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GM-Grants Management

Transaction Specialist

Grants Management Module (GM)

The first thing to know is that there is no cash in the grants module. Grants
Management is the name of the module in the Integrated System used for budgeting and
tracking expenditures associated with PTAEOs (Project, Task, Award, Expenditure,
Organization). All projects and awards are created in the Grants Management

module. You may see it called Grants Management (GM) or Grants Accounting (GA). GM
and GA are the same thing.

Often when we think of grants, we think of work that is funded for research by an outside
entity, such as a research grant awarded to a professor to study cancer. However, our use
of fund accounting at UVA follows the dictionary definition:

OED Definition: An authoritative bestowal or conferment of a privilege, right, or
possession; a gift or assignment of money, etc. by the act of an administrative body
or of a person in control of a fund or the like.

The Grants Management module of the Integrated System is used for keeping track of
project & award attributes and spending for funding from all sources - not just from
sponsors of research.

PTAEO

The University's accounting structure for the Grants Management module is the PTAEO.

Whenever we make a purchase, pay an employee, or transact business among University
departments we charge a PTAEO. PTAEO (Pah-tay-o) is the acronym for:

Project
A six digit number that uniquely identifies a project within the Integrated System.

The Project Types spreadsheet provides information on the different types of
projects that can be created in the Integrated System and the appropriate
expenditure function codes that can be assigned to each type of project. It also
contains information on project numbering. A project may cross fiscal years. A
project is not an organization or an employee.

Task

User-defined (flexible) alpha-numeric field that identifies the Task within a

Project. Using the same Task Number across multiple projects can facilitate
reporting across projects of fund sources (Awards). All projects have at least one
task (101). You may create additional tasks. The task number cannot be more than
ten (10) digits, alpha/numeric. NOTE: If the task is greater than 10 characters, the
task will fail the system interface during the batch import process from internal

service providers.
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Award

a seven digit alpha-numeric field in the University's Integrated System which
represents a source of funds owned by a responsible organization. The type of funds
is indicated by the first two characters, which are known as the Award

Type. The Mapping Award Prefixes to Award Types document provides information
on the relationship between the two-character award prefix and the award types
that may be assigned to each award prefix. Sponsored program awards will have a
"G" followed by another letter that indicates describes the sponsor or sponsor type
(e.g., GC = National Institutes of Health; Gl = Industry; and GF = Foundation). The
interactive graphic, Processing Funds, gives explicit information about the various
sources of funds.

Expenditure Type
A field in the Integrated System used to describe a specific type of

expense. Purchasable items are organized into Expenditure Categories and the
categories are further broken down into Expenditure Types.

Organization
A five digit numeric field in the Integrated System that identifies the organizational
subunit of the institution responsible for the funds.

100001.101.GN45762.supplies, office.10100

PTAEO combinations are quite long, so to avoid confusion you can generate bar codes
using the PTAEO Card Generator for the many combinations that will be in use for Internal
Service Providers like the bookstore, printing and copying services, and mail services.

Inteﬁmted System Grants Accounting
Interfaces & Data Flow
Main Menu _
® | Paysble | |—|
sis
Student Info
General
| Fixed | Ledger
. =
A n_ STATE & FEDERAL
eV
I Receivable I 52' -(—::’;.‘m
SE SFrom SIS :m
e\ Billing N
Grants 7__:" T :-:vwiw
m TOM |
mmi:
| oo | Harn poaes
MYM Resources &
Payroll
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Internal Service Provider Billing

Internal Service Provider Billing

When you do business with an Internal Service Provider (ISP) like Printing & Copying
services, Facilities Management, or Cavalier Computing the ISP requires a PTA_O so that
they can bill your department. In the case of internal purchasing, the E in PTAEO is
supplied by the service provider.

The billing mechanism for internal service providers (ISP) is the Expenditure Batch within
the Grants Accounting module. These expenditures are also referred to as Cost
Transfers.

A document that lists all the Internal Service Providers, contact information, and the letters
assigned to each can be found on the ReconUVA Website, under GA Reconciliation
Procedures.

Working with the PTAO Card Generator

The PTAOQ Card Generator creates a bar code for the PTAO you enter. You can print out the PTAO bar
code and use it to purchase items from internal service providers. Examples of spending include postage
(mailroom), and purchasing items from the UVA Bookstore and Cavalier Computers. It can also be is used
to verify that the PTAO is valid for spending.

In order to use the PTAO Card Generator, you must have access to NetBadge and Employee Self-Service
within the Integrated System.

The PTAO Card Generator link is located on the ITS Login Links page.

Validating a PTAO using the PTAO Card Generator
Procedure

In this simulation, you will see how to use the PTAQO Card Generator to validate a PTAO.

Step Action

1. Click the PTAO Card Generator link.

2. You will need to log in to NetBadge. If your computer has the digital certificate
downloaded, you can click the Log In button.

If you are on a public computer or your computer does not have the digital
certificate downloaded, you will need to log in with your UVA computing ID and
your password.

