level

Compliance Hold Open; all expense sponsored classes turned off.

Closed Closed — both exp & rev

Cancelled Closed —both exp & rev

It is only necessary to edit child awards if the above listed fields need updating. The Transaction
L8N Type does not need to be updated on all child records, only on the records that need updates to

the above listed fields.

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.
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KC Award o Lead U

Award | Contacts Commitments = Budget Versions | Payment, Reports & Terms | Special Review | Custom Data | Comments, Notes & Attachments | Award Actions | History = Medusa

The Time and Money document will open in a read-only state. Scroll to the bottom and click on the Edit
button.

On the Time and Money document, replace the “timeandmoney document” 1) Description in the
Document Overview panel with our recommended description: the first 30 characters of award 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
6) Obligation Start Edited as needed to reflect the effective date of the current Yes

Date budget period as defined by the sponsor.

6) Obligation End Edited as needed to reflect the end date of the current budget Yes

Date 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).

Documen it Overview ~ hide

Document Overview

* Description timeandmoney document

Explanation “o

Organization Document Number:
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Award Hierarchy

Award Hierarchy

(2]
Transaction Type Code Notice Date Comments
[ setect 2 V| 3 m ‘ 4 “,6
Go To: | 204527-00001 M= (s current (pending | Totels ™|
2 Nodes: 5 Collapse All & Expand All | Oblg. Start ‘ Oblg. End ‘ Project End | Oblg. Direct ‘ Oblg. F&A ‘ Oblg. Total ‘ Ant. Direct ‘ Ant. F&A | Ant. Total ‘
[=3
6
(D) LA RETEEINAR § 25 LURE L LTS § T et 2T L e = | 10/27/201¢ 78| 10/25/201° [ 10/27/201* (5  100,000.00 | 36,000.00 ‘ 136,000.00 ‘ 300,000.00 ‘ 108,000.00 | 408,000.00 ‘

Transactions (204927-00001)
Direct/F&A Funds Distribution (204927-00001)
Summary (204927-00001)
Ad Hoc Recipients
Route Log

Another review step that may assist in adequately obligating new 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. Use the dropdown menu to select the appropriate Award ID
(i.e. 100587-00002) and click GO.

7
Time And Money | Action Summary and History
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Award Hierarchy v hide
Award Hierarchy o
Transaction Type Code Notice Date Comments
[ sete M| ™ &
Go To: | 204 ™ ‘ 9 (#) current [ pending ‘ Totals v ‘

2 Nodes: & Collapse All & Expand All Oblg. Start Oblg. End Project End Oblg. Direct Oblg. F&A Oblg. Total Ant. Direct Ant. F&A Ant. Total
[=3

@ 204927-00001 : : JENNIFER L KING : IS&T PROJECT MANAGEMENT 10/27/201¢ [ 10/25/201: [ 10/27/201 [F 100,000.00 36,000.00 136,000.00 300,000.00 108,000.00 408,000.00

G280 22 bUC0LLLERHE ERLKINCELS S RRCIECHRAHAC ENENY 10/27/201¢ [F| 104257201 [ 10/27/201¢ [F  100,000.00 36,000.00 136,000.00 300,000.00 108,000.00 408,000.00
Transactions (204927-00001) ¥ show
Direct/F&A Funds Distribution (204927-00001) ¥ show
Summary (204927-00001) 8 ¥ show
Ad Hoc Recipients ¥shon
Route Log ¥shon

submit ) save reload [ blanket approve ) close | cancel

H. Update Direct and F&A Distribution Panel (if applicable)

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., then 3) recalculate.
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Direct/F&A Funds Distribution (204931-00001) ~ hide

Direct/F&A Funds Distribution

Project Start Date: 10/28/2016 * Project End Date: 10/28/2018 °

Obligated Total: $136,000.00 Anticipated Total: $408,000.00

* Start Date * End Date * Direct Cost * F&A Cost Actions

Add: i | = 0.00 0.00 add
1 10/28/2016 [ 10/27/2017 ] 100,000.00 36,000.00
2 10/28/2017 0 10/27/2018 ] 100,000.00 36,000.00 delete
3 10/28/2018 G 10/27/2019 i 1 100,000.00 36,000.00
a 10/28/2019 0 10/28/2019 ] 2 0.00 0.00

Total: $300,000.00 $108,000.00
recalcuiate
Total Anticipated (Direct + F&A): $408,000.00 3

~

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

I. Create a transaction(s) for the Supplement

Click on the Show/Hide button to open the Transaction Panel. Select the appropriate 1) budget period
to which funds are being obligated. Select the 2) Source Award.

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.

Pending Transactions )

== 1 9 2 ) [

Enter the 4) Obligated Directs, 5) Obligated F&A, 6) Anticipated Directs, and 7) Anticipated F&A to be
distributed to the child award. At any given child award in the hierarchy, the obligated amount can’t
exceed the anticipated amount. Click Add.

J.  Repeat this step if the Supplement is disbursed among more than one child. Then finalize T&M
document.

Scroll down to the bottom of the screen and click the Submit button.

K. Create new budget version for child award(s) for the newly obligated funds.
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On the main portal, search for an open the child award which has new obligated funds. Click on the

Budget Versions tab.

Award || Contacts Commitments [Budget Versions | Payment, Reports & Terms | Special Review | Custom Data Comments, Notes & Attachments | Award Actions | History | Medusa

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

note that Budget Versions are now associated with the 3) Award Version.

Budget Versions (204931-00001:)

Budget Versions

Add: 1

~ hide | NEW
Award Version 1 3
Cost Sharing: 0.00
Unrecovered F&A: 0.00

Comments:

Version #

~ hide

2]
Direct Cost F&A Total Budget Status Award Budget Type Actions
2 [oew
000 000 000 In Progress = New = el [

F&A Rate Type:
Last Updated: Nov 3, 2016 3:55:34 PM

Last Updated By: mereilly

[Jshow All Budgets

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.

Parameters tab.

Budget Overview

Budget Overview

Account ID:

Award ID:

Budget Version Number:

Award Budget Type:

Award Budget Status:
4 on/Off Campus:

Description:

Comments:

Kuali 1609

204931-00001

1

New

In Progress
Default

New

Review and complete the Budget Overview panel found on the

~ hide

Obligation Start Date: 10/28/2016
Obligation End Date: 10/28/2017

1 Obligated Previous: 0.00
Budget Totals: Obligated Change: 0.00
3 Obligated Total: 0.00
5 Unrecovered F & A Rate Type: | select v
v F&A Rate Type: | select: v

6
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Data Quality SOP Definition / Use Required
1) Obligated This field is automatically populated from the Time and Money Yes
Previous Document, and displays the previous cumulative amount of funds

that have been obligated to this account to date. On new awards
amount is zero.

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

3) 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.

4) On/Off Campus Field is used to indicate whether the on- or off-campus rate Yes
should be used in the calculation of F&A costs
5) Unrecovered F&A | These two fields are used to set the type of base on which the Yes

6) F&A Rate Type F&A is calculated. The two fields should match. These two fields
are used to set the type of base on which the F&A is calculated.
The two fields should match.

Make sure to select the appropriate 4) On/Off Campus indicator and the appropriate 5&6) Rate Types
for both the F&A and Unrecovered F&A.

L2

) 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
/£ %\ 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

Equipment e

Obligated

* Object Code Name Description Quantity Change Amount Amount

Action

Add: select M @@ 3 1 0.00 add
2

Capital and Fabricated Equipment (3 2 1 100.00 0.00

Total Amount for Capital and Fabricated Equipment: 100.00

show] Line Item Details
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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.

L. Save budget version for child award(s) for the newly obligated funds. Budget version remains in
"In Progress" status until QA.

Repeat Step K and L 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 without
additional funding. 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.

k RESEARCHER UNIT CENTRAL ADMIN SYSTEM ADMIN PORTAL GET HELP

Pre-Award Post-Award Pre-Submission C Post @
welcome: © Proposal Development + @ © Award + Q © IRB Commitiee + Q.
Search Tasks © Proposal Log + Q. © Award Report Tracking © Disiosure © |ACUC Committee =+ Q

© Institutional Proposal + @ © Subaward + Q

© Event Disclosures
© Negotiations
) +a © Non Project Event Disclosures
© Al My Negotiations

What would you like to do? © submitted Disclosures

© Protocol Submissions
© 1ACUC Submissions
© |R3 Schedules

© IACUC Schedules

2 Sponsor
ss Book

© Annual Event Disclosures an Organizatien
© Undisclosed Events dpportunities

mistic Lock (Locked Records)
© Animals + Q

© Human Pariicipants + Q

Quicklinks Workflow Business Rules

© Pessimistic Lock © People Flow © Agenda

© Grants gov Opportunity Lookup © Preferences © Context

© Address Book © Routing Report © Attribute Dafinition
© Sponsor Lookup © Rules © Term

© Keyword Lookup © Rule QuickLinks © Term specification

© current & Pending Support © Category
© Perform Person Mass Change

© ISR/SSR Reporting

© Award Subconiracting Goals and

Expenditures

© Subcontracting Expenditures Data

Generation

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

Award ID:

Sponsor Award ID:

Account ID:
Award Status: | selec L@
2 Sponsor ID: =]
Award Title:
Investigator. R
Lead Unit ID: 3@
Lead Unit: 3@
Final

- atus
Document Status: & oy

o]
Both

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.

