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SAM - LOGIN ( NOTE BEFORE LOG IN instructions, an introduction: one page, history / evolution, and

1. Type “https://citrix.uncc.edu” into the address bar of the browser of your choice and Press “Enter.” See figure 1.1.

Different browsers have different methods of logging into SAM. Firefox, Safari, and Internet Explorer will be used as examples
in this guide. To access SAM you must have Microsoft Office Access installed on your computer. Using dual monitors may cause
problems accessing SAM if SAM opens in screen two. If you need further assistance, contact “helpcenter.uncc.edu/citrix.”

Below is the guide for Firefox. The Firefox guide contains the most detail; the Safari and Internet Explorer guides will be
general and primarily contain the differences during the log in process.

@ - c ﬁ' https://citrix.uncc.edu 3 v' h‘lv Google o

7% UNC Charlotte

A. Firefox Login Figure 1.1

2. When the page opens enter your Novell login

information and click “Log In.” See figure 1.2. ﬁ
pplications G
Depending on your access level you may have different Log in & G rop @ s
"Context” and “"Tree” information automatically filled in. Do (o8] (o] (ol
. User name: _
not change these fields unless told to do so by help center , Adobe cer Mathematica
i CaptainPlaceholder N N
assistants. bassword: £ [ e
Office 2003 SAS Banner Prod
The applications available to you will be listed in the frame seeeeeeses
in the left portion of your browser. Context: e e
[Find Context] - Banner Test ePrint Prod Tel—(l:ﬂg::éniaasrl: ,
3. Click the SAM icon once. See figure 1.3 Tree:
|u1oc:haiotte @ fe e
A few loading and processing prompts will open, these can _ et it Mozilla
generally be ignored. If there is an error during the log in fdvanced Options »>>
process contact your supervisor, take a screen shot using [:%1
the "PrtSc” button on your keyboard, and contact the help Figure 1.2 _
center using the site listed under step one. | [ Reconnect | [ Disconnect ] [ LogOff ]

| rage 6 | Figure 1.3
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4. Press the “Login to SAM” button. See figure 1.4.

You now have access to the system. The following sections: Members, Budgets, Projects, and Reports walkthroughs will follow.
Their glossaries will also be listed after each section. See figure 1.5.

SAM: System for Administration Management
Username: JGRANT28

Exit now | Login to SAM |

Use of the University's computing network, including 5.A.M., is conditioned
on compliance with:

> Data and Information Security (102)

= Electronic Communication Systems (20

o Budgets - =X

L

Metwork Security (10} 1,
Proprietary Software (67) SA M ) ‘\ 74
Responsible Use of University Computing and UNC CHARLOTTE
Electronic Communication Resources (66)

W

W

W

Syztem for Adminiztrative M anagement

= World Wide Web (8} Budgets | Budaet Transactions |
Pursuant to those policies, the University may take any steps neced  prpjects | Budget Setup |
address violations of those policies, including monitoring, accessing
reading, and/or disclosing data communications when there is a rej Members | Fund Setup |

to suspect a violation of applicable University policy, criminal activit
monitoring is required by law. Reports |

Figure 1.4

Exit SAM |

User |[JGRANT28 Dept | All Depts
Group |NONE Lewvel |%

Figure 1.5
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UNCC Citrix XenApp Web Interface Platform 1 &

B. Safari Login

1.

2.

5.

Open Safari.

Type http://citrix.uncc.edu/ into the address
bar and press the “Enter” key. See figure 1.6.

. Click “Allow” to let Citrix access your

computer. See figure 1.7.

. Type your login information again if you are

prompted with a window that asks you to do so
and Click “"OK”. This is normal. See figure 1.8.

Press the “Login to SAM” button

You now have access to the system. The following
sections: Members, Budgets, Projects, and Reports
walkthroughs will follow. Their glossaries will also be

listed

after each section.

¢ B Qr Google

Figure 1.6

b

An applet from “citrix.uncc.edu” is requesting access to
your computer.

ﬂ The digital signature could not be verified.

[T Allow all applets from “citrix.uncc.edu” with this signature

(@ (" Show Details... ) (' Deny jl( Allow Jl

Figure 1.7

Mowell Client for Windows 4.91 SPZ {(Z.0)

Uzemame: ||

Paszswaord: |

™ workstation anly

ak. I Cancel Advanced > I

Figure 1.8
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A !‘ @ ! citrix.uncc.edu P~ X1 Yahoo!

Figure 1.9
C. Internet Explorer
1. Open Internet Explorer. Applications FY%Re)
@"Tomep
2. Type http://citrix.uncc.edu/ into the . . .
address bar and press the “Enter” key. See Log in @) Ee ﬁg Mat?matica
ﬁgure 1.9. User name: . .
o . . CaptainPlaceholder @ ﬁ 9
3. Type your login information and Click Office 2003 SAS Banner Prod
“OK.” S fi 1.10 Password:
) ee Igure ' ' (11111111 1] 9 9 8
- . . T Banner Test ePrint Prod HelpDesk
4. Click the SAM icon. See figure 1.11. Context: Techician 7
[Find Context] -
. . , 7 % -
A notification to save "launch.ica” may appear at Tree: mﬁet m;ﬁet 83
the bottom of the active window. See ﬁgure 1.12. _ Explorer 7 Explorer 8 Firefox
If it does, you will need to follow the directions rdvancet Optione 255 i
on the next few pages before entering SAM. Vs
’ Reconnect ] ’ Disconnect ] ’ Log Off ]
Figure 1.10
Figure 1.11
Do you want to open or save launchica (1.32 KB from citrix.uncc.edu? Open Save x Cancel e

Figure 1.12
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Ignore the notification at the bottom of the screen and look at the right pane. See figure m. You will be taken
through a onetime download and installation of the Citrix client software. Campus-wide computer wipes may remove
this installation and these steps may need to be completed again.