Type the desired information into the UVA computing ID box. Type "tjlva".
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Step Action

3. After entering your password, you can log in.

Click the Log In button.
Log In

University of Virginia
University of Virginia PTAO Card Generator
Please enter the PTAO values(numbers, not descriptions). When you submit this form, the PTAO combination will be validated, and then displayed with a bar code below the
data entry area. If you didn't enter a valid PTAQ, an error message will be displayed. Please enter any alphabetic characters in capital letters. More information about PTAO
Cards.
PTAQ ENTRY
Project ~
Task
Award
Organization ~
Message
PTAO
Barcode
Set Screen Reader Mode On release 1.0

Step Action

4. The University of Virginia PTAO Card Generator page displays.
Note the information at the top of the page.

Press ENTER.

5. Let's practice validating a PTAO.

Enter a Project number.
Type "147895".

Press TAB.

Search for the associated Task number(s) from the list of values.
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University of Virginia
University of Virginia PTAQ Card Generator
e ent arca o § (@ Sereh Diseg - Windows et Explorer = o i ol cnaratre i ol kere ite rraton S50 PTAG.
Cards.
1 ] 3
PTAQ ENTRY J L
i 101-Task 1
Froject 141 | niHolnhoi
Task || pTat0-ptato
Award : s)1-
Organization :
Message
Clear A
PTAQ
Barcode H“
= EIEE Bt @@ w0 ’
Step Action
8. There are three Tasks associated with this project. Select the appropriate Task
number.
Click the PTA1O-ptalo link.
9. Search for the associated Award or manually enter the award information.

When manually entering PTAO information, the Award Number is case sensitive
(use upper case).

Click the List of Values: Award button.

10. Click the DR12345 link.

11. Enter the appropriate Organization code.

Type the desired information into the Organization box. Type "20030".

12. Click the Submit button.

13. The PTAO Card Generator validated the information you entered and created a
Barcode.

Note: For those individuals with a purchasing responsibility, you may print this
page.

14. Congratulations! You have successfully validated a PTAO using the PTAO Card
Generator.
End of Procedure.
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Working with an Expenditure Batch (Cost Transfer)

Creating Transactions

While managing project/award expenditures and reconciling your accounts, you may need
to transfer a charge from the PTAEO to which it was originally charged to a different
PTAEO.

All the information you need for the cost transfer of this kind is provided in the Recon@
reports or in the University Business Intelligence (UBI) module GA Analysis Actuals or GA
Analysis Actuals-Commits. You will use the Expenditure Batch form in the GM module
for the transaction.

Transactions created in the Grants Management module are also used for
expenditures among UVA departments.

Naming Expenditure Batches

UVA's naming convention for Expenditure Batches is:

A USERID DDMMYY 001

A - Stand for Actuals

USERID - This is your computing id

DDMMYY - Today's date

001 - Sequential numbers for batches completed on the same day

The name of a saved batch cannot be changed. If an error is made in naming and the
batch is subsequently rejected, you will have to create a whole new batch with a correct
name and copy the incorrectly named batch into the newly created correctly named

batch. See copying batches for instructions.

Procedure

Departmental employees with the following Integrated System responsibilities can create
transactions (Cost Transfers):

GM Transaction Specialist
GM Project Manager
GM Award Manager

This simulation will demonstrate naming expenditure batches following the UVA naming
convention.
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Step Action

1. In order to create a Cost Transfer, you need to find the Expenditure Batch form.

Click the UVA GM Transaction Specialist list item.

4Em LWVA GM Transaction Specialist

2. Click the Expenditures list item.
F B Fypenditures

3. Click the Pre-Approved Batches list item.
F B pre-Approved Batches

4, Click the Enter Actuals list item.

@ Enter Actuals

5. The UVA convention for Batch names is:
A USERID DDMMYY 001

A stands for Actuals (never changes)

USERID  your user id in upper case (ex. DLH5BD)

DDMMYY date using 2 digit day, 2 digit month, 2 digit year

001 sequence of your batches for the day - 001 would be for your first
batch of the day.

Subsequent batches on the same day end in 002, 003, 004, etc.

B
EQACLE']

1000 RectonBoard of Vindo

WAl Hegative Toawsactiosn Entered As Unmatchad

o ey Difarpnce

G BT T T T
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Step Action

6. Enter the batch name into the Batch field.

Enter "A USERID DDMMY'Y 001",

7. Check to make sure the name follows UV A conventions. Incorrectly named
batches will be rejected.

Batch names cannot be changed once saved.

Press [Enter] to continue.

A1000 RectonBaard of Vitdof

WAL Hagative Tramactions Esturad As Unmatched

el Tuning Disrercs
out - : - = -

I T T T T

Step Action

8. Click the list of values button for the Ending Date field.

9. The calendar appears with the current date selected. Do not change the date.

Click the OK button.

10. The date always changes to the Sunday following the current date.
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Step Action

11. While it seems simple, mastery of naming expenditure batches will prevent
headaches later.

Remember, incorrectly named batches will be rejected.
End of Procedure.

Transferring a Charge for One Organization

Transactions are sometimes referred to as Cost Transfers or Expenditure Batches. It is
more accurate to say:

"Costs are transferred among University accounts (PTAOs) using the
Expenditure Batch form in the Grants Management module of the
Integrated System."

All the information you need for the cost transfer is provided in the Recon@ reports or in
the UBI module, GA_Analysis_Actuals, Detail Tab

The image below shows the UBI Module containing the report, GA_Analysis_Actuals, Detail
Tab.