1475 ivems found. Please refine your sesrah criteria 1o narrow down your search,
200 itemns retrieved, displaying 1 to 100.[First/Prev] 1, 2 [Next/Last]

Sponsor Lead Unit Sponsor Project Start |Project End | Document
Actions Awaraip GRS Lead Unit |Account ID |Award Status |Award Title Y Sponsor Name Investigator e Do o
open copy meduse View  |100004- - o pproved ] N N
e o003 (0900154 (2442470000 [SPH ENVIRONMENTAL HEALTH - [The Boston Callaborative Oral Cancer Study 300374 |Brown University MICHAEL MCCLEAN (09/15/2007  [03/31/2012  |Final
open copy medusa View  |100007- SED LITERACY & LANG, COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL , -
ppen . 1331200000 0L el ] 300836  |Galleudet University MARLON H KUNTZE (09/15/2003  [09/14/2010  |Final
open copy meduse View  |100008- SED LITERACY & LANG. COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL . ¢ loarisraon o .
pPen @ o 1331200000 0L Cosegy|EAmNG42) 300836  |Galleudet University MARLON H KUNTZE (09/15/2010  [08/14/2011  |Final
open copy medusa View  |100008- SED LITERACY & LANG. COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL
e docas (0000019768 (1331200000272 el 30083  |Gallaudet University MARLON H KUNTZE (09/15/2010  [09/14/2011  |Final
open copy meduse View  |100008- _ N (CAS LEARNING RESOURCE o APPrOved |EAGER:THE ARTEMIS PROJECT: EVALUATION AND - — ~ ,
i o ooooos7o 1203430000 | S5 PEE 9500236671/, oo 300374 |Brown University ROBERT L DEVANEY [10/01/2010  [09/30/2011  |Final

o po—

2 R erym=imiED |l 12570730000 | INST MD--AHEC PROGRAM Closed Mode! State-Supported AHEC Program g [LlErCTEEems PETERFSHAW  (09/01/2007  |08/31/2010  |Final

Invoices 0001 Memorial Wiedical Cener

Y ) fon
open copy medusa View 100018 50000093 30000 |INST MD--AHEC PROGRAM fosed Model State-Supported AHEC Program 02323 |University of Massachusers PETERFSHAW  [09/01/2007  |08/31/2010  |Final
Invoices 00002 Wemorial Wiedical Center

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.

Contacts Commitments | Budget Versions | Payment, Reports & Terms | Special Review | Custom Data | Comments, Notes & Attachments | Award Actions || History = Medusa
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] Sponsor
01034
SPONSOF 10 1 hational Insticurces o Healh Prime Sponsor:
Sponsor Award ID: Prime Sponsor Award ID:
Madification ID: CFDANumber:
FAINID: 1234567259975 NSF Science Code:
Federal Award Year:
) Project

Major Project: No

ARRA Code: No
Conference Grant: No

~hse] Time & Money

Project Start Date: 10/27/2016

Obligation Start Date: 10/27/2016
Project End Date: 10/27/2019

Obligation End Date: 10/25/2017
Federal Award Date:

Execution Date:

Modification Date:
Anticipated Direct: $300,000.00

Obligated Direct: §100,000.00
Anticipated F&A: $108,000.00

Obligated F&A: $36,000.00
Anticipated Total: $408,000.00

Obligated Total: $136,000.00

Subawards
Sponsor Template

Keywords

B. Edit the Parent Award — Award Tab.

The Parent Award opens up in an editable state.

A An “Award is locked for editing” error appears if someone else is currently working on or worked on a

£ &\ certain document, such as a Parent Award in this case, within 24 hours of you opening the document.
It is not a hard lock. You may proceed with your modification. If, however, you edit the document and

you get a message that reads “A pending version currently exists. Would you like to edit the pending

version,” click “NO” and contact the person who has the document open to determine an appropriate
time for you to open and edit the document.

Document Overview v fide

Document Overview
* Description: 1 | converted Record| x

Explanation: 0
Organization Document Number:

Funding Proposals ¥ show

Details & Dates ~ hide

Details and Dates view history | ©
~nide | Current Action

* Transaction Type: Notice Date: Comments:

select 2 v
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@ The 1) document description should be the first portion of the award title.

On Current Action’s subpanel under Date and Details, select No Cost Extension as your 2) Transaction
Type and enter any 3) 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.

—hide] Sponsor
301034 EN .
* Sponsor ID: 2 Prime Sponsor: YE
NIH/National Institutes of Health
Sponsor Award 1D: 1 Prime Sponsor Award ID:
Modification ID: 2 CFDA Number:

FAIN ID: | 1234567889978 NSF Science Code:  select v

Federal Award Year:

C. Complete Comments, Notes and Attachments

Award || Contacts Commitments Budget Versions Payment, Reports & Terms || Special Review | Custom Data I Comments, Notes & Attachments IAWdrd Actions | History | Medusa

Enter any comments (viewable by PI/DA) as applicable. Your comments from the previous version will
appear in the Comments Panel. Add current transaction comments and modify/delete prior comments
according to standard procedure. Permanent comments that span the life of an award should not be
deleted.

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.
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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 Choose File pop-up window and click 4) Add to upload the document onto the record.

Attachments (1)

Add Attachment ™
Last Update: Update By: * Attachment Type: Description: File Name: Actions
Add: select 1 v 2 3 l Browse... I
1 11/03/2016 01:12 PM REILLY, MEGHAN E Notice of Award Year 1 (=) KDr’aftAgrEEment.dotx view || delete
Data Quality SOP Definition / Use Required
1) Attachment Type Select appropriate attachment type. Yes
2) Description An attachment description is populated to help ROSA, Yes

OSP and PAFO RAs identify the different attachments
uploaded to an award document throughout the life of
an award. Standard should be: Date Uploaded:
Transaction Type_Dollar Amount (if applicable)_End
Date of Budget Period”

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 | Comments, Notes & Attachmenty | Award Actions | History | Medusa

To finalize the parent award, click on the 1) Submit button found on the Document Action Command
buttons found at the bottom of the page.
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Datavalidation ~ [rshow
Hierarchy Actions  [reow

Award Hierarchy Syne ~ [kshow

Ad Hoc Recipients ~ [rshow
Routelog [rshow
Super UserAction  [rsnow

TransmitteSAP  [rshow 1

E. Modify data on existing child awards

If Sponsor Award ID or Prime Sponsor Award ID has been updated on the notice of award for the no cost
extension, the Sponsor Award ID fields need to be updated on all child awards with changes to dates
with the due to the NCE. Edit and finalize applicable child awards by completing steps A, B, and D
above. The Transaction Type for the new version of the child record(s) should also be set to No Cost

Extension.

If the status of a particular of a child changes due the transaction, the field also needs to be updated on

the child records.

@ Depending on the award status value selected at the child, the account in SAP will be set to open
- or closed. Function of award status at the child are:

KCRM Child Status

SAP Sponsored Program

Pre-Award not Billable

Open, plus a flag at the grant level indicating that manual
intervention is required.

Pre-Award Billable Open

Approved Award Open

Pre-Close Open (sent to BW for informational purposes only)
Department / OSP Not valid status choices at the child level

PAFO / OSP Not valid status choices at the child level

Compliance Hold

Open; all expense sponsored classes turned off.

Kuali 1609
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Closed Closed — both exp & rev

Cancelled Closed — both exp & rev

It is only necessary to edit child awards if the above listed fields need updating. The Transaction
8N Type does not need to be updated on all child records, only on the records that need updates to
the above listed fields.

F. 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.

KC Award e Lesd e

Award | Contacts | Commitments | Budget Versions | Payment, Reports & Terms | Special Review | Custom Data | Comments, Notes & Attachments | Award Actions | History | Medusa

The Time and Money document will open in a read-only state. Scroll to the bottom and click on the Edit
button.

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

Scroll down to the bottom of the screen and click the Submit 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 is a reduction of funds available from an account as requested/required by 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.

1

k RESEARCHER UNIT CENTRAL ADMIN SYSTEM ADMIN PORTAL GET HELP

Pre-Award Post-Award Pre-Submission Compliance Post-Submission Compliance
Welcome, © Proposal Development + @ © Award + Q 2 © IRB Committee + Q,
Search Tasks © Proposal Log + Q © Award Report Tracking © Disclosure © IACUC Committee 4 Q.

