[image: image1.png]freeeee

BERKELEY LAB|




Sponsored Projects Office

Research Administration

Project Information

Database

Sponsored Projects Office Award Negotation, Generation, and Profile of Sponsor Projects Proposals

A Training and Reference Manual
for PeopleSoft Grants Management Release 7.5


 April 21, 2003

Table of Contents

Overview

Objectives

· Negotiate an Award

· Generate an Award.

· Establish an Award.

· Approve Additional Funding 

· Access and Manage Awards

Overview

Introduction

Welcome to the Processing Awards module of the Research Administration and Project Information Database (RAPID)!  RAPID is the Laboratory’s implementation of PeopleSoft Grants Management and is an integrated part of the Laboratory’s enterprise business systems.  RAPID is accessed through the Laboratory’s Financial Management System (FMS) Production System.

PeopleSoft Grants tracks award information throughout the life of the award.  Awards are generated, associated with projects, and billed to the sponsor.  PeopleSoft Grants tracks award information throughout the life of the award.  Awards are negotiated, generated, associated with projects, and billed to the sponsor.  This manual contains the tools needed to learn the specific concepts and procedures involved in negotiating, generating, and authorization of sponsored research funding.  Sponsor Research projects and billing will be covered under separate reference manuals.

Proposals that have been accepted by a sponsor are considered Awards.  Information from the proposal can be transferred to an award to reduce data entry.

The award process in PeopleSoft Grants enables you to maintain the award from receipt to the end of the award life cycle.  Award information such as profile, funding, sponsor, personnel, and location is tracked.  Award billing rates and requirements are also recorded for integration with your billing system.  You can calculate facilities and administrative rates at the expenditure level and readily differentiate between sponsor expenditures and institution cost sharing.

Chapter 1

Negotiating Awards

Overview

Once a sponsor agrees to fund a proposal, an award must be negotiated.  An award can be negotiated without generating an award and award and project data structures.

Timing

This data must be entered before the generation of an award.  

Objectives

The award negotiations panel allows SPO Contracts Officers to capture negotiation notes on line.  Since SPO is decentralized, this will allow for the SPO Manager and backup Contracts Officers to access information and assure the timing negotiation of an award.

· Create award negotiation panel

· Review and make changes to existing award negotiations

· Work with different types of negotiation types.

· Make changes and updates as needed

Award Negotiation Panel

Award Negotiations is tracked one panel.  After a proposal has been made to a sponsoring agency, negotiations usually occur between LBNL and the sponsoring agency.  It is essential to track changes components of the award with the sponsoring agency.  Negotiation Award information is entered when you are relatively certain that the proposal will receive an award, even if all aspects of the award have not been agreed upon.

The original proposal is not affected by the negotiation details.  If there are changes to the proposal, they are made by ASD to the proposal itself are made on the proposal panels, and a new version is assigned.

Negotiation Award data is typically entered after a proposal has been made and your institution has reasonable assurance that the sponsoring agency will fund the project.

ASD approved staff will have read-only access to this panel.  ASD staff will review the negotiation notes prior to contacting a SPO CO regarding the status of negotiations.

Detailed Directions

Select menu items in the following order:
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The Sponsored Projects Contracts Officer only sees the proposals for their division that are ready to be negotiated.  The SPO CO selects the proposal they will be negotiating the award.

The Negotiate Award Panel Displays.
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	Field and Instructions
	Responsibility

	Negotiation Type: – Select from the dropdown list the negotiation type that best reflects the negotiation topic. 
	SPO CO

	Proposal Due Date – Enter the Status from the dropdown list
	

	Comments:  Enter comments reflecting conversation and agreements on the negotiation
	

	Name, Title, Telephone, etc.:  Record the person you discussed the negotiation with.  You can have has many contacts as needed per negotiation type
	


Key Data Entry Information and Tables

Selecting Negotiation Types
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	Select the Negotiation Type that best describes the topic discussed.   Use “other” to capture general information and discussion.


Selecting Negotiation Status
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	Select the Status of the negotiations.


Exercise 1-1

	Step 1
	Toggle to PeopleSoft.

	Step 2
	Select:  Go,  Administer Grants,  Establish Awards

	Step 3
	Select:  Use,  Negotiate Award,  Search Display,  Select the Proposal you have submitted and approved.

	Step 4
	Enter the following:

Negation Type:
Other
Negotiation Status:
Pending
Comments:
Sponsor Contacted LBNL indicating award will be forthcoming.  Detailed concerns are captured under the different negotiation types
Sponsor Contact Information:  Make up a name and other contact information.