GA Analysis Actuals Module

“Proje - A - Fisca ® Cftranst - Expend - fransac = Voucher -

~ Expenditure - Expenditure - Payr x Voucher =
Pl wa | erred tem DU fon Num PO Num  [Num

Category Type

Procedure

These are the steps you should follow if you are transferring charges from one PTAEO to another
PTAEO within the same Organization (Org). In other words, the last five digits (the org number)
should be the same in both PTAEOs.

Before you begin, gather the information you need:
EID (expenditure item date)
PTAEO that incurred the charge & PTAEO you will transfer the charge to
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Transfer Date (payment entered)

Transaction Number (voucher, Purchase Order & matched invoice #, and if the original

transaction was a batch include batch name)

The Integrated System GM Expenditure Batch form does capture, through your data entry into
required fields, the Expenditure Item Date (EID) and the PTAEQOs for both the original and new
transaction.

The Integrated System GM Expenditure Batch form does not capture either the original

transaction number or your reason for changing it. You must enter this information in the

comment field. It is required by policy; not by the system.

Home

Navigator

Tersonatae

B ey pe—

Step Action

1. Let's start by making our way to the Expenditure Batch Form.
Click the UVA GM Transaction Specialist list item.
F BEm UvA GM Transaction Specialist

2. Click the Expenditures list item.
b BB Expenditures

3. Click the Pre-Approved Batches list item.
b Bm Pre-Aooroved Batches

4. Click the Enter Actuals list item.

[ Enter Actuals

Page 10
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Step Action

5. The batch name has been entered for you in this example.

Click the Ending Date list of values ellipsis (...).
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Step Action

6. Do not change the date.

Click the OK button.

Step Action

7. Departmental users always enter matching debits and credits...

...50 the Control Total is always 0 (zero).

Enter the desired information into the Control Total field. Enter "0".

8. In this example, the cost transfer is from one PTA to another within the same
Organization.

Because one Organization is involved, the Count is 1.

Enter the desired information into the Count field. Enter "1".

9. Click the Expenditures button.

Expenditures
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BYY .0 E D LTS PEB 2

nphays nphay Total _(Runnuog Toesl || )
j03-Mas- 2013

pved Expaediaues Eniry

Expred Rom Date | Project Mumbar | Task Numbar | Rowsed Bambe | Exped Type | NeosLaboc useur |Nan-Lsbor

Step Action
10. Enter the Organization number into the Organization field.
Enter "20030".
Note: Do not enter your name or employee number.
11. Press [Tab].
12. When you press the tab key the Organization name and the Expnd Ending Date
populate.
Do not enter any other information in this part of the window.
13. Move to the Expenditure Items region of the window.
Click in the Expnd Item Date field.
14. Enter the correct Expenditure Item Date (EID).

Press [Enter] to continue.
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Step Action

15. For a better view of all the columns in the Expenditure Items region of the
window, you may open a folder.

The ISCSC view allows you to see all the columns. The rest of this simulation
will be using the ISCSC view which is not the view you automatically see.

Click the OK button.

18
=
BPO (T BAP I FR LT R D
s o —— Exped Ending Date| Cortrol Total | Rusnung Teasl 1]
200030 HR-Herman Ref3-MAR- 2013
=
ExpbemDutslp {7 Lo Exgad Trpe {NortLabor Res | Neo- Labar | Cormmai

Step Action

16. Enter the expenditure item date.

Click the List of VValues button.
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YO 88P ¢ 1w AT 2
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"UB KT B

- WHBRHMBK
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10N 3013

O Cancal

Step Action

17. Select the date of the expenditure, (EID), in this case 10-Jan-2013 has been
selected for you.

You can find the EID on your reconciliation report or from UBI
(GA_Analysis_Actuals Module).

Click the Date button.

18. Enter the project number for the PTAEQ that was incorrectly charged into
the Project field.

Enter "129924".

19. Either enter the task number or select the task from the List of VValues menu.

Click the List of values button in the Task field.

[~

20. Select the task that incurred the original charge. In this case Task 103 has been
selected for you.

Click the OK button.
(84

21. Click in the Award field.
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Step Action
22, Since only one award funds project 129924 the award populated. If you have

more than one award that funds a project, you will need to enter the award
number.

Enter a partial value into the Expenditure Type field. In this example, the
expenditure was for travel costs.

Enter "Trav".
23. The next two fields populate with default values when you click the list of values.
Click the Non-Labor Resource list of values button.
24, Click the Non-Labor Org list of values button.
25. Enter the amount of the expenditure that needs to be transferred into
the Quantity field. In this example, the travel cost was $50.00.
The cost was incorrectly put onto the PTAEO listed in this row. We want to
credit that account and charge the correct account. In order to credit the account,
you include a minus sign in front of the dollar amount.
Enter "-50".
26. The running total matches the quantity you entered.
Press [Enter] to continue.
217. The comment has been entered for you. The following elements are required:
EID (Must match the EID field)
Trans Date
Transaction #
Reason for transfer
GM Transaction batches with inadequate comments will be rejected.
After completing the comment Press [Tab] to copy the line.
28. When you push the Tab button after the comment, the first line is copied.

You will need to change all the parts of the PTAO that is different in the account
you are charging. In this example, the charge is being transferred to a different
task number, so all you have to do is change the task number.

Click the Task List of VValues button.

Page 16




ORACLE Training Guide
USER PRODUCTIVITY KIT Grants Management (GM)

Step Action

29. This illustrates the list of all tasks existing in project 129924,
The correct task has been selected.

Click the OK button.