© Institutional Proposal 4 Q © Subaward + Q
© Negotiations + Q

© Protocol Submissions
© Event Disclosures
© IACUC Submissions

Y © Non Project Event Disclosures © 18 Seneci 2 Sponsor
What would you like to do? v eactatons © submitted Disclosures chedules ss Book
e e © IACUC Schedules o i
© Annual Event Disclosures an Organization
© Undisclosed Events dpportunities
Tistic Lock (Locked Records)
© Anmals + Q

© Human Participants 4 Q

Quicklinks Workflowr Business Rules

© Passimistic Lock © People Flow © agenda

© Grants.gov Opportunity Lookup © Preferences © Context

© Address Book © Routing Report © Attribute Definition
© sponsor Lookup © Ruies © Tem

© Keyword Lookup © Rule QuickLinks © Term Specification
© current & Pending Support © Category

© Perform Person Mass Change

© ISRISSR Reporting

© Awara Subcontracting Goals and
Expenditures

© suncontracting Expenditures Data
Generation

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

Award ID:

Sponsor Award ID:

Account ID:
Award Status: | selec L@
2 Sponsor ID: =]
Award Title:
Investigator. R
Lead Unit ID: 3@
Lead Unit: 3@
Final

- atus
Document Status: & oy

o]
Both

3 -n. -

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.

1475 ivems found. Please refine your sesrah criteria 1o narrow down your search,
2Dﬂ4&m; retrieved, displaying 1 to 100.[First/Prev] 1, 2 [Next/Last]

XL Sponser Lead Unit Sponsor Project Start |Project End | Document
Actions Awaraip GRS Lead Unit |Account ID |Award Status |Award Title Y Sponsor Name Investigator e Do o
open copy meduse View  |100004- - o pproved ] N N
e o003 (0900154 (2442470000 [SPH ENVIRONMENTAL HEALTH - [The Boston Callaborative Oral Cancer Study 300374 |Brown University MICHAEL MCCLEAN (09/15/2007  [03/31/2012  |Final
open copy medusa View  |100007- SED LITERACY & LANG, COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL , -
ppen . 1331200000 0L el ] 300836  |Galleudet University MARLON H KUNTZE (09/15/2003  [09/14/2010  |Final
open copy meduse View  |100008- SED LITERACY & LANG. COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL . ¢ loarisraon o .
pPen @ o 1331200000 0L Cosegy|EAmNG42) 300836  |Galleudet University MARLON H KUNTZE (09/15/2010  [08/14/2011  |Final
open copy medusa View  |100008- SED LITERACY & LANG. COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL
e docas (0000019768 (1331200000272 el 30083  |Gallaudet University MARLON H KUNTZE (09/15/2010  [09/14/2011  |Final
open copy meduse View  |100008- _ N (CAS LEARNING RESOURCE o APPrOved |EAGER:THE ARTEMIS PROJECT: EVALUATION AND - — ~ ,
i o ooooos7o 1203430000 | S5 PEE 9500236671/, oo 300374 |Brown University ROBERT L DEVANEY [10/01/2010  [09/30/2011  |Final

=0 ) po—
o eryEim e |RLE 12570730000 | INST MD--AHEC PROGRAM Closed Mode! State-Supported AHEC Program g [LlErCTEEems PETERFSHAW  (09/01/2007  |08/31/2010  |Final
Invoices 0001 Memorial Wiedical Cener

Y Y fon
open copy medusa View 100018 50000093 30000 |INST MD--AHEC PROGRAM fosed Model State-Supported AHEC Program 02323 |University of Massachusers PETERFSHAW  [09/01/2007  |08/31/2010  |Final
Invoices 00002 Wemorial Wiedical Center

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.

Contacts Commitments | Budget Versions | Payment, Reports & Terms | Special Review | Custom Data | Comments, Notes & Attachments | Award Actions || History = Medusa
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i) Sponsor

@) Project

~hse] Time & Money

Subawards

Sponsor Template

Keywords

01034
SPONSOF 10 1 hational Insticurces o Healh

Prime Sponsor:
Sponsor Award ID: Prime Sponsor Award ID:
Modification ID: CFDA Number:
FAIN ID: 1234567889978 NSF Sclence Code:

Federal Award Year:

Major Project: No

ARRA Code: No
Conference Grant: No

Project Start Date: 10/27/2016

Obligation Start Date: 10/27/2016
Project End Date: 10/27/2019

Obligation End Date: 10/25/2017
Federal Award Date:
Execution Date:

Modification Date:
Anticipated Direct: $300,000.00

Obligated Direct: §100,000.00
Anticipated F&A: $108,000.00

Obligated F&A: $36,000.00
Anticipated Total: $408,000.00

Obligated Total: $136,000.00

B. Edit the Parent Award — Award Tab.

The Parent Award opens up in an editable state.

'\ An “Award is locked for editing” error appears if someone else is currently working on or worked on a

£ &\ certain document, such as a Parent Award in this case, within 24 hours of you opening the document.
It is not a hard lock. You may proceed with your modification. If, however, you edit the document and
you get a message that reads “A pending version currently exists. Would you like to edit the pending

version,” click “NO” and contact the person who has the document open to determine an appropriate
time for you to open and edit the document.

Document Overview

Document Overview

* Description:

Organization Decument Number:
Funding Proposals

Details & Dates

Details and Dates
~mie] Current Action

* Transaction Type:

select 2 v

Kuali 1609
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@ The 1) document description should be the first portion of the award title.

On Current Action’s subpanel under Date and Details, select De-Obligation as your 2) Transaction Type
and enter any 3) 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.

—hide] Sponsor

301034 YE
NIH/National Institutes of Health

* Sponsor ID: Prime Sponsor: LN Es]

1

Sponsor Award 1D: Prime Sponsor Award ID:
Modification ID: 2 CFDA Number:
FAIN ID: | 1234567889978 NSF Science Code:  select v

Federal Award Year:

C. Complete Comments, Notes and Attachments

Award || Contacts Commitments BudgetVersions Payment, Reports & Terms || Special Review | Custom Data I Comments, Notes & Attachments IAward Actions | History | Medusa

Enter any comments (viewable by PI/DA) as applicable. Your comments from the previous version will
appear in the Comments Panel. Add current transaction comments and modify/delete prior comments
according to standard procedure. Permanent comments that span the life of an award should not be
deleted.

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.
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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 Choose File pop-up window and click 4) Add to upload the document onto the record.

Attachments (1) ~ hide

Add Attachment °
Last Update: Update By: * Attachment Type: Description: File Name: 3 Actions
Add: 1 select ~ 2 & | Browse... w4
1 11/03/2016 01:12 PM REILLY, MEGHAN E Notice of Award Year 1 (=) KDraf(AgrEEment.dotx view || delete
Data Quality SOP Definition / Use Required
1) Attachment Type Select appropriate attachment type. Yes
2) Description An attachment description is populated to help ROSA, Yes

OSP and PAFO RAs identify the different attachments
uploaded to an award document throughout the life of
an award. Standard should be: Date Uploaded:
Transaction Type_Dollar Amount (if applicable)_End
Date of Budget Period”

D. Finalize the version of the Parent Award

Award  Contacts | Commitments Budget Versions | Payment, Reports & Terms  Special Review Custom Data | Comments, Notes & Attachment] | Award Actions istory Medusa

To finalize the parent award, click on the 1) Submit button found on the Document Action Command
buttons found at the bottom of the page.
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Datavalidation ~ [rshow
Hierarchy Actions  [reow

Award Hierarchy Syne ~ [kshow

Ad Hoc Recipients ~ [rshow
Routelog [rshow
Super UserAction  [rsnow

TransmitteSAP  [rshow

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.

KC Award e

Award | Contacts = Commitments | Budget Versions | Payment, Reports & Terms | Special Review | Custom Data | Comments, Notes & Attachments | Award Actions | History = Medusa

[Ftime & money IRCTTE IR

®Q
The Time and Money document will open in a read-only state. Scroll to the bottom and click on the Edit
button.

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 award 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
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6)Obligation Start
Date

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

Yes

6)Obligation End
Date

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

Yes

Review the 7) 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).

(-]
e Eor @
Document Overview
* Description: 1 timeandmoney document
Explanation: “
Organization Document Number:
Award Hierarchy
Award Hierarchy o
Transaction Type Code Notice Date Comments
2 .. =) 3 = ‘ 4 ‘m
nuTn:‘znaszmoom ﬂ‘ 9 O T g e ‘mals j‘
2 Nodes: 5 Collapse All & Expand All | Oblg. Start ‘ Oblg. End ‘ Project End | Oblg. Direct ‘ Oblg. F&A ‘ Oblg. Total ‘ Ant. Direct ‘ Ant. F&A | Ant. Total ‘
e 5
® 7
(D) LA RETEEINAR § 25 LURE L LTS § T et 2T L e = |1l]f27/201iﬂ 10/25/201° [H| 10/27/201* (] 100,000.00 | 36,000.00 ‘ 136,000.00 ‘ 300,000.00 ‘ 108,000.00 | 408,000.00 ‘

Transactions (204927-00001)
Direct/F&A Funds Distribution (204927-00001)
Summary (204927-00001)

Ad Hoc Recipients

Route Log

Kuali 1609
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Another review step that may assist in adequately de-obligating funds is to review the 8) Action

= Summary and History tab of the nodes in the hierarchy. When a Time and Money document is
originally opened, all of the Panels represent information for the Parent. To view these panel for
another node in the hierarchy, use the 9) Use the dropdown menu to select the appropriate
Award ID (i.e. 100587-00002) and click GO.

