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Date Amendments - Process Help

Use these instructions to change dates on a; project, task, and award in grants management module of the Research Foundation
(RF) business applications.

Background

An account relationship consists of a project/task/award (and installment) combination. The overlapping period of the project/task/award and
installment(s) defines the time period available for transactions. Therefore, when processing a date change the project/task/award and
installment(s) must be changed in order for the “new” time period to be created.

Date changes can be processed for a variety of reasons, including amendments received from sponsors, pre-award costs, automatic renewal
authorization, etc.

Factors to Consider

Transactions

When you change dates, you must first decide if transactions (expenditures or encumbrances) exist that are outside the "new" time period. If
transactions exist that are not within the time period to be established, the appropriate department must be notified and the transactions must be
reviewed and appropriate actions taken prior to changing dates.

Transferred transactions still exist as transaction lines and will prohibit some parts of the account relationship (project/task/award/installments)
from being changed. These items can be changed to the last transaction item date. For example,

Situation
¢ New end date is 10/31/20.
e Previous end date was 12/31/20.

e Payroll encumbrance exists dated 12/1/20.
e Payroll encumbrances are moved.
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Resolution

e You will successfully be able to change the project/ task/installment(s) to 10/31/20.

e However, functionality on the award date will still read the transaction lines. Therefore, the award date will only be able to be changed to
12/1/20.

Budget Periods

Some date changes may require the existing award budget to be moved to a budget period that corresponds with the new time period for the
account relationship. For example, if the start date is changing from 10/1/20 to 12/1/20, the budget currently is entered in OCT-20 budget column
and would need to be moved to the DEC-20 budget column.

Baselining the Budget

All date changes require the successful baselining of the award budget.
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To roll forward a start date: a

. . status: [
1. Navigate to Award Summary Inquiry to open the ASI. e || el

2. Enter Award number and click the Submit button then refresh until status Last run o
shows as “Completed” then click the View button.

3. Inthe dropdown menu, select Project. Use the Select a Project button to select
the project. In the same box, use the new dropdown menu and select Task and
then repeat this process for the task. :

4. Click the left box to view expenditures. See if any transactions exist
outside of the date range. Verify that award budget is entered in a
budget period that corresponds with the new project/task/award
period. Amend if needed.

L 0272112019 09:53:28

|21 881010087 4129691A

Task Details -
Task

“H01aN2014 [2E831.0EC 2014 [ S 0410712015 09:58:51

Award Budgetary Control Level:
m -E)leuvm _Backlupmjecthsl

Expenditure Category BC Level Budget Actual Encumbered Available
MIX
Salaries and Wages Summer |MIX
Salaries and Wages Grad | MIX
- [salaries and Wages IFR mix
| -Total Salaries and Wages-
* [Fringe Benefits Regular mix
ringe Benefits Summer MIX
i nefits Grad mMix
MIX

MIX
MIX

MIX
MIX
MIX

|-TOTAL Direct Costs—
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Short Name

5. Navigate to Awards, click Open to open the Find Awards form. o
6. Enter the Award number.

. . Search For Name
7. Click Find to open the Award Management Folder form. R Number
8. 20le

Click Open to open the Award Management form

Organization

Funding Source

Number

Name
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9. Roll forward the award start date and installment start date . 11u1
Number I@_ HTemplate

Short Name
FullName

30-NOV-2018
Intergov Personnel Ac
1,050 Office of the Dean
)

Cost Sharing Matching Information Funding Summary

o}

Installments
Mumber  Issue Date Type EndDate  Active Billable L |
I 01-MAY 2016 01.MAY.2016  [30-SEP-2018 Ird AT
[ 1 TR I
] o oo
10. Click File > Save. " ”
eports ) Project Funding )
11. Select File > Close Form
12. Baseline the award budget (See instructions below) L
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To Rollback a Start date:

Note: Rolling back only the project or task will change the account
relationship time period.

Navigate to Projects to open the Find Projects form.

Enter the Project Number.

Click Find to go to the Projects, Templates Summary window.
Click in the row that contains the project to be modified.

Click Open to go to the Projects, Templates window.

On the Project management screen, rollback project start date

oukwnRE
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Key Member

CEUNET S Projects, Templates

e
oy

Customer

The Research Foundation for

vame [

Number

1004896 21121400
Standard 110 Family Medicine
2112140L
01-JAN-2001 31-DEC-2021 Approved
PREVENTIVE M E CLINICAL SER f
Change Status
Classifications
Key Members

Transaction Controls

Detail
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7. Click the box to the right of Tasks to open tasks

8. Rollback task start date
9. Click File > Save
10. Close tasks screen
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The Research Foundation for
b 0048
Standard
21121401
01-JAN-2001 ’.31 -DEC-2021
PREVENTIVE MEDICINE CLINICAL SER!

Tasks

21121401

110 Family Medicine

Approved

Change Status

Classifications

Key Members

Transaction Controls

Number Name Description
PREVENTIVE MEDICIN

) RFPRODX - 30-M

Detall

Trans Start Date  Trans Finish Date

01-JAN-2001

31-DEC-2001

PREVENTIVE MEDICIN

01-JAN-200;

31-DEC-2003

PREVENTIVE MEDICIN

01-JA

31-DEC-2008

PREVENTIVE MEDICIN

01 -2009

31-DEC-2021

cre S e T
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[=
ET

11. Click File > Save
12. Navigate to Awards, click Open to open the Find Awards form.

13. Enter the Award number. qNJ:'ﬂEr N:mer
14. Click Find to open the Award Management Folder form. Serene R
15. Click Open to open the Award Management form

16. Rollback the award start date and installment start date

Organization

Funding Source

Number

Name

Operating Unit
Number @_ mplate Func me
Short Name Funding Source Award Number
Full Name pre-award Date ([ [
Start Date (VN ELCHNNNN End Date

o
UM 050 Office of the Dean| s T8 . Funded Amount ,599.
Award Amount [@]

Cost Sharing Matching Information Funding Summary

17. Click File > Save. Installments o
. Number  Issue Date End Date Active Billable L |
18. Select File > Close Form 1L 01 MAY 2016 |Award 01MAY 2016 [30-SEP-2018 T
o o [k
19. Baseline the award budget (See instructions below) I o g Jr
& — =
Reports ) Project Funding )
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To extend an end date: ‘ Key Member

ST Projects, Templates name [
1. Navigate to Projects to open the Find Projects form. S S %J
2. Enter the Project Number. Lt
3. Click Find to go to the Projects, Templates Summary window. .
4. Click in the row that contains the project to be modified. roduc R —
5. Click Open to go to the Projects, Templates window. — T
6. -

On the Project management screen, extend the project end date.

o ]

The Research Foundation for

128 1004896 2112140L
Standard 110 Family Medicine
2112140L
01-JAN-2001 ].31 DEC-2021 Approved

PREVENTIVE MEDICINE CLINICAL SI

Change Status
Classifications
Key Members
Transaction Controls
Detail
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7. Click the box to the right of Tasks to open tasks

8. Extend task end date
9. Click File > Save
10. Close tasks screen
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The Research Foundation for
b 0048
Standard
21121401
01-JAN-2001 ’.31 -DEC-2021
PREVENTIVE MEDICINE CLINICAL SER!

Tasks

21121401

110 Family Medicine

Approved

Change Status

Classifications

Key Members

Transaction Controls

Number Name Description
PREVENTIVE MEDICIN

) RFPRODX - 30-M

Detall

Trans Start Date  Trans Finish Date

01-JAN-2001

31-DEC-2001

PREVENTIVE MEDICIN

01-JAN-200;

31-DEC-2003

PREVENTIVE MEDICIN

01-JA

31-DEC-2008

PREVENTIVE MEDICIN

01 -2009

31-DEC-2021

cre S e T
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11. Navigate to Awards, click Open to open the Find Awards form. -

Award {ey Member
12. Enter the Award number.
13. Click Find to open the Award Management Folder form e e
14. Click Open to open the Award Management form Shorfiame Roe

Qrganization

Funding Source

Number

Name

15. Extend award close date AMNMATRRN e Rescarch Founda
. . Number 74785 BiTempiate e
16. Click File > Save EuN Obeid VA Med Center, ST KL VAT 632D67011 D76009
pre-Award Date ([ NN
: S 1sn O 30-SEP-2018
LEER30 NOV 2018 ‘ Award
ntergov Personnel Ac vel L St Closed
g 050 Office of the Dean|[ ] Hard Limit Funded Amount
Award Amount o]
Cost Sharing Matching Information Funding Summary
MNumber  Issue Date Type Start Date End Date Active Billable 1 |
[|E 01-MAY2016  [Award 01-MAY.2016  [30-SEP-2018 V. W [m =
o o p
o [
[4 .l
Reports ) Project Funding )
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17. Extend award end date
18. Click File > Save

Operating Unit
Number

Short Name
Full Name

Start Date

The Research Founda
Obeid VA Med Center

Funding Source Name
Funding Source Award Number
Pre-Award Date

End Date

632067011 D76009
30-SEP-2018 |

01-MAY-2016

30-NOV-2018 Award
Intergov Personnel Ac ml i e Closed

LR L) 050 Office of the Dean|f [ e Dimit Funded Amount
Award Amount [ gj]
Cost Sharing Matching Information Funding Summary
Installments

- Number  Issue Date Type Start Date End Date Active Billable | |
I 1 01-MAY-2016 Award 01-MAY-2016 30-SEP-2018 . T8 W
B B [

o o |-

[ T
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19. Extend installment close date
20. Click File > Save

21. Extend installment end date
22. Click File > Save

23. Click File > Save.
24. Select File > Close Form
25. Baseline the award budget (See instructions below)
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Management
e TS The Research Founda

Number [68 emplate
Shart Name A Number
SHIREN S Thermo-Control WB600-C Dual S BreAward Date
rt Date End Date
z Hard Limit == 0L Closed
Organizatio e HE Funded Amount

L T LNV ET B8 Thermo-Control

Award Amount 19,974.00 [ @ 1

Cost Sharing Matching Infor n Funding Summary

Installments

Number  Issue Date End Date Close Date Active Billable

l 1 23-JAN-2015 30-APR-2016 29-JUN-2016 K.

erating Unit
Mumber l@_ HTemplate Funding Source Name  LLE GRS
Short Name Funding Source Award Mumber
21 [NYENES Thermo-Control WB600-C Dual Si Pre-Award Date _
Star Date End Date
ate Award Type
s i Status G
Urg Hl|nvoice Funded Amount
Award Amount [ @]

Cost Sharing Matchi m Funding Summary

Active Billable L J

 Number _ Issue Date Type End Date Close Date

I 23JAN2015 | Award 30-APR2016  [29-JUN-2016 O -

| r = (|
o o L]

- Fﬁ
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To rollback an end date: = Find Awards

1. Navigate to Award Summary Inquiry to open the ASI. :

. . . Award Number: _ Last Run I]n:_

2. Enter Award number and click the Submit button then refresh until status R —
shows as “Completed” then click the View button.

3. In the dropdown menu, select Project. Use the Select a Project button to select = [ Robeen
the project. In the same box, use the new dropdown menu and select Task and S
then repeat this process for the task.

4. Click the left box to view expenditures. See if any transactions exist outside of : .
the date range. Verify that award budget is entered in a budget period that
corresponds with the new project/task/award period. Amend if needed.

Projects
Tasks

1208 1010087 4129691A

=S Task Details -]
Task
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Navigate to Projects to open the Find Projects form.

Enter the Project Number.

Click Find to go to the Projects, Templates Summary window.
Click in the row that contains the project to be modified.

Click Open to go to the Projects, Templates window.

0 0 NWU
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o
Award Budgetary Control Level:

«cE BT
BC Level Budget Encumbered Available
o sl

oy ol
D €

| - |-TOTAL Direct Costs—

X 1,606.00; 00 o0 [l
. 00, 00 8,24933 [}
51,089.33 39,949.58 00 1113975 [l

Key Member

Organization

Status

Customer

Name

Number

Relationship
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10. Click the box to the right of Tasks to open tasks =

The Research Foundation for

b 0048 2112140L
Standard 110 Family Medicine
21121401
01-JAN-2001 ].31 -DEC-2021 Approved