30. Click the Award list of values button.

31. Enter the amount of the charge to this PTAEO in the Quantity field.
Enter "50".

32. With the cursor in the Comment field...

...Press [Shift+F5] to copy the field above.

33. Click the Save button.

BYO P BAP L INER LTI R D
=]
Empluyee Nama | Eve Exprid D] ool Toawl | Running Total [
20030 147 Humae B 0
1
{ Vi
d.
T s Exprd Trpe [Msn-Labor Rns | Noer Laboe Oyl Ouaritty | Comment

) LS00 | Trawed Costs, Trainng (af) {Traw Cost, Trainf 20405 FiCoenf-50 0 10-Jaew 13 Trans Oate 10-Fab-13 Trang 88 17345 Comectieg ongnal pra for Task
(iF] [Frawst Costy, Traineng (o) [Trav Cost Frainf20405 Fi- [E10 10 Ja 13 Trmns Clade 10-Febe13 Trans #8 17345 Comacting ongnal pla for Tagh

Page 17



Training Guide ORACLE’
Grants Management (GM) USER PRODUCTIVITY KIT

Step Action

34, Note the Running total is zero.
The credit is -50.

The debit is 50.

Their sum is zero.

Press [Enter] to continue.

35. Click the Submit button.
Submit
36. The control total of the debits and credits must equal zero.

Now that the batch status is Submitted the Rework button is lit.
If you need to make a change to a submitted batch, click Rework.

This concludes the topic.
End of Procedure.

Transferring a Charge to Another Organization

GM Transactions are sometimes referred to as Cost Transfers or Expenditure Batches. Itis
more accurate to say:

"Costs are transferred among University accounts (PTAOs) using the
Expenditure Batch form in the Grants Management module of the
Integrated System."

Procedure

These are the steps you should follow if you are transferring charges from one PTAEO to another
PTAEOQO where the PTAEOs come from two or more Organizations (Orgs). In other words, the
last five digits (the org number) should be different from the PTAEO that was originally charged.

Before you begin, gather the information you need:

EID (expenditure item date)

PTAEO that incurred the charge & PTAEO you will transfer the charge to

Transfer Date (payment entered)

Transaction Number (voucher, Purchase Order & matched invoice #, and if the original
transaction was a batch include batch name)

The Integrated System GM Expenditure Batch form does capture, through your data entry into
required fields, the Expenditure Item Date (EID) and the PTAEOs for both the original and new
transaction.
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The Integrated System GM Expenditure Batch form does not capture either the original
transaction number or your reason for changing it. You must enter this information in the
comment field. It is required by policy; not by the system.

7 HOMERAGLS =] 2] 45] % W= g

IR B =it

Fie Edt Veew Faerte Tooh Hep x Esopr Bl of | x @fomen » [Sden
T ) (1] udaciay - Free Classes. . (] The Scate - | o Thasur.. ) {-teening-Login @] ebraryUnaenity of Virgini_. -
E-@ ty T Googh 1] Horme - HE Herme L T ——— B B O kb feper Sy Tek=

Enterprise Search Al - Search Results Display Preference  Standan =

Worklist

et |
From Type Due
GMS Workflow
GMS Workflow
GMS Worldlow d (17-hun-2011
GMS Workflow d  17-hun-2011
GMS Workdlow | 17-lun-2011
UVA Timecard Approval - 11-Feb-2011
= Workflow
UVA Timecard Approval - 28-Jan-2011

Worldlow

Step Action
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Step Action

2. The Control Total is always 0 (zero) for departmental users of Integrated System,
because the debits and credits combined must equal zero.

Enter the Control Totals field. Enter "0".

3. The Count is equal to the number of Organizations involved the batch.
For this example two organizations are involved.

Enter the desired information into the Control Count field. Enter "2".

Step Action

4. Click the Expenditures button.

Expenditures

5. Enter the organization number into Organization field. Enter "20030".

Note: Do not enter your name or employee number.

6. Press [Tab] and the system will complete the Org Name.
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Step Action

7. The Org name completes automatically.
The expenditure ending date populates automatically.

Do not enter data into any other fields in the row.

8. The information including the PTAEOQ that incurred the charge originally has been
entered for you.

Check to make sure the EID in the Exp Item Date field and the Comment field are
the same. If they do not match, your batch will be rejected.

Press [Enter] to continue.

9. Click the Save button.
)
10. Enter the organization number you want to charge the expenditure to in

the Organization field.

Enter "10000".

11. NOTE:

When you enter the second organization the expenditure items block of the form
is empty. The information you entered for the first organization is not lost; it will
reappear when you select the first organization.

For each Organization there is a separate Expenditure Items block for its PTAE,
amount and comment.

Press [Enter] to continue.

12. The information for the correct PTAEO has been entered for you.

Notice because we are charging this PTAEO the amount does NOT have a minus
sign in front of it.

Enter the Click the Save button.

&

13. It can save time to copy your original comment. Here is how.

Click in the Organization field on the first row.
20030 HR-Human Re:
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Step Action
14. Select the original Comment.
15. Right-click in the comment field and select Copy.
16. Click in the Organization row 2.
17. Right-click in the Comment field.