1. Click the blue link under the
“Message Center.”

"Client Detection and Download” will
open in the same window and a
download button will be available. See
figure 1.13.

2. Click the “"Download” button.
See figure 1.14.

A notification will appear at the bottom
of the screen asking to download
“ica32web.msi”

3. Click “Run” in the notification
area.

The window in figure 1.15 will appear
with “"Successful” and “Fail” buttons
and the installation will begin with
status visible in a small prompt-like
window on top of it.

Message Center

The Message Center displays any information or error messages that may occur.

@ We are unable to detect the appropriate client software on your computer to allow
you to launch your applications.

Click here to obtain the client software

Figure 1.13

Client Detection and Download

Download Client Software

We are unable to detect the appropriate client software on your computer to allow you
to launch your applications.

If you wish to download and deploy the client software to allow you to launch your
applications, click Download.

Download

system administrator before downleading and installing any software on your computer.

@ Clicking Download will install software on your computer. You should obtain the agreemeant of vour
Show further information >>>

Figure 1.14

Do you want to run or save ica32web.msi (5.92 MEB] from citri.uncc.edu? Bun Save - Cancel

Figure 1.15
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After a few moments the “Citrix . -y =
XenApp Web Plugin” prompt window ﬂr/; UNC CHARLOTTE Cltrl)( XEHAPP WEb IntEI'fn

will finish and prompt the user to
Click "Close.” See figure 1.16.

Client Detection and Download

H A\Y 144 H
4. Click “"Close” and Click the Client Installation
“Successful” or “Failed” Button _ _ L _ _
. Click the appropriate button to indicate whether or not the client was installed
depending on your results. successfully.
If you encounter a failure, contact Note that downloading the client installef 15 Citrix XenApp Web p]_ ||
your supervisor and/or the helpdesk on the speed of your internet connection — = .
starts. Wait for a reasonable length of ti Installation completed successfully.
for further support. download process to start.
A notification will appear at the | Successful | | Failed |

bottom of the screen asking to allow
“"Citrix Helper Control” to run an add-
on on your system. Figure 1.16

5. Click “Allow” in the notification
area. See figure 1.17.

Make sure not to click the down
arrow unless you have been told to
do so by external personnel.

This webpage wants to run the following add-on: 'Citrix Helper Control' from 'Citrix Systems'.  What's the risk? Allow =

Figure 1.17
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You will get a prompt from “Client File Security.” Make sure the "No
Access” and “"Always ask me” radio buttons are selected. See figure 1.18.

6. Click "OK"” in the prompt area
7. Press the "Login to SAM” button

You now have access to the system. The following sections: Members,
Budgets, Projects, and Reports walkthroughs will follow. Their glossaries
will also be listed after each section.

(@ Client File Security =X=)
CITRIX

A server application is requesting access to your
local cliert files.

What access do you want to grant?
(* Mo fccess

" Bead fccess
" Full Access

Do you want to be asked again?
(* Always ask me

" Mever ask me again for this server

" Mever ask me again

Figure 1.18
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SAM - MEMBERS
When accessing the "Members” menu under the SAM welcome screen, you will have two options:

Members Form
Member Fixed Assets

See figure 2.1 to the right.

2% Members - =

SAM NZ

Members Form contains information on faculty, staff, and student

UNC CHARLOTTE

System for Administrative Management

members including their work and personal contact information, Budgets | Y Py o e {
salary, appointments, and assets in their name. Users in this menu Projects | Member Fixed Assets |
can search for members based on their last name, Banner ID, or work Members |
phone number. Reports |
Member Fixed Assets contains information about fixed assets at
UNC Charlotte, including what the asset is, where it is residing, when
it was acquired, and how much it cost. Users can search for specific
assets by tag number, asset description, serial number, or purchase _Exit SAM |
order. User |ASIMPS27 Dept  |All Depts
Group  [MONE Level |%
Tabs on the Member Information screen include:
work information e salary appointments Figure 2.1
personal information (e.g., phone number)  workload
e RPT events
[ ]

pay information (e.g., yearly salary)
salary projects
hourly wage appointments

fixed assets

RPT events and workload are not currently being used.

The next section will show the tabs in the Members Form section displayed with a screenshot and brief description. You can
click on the tabs you would like to view and edit the data as needed depending on your permissions.

i Page 13 |
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This next section will guide users through the steps of adding and editing information in both of these forms.

e From the SAM welcome screen Click the “Members Form” button. See figure 2.2.

MEMBERS FORM
Create a New Member
In order to create a new member:
1. Click on the “"New” button under

“Records” in the blue toolbar on the top

of the screen.

When you Click "New” to add a new member,
the default placeholder info that users see will

go away. This can only be done if a member

does not already exist.

New "'.ff’ Spelling : { }} Dac Replace
=4 Save " Advanced - - = GoTo- o
Refresh | . Size to Switch
allr | A - { Fit Form Windows = by Select -
Records Sort & Filter Window Find
Figure 2.2

2. Enter first and last name, Banner ID, and work phone into the top part of the gray screen. See figure 2.3.

If you would like to upload a picture click "Load Image” to personalize your record. This will open a file system
prompt where you can search for, select, enter type of member, M or F, and input your image into SAM.

3. Click STOP at the top of the Member Information screen to save your new record.

| 19

Search By: Lus:l I Flr'stl I MII Sulutl

& Name
¢ Bonnert Bunrmll MPhonnl! Type IDlher =] Sex |F
C Phone Comments
| - =
|
Figure 2.3
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SAM - Members Form - Work Tab

HWork | personal | Pay | Salary | Projects | Hrly'\Wage Appts | Salary Appts | Workload | RPT Events | Fixed Assets

Address1 | Company [Do Mot Use Retire Plan | |
Address2 Do Mot Use Job Title Do Mot Use Wk Months |
City [Do Mot Use Emp Rank | ~| Emp.Class | |
State [Dao Nat Use Faux | Position# |
Zip Code | Email  [DoNotUse Work% | -]
County  [Do MatUse Dept | -] PayGrade |
Country Do Nat Use Building | | visaType | -
Legal Res. [Do Mat Use Room |
In Fac/Staff Directory? Group | |

9 Date |

Figure 2.4

The work tab catalogues information on a member’s work contact information and their employee information,
such as their visa type, pay grade, and position number. See figure 2.4.
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SAM - Members Form - Personal Tab

Shiorl EPEVE'SHEH Fa | Salary | F"rn:ujen:ts' Hrly 'Wage Appts' Salany Appts | Wiorkload | RFT Events | Fixed Assets
|Contact Information |Personal Information
Address] | Frogram I—;[
Address? | Admit Date| | =
City | ugGra [
State | GradGPA[
Zip Code | DOE [
County I
Country | Academic Credentials
= I Degree » [egree Yeal » Awarding Institution -
Fhone | *
Cell Phone|
Email |
Record: W 1ofl H | 7y | Search |

Figure 2.5

The personal tab contains personal contact information about a member. The contact information is useful in
emergency situations or inclement weather and may be required by your department. “Personal Information”
is used for students and employees (e.g., graduate student T.A., faculty/staff). "Academic Credentials” can be
used to display from which institutions a member has earned their degree and in what subject that degree
was. DOB is also now needed when making air reservations so this would be good to enter, as well.See figure 2.5
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SAM - Members Form - Pay Tab

Mok | Personal : Pay | Salany | F"ru:ujeu:tal Hrly ‘Wage Appts | Salary Appts | Workload | RFT Events | Fixed Aasetsl

Fraom Tao Fay Fund  Acct Taotal Dept Pay Type  Hrpwk  $/Hr

’ -—_3-3__3-3-3 R —
Prc/— - | .o [ - [/ - | Fos+ [N st 7ot [N cooc oo U - |
Pre/Hr I [ - co [ - | -, =)

Figure 2.6
The pay tab displays information on a member’s pay actions and is a continuing record of all appointments

they’ve been paid to do, and for students, tuition paid for them. Summary salary and release time for faculty
and post docs for anything we're paying them for. This tab is used for entering all appointments except

student employees (e.g., undergraduate workers) or hourly employees, which are entered on the Hrly Wage
Appts tab to be discussed later. See figure 2.6.

SAM - Members Form - Salary Tab

...........................

Watl, | Persunal' Pay Salany | PrDjEC’tSI Hrly Wage Appts | Salany Appts | Warkload | BFT Events | Fixed Asgets

Beqinning Ending Annual_salary Stipend 1 kanth J konth #mo Hrly Rate

dl | | | | | |

Figure 2.7

The salary tab gives you information on a member’s annual salary, 1 month and 3 month text fields are
automatically generated based on a member’s yearly salary. This is important for the sake of payments coming
out of particular funds or grants or for when a member does a special project on top of their regular appointment
for a month or three months at a time. Information in orange cells must be filled in. See figure 2.7.
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SAM - Members Form - Projects Tab

Wiark | Peraunal' Fany | Salary | Projects | Hrly Wage Appts | Salary Appts | Workload | BPT Events | Fixed Assets

FProj # Start Date End Date Project Title

d| [ |

Fundz I

Figure 2.8
On the bottom half of the Member Information screen, you can view any projects assigned to a faculty or staff member.

It will provide information about the item. See figure 2.8. The information is a feed from the projects side of SAM. If you
click on the funds tab it will give you the fund number for the project.

SAM - Members Form — Hrly Wage Appts Tab

y'ork | Personall Fay | Salary | Projects HrlyWage Appts | Salary Appts | Warkload | BFT Events | Fixed Assetsl

Fraom To Pary Fund Aot Taotal Fi Dept Fay Type Hrtwk $iHr
4l | | =] = | | ]| I =l |
Prdl 53| JDbI -1 Lvll ;lPDS#l EstTDtl SpecCathurmal 'I
Preg/Hr| [P -] csl =1 cmt |
Months - Month_h -
Student — S;l e
Hours

wage Information
Farrm

Record: M MoE

Figure 2.9
The hourly wage appts tab gives you information on a member’s hourly wage appointments. This section is used for
employees who are paid on an hourly basis rather than a salary. Members who would fall under this category are temps

and undergraduate employees. See figure 2.9 This tab is only used to enter hours worked for each month, which
}7 automatically updates the “total” cell.
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SAM - Members Form - Salary Appts Tab

Wik | Persunal' Fany \'workload | RPT Events | Fixed Assets'

Frorm To Fayw Fund At Total FI Dept Fay Twpe  Hrfwk  Pos#
dl | | =] =1 | = =l =1 |
Spec cafNormal ;llPd Cs| =1 Cmt |

Salary Fu:urml T uition Form |

Fiaure 2.10
The salary appts tab is for graduate student employees, such as a Graduate TA, who is paid for the year but
as an appointment rather than a faculty member. See figure 2.10.

SAM - Members Form - Workload Tab

.................................

Wark | Persnnal' Pay | Salary | Prn:ujen:tsl Hrly \Wage Appts | Salany Appts | Workioad | BPT Events | Fixed I—\ssets'

Curr 'wkid Fipt | Cur wikid ta RTF |

From Ot To Ot $ Walue Fercent bnths Status Period Paid By Project FProposald Fund# Category
dl | | | | | k| Raj =1 =l =l = =l
Figure 2.11

The workload tab gives you information on a member’s workload and salary. See figure 2.11. The is useful for
looking at current and pending proposal issues for research proposal submissions of the individual selected.
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SAM - Members Form - Fixed Assets Tab

YWark | Persunal' Py | Salary | F’rn:ujen::tsl Hrly Wage Appts | Salary Appts | Waorkload | RFT Events  Fixed Assets l
Bldg Codes: 0012=5mith. 0042=Cameron. 0056=Woodward, 0057=Duke Print fizzets |
Tagh Azzet Dezcription b anufacturer t adel Serialf Bldg/Floar/Bm  Agquire_Dt  Orig Cost FO# MG
Figure 2.12

This tab shows what fixed assets owned by the university are assigned to this member’s control, if they have
any. See figure 2.12. The information is currently used for COEn and we hope to expand to other colleges as
time permits.
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2% Member Data Form

Edit an Existing Member
To edit an existing member, you will need to:

1. First Search for the existing member in one of three ways: rS_EE”Ch By. | Last|Simpson First fnn
* Mame
1. last name B | Eonnet [300-44-8442 Wik Phone [ |

2. banner number
3. work phone number

 Phone

Comments |Students working with Jay Do

ork Persunall Fay | Salary I Prujec:tsl Hrly wWage Appts |i§

2. Then Click on the blue side bar highlighted in figure 2.13
to the right to edit currently existing information or to add
new information to a previously existing record.

3. Next Press tab or enter to move to the next cell.

Address] I Company I_

4. Finally Click the blue side bar a second time to save Figure 2.13
information you have added.

If you make a mistake and want to close out of the application without saving your changes, press ESC
or hit the x at the top of the screen to close the window.

Fixed Assets Search Search By:

1. Search for the asset by tag number, description, ]
serial number, or purchase order number. See figure " Asset Tag# " Serial#

2.14 to the rlght F AEEEt DEEEriptiDn r Purchﬂse Drder#

number, asset description, serial number, and the product

Information about the asset will be displayed, including tag I‘ J

information. A picture with the tag number displayed in
front of it will also be displayed to the right.
2. Click STOP to save. Figure 2.14
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Location and Custodian Change
To change the location of an asset or who is charged with the asset:
1. Search for the asset by tag number, description, serial number, or purchase order number.

2. Type the last name and first name of the original custodian of the object. See figure 2.15.
3. Select the new custodian from the drop down menu to the right of the text box of the former custodian.

4. Type in the original building, floor, and room number of the asset in the text box to the right of the new
custodian.

5. Select the new building from the drop down menu.
6. Type the room number the asset is being moved to into the appropriate text box.

7. Click the text box for the date the change of custodian and location was made. A calendar icon will
appear. Click the icon and choose the date the change was made from the calendar.

8. Type the name of the person making the change into the appropriate text box.

If there was no change made to a particular field, skip that field and move forward.

Furchasze Urderd I

Location and Custodian Change:

Tagh Orniginal Custodian MHew Custodian Oniginal Bldg/Floor/Rew Bldg Mew Boom  Change Dt Chg By

Record: M + 1of1 M Search |

Figure 2.15
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SAM - MEMBERS - GLOSSARY

This section contains all the information you need to know about the terms you'll see in the member section.

this guide if you run across a field in SAM or in the user guide you're unsure about.

Refer to

Basic Cells — First Half of Members Screen

last name last name of the member

first name first name of the member

MI middle initial of the member

salut salutation of the member

banner #: university ID number or "800 number”

WK phone work phone number

type kind of member (e.g., faculty, student, temp)
Work

ij t|t|e wibhiat Hhaw Aa ot winrls

When the I-9 paperwork was done is HR

employee rank

the type of position they hold (e.g., dean, director)

group

Bl mfom o el o Fm Toos o oemm i Pom TemEm Tmomlmim o o mn e T mdefden e 4

the contractual period, usuaIIy 9ori12 faculty and staff

I-9 date

date their employment went on file

retirement plan

type of retirement

work months

when they work

employee class

type of permanence (e.qg., tenure, temp)

work %

how much an employee works for particular primary investigator or department

pay grade

level of pay

Page 23




+*
‘“% UNC CHARLOTTE

™
—

Personal

program the member's field
admit date when they were accepted into their program
UG GPA their undergraduate GPA
grad GPA their graduate program GPA
DOB birthday (MM/DD/YY)
academic cred a place where the member can add where they got their degree(s) from, when they

gotit, and where they got it from

Pay
beginning beginning pay date
ending ending pay date
pay fund fund number
account accountthey're paid from
total total amount paid
PI the primary investigator the appointment is under
dept the department the appointment is working for
pay type type of worker
hr/wk hours per week they work
prd period they work (e.g., semester)
job what they do for their appointment/their work
Ivl level
pos # position number
est tot estimated total paid
spec cat special category, if applicable (otherwise "normal”™)
[P] dropdown menu status of the appointment (e.g., "approved,” "pending,” or “rejected”)
Cs Cost share
| cmt comments

‘ i Page 24 i
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Salary
beginning beginning pay date
ending ending pay date

annual salary

what the memberis paid every year

stipend their stipend amount
1 month An automatic calculation of one month’s base salary
3 month An automatic calculation of three months” base salary
# mo number of months out of the year they work
hourly rate what their hourly rate ends up being
pay grade level of pay
Fixed Assets
tag number asset tag number

asset description

what the asset is

manufacturer the manufacturer of the asset

model the model number of the asset

serial # serial number of the asset

bldg/floor/rm the building, floor, and room number (e.g., "Fretwell/2nd/205") that the asset is
housed

acquire_dt The date the asset was acquired

orig cost The original cost of the asset

PO # purchase order number

img if there is an image of the asset on file, you can click here to view what it looks like

tag number

asset tag number

asset description

what the asset is
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Projects
proj # the number assigned to the project
start date the date the project started
end date the end date of the project
project title the name of the project
from date the appointment starts
to date the appointment ends
pay fund fund number
account account they're paid from
total total amount paid
PI the primary investigator the appointment is under
dept the department the appointment is working for
pay type type of worker
hr/wk hours per week they work
$/hr hourly wage
prd period they work (e.g., semester)
job what they do for their appointment/their work
Ivl level
pos # position number
est tot estimated total paid
spec cat special category, if applicable (otherwise "normal”)
months a month that the appointment has worked
month_hrs hours in that month they've worked
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Projects
from date the appointment starts
to date the appointment ends
pay fund fund number
account accountthey're paid from
total total amount paid
PI the primary investigator the appointmentis under
dept the department the appointment is working for
pay type type of worker
hr/wk hours per week they work
pos # position number
spec cat special category, if applicable (otherwise "normal™)
AOR status of the appointment (e.q., "approved,” or “rejected™)
cs Cost share
cmt comments
salary form brings up the form for adding a salary appointment
tuition form brings up the form for a student scholarship
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SAM - BUDGETS When accessing the “"Budgets” menu under the SAM welcome screen, you will have three
options: See figure 3.1.

e Budget Transactions
e Budget Setup
e Fund Setup

-

4 Budgets _

*

N4

Budget Transactions - One of the most frequently used files in the
database, allows users to record all budget transactions from
purchase orders and invoices. This is also a tracking system of what
has been expended (paid in Banner and gone through the system),

SAM

UNC CHARLOITE

Suystem for Administrative bManagement

what is encumbered (outstanding but paperwork is out there), or is
obligated (to be charged or paid at a later date with no paperwork

submitted).

Budget Setup - This is where users can start a new budget. For
Department Funds, Sponsored Funds and Cost Share Funds
budgeted by account code. These are linked to a Banner a fund

number and account code.

Fund Setup - This tells us where the user gets specific information
about the fund in SAM. Fund#, Start Dt[date], End Dt[date],
Owner, and name of fund are included.

Elements under budgets include:

account code

amount

transaction date

type

invoice number
purchase order number

requestor

status

date paid

department

special category

blank space for other information

Budgets | Budaet Transactions |

Projects | Budget Setup |

Members | Fund Setup |

Reports |

Exit SAM |

Lser IJGRAHTEB Dept IAII Depts
Group INONE Level I'}‘u

Figure 3.1

The next section will guide users through the steps of adding and editing information in these three options.
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FUND SETUP

1. Click “"Budgets” and you will see the following three options
appear to the left of the “Projects” button on the SAM welcome
screen. See figure 3.12.

e Budget Transactions

‘L‘:%Budgets - B X

SAM !

UNC CHARLOTTE

NN
System for Administrative Management

Budgets | Budaet Transactions |
hd BUdget Setup Projects | Budget Setup
® Fund Setup Members | Fund Setup ]
. . . : : _Reports_|
2. Click “Fund Setup” and the window in the figure below will
appear on top of the SAM welcome screen.
Exit SAM |
User |ASIMPS27 Dept | All Depts
Group | MOME Level %
Figure 3.12
? 2% Fund Setup and Maintenance Form - | X
[ 2 -
Search By . T
Budget Fund Setup / Maintenance
7] 4| « | G| » | » |
Basic Fund Information
Fund#l Start Dt | End Dt| Active? ¥ Owner | -]
MName | Dept| =1 Group | =] 1
Fund Information
Research Info IBannerInfDI Special Access | Special EHC|USiDn|
Figure 3.13
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Adding a Fund Setup Record

1. Click the "New” button under “Records” on the blue Windows Access toolbar.

2. Type in the fund number, start and end dates of the fund, the owner, the department the fund is coming from,
and the name of the person who owns the fund, make sure to check the active box as well. See figure 3.13.

3. Type in information about the fund under “"Research Info,” including the proposal number, the sponsor award
number (Note: these are not the same number), and other information about the fund. The definitions for each
of these fields can be found in the glossary.

4. Type in information for the budget found on Banner under “"Banner Info,” such as the contact phone number,
department code, and school admin number.

If you need to, select a member to grant special privileges to or exclude from seeing the information you've just
entered. The members available will populate from the SAM database, so you must add a member record if one
doesn't exist already.

2% Fund Setup and Maintenance Form - ™

»

L.

& oA Froposat Budget Fund Setup / Maintenance
3 | |Em »n]

Basic Fund Information

Fund#l Start Dt | End Dt| Active? ¥ Owner | -]
Marme | Dept| :I' Group | j‘

Fund Information

Research Info IBannEI Inh:nl Special dccess | Special EHD|LISiDr'II

Figure 3.13

If you do not want to save the changes you have made to your record, simply hit ESC to undo them. Clicking STOP
will save your progress.

| | Page 3U |
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Editing an Existing Fund Setup Record

Search By:
To edit a pre-existing record within a fund: & Fund# © Proposal#

-

1. Select the appropriate fund number or proposal number from the drop down
menu.

Fundﬂi Start [

2. Click the blue bar next to a particular transaction you want to edit and Alter Name |
the information you wish to change. See figure 3.14. Fundmfmmaﬁgnli

3. Click the blue bar a second time to save your progress. Research Info | Barner Info | Special ot

If you do not want to save the changes you have made to your record, simply hit

ESC to undo them. Clicking STOP will save your progress. :VDPDSM
pansor
Spon Award #
Figure 3.14
Deleting an Existing Fund Setup Record
Rezearch Info I Eanner Info

If you want to delete a pre-existing record within a fund:

1. Select the appropriate fund number from the drop down menu.

2. Right click the blue bar of the field you'd like to delete.

3. Left click “cut” from the menu that pops up. See figure to 3.15. Figure 3.15

4. Left click the blue bar a second time to save your progress or click "STOP” to
save and leave the current screen.
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BUDGET SETUP

% Budgets - =X
&

1. Click “Budgets” and you will see the following three options SAM {\f};’r
appear to the left of the “Projects” button on the SAM welcome ..
screen. See flgure 3. 8. Spstem for Administrative Management e ) '

° gugget -ls-ransaCtIonS Budgets | Budaet Transactions |
° Fu gest tetup Projects | Budaet Setup |
* un e Up Memhersl Fund Setup i
2. Click “"Budget Setup” and the window will appear on top of the _Reports |
SAM welcome screen.
User [ASIMPS27 Dept [AllDepts
Group |NONE Level |%
Adding a New Budget Setup Record
1. Click the “New” button under “Records” on the Figure 3.8

blue Windows Access toolbar. See figure 3.9. e S
You can use these instructions for either “"Sponsor 2) ﬂ speling

e ———

:; \ﬁ 8¢ Replace

= re &~ M ad d- & GoTo~
Funds” or “"Cost Share Funds.” Refresh - s Bl Sizeto  Switch Find o
AL T F Select
- y Lelete « ogqgle rite i i - EleCt ™
2. Select the account code from the drop down Al Fit Form Windows <
B Records Sort & Filter Window Find
menu in the budget setup form.
Figure 3.9

Type in the total dollar amount coming from the fund you've selected for this budget.
Type in the date the transaction took place in MM/DD/YY format.
Type in the POS # (“position number”).

Click the blue box next to the account code drop down menu to save your record.

ouhw

If you do not want to save the changes you have made to your record, simply hit ESC to undo them.
Clicking STOP will save your progress.
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Editing an Existing Budget Setup Record

To edit a pre-existing record within a fund:
Sponsor Funds

Additional funding for grants should be added using the Budgets Beg Bal Total: |
Transaction Section.

Afct Code Amount Trans Dt POS#
1. Select the appropriate fund number from the drop down menu. ’ || | |
2. Click the blue bar next to a particular transaction you want to * || | |
edit. See figure 3.10.
3. Alter the information you wish to change.
4. Click the blue bar a second time to save your progress. Figure 3.10

If you do not want to save the changes you have made to your record,
simply hit ESC to undo them. Clicking STOP will save your progress

Deleting a Budget Setup Record

Search By
" Funci#

If you want to delete a pre-existing record within a fund

1. Select the appropriate fund number from the drop down menu.

2. Right click the blue bar of the field you'd like to delete.

Acct Code Amounj
916000-]| 91

|

3. Left click “cut” from the menu that pops up. See figure 3.11.

4. Left click the blue bar a second time to save your progress or click "STOP” to save and
leave the current screen.

Figure 3.11
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BUDGETS TRANSACTIONS ¥ Budgets -
¢
1. Click "Budgets” and you will see the following three options SAM ﬂrg
appear to the left of the "Budgets” button on the SAM welcome P —— UNC CHARLOTTE
sterm hor Administrative Management
screen. See figure 3.2. ’ :
e Budget Transactions Budgets | Budaet Transactions
s BUdget SetuP Projects | |Buduel Setup I
e Fund Setup Members | Fund Setup
2. Click “"Budget Transactions” and the window in figure 3.3 will
Reports |
appear on top of the SAM welcome screen.
This screen has many additional buttons and options when contrasted
with the Members Form above. Thg only fields pre-filled are Current Exit SaM |
Budget, Other Expense, Funds Available, and Banner Balance - these
serve as placeholders until Fund# information is chosen. GL'SEF Iﬁ’;mﬁ LDE”It I*;" Deps
roup EVEl o
Figure 3.2
o Budget Transactions Form - Select a Fund - B X
Fund# [N -|101036  Bydget Transactions me $2°"000 Spres stzsoono
ez SOAI s | as | Dther Expense: $0.00
Hiz el (| Deval| Fire | 200603583 | Enpot |11 516 Funds vsisble:  $125, 000,00
07/01/10 - 06/30/11 ey | Tranel) Tore? | Ter? @ ey | DeaE| Pund | SPSRR] B Banver Balncs:  $125.000.00

| AcctCd  Amount Trans Dt Type Reqinv# PO#  Requesior Status Dt Paid Dept Spec Group Special Cat
4 || | o311 | | | ||| | || fMormal -]
Trav/Sub | cs| ~|Pos#]
AcctCd  Amount Trans Dt Type Reqinv# PO#  Requestor Status Dt Paid Dept Spec Group Special Cat
P o15000 ][ s125.00000 [ or20011[BEG-BAL -] | | 1 | I || | | ZfNormal -]
Trav/Sub | cs | ~lpos#]
‘ | Figure 3.3
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Creating a Budget Transactions Record

Be sure to enter in the correct fiscal year when entering in a
new record. To enter a new record:

1. Select the appropriate fund number and account code
from the drop down menu. See figure 3.4.

01036 Budget Trai

‘;II Clear
07/0110 - 06/30M11 @

Filker
I Acct Cd Amount Trans Dt Type Req Inv# PO#
-] | | =l |

3. Select in the transaction type from the drop down menu. Figure 3.4

By
Transf

Bud
Transf

Expen
Transf

2. Type in the amount of the transaction, using both dollars
and centers (e.g., 500.00) and the date that the
transaction (“trans dt”) was started or created in
MM/DD/YY.

4. Type in the invoice number (“req inv #”) or the purchase order number (*PO #") if you have one and
Select the member who made the budget request from the drop down menu.
If there’s not a PO, then you can use the Banner Dec. # or leave it blank.

5. Select the status of the order from the drop down menu and Type in the date that the expenditure was
paid in MM/DD/YY.

6. Select the department that is funding the budget from the drop down menu and Select the category from
the drop down menu to classify the entry by how the money was used. This defaults to normal.

7. Type in vendor name and a description of the purchase in the unmarked, long text box. Initial at the end
to signify that it is you who added the record. After your initials, also enter the date you added the record.

8. If necessary, type in the travel/sub code.

If you do not want to save the changes you have made to your record, simply hit ESC to undo them. Clicking
STOP will save your progress.

4*
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Editing a Budget Transactions Record

To edit a pre-existing record within a fund: PRSP — i T in e
] =l | | 5| | |
1. Select the appropriate fund number from the drop
down menu. Cd  Amount Trans Dt Type Req Inv# PO# Requestor
= - =l
The bottom screen will populate with all existing transactions I I I I I I
under that fund number. I | | |

2. Click the blue bar next to a particular transaction you
want to edit. See figure 3.5. Figure 3.5
3. Change the information you wish to alter.
4. Click the blue bar a second time to save your
progress.

If you do not want to save the changes you have made to your record, simply hit ESC to undo them. Clicking
STOP will save your progress.

Deleting a Budget Transactions Record

| | ! | ! !

1. Select the appropriate fund number from the drop down

If you want to delete a pre-existing record within a fund: rmm mount Trans Dt Type ReqInv# POE  Requestor
b
menu.

Req Inv# PO# Requestor

The bottom screen will populate with all existing transactions
under that fund number. Only individuals with certain SAM
permissions can complete this task.

2. Right click the blue bar of the transaction you'd like to
delete.
3. Left click “cut” from the menu that pops up. See figure 3.6. Figure 3.6
4. Left click the blue bar a second time to save your progress
or click "'STOP” to save and leave the current screen. |
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Running a Budget Transactions Report

The “Budget Transactions” screen has several buttons that will take you to a particular kind of report for the fund
you've selected without going to the “"Reports” function of SAM. In order to open a report directly from “Budget

Transactions:”

1. Select the appropriate fund number from the drop down menu.
The bottom screen will populate with all existing transactions under that fund number.