Save Panel


Chapter 2

Generating an Award

Overview

When a funding agency agrees to sponsor a proposal, an award must be generated.  RAPID utilizes the information entered on the proposal to create an award.  Projects and funding information are copied from the proposal to the award.  In some circumstances, it is necessary to generate an award before the sponsor has agreed to fund the project.  Bridge Funding spending can then be tracked and associated to the project.

Awards are generated after the proposal has been approved by a sponsor.

The proposal must have a status of submitted on the Proposal Submission panel before an award can be generated.

Award Generation Process and Panel

Awards can only be generated one time. If a budget was not mapped when the award was created, then the budget and funding information must be added manually.

After generating the award, the award number (ID) can not be changed.

Detailed Instructions

Select menu items in the following order:
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Search Display Box Appears 
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The Sponsored Projects Contracts Officer only sees the proposals for their division that are ready to be generated.  The SPO CO selects the proposal they will be generating into the award.

Generate Award Panel Displays
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	Field and Instructions
	Responsibility

	*Generate Award Panel – The SPO CO will go to the Establish Award/Process and select Generate Award.

1.  LBNL Award Number.  SPO CO will enter the unique LBNL Award Number.  The number will be formulated as follows:  An LB followed by the last two digits of the fiscal year and the proposal number.  It will be a key award field through out the award and project status panels.  (The converted LBNL award number will be the Sponsor’s award since the BAR system predated RAPID.)

2.   The SPO CO will click the button to map the primary Proposal Project into the Award.  Note that the Project has been automatically parented to the Level I Division.  The Project information will come from the Proposal Project Panel.  The Parent will automatically populate Project Status Set-up.  Divisions can re-parent before Financial Analysis opens the Project. 

3  The SPO CO will click the button to map over the budgets associated with the Project.  The SPO CO will select the budget appropriate for the award.  This budget information will populate the Award Funding Panel indicating the proposed budget.  It will also the provide the preliminary information for the secondary Award Modification Panel for the actual Sponsor’s funding
	SPO will input new LBNL Award number:


LB03-000014


Exercise 2-1

	Step 1
	Toggle to PeopleSoft

	Step 2
	. Select:  Go,  Administer Grants,  Establish Awards

	Step 3
	Select:  Process,  Generate Award

	Step 4
	Enter the following:

Business Unit:

UNIV
Proposal ID:

PROP-102
Click:  OK

	Expected Results:
	The Generate Award panel displays

	Step 5
	Enter or select the following:

Award:
LB03-?????? (Fill in the Proposal No.)
Click:  [image: image10.png]All/No Projects




Click:  [image: image11.png]All/No Budgets




Click  [image: image12.png]MOVE



  to generate the award.

	Step 6
	Instructor Demo with Participants

	Step 7
	Compare your Data with the Panel Below:
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	Expected Results
	The panel matches.  If these elements do not match, review the steps and ask the instructor.  


Exercise completed.

Chapter 3

Establishing an Award

Overview

An award is defined as an executed agreement between an institution and a sponsor.  The details of this agreement are recorded in the award profile.  The award profile provides a central location to track dates, contacts, funding details, award modifications, certifications, milestones, and notes.

Timing

This data must be reviewed and any updates made prior to the award being authorized.

Objectives

· Review and update the Award Profile

Award Profile Panel

The Profile panel enables you to review the key award profile components for a particular award.

Detailed Directions 

Select menu items in the following order:
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SPO CO selects the award for Award Profile review

The Award Profile Panel Displays
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	Field and Instructions
	Responsibility

	The Award Profile inherits many fields from the Proposal.  The SPO CO will review this information to make sure it reflects negotiations award document with Sponsor.
	

	1  Reference Award Number:  The SPO CO will input the Sponsor’s award number.  This will appear on the invoice and other reporting documentation to DOE.

If there is no Sponsor Award Number, do not put one in!
	SPO Enters the Sponsors Award number if knows.

	2  Award PI:  The PI is inherited from the Proposal.  


	SPO CO reviews and update if required.

.

	3  Short and Long Titles are inherited from the Proposal.  .
	

	4.  Proposal and Version number:  The Proposal No and Version is inherited from the proposal.
	

	.5  Award Type:  Award Type is inherited from the Proposal.  If the Award and/or Bill Type change due to negotiations, the SPO CO will go back to the original proposal (prior to generating the award) and update this information so it captured correctly.

If the award is generated prior to noting that the Award Type is incorrect, they a new proposal will have to be generated through the copy proposal function.
	