BP0 S AaP £ INER LATIEH2
Emplor {Emplo Expnd Dwee| Conteed Total [ Funning Total [[]
20050 H-Humas Fe 13- LAN-X013 75
1000 PR-Meajee Everd 13- 1AM 2013 175
E
Exp Hom DtelP [T A Expod Type bc|fc} Cority
nsicnean2 fioziesfion  Jusongss fSws, Pating Sl 75

g |

Step Action

18. Click the Paste menu.
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Step Action
19. Click the Save button.
20. You will save your work then close the window.
Click the Close button.
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Step Action

21. Note the control Count is 2 and the running Count is 2.

If the difference was other than zero for either the Totals or the Count, you
would not be able to submit the batch.

Click the Submit button.

Submit

22. The control total of the debits and credits must equal zero.
Now that the batch status is Submitted the Rework button is lit.
If you need to make a change to a submitted batch, click Rework.

This concludes the topic.
End of Procedure.
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GM Transaction Comment Examples

The Comment Field

Many batches are rejected because the comment is inadequate for audit
requirements.

Accounting Services and the Office of Sponsored Programs both have important guidelines
regarding cost transfers including the requirements for the comments field.

Note: The Expenditure Item Date (EID) on the expenditure line must be the same as the
original EID on the report and in the comment.

Example comment for transactions where no grant is involved:

e EID (Expenditure Item Date): DD-MMM-YY, TD (Transfer Date): DD-MMM-
YY, Trans # (Transaction Number): , enter reason for
transferring cost: i.e. Misallocation of costs, transposition error, service provider
error, or correcting an error in the original expenditure type.

Example comment where a grant is involved in the debit side of the transaction. Refer to
Procedure 8-20: Preparations of Cost Transfers Involving Sponsored Accounts

e EID (Expenditure Item Date): DD-MMM-YY, TD (Transfer Date): DD-MMM-
YY, Trans # (Transaction Number): , enter reason for
transferring cost: you are required to give an explanation as to the “allocation”
of the costs to the project, and your explanation must relate to the technical goals
of the project and/or the specific use of the items charged. For travel and student
support costs, include the name of the person, travel destination and purpose of
travel, when applicable.

Example Grant Retro comment where the transaction being transferred is over 90 days
old. Request a retro number from OSP before you create the cost transfer. Refer to
Procedure 8-21: Retroactive Cost Transfers for Expenditures

Retro Number: AB-xxxxxx-xxx EID (Expenditure Item Date): DD-MMM-YY,
TD (Transfer Date): DD-MMM-YY, Trans # (Transaction Number)

enter reason for transferring cost (Place retro number as first item in the
comment field)

Example P-Card Charges *If you missed the window of opportunity to correct P-
Card charges in AP you will need to create a cost transfer to correct the "PTAEO":

0 EID (Expenditure Item Date): DD-MMM-YY, TD (Transfer Date): DD-
MMM-YY: , Trans # (Transaction Number):
redistributing P-Card charges to the correct... (Expenditure
Type/PTA /PTAE / PTAEO/Task or Org).

Examples for Internal Service Providers® (1SP) billing

Internal Service Providers do not have an original transaction number to record,
however they do require a comment.
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2. Type of charge (i.e. testing/Zanalysis of protein samples) for the month of
MMM-YYYY
3. Type of Service performed by

for on
DD-MMM-YYYY

Note: OSP may require the exact date of service to be entered in the
Expenditure Item Date field or the last day of the billing period.

Surplus Property Transfers

0 Sales surplus property, Name of Item on DD-MMM-YYYY sold to
Department Name.

Working with Transactions

Entering and correcting transactions follow the same procedure. Changes can be made only to batches in
Working Status.

In case you need to make a change to a submitted batch:

o find and open the batch

e click the REWORK button to change the status to Working

e open the Expenditures page and make the changes

Usually a rejected batch is put into Working status before the notice is sent to the batch creator, but if you
receive a notice and the batch is not in Working status simply:

o find and open the batch
e click the REWORK button to change the status to Working

e open the Expenditures page and make the necessary changes

Finding Expenditure Batches

There is just one tricky thing about finding batches: You must immediately go into FIND
mode after opening the Expenditure Batch window.

Clicking the Flashlight on the toolbar will bring up the Find window.
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Procedure

When a GM Transaction is rejected, the person who created the batch has to find it and make
required corrections.

To make changes to a batch, its status has to be Working. Submitted batches can be put into
working status by clicking the REWORK button.

Step Action

1. Access the expenditure batch form by expanding the Expenditures folder and the
Pre-Approved Batches folder to find Enter Actuals.

Click the Enter Actuals link.

Enter Actuals
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Step Action

2. You have a batch that needs to be reworked. The first thing you must do is find
the batch. The flashlight tool in the toolbar will help you find that batch.
Immediately click the flashlight icon on the toolbar.
If you click in any field before clicking the flashlight, you will get the message
FRM-40202: Field must be entered
If you get this message, you can initiate a query by clicking [F11], entering search
parameters and clicking [Ctrl F11] to run the query.
Click the Flashlight to continue.
A~

3. This query will find ALL expenditure batches where the batch name contains

"MR9X" and the status is working.

To find batches that are Submitted or Released, use the drop down to change the
Status.

You can query by the name of the person who created the batch, last name first,
and you can limit by dates.
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Step Action

4, In this example, the wild card [%] is entered both before and after the user
id. This will show all batches with MR9X in the batch name that is in working
status.