PREVENTIVE MEDICINE CLINICAL SER'

bl

Change Status
Tasks =
Classifications
Key Members
Transaction Controls
Detail

11. Rollback task end date
12' ClICk File > Save asks - 1004896 - O { vith Budget Appr @ RFPROD?
13. Close tasks screen

Description Trans Start Date  Trans Finish Date
PREVENTIVE MEDICIN|01-JAN-2001 31-DEC-2001
PREVENTIVE MEDICIN|01-JAN-200, 31-DEC-2003
PREVENTIVE MEDICIN|01-JAl 31-DEC-2008
PREVENTIVE MEDICIN|01 -2009 31-DEC-2021

coe s e e
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14. On the Project management screen, rollback project end date
15. Click File > Save

16. Navigate to Awards, click Open to open the Find Awards form.
17. Enter the Award number.

18. Click Find to open the Award Management Folder form

19. Click Open to open the Award Management form
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The Research Foundation for
[0 1004896

Standard

21121401

2112140L

110 Family Medicine

01-JAN_2001 _31 “DEC-2021

PREVENTIVE MEDICINE CLINICAL S|

Approved

Change Status

Classifications

Key Members

Transaction Controls

Award

Search For

Number

Short Name

Organization

Funding Source

Number

Name

Name
Number
Role

Detail
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20. Rollback the installment end date
21. Click File > Save
22. Rollback the installment close date

23. Click File > Save.
24. Select File > Close Form
25. Baseline the award budget (See instructions below)
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Operating Unit

Number
Short Name

Full Name

@_ W Template Fundin: me
Funding Source Award Number
pr-avers v

Award Amount

Mumber  Issue Date Type End Date Close Date Di Active Billable L |

m d Limil Funded Amount 95,599.00

o]

o v st oo

I 01MAY2016  |Award 30-SEP2018  [3oNOvts _ | . . i
T = [
o = [

Reports ) Project Funding )

F

Page 18



Baselining an Award Budget

1. Select Budgets > Award Budgets to open the Award Budgets form.

2. Enter the award number in the Award Number field on the Award Budgets form.
3. Press TAB.

Note: The System W| I I a Utomatlca I Iy fl ” |n the Awa rd Name’ ‘© Award Budgets - ORG Account Establishment Administrator @ TRAINX - 16-MAY-2019

Finl Budget
Project Number, Project Name and Budget Type fields. If st Nmeer Fvars Name 1660 DG Revenue
X i . X Project Number 1056459 Project Mame |660 Indirect Cost Award
there are multiple projects associated with the award, you'll Budget Type |Approved Cost Budget —_—)
. . Diraft Bud
need to select the project you want from the List of Values. e o
Change Reason
4. C||Ck Find Draft' Descriptian Wew Original Il
. . Entry Options
5. Enter the following fields on the Award Budgets form i kT Resouros List
(Optional):
Totals
e Version Name. Enter the version of the budget being Labor Buroned
. « _ege « . Uom Quantit Raw Cost Cost Revised Date
created. If this is the initial budget, enter Original Budget. - !
Current
History Copy Actual Rework Submit
Find|%

GChange Reason
Additional Funds

Cay Forward

Create At Risk Budget far APT
Date Change

Official Awart Armount
Rehaseline far GME Ealances
Reduction of Funds

Transfer of Funds
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e Change Reason. Date Change.

e Description. An additional explanation of why the budget is
being modified.

e Status. This field displays Working when you enter or update a
draft award or project budget. This field displays Submitted
when you submit a draft award or project budget and reverts
back to Working once you submit and baseline the budget.
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‘O Award Budgets - ORG Account Establishment Administrator @ TRAINX - 16-MAY-2019

Find Budget
Ayward Murber

Project Number
Budget Type
Draft Budget

“ersiol
Change Reason
Description

Entry Options

Entry Method

000036
1056459
Approved Cost Budget

Original Budget

Task-Resource-Period

Award Name |660 IDC Revenue
Project Name 660 Indirect Cost Award

Find Draft
ma Working

New Original [ 1

/Rgauurce List |Expenditure Categories and Typr

Totals
Labor Burdened
UomM Quantity Raw Cost Cost Revised Date
Draft 16-MAY-2019 09:33:03
Current Hours 0.00 0.00 1.00/[24-JUN-2010 13:20:58
History J Copy Actual ... Rework W
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