	6  Award Begin/End Dates are inherited for the Proposal.  The SPO CO will update the dates to reflect the period of performance of the award if
	


	Field and Instructions
	Responsibility

	7.  Purpose Code - This code is inherited from the Proposal.
	

	8. Expire Date When the Issue Date in the Award Modification Table is inputted and saved by the SPO CO, the highest end date of committed funds will appear at the expiration date.  This date is the Project Status End date and will control the automated closeout process
	

	9  Award Status - The Award Status will automatically be updated to “Accepted” when the Award is Generated.  Only the SPO CO can change the Award Status.
	

	10  Additional Information – All the pieces of information captured in the Proposal will be inherited by the Award.  The SPO CO can delete Additional Information that doesn’t apply and add Additional Information that may have come up through negotiations.
	

	11  Grants Admin Contact: - The SPO CO will select from a dropdown list the person the Division has designated as the contact period for this award.  This administrative person will receive any automated e-mail alerts associated with this award along with the PI
	

	12  Sponsor Website – When there is a Sponsor Website that contains additional information or policies that effect this award, the SPO CO will set up the website.
	

	13  Project – The Project has been brought over from the Proposal and is captured here.  The SPO CO cannot update this field in the Profile
	


Key Data Entry and Tables

Refer to the Key Data Entry information in Creating Proposal Training and Reference Manual.

Exercise 3-1

Scenario:
After the proposal is prepared, budget header information needs to be defined for the proposal.  Your goal is to establish a budget header for a proposal in PeopleSoft.

	Step 1
	Toggle to PeopleSoft

	Step 2
	Select:  Use,  Award Profile,  Profile,  Update/Display

Enter or select the following:

Business Unit:

LBNL
Award Number:
LBNL03 ?????? (use your award you generated

Click:  OK

	Step 3
	Enter or select the following:

Reference Award Number:
R1HL12345A


Sponsor Panel

The sponsor panel is automatically populated.  No SPO action required.
Detailed Directions

Press F2 or click the Sponsor to proceed to the Sponsor panel.  .
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No Action required.

Funding Panel

The Funding panel enables you to define periods for the project, and the amount funded in each period..

Detailed Directions 

Select Funding or click on Funding Tab to go to the Funding Panel.

The Funding Panel Displays
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	1 Award and Project Headers - This information has been brought over to the Funding panel from the Proposal Panels.  The total Award Amount will be updated from the Award Modification Panel (it is a secondary panel to the Funding Panel) and will reflect the level of committed funding from the Award Modification Panel.  (This is an action item on our “punch” list and will be ready for training)

2  Project/Grant - This represents the proposed funding level from the Budget Header/Period form the Proposal panels.  They will be modified to reflect that this is the proposed funding from the proposal budget.  The SPO CO will not be updating this information.

3  Budget Period - This represents the proposed funding level for each proposed budget period from the Proposal Budget Header/Period and the panel labels will be modified to reflect that this is the proposed funding from the proposal budget.  The SPO CO will not be updating this information.
	SPO CO will review this information to make sure it reflects negotiations award document with Sponsor.  An award is not authorized until the issue date has been inputted and the Award saved by the SPO CO.  


LBNL Internal Reviews and Certifications Panel

The Certifications panel enables you to record all relevant award-specific certifications.

Detailed Directions

Selecting Certifications or click on the Certifications Tab for the Panel to display:
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	Award Certification – All certifications are brought over from the Proposal Panel.  All certifications must be approved or in N/A status prior to the SPO CO can authorize and award.  If they were not updated during the course of the pre-award and negotiating period, they must be updated here.  (These certifications must be in place for Bridge Funding also.)  While this will be updated by SPO, it is available for review to ascertain if all the certifications are complete..  
	SPO CO cannot authorize an award until all appropriate Certifications are approved.  An award is not authorized until the issue date has been inputted and the Award saved by the SPO CO.


LBNL Standard Terms and Conditions

The Certifications panel enables you to record all relevant award-specific certifications.

Detailed Directions

Select F2 or click on the Terms tab for the Terms and Conditions Panel to display
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	Standard Award Terms and Conditions.   The SPO CO will select standard terms and conditions that should be followed in addition to the award document (contract, grant, Interagency agreement, etc.) that will accompany the Sponsored Projects Award Authorization (SPAA).
	SPO CO will assign T&Cs as they apply to this proposal.  