Click the Find button.
Find

5. This view shows the Expenditure Ending Date.

Click the scrollbar to change the view.

6. This view shows the status.

Click the Open button.

Open
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Step Action

7. When the status is working you can change the batch.

If the status is Submitted, you can REWORK.

In this example REWORK is not available because it is already in working status.
Now that you have found the batch and it is in working status, you can make the

necessary changes.

Press [Enter] to continue.

8. You have found an existing batch which will allow you to make the necessary
changes.

This completes the topic, Finding Batches to Rework.
End of Procedure.
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Copying Expenditure Batches

There are times when you will need to create an expenditure batch very similar to another created
previously. The Integrated System makes it possible to copy an expenditure batch. So, you will only need
to make the necessary changes instead of creating a completely new batch.

Procedure

Similar transactions occur often and copying could save you from additional work.

The Integrated System makes it easy to copy an expenditure batch.

Step Action

1. The UVA convention for naming batches is:

A USERID DDMMYY 001

If a batch name does not follow this convention, it will be rejected.

In this example, the batch was misnamed. The batch was submitted and

rejected. We can't change the name, but we don't want to lose all the work we did
creating this cost transfer.

T S E——y
ORACLE|
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Step Action

2. You will create a new Batch and follow the correct naming convention.

Enter "A USERID DDMMY'Y 001",

T S ——
ORACLE]|

MRS 1T 1212 001

|
I
| —————

Step Action

3. Click the list of values button for the Ending Date field.

4. The calendar appears with the current date selected. Do NOT change the date.

Click the OK button.

5. Click the Copy From button.
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Step Action

6. The Copy From Expenditure Batch window appears.

Click to Uncheck the Update Employee Organizations option.

7. Enter search criteria for the batch you want to copy from.

Press [Tab] to execute the search.

Select the batch you want to copy from and Click the OK button.

Click the OK button on the Copy From window.
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Step Action

10. The note confirms the copy.

Click the OK button.

11. Check the copied information.
Be sure to change any information that is not the same.

If you need to change the Expenditure Item Date, make sure the same date is in
the comment field.

Click the Close button.
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Step Action
12. Click the Submit button.
Submit
13. Whenever you copy a batch make sure to review your expenditure item date and

comment fields, since the expenditure item date will populate with the date you
create your new batch.

This concludes the topic.
End of Procedure.
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Retrieving Data from the Grants Module

Retrieving Data from the Grants Module

This section will illustrate retrieving data from the Grants module (in Oracle) using the
following tools:

e Expenditure Inquiry / View Actuals for reviewing a project's expenditures and
drilling down to payables or general ledger.

Funding Inquiry to learn which awards fund a project

Project Status Inquiry for investigating the status of a project.

Award Status Inquiry for investigating the status of an award, including
outstanding commitments.

Setup 7/ View Burden Cost used when you need to calculate fringe benefit or
overhead amounts for an award.

Finding Actual Expenditures in GA

Use Expenditure Inquiry, Actuals to review a project's expenditure items:

to see the amount and type of expenditure items charged to a project
the date an expenditure item occurred

accrued revenue, and other information

drill down to Payables to view the Invoice Overview form

drill down to General Ledger to view T-accounts.
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Procedure

Expenditure Inquiry, Actuals.

Award Badgets
=S| Project Budgats -]

=3l inmmn

Funding Inquiry

Aoy Status
| Project Status

=i+ Setup

* Othar

Step Action

1. When logged in as a GM Viewer, you see Expenditure Inquiry as shown here.

Double-click the Expenditure Inquiry list item.
¥penditure lnguiry

2. GM responsibilities other than Viewers will see Expenditure Inquiry listed under
Expenditures as shown here in the GM Award Manager's view.
Double-click in the Actuals field.

Actuals
3. The project number has been entered for you.

Press [Tab].
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Step Action
4. The project name populates.

You could specify a search term for any of the other fields on the window, but the
project number is required.

Press [Enter] to continue.

5. If you want to search for payments to a specific employee you would select the
Resource horizontal tab.
6. In this example, we illustrate finding payments to a particular supplier.
Click the Supplier horizontal tab.
7. The supplier name was found and selected.
Click the OK button.
K
8. Click the Find button.

Find

Soppher Number | 10751

Sunphes Hama | APACHE SECURITY SYSTE
iwoice Mumber
v a Line Numbar
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Step Action

9. If the query will return more than 100 entries, you get this warning and the option
of canceling the query. If you don't cancel, it will take some time to return the
data you asked for.

Press [Enter] to continue.

] Oracle Applcason: -
SO RGP e NE AT R 2 -
‘mu | Project Task Expod Type [em Dute . Dusniit |UOM | Proj Fune Burdi| Proct Accrised Fuvent | Bl A
102169 101 Shiled, CHE-DEC-2001 2 S.76 o33,
10216 021E8 v, Shilled, )k ALHE 1388 1 13538
: 135788 102189 Skillad, C|19-DEC-2001 ACHE 158274 188074 | 52T
B3 100 Shillod, 460 56 B B
e 102189 ' Shiled, S DEC 2001 1806 29 100529 1,
02168 o Siilod, C{18.DEC.2001 Z 160047 150 47 T,
102188 ‘Shifed, C|19-DEC.2001 -1 AT <1 55 <1 9847 >
il nm: ml: :::: 19-DEC-2001 e :w (lx <126 63>
2 B9 o s, Shiled, Cl19.DEC-2001 115 116 16
AT
Totals Hom Detasds.
Step Action
10. The Totals button calculates a total for all lines returned.

In this example the Totals button has been clicked.

Press [Enter] to continue.

11. The first row is selected.

Click the Item Details button.

[tem Details
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Step Action

12. AP Invoice is selected.

Click the OK button.

Te————y

ORACLE |

Step Action

13. The invoice overview opens.

Click in the Actual Payments: Paid By field.
151209 - Check

14. Click the Payment Overview button.

L ]

Fayment Cverview

al
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Step Action

15. You can review the payment including the cleared date.

Click the Close button.

N Ep—

ORACLE
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Step Action

16. Click the Tools menu.

17. Click the View Accounting menu.
Wiewy Azcounting

T—Ep—

ORACLE

Step Action

18. Click the T Accounts button.

T Accounts
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Step Action

19. Click the Options button.
Options
20. Click the Activity Summary button.
Activity Summary
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Step Action

21. Click the Close button.

22. Expenditure Inquiry, Actuals is very useful for forensic accounting.

This concludes the topic.
End of Procedure.
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Funding Inquiry

Use Funding Inquiry to see which awards provide funding for a project and to see the
history of the funding. As of 7/1/2018, all funding will be done in the BudgetUVA web
form. Therefore, this information will be historical only.

Procedure

Projects can be funded from many different awards.

You can find a list of awards that fund the project using
Billing
Funding Inquiry.

Step Action

1. Access the funding inquiry window by expanding the Billing folder.
Click the Funding Inquiry link.

NOTE: GM Viewers access the Funding Inquiry form directly.
Funding Inguiry

T S E——
ORACLE|
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Step Action

2. The Project Number has been entered for you.
Press [Tab] to populate the Project Name.

NOTE: The Project Name must be populated in order to complete the query.

3. The Project Name populates.
Note: when a field is colored yellow it must be completed.

Click the Find button.
Find

4. Note: Summary Amounts shows the total funded from all awards
Summary by Installment shows funding from each installment

To see the Funding History for an individual installment click Award Number
SS00120 that corresponds to Installment 008 to select the row.

5. Click the Funding History button.

Funding History

orACLE |

Page 46




ORACLE Training Guide
USER PRODUCTIVITY KIT Grants Management (GM)

Step Action

6. You see when, by whom, and how much was allocated from a particular
installment.

Click the Close button.

T I ——
ORACLE |

Step Action

7. Close the window to return to the Navigator.

Click the Close button.

8. This concludes the topic.
End of Procedure.
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Using Award Status Inquiry

Award Status Inquiry (ASI)

All commitments on Grants & Contract type awards should be relieved before the award is
closed at the end of the grant period. Award Status Inquiry (ASI) makes it easy to find all
commitments on an award.

Procedure

Award Status Inquiry is also referred to as ASI.

Use ASI to find the budget, spending and commitments against an award.

T——

ORACLE

Aoy Slatus.

-
Projects

Award Badgets

=S| Project Budgats
i+ Expandeues
Expindiere Inguiry

F-.ndi |iurn
pect Status

Step Action

1. Double-click the Awards Status list item.
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Step Action

2. You can use the LOV and/or wildcards to search on any of the fields shown.

You can also limit your search by a key member (employee name or name and
role).

You can limit your search by funding source - useful for G&C awards.
In this case we are searching by award number.

Enter the desired information into the Number field. Enter "L.S00295",

3. You can execute a query in ASI by clicking the Find button or the enter key on the
keyboard.

Press [Enter].
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Step Action

4. Probably the most frequently used aspect of ASI is inquiring on commitments
against an award.

Click the Commitments button.

Cormmitments
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Step Action

5. You can limit the inquiry using any of the fields in the Find Commitments
window. In this case, all commitment types are included.

Click the Find button.
Find
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Step Action

6. Click the Scrollbar.

7. Click the Totals button.
Totals
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Step Action

8. You can scroll to the right to see the totals.

When you close windows in ASI you do not terminate the query, instead you can
continue to explore other aspects of the award.

Press [Enter] to continue.

9. Click the Award Inquiry button.

Note: [Invoice Review] is only available to GM Billing Specialist and GM
Administrator responsibilities.

Aweard Ingquiry
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Step Action

10. Click the Personnel tab.

11. Click the Budgetary Control tab.

12. Click the Installments tab.

13. You can find the revenue project for the award by opening the flexfield.

Click in the Flex field.

i

14. Click the OK button.
Ok
15. Click the Funding Summary button.
Funding Summary
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Step Action

16. Funding Summary shows all projects funded by the award from each of its
installments.

Click the Close button.

17. Use your imagination with ASI. Because it is a view only form you are not able
to make any changes, so it is safe to explore.

This concludes the topic.
End of Procedure.
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Calculating Burden Cost
View Burdened Cost
Burdened cost refers to overhead costs. In the Integrated System this includes: Fringe
Benefits, UVA Temp Svcs fees, and F&A Costs. They are calculated by applying a burden

multiplier as defined in the Burden Schedule of the Award to applicable raw costs.

Burden Schedule, Indirect Cost Rate Schedule, establishes the burden muiltipliers used to
calculate burden costs.