8
Time And Money | Action Summary and History

F. 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 a notice of award, you will need to update the
anticipated direct and F&A costs for Years 3, 4, etc., then 3) recalculate.

Direct/F&A Funds Distribution (204931-00001) ~ hide

Direct/F&A Funds Distribution

Project Start Date: 10/28/2016 * Project End Date: 10/28/201%

Obligated Total: $136,000.00 Anticipated Total: $408,000.00

*+ Start Date * End Date * Direct Cost F&A Cost Actions

Add: i | = 0.00 0.00 add
1 10/28/2016 T 10/27/2017 i) 100,000.00 36,000.00
2 10/28/2017 T 10/27/2018 i) 100,000.00 36,000.00
3 10/28/2018 & 10/27/2019 = 1 100,000.00 36,000.00 delete
s 10/28/2019 O 10/28/2015 = 2 0.00 0.00

Total: $300,000.00 $108,000.00 3

Total Anticipated(Direct + F&A): $408,000.00

/ 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.
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G. Create a transaction(s) for the De-obligation

Complete all the required information 1) on the Transactions Panel (budget period, nodes, obligated and
anticipated amounts) and click Add. When funds are being de-obligated and “returned” to sponsor, the
2) Source Award should be set to the appropriate child award where funds are to be subtracted and the
3) Destination Award node should be set to External. The amounts should not be represented as
negative numbers. They are positive dollar values being removed from the award hierarchy.

Pending Transactions @

< perioa comments - saurce awara - Destination Awara abigetea birect crange obtgated raa change anticipatea birect change Anticipatea raA Change  Actions
== 1 & - 2 [ [ 2 4 0.00 5 0.00 6 0.00 7 000 [ma

Enter the 4) Obligated Directs, 5) Obligated F&A, 6) Anticipated Directs, and 7) Anticipated F&A to be
returned to the sponsor. At any given child award in the hierarchy, the obligated amount can’t exceed
the anticipated amount. Click Add.

Scroll down to the bottom of the screen and click the Submit 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 || Contacts Commitments Budget Versions | Payment, Reports & Terms | Special Review | Custom Data Comments, Notes & Attachments | Award Actions | History | Medusa

On the Budget Versions panel, enter a 1) Name for the version of the budget and 2) click New. Please
note that Budget Versions are now associated with the 3) Award Version.

Budget Versions (204931-00001:)  hide
Budget Versions o
Version # Direct Cost F&A Total Budget Status Award Budget Type Actions
Lada: 2 =
< hide] NEW 1 000 000 000 In Progress [v] New [v] open | [copy
Award Version 1 3 F&A Rate Type:
Cost Sharing: 0.00 Last Updated: Nov 3, 2016 3:55:34 PM
Unrecovered F&A: 0.00 Last Updated By: mereilly

Comments:

[Jshow All Budgets
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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 found on the

Parameters tab.

Budget Overview

Budget Overview

Account ID;

Award ID: 204931-00001

Obligation Start Date: 10/28/2016

Obligation End Date: 10/28/2017

obligatedpreviouss L 000
Budgec version Number: e s
Award Budget Type: New obligated otal: 3 000
Award Budget Status: In Progress 5 Unrecovered F & A Rate Type: | select ~
On/Off campus: | Default 4 & 6 FeaRateType: select &
Data Quality SOP Definition / Use Required
1) Obligated This field is automatically populated from the Time and Money Yes
Previous Document, and displays the previous cumulative amount of funds
that have been obligated to this account to date. On new awards
amount is zero.
2) Obligated Change | This field represents the change of funds obligated by the current | Yes
action that needs to be budgeted in this version of the award
budget document.
3) 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.
4) On/Off Campus Field is used to indicate whether the on- or off-campus rate Yes
should be used in the calculation of F&A costs
5) Unrecovered F&A | These two fields are used to set the type of base on which the Yes
6) F&A Rate Type F&A is calculated. The two fields should match. These two fields
are used to set the type of base on which the F&A is calculated.
The two fields should match.
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Make sure to select the appropriate 4) On/Off Campus indicator and the appropriate 5&6) 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

V' a 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
£ %% 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).

Equipment (1 line item) ~ hide
Equipment e

Obligated

Action
Amount

* Object Code Name Description Quantity Change Amount

Add: select M @@ &8 1 0.00 add

2

Capital and Fabricated Equipment
F Ated Equip o B 1 100.00 0.00

Total Amount for Capital and Fabricated Equipment: 100.00

»show] 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.

I. Save budget version for child award(s) for the newly obligated funds. Budget version remains in
"In Progress" status until QA.

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

Rebudgeting funds between child nodes

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.

1

Kuali 1609 60



BOSTON

UNIVERSITY

Kuali Research - User Guide —Award Modifications

k RESEARCHER UNIT CENTRAL ADMIN SYSTEM ADMIN PORTAL GET HELP

Pre-Award Post-Award Pre-Submission C: Post ission Compliance

Welcome, © PoposiDovcopment + & 6 g + 2 2

Search Tasks L] PruPosa\ Log + Q © Award Report Tracking
© Institutional Proposal + Q © Subaward + Q
© Negotiations 4 Q

© IRB Committee + Q
© |ACUC Committee + Q
© Protocol Submissions

© 1ACUG Submissions

© Disclosure
© Event Disclosures

© Al My Negatiati © Non Project Event Disclosures © 1R8 Sehecu a.Sponsor
. i ly Negotiations: Chedules ss Book
What would you like to do? O iz BRI © IACUC Scheduies .
© Annual Event Disclosures an Organizatien
© Undisclosed Events dpportunities
mistic Lock (Locked Records)
© Animals + Q

© Human Participants + Q.

Quicklinks Workflow Business Rules

© Pessimistic Lock © People Flow © Agenda

© Grants.gov Opportunity Lookup ~ © Preferences © Context

© aguress Book © Routing Report © Attribute Definition
© Sponsor Lookup © Rules © Term

© Kayword Lookup © Ruie QuickLinks © Term specification
© Current & Pending Support © Category

© Perform Person Mass Change

© ISRISSR Reporting

© Award Subcontracting Goals and
Expenditures

© Subcontracting Expenditures Data
Generation

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

1
Award Lookupe

Awerd ID:
Sponsor Award ID:

Account ID:

Award StEtus; | select =]
2 Sponsor ID: a
Award Titie:
Investigator. O
Lead Unit ID: =]
Lead Unit S|

Finat

. e O
Dogument SEIUs: Cpyeq

[e]
Both

3 )

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.
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19475 items found. Please refine your search criteria to narrow down your search.
200 gemsrecrieved, dispiaying 1 0 100.FrsuPrev] 1, 2 (Next/Lasd)

AL

Actions Awaraip |>PORSer LeadUnit |, g Unit Account ID |Award Status |Award Title SPONSOT | sor Name Investigator Project Start |Project End | Bocument
Award D |ID D pa Status

open copy meduse View  |100004- e ppraved o ) _‘ e N
i 5 00000154 2442470000 |SPH ENVIRONMENTAL HEALTH i [The Baston Callaborative Oral Cancer Study 300374 |Brown University MICHAEL MCCLEAN (09/15/2007  [03/31/2012  |Final
open copy medusa View  |100007- 7 0000 | SE0 LITERACY & LANG, COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL -~ 2 loais 2 -
e o oooooea07 (1331200000 S0 L B e 300896 |Gallaudet University MARLON H KUNTZE 09/15/2009  [09/14/2010  |Final
open copy meduse View | 100008- o 200000 | SED LITERACY & LANG. COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL on ¢ loarisraon . .
ppen % Jooooonszes (1331200000 (S0 L gy |iesmniaoen 500836 |Gallsudet University MARLOK H KUNTZE 09/15/2010  [08/14/2011 | Final
open copy medusa View  |100008- SED LITERACY & LANG. COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL
i s 1331200000 =0 1" Vs |lomrrege 300836  |Gallaudet University MARLON H KUNTZE (09/15/2010  [09/14/2011  |Final
open copy meduse View  |100005- _ N (CAS LEARNING RESOURCE - lApproved |EAGER: THE ARTENIS PROJECT: EVALUATION AND . o " )
e o ooooozzo 1203430000 || PE ss00236671 [P eion 300374 |Brown University ROBERT L DEVANEY [10/01/2010  [09/30/2011  |Final
open copy meduss View 100019 looc 000w 2570730000 |INST MD-AHEC PROGRAM Closea Mode! State-Supported AHEC Program Ermn [P Ci i IPETER F SHAWY l09/01/2007  |08/31/2010  |Final
Invoices 0001 Wemorial Miedical Center
open copy medusa View | 100013- 12570730000 |INST MD--AHEC PROGRAM fosed Mode! State-Supported AHEC Program 30233 |University of Massachusens PETERFSHAW  (09/01/2007  |08/31/2010  |Final
Invoices 00002 Wemorial Wiedical Center

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.