Milestone Panels

The Milestone panel enables you to record specific dates or activities needed to track project performance.  This Panel will be used as a post-go-live enhancement to track CRADA actions
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Award Attribute Panel

The Attributes panel enables you to record items related to the project such as
Detailed Instructions

Select F2 or click on the Attribute Panel for the Attribut panel to Display
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	Award Attributes – SPO COs will enter in “attributes” that pertain to this award.

Property – Property has been identified as an award attribute that must be completed prior to the award being authorized.  The SPO CO will select whom has title to the property based on the award document.  This information will be available to LBNL’s Property Office.  This is the official and only place to determine the disposition of property for Work for Other awards
	SPO CO will assign attributes including property. 


Notepad Panel

Detailed Directions

Select F2 or click on the Notepad for the Panel to display:
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	T.  Award Notepad – RAPID automatically captures when a proposal has been processed to an Award.  This is another location where the SPO CO can capture additional information pertinent to the award but not appropriate for predetermined terms and conditions or attributes.
	Optional  


Key Word Panel

This panel is generated from Awards and no action is required by SPO
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Advance Funding Panel
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	The advance that currently is in SPPT will be converted to this panel.  Any new advance activity will be added to this panel.  A total advance field is on the "punch" list.  Detailed advance information will appear on the SPAA

V.1.1  Advance Invoice – The Type of Advance Invoice (Full or Partial), the date, and amount requested from the SPO advance invoice will be captured here.  It is not part of any accounting activity and represents the information were notes on the SPAA.

V.1.2 Comments – The SPO CO can record any pertinent information regarding the Advance payment request

V.1.3.  Advance Advice – These fields capture the current e-mails, excel table, and other correspondence the happens behind the scenes.  This field will be completed by the SPO CO.

.
	The SPO CO must input and track advance payments and provide deposit advice via this panel.


Bridge Funding Panel
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	Tracking of Bridge Funding and the reason will be tracked only in this panel.  Detailed Bridge Funding information appear on the SPAA

W.1.  Bridge Funding Tracking – These fields will capture the current SPO CO file information and notes on SPAAs regarding the tracking and handling of Bridge Funding Requests.  SPO COs will now put this information here..
	The SPO CO must input and track Bridge Funding.  SPO CO will provide approval and release via this panel.


DOE/LBNL Approval Panel
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	Award Approval Tracking –The SPO CO will use this panel to capture the information that SPO COs currently input into SPPT.  This documentation will allow for the tracking of approval of awards, either by SPO or by DOE, online.  This will be updated by the SPO CO.

.
	The SPO CO must input and track Award actions.  The approval must be recorded here prior to the input of the issuance date on the Award Modification Panel


Award Modification Panel
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	The Award Modification Panel – This panel is initially populated by the Budget Summary Lines in the Proposal.  SPO CO’s will modify this panel to represent the exact period of performance for both committed and future funding and other administrative actions.  The SPO CO will also input the Sponsors Award number here in addition to recording it in the Award Profile Panel.  (This field does not automatically update.  Only additional new rows update.)  The award funding is not authorized until the ‘Issue Date” is completed by the SPO CO and the Award is saved.
	SPO CO will review this information to make sure it reflects negotiations award document with Sponsor.  An award is not authorized until the issue date has been inputted and the Award saved by the SPO CO.  


[image: image30.png]Award Modifications

Reference A

Period|

Issue Date]

Begin Date.

End Date

‘Amount

Description]

TEST12345
TEST12345

1 0670172(~] 0770172002 0673072003
0770172003 0673072004

2

100,000,
103,000,

Total Award Amount:

20300000





[image: image31.png]Panel Processor,

Descipton s Feauied yhen ssue Date s Non Blark
A {e0000.77)

oK Evplan |





[image: image32.png]Award Modifications

Reference Aw|Period]

Issue Date

Begin Date | End Date.

Amount [ Descriptio

[TEST12345)
TEST12345

1 0670172003 07/0172002  06/30/2003

2

0770172003 0673072004

100.000.0 NEW
103.000.0

Total Award Amount: 203,000.00











Map Budget from Proposal





Map ProjID from Proposal











Input LBNL Award No.





LBNL Proposal No.











FY that award is generated in 












_1112424982.vsd
Document�

Terminator�

Generate Award�

PROCESS�

Search Display Box�

Go�

Administer Grants�

Establish Awards�


_1112429273.vsd
Document�

Terminator�

Award Profile�

Update/Display�

USE�

Search Panel�

Go�

Administer Grants�

Establish Awards�


_1112423207.vsd
Document�

Terminator�

Negotiate Award�

USE�

Search Display Box�

Go�

Administer Grants�

Establish Awards�


