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Applicable cases

The Award Logging process documents the receipt of an award document (Award Letter or

Contract) from a sponsor. This Process must be completed whether receipt is electronic or

via mail /fax.

Data Needed to Complete this Process

The following Data are needed to successfully complete this process:

The Project title

The Sponsor Information: Name

The PI information: Full Name, Assigned Department

The Award Number: Can be found on the Award Document
The Award Date: The date the award document was received
The Award Type

Anticipated Period of Performance

Authorized Period of Performance

0CG sequential Mod Number, plus the Mod Number as provided by the Sponsor
The Proposal Number

Award Specialist Information

Table of Contents

1

2

7

8

Step 1 — Identify the Proposal........ ettt sttt e e e s 2
Step 2- Verify the Opened Proposal is the Right One.......ccccoceeeeveivicieceerece e 4
Step 3- Attach the Award Documents to the Proposal’s Record.........ceeevveveececvececeseseesenene 5
Step 4- NEW AWARDS--Enter Award Information in the Sponsor Screen..........cccccveceeeeneeee. 7
Step 5- NEW AWARDS--Update the Proposal Status to: “AWARD RECEIVED".............c..c...... 8
Step 6 - View the Budget INformation.........cccce oottt e 9
Step 7- Create the AWard RECOId... ..ottt st et st v s 10
Step 8- Update the Award Increment Status in the AT(Award Tracking) Module.................. 14

DY E LT To) o TP RPN 16



Standard Operation Procedures (SOP):

Step 1: Identify the Proposal.

Identifying the proposal submission record to which the award document belongs is
crucial. This will be done using combinations of the following information on the Search
Screen: (1) the award number, (2) the project title, (3) sponsor name, (4) PI name, (5) the
proposal number, (6) and/or the proposal status [“Submitted” or “Award Received”], or
any other defining data item.

a) MATCH: Go to step 2 if a matching Proposal is found.

b) NO MATCH: If there is no match, then complete the steps for Award Without a

Proposal Record (Refer to SOP RASP Logging on how to log a RASP proposal).

1-1 | Click My Proposals.

B¢ 2]

Exit Help

l My Proposals

l My Awards

| My Human Subjects

I My Profile

Administrative Notes...
Click here to leave feedback

I Administration |

1-2 | Click Search For.

My Proposals
5 Show/List

;’ Search For
Create New PT Record

M Report On

T WorkFlow Admin
©) Help - PD
@) Help - PT




1-3 | Input search criteria to locate the desired PT Record and click Locate button.
mroposalsigSenrch ton Clik after entering the search Criteria =
Use * for wildcard in one or more the Field bellow.

Property Value
Proposal number EI I Project Number
Sponsor,fSchemEI f I Set Proposal Status I—=| E Jlny T
PI r—FI5Et Primary Assoc Deptl Set I | criteria I
¥ Show Additional Search Options ¥
| Additional Search Fields
Title EI [ I Project Status I E]
Sponsor Type Sponsor Type Deadline =
Sponsor Program # Requested Start Date] [=]
PI Department Requested End Date | =]
Investigator "" Awarded Start Date II_E
Investigator Dept. bESE’E‘»TE’( Name Awarded End Date I——E
Award Number ml il I Award Date =
Protocol Number Grants.gov ID #
Proposal Type | (=) Sub Contractor #
Approval Date = Originating Sponsor  Sponsor Name
Activity Code | =]
4 Hide Additional Search Options &
1-4 | Find the matching PT Record and Open it in Edit mode:

|TE5T—2'E|13—CICIC|5 I TEST PROPOSAL Research proposal title

Tester, Investigator

i i
Fwd Del

@ 0

) 1540853/ Award# " -May-2013
Project Title j-May-2013

Department of Energy

‘ﬂ;,a =

Edit View

Research proposal title

On the Proposal Listing, verify that the Project Title, PI, Sponsor, Dates and

Award/Proposal #s (is shown) match the information on the award document.

If uncertain which record should be used, gather more information before

2-
proceeding. See Logging Clarifications.
3-
proposal type), until a pop up appears.
4.-

opened in a new window).

To open the record, hover the cursor over the yellow folder on the left (next to

Click on Edit to open the Summary folder screen of the Proposal record (it will be




Step 2 — VERIFY that the OPENED PROPQOSAL is the RIGHT one.

2-1 | On the Summary folder screen, verify that the Proposal Type (1), Project Title (2), PI
(3), and Sponsor (4) match the information on the award document.

NG
B @® @ 9 @ G i=w09m-7ET PROPOSAL Chscti: Dynamics asd Advanced Compiaton for Beans and Accaleratar E " proposal |
Dirq S o Hake S Hutg Lot ol Tmeestigotar Tester - LOGES — CIFG [Dapariment of Energyl TEST-20L3-0005
Frapasal TEST-1013-0035 iR Pt
-0 Submiasioral) I Il I
&[] Resewul i Laak Upcisted: 10-Hay-2041 £10:13 PR |l | . Awarsed 7]
) Sunmany - Sl s M ! Pl o AT
3 S 7] i
B - TEST-2013-D0S IE] 1540853 LEamas
[Se i @ @ ] &
- ' 2e-Rpr-a023
1) SubrSarrcia (1)
- N Cnietim T s Trpe Dnieiim Tim
il 7] & 7] m
#-L) Attachrmenis 1] 03-Dnc-3028 Crasisges : 5:00 PM
1 Satus Hinory 7 S
By Acd K BT 12 &
- e ) FEMT-T: D3] Mowrssin Srandard Time B
{23 Firancials 12} a.-ﬁ_
- m
(a1 L i}
1 Raindad Fropoanis (3 B
L Aty o 0 N
=L Mtachrrerts 151 Vil Covwwnd | sary || Ao e ke o W nicas
{3 Castacis 1 g i]
[ 3 TEST P0FGEAL Draatis Dyramics snd Advanced Gampetatian for Baans
asd Aviderators
lﬁ“‘r
TESTHEWPROIFCRENTES
[Eo Y
E.




Step 3: Attach the award documents to the PROPOSAL record.

3-1 | For proposal numbers automatically assigned from InfoED, determine Sponsor Type.

1552127 - CU MMC MMHMAP Data Technology for Monitoring and Analysis 2015-2016

E E 0 @ E E' Mr. Philip Goldstein - 10112 -- MUSEUM-ADMINISTRATION (Marine Mammal 15-09-0062

Done Save Help History Access Hide UnLock | Commission)

Proposal 15-09-0062 Edit Mode
(=) Submissions (1)
ED Ne.p,-@ Marine Mammal Commission Change I Sponsor Type - Federal
-0 Summary NG G
MMC15-267
_) Personnel (1) —_—
[C3) Budget If]

) Agreements (0) Marine Mammal Health Monitoring and Analysis Platform (MMHMAP)
Ag 0

|} SubContracts (D) Program Tyoe
|3 Communic ations (D) IZ]

-0 Attachments (11) Research v

-3 Approvals (2) -

|3 Status History (&) I% s Aiard No.

-7 Snapshot Grant v | |ocGe201B
Y Add New PT Cﬁ]irsur; Sponsor

B ) dwards (1)
£+ Financials (1)
H-[J) Approvals (2)

Change

Funding Souree

v
[ J) Relsted Proposale (0)
| ) Deliverables (0}
£-[C3) Attachments (11)
‘Other Sponsor Details
Originating
Sponsor
Award ]
Number

Executive Director: Rebecca J. Lent 201-504-0087 rlent@mmc.gov

Research Program Officer: Bernadette M. Allen 301-504-0087 rpo@mme.gov

Spansor

Contacts) -

Admimisirative @
and Technical

Open PT Submissions>Sponsor to determine Sponsor type:

1) PT record is opened to see what Sponsor Type has been assigned to the sponsor.
2) If Sponsor Type is unclear, refer to the Crosswalk Spreadsheet to make the
determination [X:\Sponsor_X_Walk.xlsx].




3-2

Use Sponsor Type to determine where files should be saved on the numbered X:/drive
sponsor directory.

00_DOD
01_Air_Force 1) Double-click the numbered folder for the Sponsor Type on the

02 Army X:/drive where the files should be saved.

E?E:g 2) Locate the correct proposal folder, as indicated from InfoED.

05 NSE 3) Create the proposal folder, if not already present.
06_Interior
07_Misc_Federal
08_MASA

09_Commerce

10 _Education

11 Energy
12_Misc_Mon-Federal
40_Universities

49 Fed_Labs
50_Industry_Flow_Down
55_Industry
70_Colorado_Flow_Down
75_Colorado
76_CU_Systems
95_Foreign_Industry

99 _Foreign

3-3

Save award document and email to the X:/drive proposal folder

1) Drag and drop the email from the ocg@colorado.edu email inbox into the to the
correct proposal folder located within the Sponsor Type directory to which the
sponsor belongs.

2) Drag and drop the award out of the email into the proposal folder.

3) Rename the award using the File Naming Conventions.



mailto:ocg@colorado.edu

Open the Attachments folder (On the Sidebar, click on PT Attachments).

Proposal 1014.50 29038

~ ) Submissions (1

=) New

) Summary

-0 Sponsor

#Q Personnel (1)

-2 Admin Staft

;B-L_) Budget

-0 Agreements (0)

--\) SubContracts (0)

-2 Communications {0)
&0 13)
+-) Approvals (1)

i) AlertsReminders (0)
-2 Status History (1)
; Snapshot

By Ada New PT

-0 Awards (3)

&-0) Financials (1)

#-1.0) Approvals (1)

~-|_) Related Proposals (0)
-\ Deliverables (0)
- |4} Keywords (0

E—ljmaaxmeﬂls 13)

-\ Proposal (0)
-~ Award (0)
~|2) Sub Documents (0)
-5 Reports (0)

3-5

ONE TIME ONLY, for each award: Add the Closeout Checklist.

1- Click the Add Components button.

Test proposal 9.2 ew Award. PROJECT TITLE

|achary Keys - 10000 -- BOULDER CAMPUS (National Cancer Institute/NIH/DHHS)

Attachments [Folder maintenance | Add Document| | Add Components | l
d 1

Upload | Versions Last Updated Delete

Hame™ | category [ View Latest [ History

Add Initial Application Components
Form Name Type Add
CloseOut_CheckList Conditional Use

2- Inthe Add Components pop up window, check the Add box, and click Add
button.

3- This will add the CloseOut CheckList, which must be attached to each award.
4- The CheckList automatically attaches at the Root level.

| L..| ] Chos=0ut_CheckList |




3-6

On the Attachments folder screen, add the Award document.

1- NEW award: make the proposal folder in the X:\drive, if it does not already exist.
2- Drag and drop the award email from ocg@colorado.edu inbox into the X:\Drive

proposal folder.

3- Drag and drop the Award document from the email into the proposal folder.
4- Rename the Award document using File Naming Conventions.
5- Click on the Add Document button.

OCG securityTest - 10000 -- BOULDER CAMPUS (Bernard Van Leer Foundation)

15-04-0005

Edit Mode

Attachmen!

ts

| Folder Maintenance

| Add nocumsm.l

Add Componarltsl

Name™

Category

View Latest

History

| Upload

|Vsrslons

| Last updated | Delete |

3-7

In the Upload File window that opens, do the following:

Upload File

- New document

Name I

New version of - document
i L

Category]

Folder | Root

Location | Choose File

‘sela

—1 8

Cancel|

1- Enter the Award document Name, using File Naming Conventions.

2- Select "Core Documentation” from the Category drop down list.

3- Select “Award” from the Folder drop down list.

4- Click Choose File to browse for the saved file, and select it.

5- Click Upload to load the Award or “Cancel” to cancel the Upload.

6- Award and Email will be saved in original formats. They will be converted to PDF
and attached if necessary as part of Processing.

Verify that the Award document is uploaded correctly.

800 Attachments ¥
®ge o [5 |New Proposal Created for UISSilvertjUCB Tester on 08-May-2014 9:35:09 AM " proposal |
Done Save Help  Access Hide UnLock | UISSilvertjUCB Tester - BOOOL -- BOULDER CAMPUS (Dana Farber/Partners Cancer Care)
Proposal 14-05-0001 [ EditMade
- Submissions (1) Attachments Folder Maintenance]  [Add Document] [Add Components|
/) Awards (2)
1) Financials (2) Name™ | Category View Latest | History | Upload  Versions | Last Updated Delete
) Appravals (0) test Supporting Documentation 6 ] 1 12-May-2014 9:44:05 AM
) Related Proposals (0)

|_|3) Deliverables (0)

1|23 Communications (0)
) Activity Log (0)

L | Attachments (1)

i 1.I23 Proposal (0)

L) Award (1)

Sub Documents (0)
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Step 4: NEW AWARDS—Enter Award Information in the Sponsor

Screen. Skip to Step 6 if not an “Initial” type award.

4-1

Open the Sponsor folder (On the Sidebar, click on PT Submissions > Sponsor).

Proposal TEST-2013-0005

_D

-~ Summa

=) Submissions (1)

Renewal @

--|__) Sponsor

T personne
- Admin Staff
~_) Budget

~-|__) SubProjects (0)

) Attachments (5)

_J Status History (2)
| % Add New PT

4-2

In the Sponsor screen enter the Sponsor Award Number in the Award No. field.

Tge ¢« o

[ & |[1540853 - TEST PROPOSAL Chaotic Dy

and C

for Beans and Accelerators

Done Save Help History Access Hide UnLock |Investigator Tester - 10205 -- CIPS (Department of Energy)

Proposal TEST-2013-0005
=) Submissions (1)
= ] Renewal (ig)
| ~\) Summary
) Sponsor
| 43 Personnel (6)
{2 Admin Staff
| #-2) Budget
) SubContracts (0)
1) SubProjects (0)
| @) Attachments (5)
| L) Status History (2)
| Add New PT
+-|_J) Awards (3)
| Financials (0)
112 Approvals (0)
") Related Proposals (3)
{2 Activity Log (0)
+-|_J) Attachments (5)
|.J Contacts (0)

Department of Energy

1D No.
DE-PS02-09ER09-02

P@mm

DE-PS02-09ER09-02

Pi%ram Type

Research *

@

Instr, Type:

Grant

O%naﬁng Sponsor

Department of Energy

Funding Source

Federal

s%wl Requirements

Change

Change

Sponsor Type - Federal
CFDA

81.049

Award Number

DE-FG02-04ER41317

@

Remove

@




Step 5: NEW AWARDS--Update the PT STATUS HISTORY to “Award

Received”. skip to Step 6 if not an “Initial” type award.

5-1

Open the Status History folder (On the Sidebar, click on PT Submissions > Status

History).

Proposal TEST-2013-0005
(=~/_) Submissions (1)
dy [ ) Renewal ()
) Summary
~|__) Sponsor
+-|_) Personnel (6)
[ Admin Staff
<»_] Budget
~~~~~ ) SubContracts (0)
) SubProjects (0)
+-|_J) Attachments (5)
") Status History (2)

5-2

Update the Proposal Status:

S oy Select Award Status Here 7 (EnteravardDate ere
Status sofive Date
| Award Received

o=
Connes [ Click here to add Status ,

C—
Enter Comment here
[smus Date Recorded Date |ReoordedBy Delete

Submited 29-0ct2014 ‘21-Apr~2015 06:51:12PM Boulder PT Conversion

’ Comeqts:

i

1. Ifthis is the “Initial” Award Type:

o Select “Award Received” from the Status drop down list.

o Update the Effective Date (date the Award Document is received, or the date

of the email)-- defaults to today’s date.

o Add relevant comments in the Comment field, similar to FM Project Setup

Status page Notes.

o Click Add button to add the status to the status history.

2. Ifthisis ANY of the other Award Types:
o Skip this step and go on to Step 6.

10




Step 6: View the BUDGET information.

6-1

Open the Budget Summary folder (On the Sidebar, click on PT Submissions> Budget).

Proposal T

=0

EST-2013-0005

—I~/__) Submissions (1)

: Renewal (89
| Summary

- __) Sponsor

-|__) Personnel (6)
—_J Admin Staff

I +"

__) Budget

-

—|__) SubContracts (C
- __J) SubProjects (0)

| Attachments (5)
|__) Status History (.

| Add New PT

6-2

In the Budget Summary Detail table, check to see if the total Sponsor amount (1)
matches or closely matches the requested amount for the Authorized Period (2):

Prime
Budget Summary - Investigator Tester - 10180 - PHYSICS Add SubProject|
Year/Period Inflate Start End Inst Directs SubContract Total Directs F&A Sponsor Inst Project
i il il
1 g 01-Jun-2010 31-May-2011 338,434 [ 338,434 146,812 485,246 o 485,246
2 E 01-Jun-2011 31-May-2012 323,822 a 323,822 151,058 474,880 0 474,880
3 01-Jun-2012 31-May-2013 327,272 0 327,272 152,167 0 479,439
New Period | | New Supplement I Total 989,528 0 989,528 450,037 1,439,565 [} 1,439,565
Requested Budget
Aﬁ”m o Period Edit Status Delate Submission Type Total
@ @ &
1 2 Proposed ] Requested Budget* 485,246
2 @2 Proposed m Requested Budget* 474,880
3 ] Proposed m Requested Budget* E

1 - For the Period of Performance, compare the Authorized Award funding amount
from the Award document (1) to the Requested Budget (2).

2 - Two possibilities exist:

a. The latest proposal was *fully* funded by the previous award increment
received, so a new proposal is needed. This is a RASP.
b. The latest proposal was *incrementally* funded, so the newest increment

received can be associated

with this latest existing proposal.

- NOTE: This is true if awarded amount exactly matches the
budgeted amount for the authorized period, or not.

11




Step 7: Create the AWARD record.

7-1 | Open the Awards folder Summary screen (On the Sidebar, click on PT Awards).
Proposal 14-05-0003
+‘" - - ] s I . . [ ] ]
=) Awards (0)
_ Lf) Terms and Conditions
|_) Financials (0)
{2 Approvals (0)
...l Related Pronnsals (0)
7-2 | Update the Team field, if not already completed.
Other Award Details
Team I Grants Team :
Total Anticipated 15 digit max including 2 decimal places.
Payment Method (and AR Type)* I :
See Schedule |
Funding Gap E]
Foreign Currency D
7-3 | Enter the dates associated with the Award:

Awarded Project Period Dates e
i - 0
Award Summary UISSilvertjUCB Tester - B0001 - BOULDER CAMPUS Add SubProject
YeariPeriod S%t End Irl\il,Dinects S%Contmm T%\ Directs F8A Sﬁnmr Inst Pr%ect
1
Jﬁ
| 0 0 0 0 0 o 0

1- Enter or Update the Start and End Date of the ANTICIPATED TIME as mentioned
on the Award Document.

2- Enter the Authorized Period of Performance.
o This is the budget period for which money has been allocated /awarded.

12




7-4 | Click New Award to create the new award record.
Awarded Project Period Dates
i .
Award Summary UISSilvertjUCB Tester - B0001 ~ BOULDER CAMPUS
Year/Period S%I Eﬁ Inst Directs SubContract Total Directs F&A Sﬁnsor Inst P%‘Bcl
1
Total 0 0 0 0 0 0 0
Award Information
Applied to Period Date Awarded Type Total Open Status Delete
No Awards found T
7-5 | Anew Award Date window opens, in which the following information will be entered:

Award Date I 3 i Save close]

| A wasdedas

21-Jun-2015 I

Submission Type Amount Copy Percent
Proposal 0108.04.0166B New Budget Period 1 392,750.00 | )
Budget Period 2 379,875.00 1
Budget Period 3 379,875.00
kudget Period 4 379,875.00 [l
Budget Period 5 379,875.00 =
Proposal 0210.04.0356B Continuation VBudget Period 1 332,390.00 )
Proposal 0211.04.0309B Continuation Budget Period 1 332,390.00 =
Proposal 0212.04.0279B Continuation Budget Period 1 325,742.00 !

1. Award Date: The date that the Award document was received, automatically
filled in with today’s date.
2. Copy: Check the box for the first budget period of most recent Proposal
(determined by proposal #)
- Ifawarded amount exactly matches the authorized period’s budget,
copy exactly at 100%.
- If not, copy at 0% (still brings in authorized POP).
3. Click Save.

13




The Award Detail window automatically opens when you clicked Save from the
previous step.

Proposal 14-05-0007

| il:J Test Subcontractor - Private Industry
@2/
#2221

~~~~~ |_J) Terms and Conditions

Note: If the Award Detail window did NOT automatically open, take the following
steps to open it:

1- On the Sidebar, click on the Awards Folder (1).

2- Underneath that, click on the folder that represents the Award Increment
(Project/Account) that is being processed (2).

3- Click on the Detail folder to open the Award Detail window (3).

14




7-7

Enter the following Award Information in the Award Detail window:

Proposal . EditMode;
@£ Submissions (1) Awarded 3
{2 Agreements (0) B
= Awards (3) [?E’ @ Funding : 2l Get/Set @ 14Aug2014 [2] 13Aug2015 2]
[ ] 130-Jan-2013 Award for Period | Type - Account 7 From Through  yem
- 10(9) / 09-Jun-2015 @
-5 /29-Jun-2015 — 2sunz015 (2] e M 11(10) =
Detail Last Updated Awarded Processed Award No
F8A
Subcontracis (0) ; Budget Setups Set
ubcontra -
Detailed|Precision i“::'w‘"g $:':§:’n°’ 10335 ~ ELECT, COMPT & ENERGY @
Summary | ! ng il RESEARCH Set
~FsA Mo 2 | No No | Proposal/ Submission Type @ Associated Department
i~[2 Terms and Condttions
&) Award AWD-

-2 Financials (1) Base Sponsor Total
22 Approvals (2) Key Personnel (Applicant Org.) Sslay | Fringe Selay | Fringe  Sponsor | Project |

{23 Related Proposals (0) e - PO s |

fort |Set Fringe

D Deliverables (0) ‘ Months |12 EN (3 ‘ ‘:E‘ oo0] | 000 | 000 | [ 0.00] 00| 0002
{2 Scheduled Payments (0) i i Key Personnel Total| | 0.00 000
Keywords (0)

23 Classification Codes (0) Base . _Sponsor Total

) Communications (0) | Non-Key Personnel (Applicant Org.) Salsry Fringe Salay | Fringe _ Sponsor | Project
& i s | Non-Key Personnel Total 0.00] 0.00]

£ Activity Log

(-2 Attachments (22) Non Personnel Costs Amount @

-3 Contacts (1) Other Costs | Direct Costs [ st [2s00i200 | 250,02.00] zso.cuz.ooj @
2 Averts/Reminders (0) L ~ [ "Non Personnel Costs Totall [ 250,04200 250.042.00]
+J) Performance Sites (0)

(=N - P ‘Grand Total| 250,042.00|  250,042.00|

1. Select the Award Type from the drop down list. See the Award Type Definitions
in the Business Process Documentation. (Also, in the Definitions section of this

document, page 16).

2. Award No.: Enter the next sequential Mod Number, with the sponsor’s award
number in parenthesis if it differs. [This is done the same as in Filemaker.]

3. Enter the Budget:

4. Check Rush box at bottom of screen, if applicable.

Other Award Increment Details
Rush

5. Click Save.
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Step 8. Update the AWARD INCREMENT STATUS in the AT (AWARD
TRACKING) module.

8-1 | Open the AT (Award Tracking) record of the award:

Proposal 14-07-0016
=) Submissions (1)

4.‘ [) Initial ()

[.O Awards (9)

m_J 1/ testmod / 31-Jul-2014
#32/01/29-0u-2014
4 2/03/30-Jul-2014
. ;J2/o4/3c»Ju| 2014

= 2L

thls the AT record S

1- On the Sidebar, click the PT Awards folder (siisw).
o For Award Type = “Initial”, this is already open from the last step.
2- Under the PT Awards folder, click the AT Record (the Blue folder).

8-2 | Identify and Open the Correct AT Record:

Award AWD-14-07-0016
~ I Summary
i &3 Award Increments (9)
i : u}s-“a Ll 2014

[Cllck open the

correct award record

+-ﬁ 30-Juffo14
=-E2 30-3y¥2014
t,@ 30-J§-2014
&3 31-Jul-2014
=9 Version 1
..... a Deliverables
~~~~~ a Award Check List

1) The correct Award Increment record should be the one with Today’s Date (last one
listed).
2) Click on it to open the record in a new window.

16



8-3 | In the Award Increment Detail screen, update the Award Increment Status History:
A:-gd ;z:):n.oa.xy
%8 Amrd Incramants Award Iacroment Detail S
i | | B i — i Y
| Mo o S
I jaum-a Azcouree (1) Award Verslons Add Yas
Do CereST = P e T
‘ g:::" r::::\m‘ = [39-2em-7015 1- Kathin M Sharp | Approved o020  F
1@ Frescnnal (1] Facilities and Adesisistration Costs
7 sneoshot Inatitutson Dase/Tarpat Schame EM
Schame [+ show
PRl l | == —
m @
SLC g
e unsiis
States History
!2‘:";:-52»0'15 :::d Increment Created k2’0:-'31:'::‘2.(;IS 08:23:36 AM 'E:l:‘;n ::':;a mcrement created ““;‘
1 - Select the new Status from the drop down list:
a. Select “WF_Award Logged_Forward to Grants”, for a grant.
b. Select “WF_Award Logged_Forward to Contracts”, for a contract.
2 - Look up the Contracts or Grants Officer for the Department, and select them from
the drop down list:
a. http://www.colorado.edu/ocg/unit-directory
b. Z:/ Administration - OCG Administration / OCG Org Charts, Work Groups,
Dept Assignments / Department Assignments
3 - Keep the Effective Date as displayed.
4 - Enter the Award Type, if not autopopulated.
5 - Enter any appropriate Comment, e.g.:
o “RUSH”, if award increment needs to be expedited
o “See additional attachments in proposal folder”, if the email came with
more than just the award document.
8-4 | Save the Status Update. Close windows by clicking on Done.

© ¢4  H &)
History Access Hide UnLock

Done SaweHelp
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DEFINITIONS

Award Increment Types:

o Because workflow is tied to the award increment, all changes that require workflow will
require the creation of an award increment. See the Logging SOP for instructions on how
to create the award increment.

o Award Increments can either be sponsor initiated or Internal. The user must select an
award increment Type:

Proposal 14-10-0047
+-{_J) Submissions (1)
=) Awards (2)

{7 Detail

) Summary

03 Financials (1)

-_‘| 1/00/28-0ct-2014

i W) Subcontracts (0)
+_‘| 1/01/29-0ct-2014

i-|J) Terms and Conditions
.50 Award AWD-14-10-0047

Awarded Increment 1 =——

[1=] Initial =] c

Award for Period Type A
I28—0|:1—20‘14

29.0ct-2014

Last Updated Awarded Processed

Budget Setups Set
Cost Sharing Tracking

No

Detailed | Precision

No 0

Currency Tracking

No

14-10-0047 / New
Proposal / Submission Type

o For Sponsor initiated award increments, the user will select one of the following award

types:

Initial will be used for new awards. For a PT record there will only be one Initial
designation.

Funding and Extension will be used when the award increment is increasing
the authorized funded amount, AND increasing the authorized period of
performance.

Funding will be used when the award increment is increasing the authorized
funded amount.

Extension will be used when the award increment is increasing the authorized
period of performance.

POP Reduction will be used when the award increment is decreasing the
authorized period of performance

Deobligation will be used when the award increment is decreasing the
authorized funded amount.

Carryforward will be used when the sponsor is authorizing funding from one
period to move into another.

Supplement will be used for awards that are being funded by a supplemental
proposal. (See proposal documentation for additional information).

Key Personnel Change will be used for award increments where the sponsor
has approved a change in key personnel i.e. change in Pl/ Co-PD/PI.

Admin will be used for all administrative actions and any other sponsor initiated
action not previously defined. Examples are a change in contact personnel,
change in reporting or a change in estimated funding.

o When selecting an award increment type, it is possible that more than one type will apply.
In this case, choose the ‘highest’ applicable option on the list. For example, an award
increment may change the estimated funding amount, and change the authorized period
of performance. In this case, the appropriate selection would be Extension. The
exceptions would be Carry-forward, and Supplement.



o Forinternal award actions (those that do not require sponsor approval), the user will
select one of the following award types:

e Internal: Correction will be used when there is a need to correct either
award or project information in PeopleSoft. This designation indicates
that the wrong information was initially entered into the system. If the
sponsor has to issue an award modification, then the correct designation
will be as described above.

e Internal: Transfer will be used when there is a need to move funds from
one project to another. This will be a zero dollar action at the award level.
If sponsor approval is required, then use the correct designation as
described above.

o Internal: PI/ Co-l Change will be used when there is a change of either
a Pl or Co-Investigator that does not require sponsor approval. (This is
usually a person named by the department for administration of a
project). If sponsor approval is required, use the correct designation as
described above. This will be a zero dollar action.

¢ Internal: Change Org Number will be used when there is a change to
the department organization number. If the change is made to the Main
project, it should be made in PT as well. This will be a zero dollar action

¢ Internal: Change Department will be used when there is a change to
the department. If the change is made to the Main project, it should be
made in PT as well. This will be a zero dollar action.

e Internal: Other will be used for all other actions not described
elsewhere. This may be a zero dollar action.

Return to top

Return to Award Type insert




Role Definition for this task

Role definition:

Role Name: TBD

Top section of the Role Definition

Use Status Level Security No
Create New (PD) No
Create New (PT) Yes
Add New (PD) No
Add New (PT) Yes
Allow Master/Child Realigning Yes

Lower Section of Role Definition (Account Level Access)

Edit - Submissions( Everything Under submissions)
View All( Can view all Information related to an account)
Add - Submissions( Everything Under submissions)
Delete - Submissions( Everything Under submissions)
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