Contacts Commitments | Budget Versions | Payment, Reports & Terms  Special Review | Custom Data | Comments, Notes & Attachments | Award Actions | History Medusa

~ris] Sponsor
301034
Sponsor I \yNational Instiutes of Health Prime Sponsor:
Sponsor Award ID: Prime Sponsor Award ID:
Modification CFDA Number:
FAIN ID: 1234567889578 NSF Science Code:
Federal Award Year:
<& Project

Major Project: No ARRA Code: No

Conference Grant: No

~nge] Time & Money

Project Start Date: 10/27/2016 Obligation Start Date: 10/27/2016
Project End Date: 10/27/2019 Obligation End Date: 10/25/2017
Federal Award Date:
Execution Date: Modification Date:
Anticipated Direct: $300,000.00 Obligated Direct: $100,000.00
Anticipated F&A: $108,000.00 Obligated FeA: $36,00000
Anticipated Total: $408,000.00 Obligated Total: $136,000.00
Subawards > o
Sponsor Template [o3how
Keywords o

B. Edit the Parent Award — Award Tab.

The Parent Award opens up in an editable state.

An “Award is locked for editing” error appears if someone else is currently working on or worked on a
certain document, such as a Parent Award in this case, within 24 hours of you opening the document.
It is not a hard lock. You may proceed with your modification. If, however, you edit the document and

Kuali 1609 62



BOSTON
UNIVERSITY

Kuali Research - User Guide —Award Modifications

you get a message that reads “A pending version currently exists. Would you like to edit the pending
version,” click “NO” and contact the person who has the document open to determine an appropriate
time for you to open and edit the document.

Document Overview v fide

Document Overview

* Description: 1 Converted Record| X

Explanation: 0
Organization Document Number:

Funding Proposals ¥show
Details & Dates ~ hide

Details and Dates
~mie] Current Action

view history | ©

* Transaction Type: Notice Date: Comments:

select 2 | 3 3

@ The 1) document description should be the first portion of the award title.

On Current Action’s subpanel under Date and Details, select Rebudget as your 2) Transaction Type and
enter any 3) Comments related to the transaction (i.e. Request to rebudget funds from Core A to Core
B).

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.

~hide] Sponsor

301034 [ .
* Sponsor ID: = Prime Sponsor: CNJEs]
NIH/National Institutes of Health

Sponsor Award 1D: 1 Prime Sponsor Award ID:
Modification ID: 2 CFDA Number:
FAIN ID: | 1234567889978 NSF Science Code:  select v

Federal Award Year:
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C. Complete Comments, Notes and Attachments

Award || Contacts Commitments Budget Versions Payment, Reports & Terms | Special Review | Custom Data] Comments, Notes & Attachments | Award Actions || History | Medusa

Enter any comments (viewable by PI/DA) as applicable. Your comments from the previous version will
appear in the Comments Panel. Add current transaction comments and modify/delete prior comments
according to standard procedure. Permanent comments that span the life of an award should not be
deleted.

: 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 Choose File pop-up window and click 4) Add to upload the document onto the record.

Attachments (1)  hide

Add Attachment ™
Last Update: Update By: * Attachment Type: Description: File Name: Actions
Add: 1 select v 2 3 Browse... add 4
1 11/03/2016 01:12 PM REILLY, MEGHAN E Notice of Award Year 1 (= ¥ Draft Agreement.docx view || delete
Data Quality SOP Definition / Use Required
1) Attachment Type Select appropriate attachment type. Yes
2) Description An attachment description is populated to help ROSA, Yes

OSP and PAFO RAs identify the different attachments
uploaded to an award document throughout the life of
an award. Standard should be: Date Uploaded:
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Transaction Type_Dollar Amount (if applicable)_End
Date of Budget Period”

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 | Comments, Notes & Attachments | Award Actions [ History | Medusa

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

=@

Data Validation

Hierarchy Actions

Award Hierarchy Sync

Ad Hoc Recipients

Route Log

Super User Action

Transmit to SAP

»»»»»

>>>>>

»»»»»

»»»»»

»»»»»

>>>>>

»»»

E. Modify data on existing child awards

If Sponsor Award ID or Prime Sponsor Award ID has been updated on the notice of award for the
Rebudget, the Sponsor Award ID fields need to be updated on all child awards with changes to dates and
dollars with the due to the Rebudget. Edit and finalize applicable child awards by completing steps A, B,
and D above. The Transaction Type for the new version of the child record(s) should also be set to
Rebudget.

If the status of a particular child changes due to the transaction, the field also needs to be updated on
the child records.

Depending on the award status value selected at the child, the account in SAP will be set to open
= or closed. Function of award status at the child are:

KCRM Child Status SAP Sponsored Program
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Pre-Award not Billable Open, plus a flag at the grant level indicating that manual
intervention is required.

Pre-Award Billable Open

Approved Award Open

Pre-Close Open (sent to BW for informational purposes only)

Department / OSP Not valid status choices at the child level

PAFO / OSP Not valid status choices at the child level

Compliance Hold Open; all expense sponsored classes turned off.

Closed Closed — both exp & rev

Cancelled Closed — both exp & rev

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.

KC Award e

Award | Contacts = Commitments | Budget Versions | Payment, Reports & Terms | Special Review | Custom Data | Comments, Notes & Attachments | Award Actions | History = Medusa

1 [time & money NN FIMINEIE=E]
Y

The Time and Money document will open in a read-only state. Scroll to the bottom and click on the Edit
button.

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 award 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:
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Data Quality SOP Definition / Use Required

7) Obligation Edited as needed to reflect the effective date of the current Yes
Start Date budget period as defined by the sponsor.

7) Obligation End | Edited as needed to reflect the end date of the current budget Yes
Date 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 Rebudget.

e
Document Overview ~ hide
Document Overview
* Description: 1 timeandmoney document
Explanation “
Organization Document Number
Award Hierarchy = ide
Award Hierarchy o
Transaction Type Code Notice Date Comments
2 ‘ select v ‘ 3 = 4 4
Go TD:‘ 204927. [v] ‘ (@ current () pending ‘ Totals ﬂ‘
2 Nodes: & Collapse All & Expand All Oblg. Start Oblg. End Project End Oblg. Direct Oblg. FaA Oblg. Total Ant. Direct Ant. FaA Ant. Total
(=3
G200 21000 L RERHILERL TN G IS S RRUIECTHBARAC ER ENY 10/27/201¢ [F| 10/25/201° [F| 10/27/201¢[F  100,000.00 36,000.00 135,000,00 300,000.00 108,000.00 408,000.00
7
G200 27 000021 L ENHIEERL KT CEHIS A RO ECT AN AC ERENT 10/27/201¢ [ 10/25/201° [H| 10/27/201¢[H  100,000.00 36,000.00 136,000,00 300,000.00 108,000.00 405,000.00
Transactions (204927-00001) ¥ show
Direct/F&A Funds Distribution (204927-00001) ¥ show
Summary (204927-00001) ¥ show
Ad Hoc Recipients ¥ show
Route Log ¥ show
submit ) save ) reioad )( blanket approve ) (ciese ) (_cancel
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8
Time And Money | Action Summary and History

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

= Summary and History Tabs 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) Use the dropdown menu to select the appropriate
Award ID (i.e. 100587-00002) and click GO.

G. Update Direct and F&A Distribution Panel as needed

Direct/F&A Funds Distribution (204931-00001) ~ hide

Direct/F&A Funds Distribution

Project Start Date: 10/28/2016 * Project End Date: 10/26/2018 o

Obligated Total: $136,000.00 Anticipated Total: $408,000.00

* Start Date * End Date * Direct Cost * F&A Cost Actions

Add: 2] = 0.00 0.00 add
1 10/28/2016 T 10/27/2017 ] 100,000.00 36,000.00
2 10/28/2017 0 10/27/2018 ] 100,000.00 36,000.00
3 10/28/2018 T 10/27/2019 =] 1 100,000.00 36,000.00
4 10/28/2019 G 10/28/2019 & 2 0.00 0.00 delete

Total: $300,000.00 $108,000.00
recalculate
Total Anticipated (Direct + F&A): $408,000.00 3

/S 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.

y

H.

