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How to Create a Grant

Date Created:

02/06/2013

Version:

1.0

Scenario:

The Grants module manages the pre-award side of the grants
process. Specifically, it stores proposal and award information,
including budget data. This job aid demonstrates how to create a
grant.

Note that grant expenditure tracking occurs in the Project Costing
module, and reimbursement process occurs via attaching a
project to a contract in the Customer Contracts module. The 3
modules work together to manage end-to-end grant processing.

1. Navigate to: Grants >
Proposals > Maintain
Proposal

Click on the Add a New Value
tab. The Business Unit
should default based on user
security. Enter the Proposal
ID in the Proposal ID field
and click the Add button.

q | HRT Home | Workist | Mutichannel Console | _Add to Favorites | _Sign out

~ Proposals ~ New Window | Help | /&,

~ Maintain Proposal |
~ Enter Budget Detall Maintain Proposal

= Submit Proposal
Eind an Existing Value | Add a New Value

~ Get Application List

- Print Proposal

- Copy Proposal |

- Copy Proposal Version Business Unit: Q

- Generate Award
- Copr Bugget Peniog Proposal ID: [TEST_GRANT aQ
= Review Pre-Award Version ID:

Budget
- Review Proposal Audit

Logs |
- Proposal ©

£pproval

b Awards Find an Existing Valug | Add a New Value
> Protocols
b Institutions

Note: The Proposal ID field has a 15 character limit. There should
be no spaces. The only allowable special characters are dashes
and underscores.

2. On the Proposal tab, enter
data into the following fields:

Description

*Title

*PI ID

*Sponsor ID

*Start Date

*End Date

No. Periods (then click the
Build Periods button to create
budget periods for your grant

i - My Proposals DueBv  BudgetExpress  Additionalinformation  CFDA

period) b Progamiansgement Grants G Proposa
- Project Costing
| FEEEE [ETERE *Start Date: *End Date: No. Periods:
> Maintenance Management
" Resource lsnagement Budget Periods Customize | Find | 3 First (1) 1 or1 [ Last
> Lease Administration — Cusonize | Find
> Staffing [ oetsis T Piisincomes
[ Travel and Expenses Period |*Start Date *End Date Target Sponsor Budget
Egﬁ“’:g‘“m‘”‘s"a""" 1 03101/2013 El 02/28/2014 ) =
> Accounts Receivable
> Accounts Payable Target Sponsor Budget:
> eSefllements
|r il ETETET. GoTo: Location Protocols © Setup Level Keywords Gender & Winarity Study Trainee Aftributes Schemas
[ IT Asset Management
» Banking

GMART e

< Praposals ~
- Maintain Proposal gl Proposal | Projecs Budgets | Resources | Cerifications | Reporis | Attachments | Schema Aftachments

= Enter Budget Detail

- Submil Proposal Proposal ID: TEST_GRANT VersionD: 101
- Get Application List
- Print Proposal Description: Test Grant Currency: usD

= Generate Award
- Copy Proposal Opportunity Number: Add to My Proposals

- Copy Proposal Version
= Copy Budget Period [Test Grant

= Review Pre-Award *Title: Description
Budget a
= Review Proposal Audit “PHD:

o]
—#:sa\c-nm anent =SponsoriD:  |DHS @, US Dept of Homeland Security . ©stat oot

Approval Predward
ll: SWTYUEI Administrator Q Submit Status: Mot Submitted
rotocols

[> Institutions. Purpose: ‘ Q Generate Status:  Not Generated
[ Sponsored Projects B
Offices “Proposal Type: | NeW v B A i
> Departments In Approval Process
[ Professionals Confidence %: ’7

> Sponsors Facilities & Admin Requested
[» Subrecipients

I Interactive Reports
= Grants Center [CImiH Modular Grant

[roreign Application'Component [ Template Proposal
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Click on the Location link at
the bottom of the page. Enter
the location code for the
physical location where the
grant work will be taking
place.