You can find out the amount of the fringe benefit for a personnel line/ F&A Costs (G&C
Awards) by going to the View Burdened Costs window and entering your information.

Note: Entering your project or award information into the View Burdened Costs window
does not affect your budget. It is simply a query that you may do to assist you in
calculating burdens for your budget.

The website for the Office of Sponsored Programs posts the Rates for several fiscal years.

Procedure

The burden schedule (percentage rate for the overhead and fringe benefits) is loaded into the
Grants module as a modifier.

When the raw cost occurs, the system calculates the amount added for fringe benefits (FB) and
facilities and administrative (F&A) charges.

Sounds complicated, and it is. This is one instance where the calculations done by the Integrated
System save a lot of headache and painstaking work for us. Remember, each type of pay has a
slightly different FB rate.

Page 56



ORACLE Training Guide
USER PRODUCTIVITY KIT Grants Management (GM)

T———

ORACLE

Functions [
Setup Costing.
Irpleermnt Costing Opticet

-
Projets

Award Buadgets

= Project Budgsts
i+ Expendewes
Expendiure Inguiry

Step Action

1. Double-click the Costing list item.

+ Costing

2. View (Award) is selected.

Click the Open button.

Open
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Step Action
3. Enter the Award Number into the Award Number field.

Enter "GA10670".

After the Award Number is entered use the List of Values to select the Project and
Task numbers.

Click the Project Number button.

Click the LOV for Expenditure Type, the button to the right of the Expenditure
Type field.

This illustrates searching for Salaries using the wildcard, the percent (%) sign.

Sal% returned quite a few Salary expenditure types; Salary, Faculty, T&R FT
(teaching & research full time) is selected.

Click the OK button.

The Organization is selected.

Click the OK button.

Select the date field LOV to see the calendar.
The current date is selected.

Click the OK button.
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Step Action

9. You would like to know the total cost for a tenure track faculty member whose
salary is $50,000.00.

The raw cost of 50,000 has been entered for you.

Click the Burden button.

Burden
)
BPO &8 Bl I el Il
GATOETD g LIGHT CLF
128707 101
Sudary, Facay, TER FT HE95 A Charmmiry
03 0,000 001 L
Buden
1 5% Org Rusearch, MTDC - On 13
JUL12 3
, Faculty 0 X ) 13,150,00 =
F & A Costs Greates Thi 0 0 ﬂ.‘l'l_?
F & & Costs Graates Thi 1 0 000
F & A Costs 515 | BSOS 520
A Cowts Grasime T 0 0 00 -

Step Action
10. The system has calculated the burdened total and given a breakdown of the costs.
Press [Enter] to continue.
11. When you are preparing a budget this function can be very useful.
This concludes the topic.
End of Procedure.
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Project and Award Management

Working with Projects

Creating Projects

When will you create a Project?

You create a new project:

e When you receive funding, such as a gift, for a new activity for which no account
exists. Creating New Gift Projects Procedure

e When you receive funding for a new type of activity.

e When none of the projects within your unit contains the proper *expenditure
function code that will allow the correct classification of expenditures for the new
activity.

For example, imagine that your department has two projects:

= The first one has expenditure function code 2000: general
academic;

= The second one has expenditure function code 2700: research,
projects and individual.

= Then your department makes plans and receives funding for work
providing community service code 2800: community service.

You should NOT create a new project:

e When you received additional funding from a new award. For example, new funding
provided by the provost's or dean's office for a departmental program can be put
into an existing departmental project as long as the project bears an appropriate
expenditure function code.

e When you receive notification of funding for a grant proposal. All Grants & Contracts
projects are created by Office of Sponsored Programs (OSP) staff.

e A new revenue project for depositing State E&G or Local General monies should be
coordinated through the University Budget Office. In these cases, the new project
is used to deposit revenue into the general ledger. To spend any of the revenue
deposited to the new project, an award would have to be created by a central
department GM Setup Specialist, and the project to which funds are deposited in
the general ledger would serve as that award's sponsoring revenue project.

You are ready to create a new project:

Complete the Project Create Request Form found on Integrated System homepage
under "FORMS. Save as your own document on your computer before you log in and begin
the project creation process. Completing the form will ensure that you have all the
information you need for the process before you begin.

Your form responses should justify the expenditure function you choose when creating the
project. It will be reviewed during the workflow process, as one of the factors determining
approval or rejection of the newly linked Project/Award combination.
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*Expenditure Function Codes are used to categorize a project’s primary reason for
existence. They are derived from the Financial Accounting and Reporting Manual for Higher
Education. Expenditure functions include “core missions” of the University (Instruction,
Research, and Public Service), as well as “support” functions. In their financial statements,
public institutions are required to classify expenditures by function.

The main Integrated System web page has a link to a Word doc, Expenditure Function

Codes. There are corresponding F&A Codes to the Expenditure Functions Codes in the
matrix archived on the IS website.

Procedure

A project is an activity or event with:

* a single purpose

* executed over a specified period of time

* with specific funding sources

* and a predetermined budget.

A project may cross fiscal years.

A project is not an organization nor an employee.

This simulation will demonstrate creating a new project in the Integrated System.

Step Action

1. TIP:

Before you login to create the new project, complete the UVA Project Create
Form and save it on your desktop.

Log in with your GM responsibility

Departmental:

GM Award Manager

GM Project Manager

GM Li