I. Create a transaction(s) for the Rebudget and finalize the Time and Money document

Complete all the required information on the Transactions Panel (budget period, nodes, obligated
and anticipated amounts) and click Add. The Source Award is the child node from which the funds
are being removed. The Destination Award is the child node to which the funds are being added.
Repeat this step if the Rebudget of funds needs to be processed for more than one child.
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Tea

ions (204917-00001)

Pending Transactions P

Obligated Direct Changs Obligated FaA Change Antic

Anticipated FBA Change Actions.

o \:w]_j\ 2 & a4 0.00 5 0.00 6 E mc‘m 7 on =
/‘ The Source and Destination Award must be a child at the lowest level of the hierarchy. A parent
L. \-, award, as well as any other group node with child awards beneath it, may not hold distributable
funds.

Scroll down to the bottom of the screen and click the Submit 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 || Contacts Commitments) Budget Versions | Payment, Reports & Terms | Special Review | Custom Data Comments, Notes & Attachments | Award Actions | History | Medusa

On the Budget Versions panel, enter a 1) Name for the version of the budget and 2) click New. Please
note that Budget Versions are now associated with the 3) Award Version.

Budget Versions (204931-00001:) ~ hide

Budget Versions

o
Version # Direct Cost F&A Total Budget Status Award Budget Type Actions
Add: 1 2 —
~hide] NEW 1 000 000 000 In Progress [v] New v open | [copy
3 Award Version 1 F&A Rate Type:
Cost Sharing: 0.00 Last Updated: Nov 3, 2016 3:55:34 PM
Unrecovered F&A: 0.00 Last Updated By: mereilly

Comments:

[Cshow All Budgets

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.
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Budget Overview ~ hide

Budget Overview e
Account ID: Obligation Start Date: 10/28/2016
Award ID: 204931-00001 Obligation End Date: 10/28/2017
Budget Version Number: 1 Obligated Previous: 0.0
Budget Ttals: Obligated Change: 0.00
Award Budget Type: New 3 Obligated Total: 0.00
Award Budget Status: In Progress 5 Unrecovered F & A Rate Type: = select: ﬂ
On/off Campus: | Default 4 ~ 6 F&A Rate Type:  select N
Description: | New
Comments: &0
Data Quality SOP Definition / Use Required
1) Obligated This field is automatically populated from the Time and Money Yes
Previous Document, and displays the previous cumulative amount of funds

that have been obligated to this account to date. On new awards
amount is zero.

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

3) 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.

4) On/Off Campus Field is used to indicate whether the on- or off-campus rate Yes
should be used in the calculation of F&A costs
5) Unrecovered F&A These two fields are used to set the type of base on which the Yes

6) F&A Rate Type F&A is calculated. The two fields should match. These two fields
are used to set the type of base on which the F&A is calculated.
The two fields should match.

Make sure to select the appropriate 4) On/Off Campus indicator and the appropriate 5&6) Rate Types
for both the F&A and Unrecovered F&A.

7~

‘ 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.
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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

Equipment o

Obligated

Action
Amount

* Object Code Name Description Quantity Change Amount
Add: select v @@ V3 1 0.00 add

Capital and Fabr\cejted Equipment (3 2 1 100.00 0.00

Total Amount for Capital and Fabricated Equipment: ~ 100.00

vshow] 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.

K. Save budget version for child award(s) for the newly obligated funds. Budget version remains in
"In Progress" status until QA.

Repeat Step J and K for all child awards with newly obligated funds.

Follow the same steps outlined for the budget document in the De-obligation section of this document
to complete the De-Obligation of the Rebudget.

Rebudgeting funds within a single child node

A. Request to move funds from one budget line item to another within the same child award or
from one child award to another. Search for and open Parent Award for which a Rebudget 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.
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k RESEARCHER UNIT CENTRAL ADMIN SYSTEM ADMIN PORTAL GET HELP

Pre-Award Post-Award Pre-Submission C: o Jission Compliance
welcome; © Proposal Development + @ © Award + Q © IRB Committee + Q.
Search Tasks © ProposalLog + Q © Award Report Tracking © Distlosure © IACUC Commitiee 4 Q

© Institutional Proposal + Q © Subaward + Q
© Negotiations 4 Q

© Protocol Submissions

© Event Disclosures
© 1ACUG Submissions

© Al My Negatiati © Non Project Event Disclosures © 1R8 Sehecu a.Sponsor
. i ly Negotiations: Chedules ss Book
What would you like to do? O iz BRI © IACUC Scheduies .
© Annual Event Disclosures an Organizatien
© Undisclosed Events dpportunities
mistic Lock (Locked Records)
© Animals + Q

© Human Participants + Q.

Quicklinks Workflow Business Rules

© Pessimistic Lock © People Flow © Agenda

© Grants.gov Opportunity Lookup ~ © Preferences © Context

© aguress Book © Routing Report © Attribute Definition
© Sponsor Lookup © Rules © Term

© Kayword Lookup © Ruie QuickLinks © Term specification
© Current & Pending Support © Category

© Perform Person Mass Change

© ISRISSR Reporting

© Award Subcontracting Goals and
Expenditures

© Subcontracting Expenditures Data
Generation

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 Lookupe

Awerd ID:
Sponsor Award ID:

Account ID:

Award StEtus; | select =]
2 Spansor ID: 3@
Awrd Tite:
Investigator. O
Lead Unit ID: @
Lead Uit s@

Finat

. e O
Dogument SEIUs: Cpyeq

[e]
Both

3 _.,. =

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.
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19475 items found. Please refine your search criteria to narrow down your search.
200 gemsrecrieved, dispiaying 1 0 100.FrsuPrev] 1, 2 (Next/Lasd)

AL
Actions Awaraip |>PORSer LeadUnit |, g Unit Account ID |Award Status |Award Title SPONSOT | sor Name Investigator Project Start |Project End | Bocument
Award D |ID D pa Status
open copy meduse View  |100004- e ppraved o ) _‘ e N
i 5 00000154 2442470000 |SPH ENVIRONMENTAL HEALTH i [The Baston Callaborative Oral Cancer Study 300374 |Brown University MICHAEL MCCLEAN (09/15/2007  [03/31/2012  |Final
open copy medusa View  |100007- 7 0000 | SE0 LITERACY & LANG, COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL -~ 2 loais 2 -
e o oooooea07 (1331200000 S0 L B e 300896 |Gallaudet University MARLON H KUNTZE 09/15/2009  [09/14/2010  |Final
open copy meduse View | 100008- o 200000 | SED LITERACY & LANG. COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL on ¢ loarisraon . .
2 [ % Jooooonszes (1331200000 (S0 L gy |iesmniaoen 500836 |Gallsudet University MARLOK H KUNTZE 09/15/2010  [08/14/2011 | Final
open copy medusa View  |100008- SED LITERACY & LANG. COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL
i s 1331200000 =0 1" Vs |lomrrege 300836  |Gallaudet University MARLON H KUNTZE (09/15/2010  [09/14/2011  |Final
open copy meduse View  |100005- _ N (CAS LEARNING RESOURCE - lApproved |EAGER: THE ARTENIS PROJECT: EVALUATION AND . o " )
e o ooooozzo 1203430000 || PE ss00236671 [P eion 300374 |Brown University ROBERT L DEVANEY [10/01/2010  [09/30/2011  |Final
open copy meduss View 100019 looc 000w 2570730000 |INST MD-AHEC PROGRAM Closea Mode! State-Supported AHEC Program Ermn [P Ci i IPETER F SHAWY l09/01/2007  |08/31/2010  |Final
Invoices 0001 Wemorial Miedical Center
open copy medusa View | 100013- 12570730000 |INST MD--AHEC PROGRAM fosed Mode! State-Supported AHEC Program 30233 |University of Massachusens PETERFSHAW  (09/01/2007  |08/31/2010  |Final
Invoices 00002 Wemorial Wiedical Center

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.

Contacts Commitments | Budget Versions | Payment, Reports & Terms  Special Review | Custom Data | Comments, Notes & Attachments | Award Actions | History Medusa

~ris] Sponsor
301034
Sponsor I \yNational Instiutes of Health Prime Sponsor:
Sponsor Award ID: Prime Sponsor Award ID:
Modification CFDA Number:
FAIN ID: 1234567889578 NSF Science Code:
Federal Award Year:
<& Project

Major Project: No ARRA Code: No

Conference Grant: No

~nge] Time & Money

Project Start Date: 10/27/2016 Obligation Start Date: 10/27/2016
Project End Date: 10/27/2019 Obligation End Date: 10/25/2017
Federal Award Date:
Execution Date: Modification Date:
Anticipated Direct: $300,000.00 Obligated Direct: $100,000.00
Anticipated F&A: $108,000.00 Obligated FeA: $36,00000
Anticipated Total: $408,000.00 Obligated Total: $136,000.00
Subawards > o
Sponsor Template [o3how
Keywords o

B. Edit the Parent Award — Award Tab.

The Parent Award opens up in an editable state.

An “Award is locked for editing” error appears if someone else is currently working on or worked on a
certain document, such as a Parent Award in this case, within 24 hours of you opening the document.
It is not a hard lock. You may proceed with your modification. If, however, you edit the document and
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you get a message that reads “A pending version currently exists. Would you like to edit the pending

version,” click “NO” and contact the person who has the document open to determine an appropriate
time for you to open and edit the document.

Document Overview v fide

Document Overview

* Description: 1 Converted Record| x

Explanation: 0
Organization Document Number:

Funding Proposals ¥show
Details & Dates ~ hide

Details and Dates

view history | @
~mie] Current Action

* Transaction Type: Notice Date: Comments:

select 2 |

@ The 1) document description should be the first portion of the award title.

On Current Action’s subpanel under Date and Details, select Rebudget as your 2) Transaction Type and
enter any 3) 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.

~mnige] Sponsor

CN
* Sponsor ID: 301034 2 Prime Sponsor: GV x|
NIH/National Institutes of Health

Sponsor Award 1D: 1 Prime Sponsor Award ID:

Modification ID: 2 CFDA Number:

FAIN ID: 1234567889978 NSF Science Code:  select v

Federal Award Year:

C. Complete Comments, Notes and Attachments
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Award || Contacts Commitments Budget Versions Payment, Reports & Terms || Special Review | Custom Datl Comments, Notes & Attachments IAward Actions | History | Medusa

Enter any comments (viewable by PI/DA) as applicable. Your comments from the previous version will
appear in the Comments Panel. Add current transaction comments and modify/delete prior comments
according to standard procedure. Permanent comments that span the life of an award should not be
deleted.

: 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 Choose File pop-up window and click 4) Add to upload the document onto the record.

Attachments (1) ~ hide

Add Attachment °
Last Update: Update By: * Attachment Type: Description: File Name: 3 Actions
Add: 1 select ~ 2 s | Browse.. R |
1 11/03/2016 01:12 PM REILLY, MEGHAN E Notice of Award Year 1 (=) KDraf(AgrEEmen(.dO[x view |[delate
Data Quality SOP Definition / Use Required
1) Attachment Type Select appropriate attachment type. Yes
2) Description An attachment description is populated to help ROSA, Yes

OSP and PAFO RAs identify the different attachments
uploaded to an award document throughout the life of
an award. Standard should be: Date Uploaded:
Transaction Type_Dollar Amount (if applicable)_End
Date of Budget Period”
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D. Finalize version of the Parent Award

Award Contacts | Commitments Budget Versions | Payment, Reports & Terms Special Review Custom Data | Comments, Notes & Attachmentg = Award Actions istory Medusa

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

Y-

Data Validation P show
Hierarchy Actions » show
Award Hierarchy Sync » show
Print > show
Ad Hoc Recipients » show
Route Log ¥ show
Super User Action » show

Transmit to SAP st 1

send notification save reload blanket approve ) (‘close [ cancel v

E. Review Time and Money document, Hierarchy and obligated amounts. Note: A T&M action will
only be needed if the rebudget results in a change of direct/indirect split.

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.

KC Award e

Award | Contacts = Commitments = Budget Versions = Payment, Reports & Terms | Special Review | Custom Data | Comments, Notes & Attachments | Award Actions | History | Medusa

[time & money NN FIMINEIE=E]
Y

The Time and Money document will open in a read-only state. Scroll to the bottom and click on the Edit
button.
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5

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 award 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
7) Obligation Edited as needed to reflect the effective date of the current Yes
Start Date budget period as defined by the sponsor.
7) Obligation End | Edited as needed to reflect the end date of the current budget Yes
Date period as defined by the sponsor.
Review the 6) obligated amounts at each child and the roll up amounts at the parent.
e
Document Overview
* Description 1 timeandmoney document
Explanation “e
Organization Document Number:
Award Hierarchy ~ hide
Award Hierarchy e
Transaction Type Code Notice Date Comments
[see 2 M| 3 ez} 4 P
Go Toz| 20432 | (o) current " pending | Totels v |
2 Nodes: E Collapse All & Expand All Oblg. Start Oblg. End Project End Oblg. Direct Oblg. F&A Oblg. Total Ant. Direct Ant. FRA Ant. Total
(=3
(O ZERETELII0M § 6 1%, DTVAES (L (1 & DS R EET L EE BT 10/27/201¢ [ 10/25/201° [FH| 10/27/201+ & 100,000.00 36,000.00 136,000.00 300,000.00 108,000.00 408,000.00
7 6
(O ZOEEETETII0E § 8 02, IAE (L (1T & DR CREEET e AEE BT 10/27/201¢ [ 10/25/201° [FH| 10/27/201+ & 100,000.00 36,000.00 136,000.00 300,000.00 108,000.00 408,000.00
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Transactions (204927-00001)  [»show

Direct/F&A Funds Distribution (204927-00001)  [»show
Summar y (20a927-00001)  [sshow
Ad Hoc Recipients

»»»»»

Routelog  [sshom

Another review step that may assist in adequately obligating new funds is to review the 8) Action
= Summary and History Tabs. When a Time and Money document is originally opened, all of the
Panels represent information for the Parent. To view these panel for another node in the

hierarchy, use the dropdown menu to select the appropriate Award ID (i.e. 100587-00002) and
click GO.

8
Time And Money | Action Summary and History

F. Update Direct and F&A Distribution Panel as needed

G. 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 || Contacts Commitments ] Budget Versions | Payment, Reports & Terms | Special Review | Custom Data Comments, Notes & Attachments | Award Actions | History | Medusa

On the Budget Versions panel, enter a 1) Name for the version of the budget and 2) click New.
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Budget Versions (204931-00001:)

Budget Versions

Version #

Add: 1

> hide] NEW 1

Award Version 1
Cost Sharing: 0.00
Unrecovered F&A: 0.00

Comments:

~ hide

Direct Cost

F&A

Total

Budget Status

In Progress [v]
F&A Rate Type:
Last Updated: Nov 3, 2016 3:55:34 PM

Last Updated By: mereilly

Award Budget Type

New

2]

Actions
2 =
3 [emirem

[Jshow All Budgets

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.

Click the 3) 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

Budget Overview

~ hide

2]
Account ID: Obligation Start Date: 10/28/2016
Award ID: 204931-00001 Obligation End Date: 10/28/2017
Budget Version Number: 1 1 obligated Previous: 0.0
Budget Totals: 2 Obligated Change: 0.00
Award Budget Type: New Obligated Total: 0.00
Award Budget Status: In Progress 5 Unrecovered F & A Rate Type: = select: ﬂ
4 on/off Campus: | Default [v] F&A Rate Type:  select: [v]
Description:  New 6
Comments: &0
Data Quality SOP Definition / Use Required
1) Obligated This field is automatically populated from the Time and Money Yes
Previous Document, and displays the previous cumulative amount of funds
that have been obligated to this account to date.
2) Obligated Change | This field represents the change of funds obligated by the current | Yes

action that needs to be budgeted in this version of the award
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budget document. Note: For a Rebudget within a single child
this value will always be 0.00.

3) 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.

4) On/Off Campus Field is used to indicate whether the on- or off-campus rate Yes
should be used in the calculation of F&A costs
5) Unrecovered F&A | These two fields are used to set the type of base on which the Yes

6) F&A Rate Type F&A is calculated. The two fields should match. These two fields
are used to set the type of base on which the F&A is calculated.
The two fields should match.

Make sure to select the appropriate 4) On/Off Campus indicator and the appropriate 5&6) Rate Types
for both the F&A and Unrecovered F&A.

e
/ \

Reference. To complete this version of the budget document, follow similar steps found in the
e 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 (Period 1) ~ hide

Budget Overview (Period 1)
@Period 1 Start Date 10/28/2016 Budget Amount 0.00 -]
@Period 1 End Date 10/27/2017 Obligated Amount 0.00
Direct Cost 1,000.00
F&A Cost 645.00 Unrecovered F&A 0.00

Total Sponsor Cost 1,645.00 Cost Sharing 0.00
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Personnel (ONLY IF PERSONNEL TAB IS NOT USED) (1 line item) e

Personnel (ONLY IF PERSONNEL TAB IS NOT USED)
+ Object Code Name Description Quantity Change Amount Obligated Amount  Action
Add: select @ & 0.00 )
Cther Personnel - Non 8D [ “ L0000 om0
1 (=
Total Amount for Gther Personnel - Non-PD: 1,000.00
=hie] Line Item Details
* Start Date | 10/28/2016 o Unrecovered F&A 0.00
* End Date | 107272017 ] Cast sharing 000
Apply Inflation? Yes On/Off Campus Yes
Budget Category | Other Personnel - Non-PD Submit Cost Sharing? ]
Budget Justification Notes &
[=ow] Rate Classes
oo o Tt gt | | eync 5 paricd ot e [ o o Gt et it

Equipment Sinow

Travel e

Travel @

* Object Code Name Description Quantity Change Amount Obiigated Amount Action

Add: select vE & 0.00 =]

H. Save budget version for child award. Budget version remains in "In Progress"
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status until QA.

81



UNIVERSITY

Kuali Research - User Guide —Award Modifications

Administrative Change

An administrative change is a non-financial modification to an award that is initiated by the sponsor (i.e.
Change in PI) or by internal BU processes (i.e. changing the status of a parent or child 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.

X RESEARCHER UNIT CENTRAL ADMIN SYSTEM ADMIN PORTAL GET HELP

Pre-Award Post-Award Pre-Submission C: Post ission Compliance
\X/e[come, © Proposal Development + Q. © Award + Q 2 © IRB Committee + Q
Search Tasks © Proposal Log + Q © Award Report Tracking © Disclosure © IACUC Committee 4+ Q

© Institutional Proposal 4+ Q © Subaward + Q © Protocol Submissions

© Event Disclosures
© Negotiations + Q

© 1AGUG Submissions

© Al My Negotia © Non Project Event Disclosures © IR S hedul 2 Sponsor
What would you like to do? v Negentions © Submitied Disclosures cheduies ss Book
o WEEE YEE ! © 1ACUC Schedules o "
© Annual Event Disclosures an Organization
© Undisclosed Events dpportunities
mistic Lock (Locked Records)
© Animals + Q

© Human Participants + Q

Quicklinks Workflow Business Rules

© Pessimistic Lock © People Flow © Agenda

© Grants.gov Opportunity Lookup @ Preferences © Context

© Address Book © Routing Report © Attribute Definition
© sponsor Lookup © Rules © Term

© Kayword Lookup © Ruie QuickLinks © Term specification
© Current & Pending Support © Category

© Perform Person Mass Change

© |SR/SSR Reporting

© Award Subcontracting Goals and
Expenditures

© subcontracting Expenditures Data
Generation

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

Award ID:

Sponsor Award ID:

Account ID:

Award Status: | selec L@
Sponsor ID: =]
Award Title:

Investigator. R
Lead Unit ID: 3@
Lead Unit: 3@
Final

- atus
Document Status: & oy
o
Both

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.

1475 ivems found. Please refine your sesrah criteria 1o narrow down your search,
2Dﬂ4&m; retrieved, displaying 1 to 100.[First/Prev] 1, 2 [Next/Last]

XL Sponser Lead Unit Sponsor Project Start |Project End | Document
Actions Awaraip GRS Lead Unit |Account ID |Award Status |Award Title Y Sponsor Name Investigator e Do o
open copy meduse View  |100004- - o pproved ] N N
e o003 (0900154 (2442470000 [SPH ENVIRONMENTAL HEALTH - [The Boston Callaborative Oral Cancer Study 300374 |Brown University MICHAEL MCCLEAN (09/15/2007  [03/31/2012  |Final
open copy medusa View  |100007- SED LITERACY & LANG, COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL , -
ppen . 1331200000 0L el ] 300836  |Galleudet University MARLON H KUNTZE (09/15/2003  [09/14/2010  |Final
open copy meduse View  |100008- SED LITERACY & LANG. COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL . ¢ loarisraon o .
pPen @ o 1331200000 0L Cosegy|EAmNG42) 300836  |Galleudet University MARLON H KUNTZE (09/15/2010  [08/14/2011  |Final
open copy medusa View  |100008- SED LITERACY & LANG. COUNS & PAFO/OSP |LEARNING CENTER IN VISUAL LANGUAGE AND VISUAL
e docas (0000019768 (1331200000272 el 30083  |Gallaudet University MARLON H KUNTZE (09/15/2010  [09/14/2011  |Final
open copy meduse View  |100008- _ N (CAS LEARNING RESOURCE o APPrOved |EAGER:THE ARTEMIS PROJECT: EVALUATION AND - — ~ ,
i o ooooos7o 1203430000 | S5 PEE 9500236671/, oo 300374 |Brown University ROBERT L DEVANEY [10/01/2010  [09/30/2011  |Final

=0 ) po—
o eryEim e |RLE 12570730000 | INST MD--AHEC PROGRAM Closed Mode! State-Supported AHEC Program g [LlErCTEEems PETERFSHAW  (09/01/2007  |08/31/2010  |Final
Invoices 0001 Memorial Wiedical Cener

Y Y fon
open copy medusa View 100018 50000093 30000 |INST MD--AHEC PROGRAM fosed Model State-Supported AHEC Program 02323 |University of Massachusers PETERFSHAW  [09/01/2007  |08/31/2010  |Final
Invoices 00002 Wemorial Wiedical Center

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.
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i) Sponsor

@) Project

~hse] Time & Money

Subawards

Sponsor Template

Keywords

01034
SPONSOF 10 1 hational Insticurces o Healh

Prime Sponsor:
Sponsor Award ID: Prime Sponsor Award ID:
Modification ID: CFDA Number:
FAIN ID: 1234567889978 NSF Sclence Code:

Federal Award Year:

Major Project: No

ARRA Code: No
Conference Grant: No

Project Start Date: 10/27/2016

Obligation Start Date: 10/27/2016
Project End Date: 10/27/2019

Obligation End Date: 10/25/2017
Federal Award Date:
Execution Date:

Modification Date:
Anticipated Direct: $300,000.00

Obligated Direct: §100,000.00
Anticipated F&A: $108,000.00

Obligated F&A: $36,000.00
Anticipated Total: $408,000.00

Obligated Total: $136,000.00

B. Edit the Parent Award — Award Tab.

The Parent Award opens up in an editable state.

'\ An “Award is locked for editing” error appears if someone else is currently working on or worked on a

£ &\ certain document, such as a Parent Award in this case, within 24 hours of you opening the document.
It is not a hard lock. You may proceed with your modification. If, however, you edit the document and
you get a message that reads “A pending version currently exists. Would you like to edit the pending

version,” click “NO” and contact the person who has the document open to determine an appropriate
time for you to open and edit the document.

Document Overview

Document Overview

* Description:

Organization Decument Number:
Funding Proposals

Details & Dates

Details and Dates
~mie] Current Action

* Transaction Type:

select 2 ﬂ

Kuali 1609
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@ The 1) document description should be the first portion of the award title.

On Current Action’s subpanel under Date and Details, select Administrative Change as your 2)
Transaction Type and enter any 3) 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.

~hide| SPoONsor
301034 LY
* Sponsor ID: Q Prime Sponsor: GV £
NIH/National Institutes of Health
Sponsor Award ID: 1 Prime Sponsor Award 1D:
Modification 1D: 2 CFDA Number:

FAIN ID: | 1234567889978 NSF Science Code:  select ]

Federal Award Year:

C. Complete Comments, Notes and Attachments

Award || Contacts Commitments Budget Versions Payment, Reports & Terms || Special Review | Custom Data lCommems Notes &Anachmentsl Award Actions | History | Medusa

Enter any comments (viewable by PI/DA) as applicable. Your comments from the previous version will
appear in the Comments Panel. Add current transaction comments and modify/delete prior comments
according to standard procedure. Permanent comments that span the life of an award should not be
deleted.

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.
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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 Choose File pop-up window and click 4) Add to upload the document onto the record.

Attachments (1) ~ hide

Add Attachment °

Last Update: Update By: Description: File Name: 3 Actions,

Add: 1 select ~ 2 & | Browse... aad

REILLY, MEGHAN E

* Attachment Type:

1 11/03/2016 01:12 PM Notice of Award Year 1 (&) 3 Draft Agreement.docx viev | delate.

reload ) (clase

Data Quality SOP Definition / Use Required
1) Attachment Type Select appropriate attachment type. Yes
2) Description An attachment description is populated to help ROSA, Yes

OSP and PAFO RAs identify the different attachments
uploaded to an award document throughout the life of
an award. Standard should be: Date Uploaded:
Transaction Type_Dollar Amount (if applicable)_End
Date of Budget Period”

D. Finalize the version of the Parent Award

Award | Contacts Commitments Budget Versions Payment, Reports & Terms | Special Review | Custom Data Comments, Notes & Attachments Award Actions | History | Medusa

To finalize the parent award, click on the 1) Submit button found on the Document Action Command
buttons found at the bottom of the page.
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Datavalidation ~ [rshow
Hierarchy Actions  [reow

Award Hierarchy Syne ~ [kshow

Ad Hoc Recipients ~ [rshow
Routelog [rshow
Super UserAction  [rsnow

TransmittesaP ~ [kshow 1

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. Modify data on existing child awards as applicable.

Other master data fields, such as general comments are liable to change during an Administrative
2 Change that was initiated internally.

/S It is only necessary to edit child awards if master data fields need updating. The Transaction Type
L

% does not need to be updated on all child records, only on the records that need the above listed
fields updated.

Administrative Changes is to be used for non-financial changes to an award. If dates or dollars of an
award are affected, follow the appropriate instructions found on this document (i.e. Increment, De-
Obligation, etc) and complete the Time and Money document and Budget Version document.
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