GITIART

> Proposals
= Maintain Proposal
= Enter Budget Detail
= Submit Proposal
- Get Application List
- Brint Proposal
- Generate Award
= Copy Proposal
= Copy Proposal Version
- Copv Budoet Period
- Review Pre-Award
Budaet
= Review Proposal Audit
Loas
- Proposal Component
Approval
> Awards
[> Protocols
[* Institutions
> Sponsored Projects
Offices
> Departments
[> Professionals
[ Sponsors
> Subrecipients
> Interactive Reports
- Grants Center
= My Proposals
I Program Management
I Project Costing
I Proposal Management
| Maintenance Management
|- Resource

Proposal Projects Budgets
Proposal ID: TEST_GRANT
Description: Test Grant

Proposal Project

Project ID:

*Location:

Country:

Address 1:
Address 2:
Address 3:

City:
County:
State:

Resources

Certifications

VersionID: V1

" @, Description:

Home | _Workist

New Window |
Reports | Attachments

01

*Congressional District: ‘

United States

Kansas

Postal:

MukiChannel Console

Add to Favorites | _Sian out

Help | Customize Page | B

Location

| Lease Administration |
I Staffing

I Travel and Expenses
[> Travel Administration
I> Billing

I Accounts Receivable
I Accounts Payable

GoTo: Location Protocols Ci

[ save | [S] Notify | 2 Refresh

Proposal | Projects | Budaets | Resources | C

| Repots | |

Setup Level Keywords Gender & Minority Study Trainee Affributes Schemas

E} Add Update/Display

Location | Schema

Click on the Projects tab.
Enter data into the following
fields:

Project ID
Department
Subdivision (same as
Department)
Institution

F&A Distribution section:
Department

GMART

= Proposals
- Enter Budget Defail
= Submit Proposal
= Get Application List
= Print Proposal
= Generate Award
= Copy Proposal
= Copy Proposal Version
= Copy Budget Period
= Review Pre-Award
Budaget
= Review Proposal Audit
Loas
= Proposal Component
Approval
> Awards
> Protocols
I Institutions
> Sponsored Projects
Offices
1> Deparments
> Professionals
> Spansors
> Subrecipients
1> Interactive Reports
- Grants Center
- My Proposals
> Program Management
> Project Costing
I> Proposal Management
> Maintenance Management
I> Resource Management
I Lease L

[E2

Proposal Projects Budgets | R
Proposal ID: TEST_GRANT
Description: Test Grant

Proposal Projects

Project ID:

*Title:

“Department:

*Subdivision:

*Institution:

SPO:

F & A Distribution
“Department

TEST_GRANT

Home | Workist

New Windaw | Help | Customize Page |

esources | Cerfifications | Reports | Attachments
VersionID: 101
Currency: uso

[ Primary

HMultiChannel Console

Add to Favorites | _Sign ol

nen

Localion

=

[Test Grant

Q Dept Contact: Q
Q

Dept Rep:
Q Other Contacts Department Credit
SPO Contact:

BAD3400

st (4 1 1ot
[

By 100.00

Description

& =

Project Percent Share

100.00

> Staffing
> Travel and Expenses
> Travel Administration
I Billing

> Accounts Receivable
> Accounts Payable

> eSefllements

> Asset Management

I: IT Asset Management

I Banking

GoTo: Location P

& save | [=] Notify

rotocols C

Setup Level

Keywords

Gender & Minority Stud:

4 Refresh

Proposal | Projects | Budgets | Resources | C

| Reports |

| Location | Schema

Trainee Affributes

Schemas

Return To: Wy Proposals

S Add Update/Disp|

Note: The Project ID field has a 15 character limit. There should
be no spaces. The only allowable special characters are dashes
and underscores.
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Click on the Budgets tab.
Enter data into the following
fields, then click Save:

Budget ID
Description

GMART

Proposal Project

Project ID:
Budget Header

*Budget ID:
Start Date:

Budget Period

1 03/01/2013

New Window | Help | Customize Page |
Proposal Projects Budgets Resources | Cerifications Reports Altachments Location m
Proposal ID: TEST_GRANT VersionD: V101
Description: Test Grant Currency:  USD

TEST_GRANT Title:

GRANT_ACTIVITY Q

03/01/2013

Period Start Date End Date ,Mimm 2ME | participant/Trainees

0212812014

Hnme wwhst MumChannel Console Auu to Favorites SM out

First [ 4 0r1 [Pl Lot

Fist [ 1 011 [F] Last
Description: | Test grant achivty

Include in Proposal

End Date: 02/28/2014

First [4] 1 or4 ] Last

Cu | Fin

Program Income

F & Aand Pricing Setup

Total:

GoTo: Location Protocols C

Setup Level Keywords Gender & Minority Study Trainee Affributes Schemas

& save | [=] Notify | % Refresh

[ErAdd | I UpdateDisplay

| Location | Schema

ces | C | Repors |

Proposal | Projects | Budgets |

Note: The Budget ID becomes the Activity ID in Project Costing
when the grant is awarded. It can be re-named at the time of
award, if needed.

If the agency wishes to use
the auto-F&A calculation,
click on the F&A and Pricing
Setup link beneath the
Budget Period box. Enter
data into the following fields,
then click Apply, then OK:

Rate Type

FA Base (in the Institution,
Sponsor and Budget
sections)

GMART

= Proposals

= Enter Budget Detail
= Submit Proposal
= Get Application List

Hnme wwhst MumChannel Console Auu to Favorites SM out

A F & A anarricing Sewp -
Proposal ID: TEST_GRANT Version ID: V101
Test Grant Budget ID: GRANT_ACTVITY

= Print Proposal

= Generate Award

= Copy Proposal

= Copy Proposal Version

= Copy Budget Period

= Review Pre-Award
Budget

= Review Proposal Audit

Loas
= Proposal Component
Approval
- Awards
I Protocols
I Institutions
I Sponsored Projects
Offices
> Departments
I Professionals
> Sponsors
> Subrecipients
I Interactive Reports
- Grants Center
= My Proposals
> Program Management
1> Project Costing
> Proposal Management
L3

Project ID: TEST_GRANT

@ institution Minus Funded © sponsor Minus Funded

GRANTS_AS_INCURRE @,

*Pricing Method:

*Product:

First (4] 4 o1 [F] Last

SALL QU aiocat

First (4] 1 01 [¥] Last
Effective Date: 01/01/1901 290

Institution Rates

FABase: TOC A Total Direct Cost

Same as Institution Sponsor Rates First [ 1 or1 M Last

FABase:TDC A yotal Direct Cost FA Rate %:

Effective Date:

- Resource Management
1> Lease Administration

I Staffing

I Travel and Expenses

1> Travel Administration

I Billing

FABase: TOC A Total Direct Cost

> Accounts
- Accounts Payable
1> eSetilements

> Asset

ok | cancel |  Apply

I IT Asset

Note: if the F&A rate % to be used on this proposal differs from
the percentage that defaults into the Budget Rates box, the user
may change the value.
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Click on the 1 link in the
Period box to enter budget
detail for the first budget
period.

Enter Budget Item values and
Total Direct amounts for each

line. Use the icon to add
rows, as needed.

q | H RT HDmE Wnn'llsl ¥||I|mCI|:lMe\ Console ﬂﬂﬂ to Favortes Shn out

=13

Enter Budget Detail

Proposal:

TEST_GRANT Currency: usD

Versiom: V101 StartDate 030112013 EndDate 021282014

Title: Test Grant WModular?

ProjectiD:  TEST_GRANT Budget Period: 1 Overall Cost Share
BudgetiD:  GRANT_ACTIVITY StartDate 03012013  EndDate 028014  EWFARIE

Details, CostShare, Justification
[ LineData Tiliorelinebata

First [ 1 014 ] Lost

]
Customize | Find | ¥

Line# |Budgetitem |Description Mandatory Costshare | 1Siitution |Third Party

Details |Total Direct Sponsor Direct Cost Share

10 |SUPL ) [Materials & Supplies B 2,000.00 2,000.00 CostShare [] [=
Sponsor Direct: 0.00 Sponsor F&A: 0.00 Total Sponsor Budget: 0.00
Institution Cost Share: 0.ng  Institution Cost Share 0.00 Total Inst CIS Budget: 000
F8A:
Third Party Cost Share:  0.00 Total TP C/$ Budget: 0.00
|| Total Direct: 0.00 Total F&A: 0.00 Total Budget: 0.00 o
=l

Note: clicking on the Details icon for any line will display a
screen where additional item details can be entered (e.g. per item
cost, quantity, etc.)

When selecting the
SALARIES budget item, the
Details icon allows the user to
identify specific individuals
working on the grant and
uses their actual salary rate
when budgeting, based on
the Appointment Type and
Effort Pct entered. Click OK.

GMART

< Proposals A
 Waintain Proposal
= Enter Budget Detail
- Submit Proposal
~ Get Application List
- Print Proposal
- Generate Award
= Copy Proposal
= Copy Proposal Version
~ Copy Budaet Period
~ Review Pre-Award

Buduet
- Review Proposal Audit
Logs
= Proposal Compenent
Approval
- Awards
I Pratocols
I Institutions
> Sponsored Projects
Ofiices
> Departments

> Professionals

> Sponsars

> Subrecipients

I Interactive Reports

- Grants Center

= My Proposals

Program Management

Project Costing

Proposal Management

Waintenance Management

Resource

Lease Administration =

Staffing

Travel and Expenses

Travel i

Billing

New Window | Help | Customize Page | /&

Personnel Detail
Budget Period 4

StartDate  03/01/2013
Budget item: SALARIES

End Date 02/28/2014

Budget Line Number: 20 Salaries & Wages

First [4] 4 or1 [H Last
HE]

Find | View Al
1Q
Name: ID: Empl Class:
Principal  py ToET=
Investigator

Rate Type:  Regular

[ calendar Academic

0310112013 [ gnq pate [02/28/2014 [
Cost of Living 01/0111901 [
Increase Pct:

Merit Increase Pct: ]

Appointment Type: Summer

Start Date: Months: 12.00 Effort Pct: 100.00

Date:

Date:

48,484.80

4848480

Annualized Salary:

Annual Fringe Amt:

Fixed Salary Amt: Fringe Rate:

Budget Salary: Fixed Fringe Amt:

Budget Fringe:

Total Salary: 48,485.00 Total Fringe: 0.00 Avg Effort Pct:  100.00

OK

| Cancel |

Home | workist | _Mulichannel console | _Add to Favortes | Sign out

Note: The Row No. field corresponds to individuals listed on the
Resources tab of the proposal in the Professional section.
Individuals must be listed here before they can be selected in the
budget.
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If Cost Share is appropriate,
click the Cost Share link on
the budget line and enter
data in the following fields,
then click OK:

Cost Share Percent
Institution box:

Department
C/S Pct

Home | Workist | MultiChannel Console | Add to Favorites | Sian o

bd

~ Proposals T | LS | oies s ous | 1
= Maintain Proposal

- Enter Budaet Detail
- Submit Proposal
- Get Application List

- Print Proposal

= Generate Award

= Copy Proposal

= Copy Proposal Version

Cost Share

Budget Period: 1 Start Date: 03/01/2013 End Date 022812014
Budget Line Number: 10 Budget ltem:  SUPL Materials & Supplies

[

= Copy Budget Period Total Direct: 2,000.00 Cost Share Percent: | 5000
= Review Pre-Award

Budget Sponsor Direct: 1,000.00 ‘Cost Share Direct: 1,000.00
= Review Proposal Audit

Logs
= Proposal Component

Institution Find First I

Approval 1of1 Last
+
:; S'f;:;‘fﬂlﬁ *Department Q crspet | 10000 ¢rs pirect 400000 =]

[ Institutions

1> Sponsored Projects
Offices

I Departments = - -

I Professionals First (1] 1 o1 [ Last

I> Sponsors =

[> Subrecipients Description CIS Pct CIS Direct ’7

I Interactive Reports

= Grants Center

= My Proposals

I> Program Management

[P Praject Costing

| Proposal 1t

I Maintenance Management

b Resource 0K | Cancel |

Distribution Totals: 100.00 1,000.00

Note: Use the highest level Department ID value (representing the
agency). If there is any Third Party cost share, enter it in the
appropriate box.

10.

As Budget Items and Cost
Share are entered, the
system keeps a running total
at the bottom of the Budget
Detail page. Click Save.

GMART

Menu -]
> Proposals
= Maintain Proposal
= Enter Budget Detail
= Submit Proposal
- Gel Application List
- Print Proposal
- Generate Awarg TEST_GRANT
~ Copy Proposal i
- CopyProposal Version Version: V101
- Copy Budaet Period Title:
= Review Pre-Award
Budget
= Review Proposal Audit
Loas Budget ID:
= Proposal Component
Approval
 Awards
> Protocols
I Institutions
I Sponsored Projects
Offices
> Departments
I» Professionals

3

New Window | Help | Customize Page |

Enter Budget Detail
Proposal: Currency: usD
Start Date 03/01/2013
Modular?

EndDate 02/28/2014
TestGrant

Project ID: TEST_GRANT Budget Period: 1

GRANT_ACTIVITY Start Date: 03/01/2013 End Date 02/28/2014 —_—

Details, CostShare, Justification
[ Linepata Tiliore line Data

Line# |Budgetltem [Description Details |Total Direct Sponsor Direct Cost Share

10/ [SUPL @ Materials & Supplies =3 2,000.00 1,000.00 Costshare []

I> Sponsors 20/ [SALARIES € [Salaries & Wages B 48,485.00 48,485.00 Costshare [
3

I Interactive Reports

= Grants Center

- My Proposals Sponsor Direct: 49,485.00  Sponsor F&A: 1,435.00 Total Sponsor Budget:  50,920.00

> Program Management
1> Project Costing
> Proposal Management

Institution Cost Share: 1,000.00 Institution Cost Share 29.00 Total Inst C/S Budget: 1,029.00
FaA:

[ Maintenance Management Third Party Cost Share: 0.00 Total TP C/S Budget: 0.00
- Resource

1> Lease Administration ' Total Direct: 5048500 Total F&A: 146400 Total Budget: 51,0000
I Stafiing

1> Travel and Expenses

Return To Maintain Proposal
> Travel Administration

1> illing
1> Accounts Receivable B swve | ARctumto searen | oy |

i sreninte Dovanie

11.

Click the Return to Maintain
Proposal link to return to the
Budgets tab.

Note: only the Sponsor
requested amount of the
budget displays on this page.

All required proposal
information has been entered
at this point.

Home | Wworkist | MuttiChannel Console | Add to Favorites | _Sign out

(=03
New Wwindow | Help | Customize Page | Al

Proposal Projects Budgets | Resources | Certifications | Reporis | Aftachments | Schema Attachments
Proposal ID: TEST_GRANT VersionID: Y101
Description: Test Grant Currency: usD

Proposal Project

Project ID: TEST_GRANT Title: Test Grant
Budget Header
=
Budget ID: GRANT_ACTIVITY Description: |Test grant activity
Start Date: 0301/2013 EndDate:  02128/2014 Include in Proposal

Budget Period First " 101 Last

Period |Start Date.

End Date Amount [2

1 03/01/2013 02/28/2014 50,920.00 Program Income
F & Aand Pricing Setup Total: 50,920.000

GoTo: Location Protocols G Setup Level Keywords Gender & Minority Study Trainee Affributes Schemas b |
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