2. Click the kind of report you'd like to generate. It will bring up a copy of that report. See figure 3.7.

. Beq Bal: 125.000.00 Current Budget: 125.000.00
Fund#t |[0103080-|101038  Budget Transactions rps ° PaEporie.

Fundsz Auailable: $125_000.00

Summary | Detailz| Fund | 2000-333333 | Expart
Banner B alance: $35.186.28

Filter | Transf | Tranzf | Transf

- Other E g
— Cnd4 J A" Clear | Adwv. | Expen | Bud @ Fund | Fund | Total | Total Fund | Excel Suhll B $0.00

07/01/10 - 06/30111
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SAM - BUDGETS - GLOSSARY
This section contains all the information you need to know about the terms you'll see in the budgets section. Refer to
this guide if you run across a field in SAM or in the user guide you're unsure about.

Budget Transactions - Top Cells

fund number

budget fund number

acct code

account code

beg balance

beginning balance for the budget

current budget

actual, current budget

pay expense

pay expense

other expense

other expense

funds available

amount of budget still available

banner balance

what the balance is on the Banner system

clear filter If you enter account code to review just that account only, choosing remove filter
button will take you back to the full account screen.

adv. transf Button that leads you to Advanced Transfers screen

bud transf Button that leads you to Budget Transaction screen by choosing: TRI - transfer in or

TRO - transfer out in the Type field

fund summary

Button that will generate a report gives you everything in the fund by account code.
This report is mainly used to help reconcile a fund. This report includes personnel
costs

fund details Button that will generate a report that will give details line by line information on the
fund or account. This depends how you request the information. This will not list
any personnel costs.

total fund Button that will generate a report that is like the fund summary report, just laid out

differently

total fund 2000-
999999

Button that will generate a report that is like the fund summary report, just laid out
differently

Page 38




5':‘1

N

NC CHARLOTTE

Excel export

Button that will generate a report that will take everything from the Budget transaction
screen that you are looking and export it into excel spreadsheet

trv this report is on travel that has been applied to fund number. It's formatted to display
by Trav_Sub information. It displays the trips by Travel_sub info, person, and all
accounts charged under each trip

sub this report runs a list of all sub contractors on fund

Budget Transactions — Bottom Cells

acct cd Banner accounting code

amount total dollar expense

trans dt date transaction took place

type the majority of transaction will be an expense — EXP-OTH

req inv# document number from Banner that paid the expense

PO# purchase order number

requestar should be the PI or Co-PI (note: if requestor is not listed, check the member’s side for
the person. If the person still not listed you will need to add/created a new form for
that person

status status of the budget (e.qg., canceled, transferred)

dt paid date the expense was paid

dept department the fund is in

spec group special group (e.qg., Clean Room, Fire Safety in ET)

spec cat special category (e.qg., normal, startup)

blank field comments section; always add information pertaining to the expense

travel/sub travel/trip expense information

CS cost share grant number

POS # can be found on Banner screen NBIILST

i Page 39 I
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POS # can be found on Banner screen NBIILST

Cost Share Funds
beg-hal total total beginning balance of the budget
acct code Banner accounting code
amount total dollar expense
trans dt date transaction took place
dept department
blank field comments

Budget Fund Setup/Maintenance
Top Cells

fund # fund number
start dt budget's start date
end dt budget's end date
active? check the box if the budget is still active
owner person charged with the budget
name name of the budget
dept department the budget is in
group group the budget is in (e.qg., Clean Room, Fire Safety in ET)
fund information comments section to describe the budget or add extra, important information
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Research Info/Research Fund Information

proposal # proposal number; you can use this to search

sponsor group/organization backing the research fund financially

spon award $ dollar amount awarded from the sponsor

orig award $ original dollar amount awarded

orig subcon % original subcontract dollar amount

fund type type of fund

indirect rate indirect rate dollar amount

indirect base (salary/wage, modified total direct cost, total direct cost, other)

grant origin where the grant came from

fund grp group that funded it if applicable (e.q., cost reimbursable, fixed price, or not

applicable)

init award durat

initial length of time the award was supposed to take; start and end date

total plan durat

total length of time the plan took

local rebgt autl local rebudget?
local rebgt amt dollar amount of the local rebudget

local ext allow

allow a local extension?

local ext limit

dollar amount for a local extension

grant #

number/code for the grant

incremental funds?

Are the finds dispensed incrementally? (don't check if all at once)

foreign wrkers?

Are there foreign workers present?

summer salary?

Is there a summer salary involved?

release time?

Is there a release time?

cost share?

Is there a cost share involved?

cmits

comments

| 1 Ug\.— T4
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Banner Info

contact phone

phone number with which you can contact about the budget

dept code

department code

school adm#

school administration number

freeze check to freeze this particular budget
delete check to delete this particular budget
active check to mark this particular budget as active

Special Access

members flk

to grant a member in SAM special access to budget information

Special Exclusion

members_fk

to exclude a member in SAM from access to budget information
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SAM - PROJECTS
When going into “Projects” menu under the SAM welcome screen, you will have two options:

e Projects Form —
2% Projects -
e Sponsors Form = .

Projects Form allows you to add, edit, and view information about a project, including SAM ‘1\5’
WV

what it is, its budget, who is involved in the project and how to contact them. UNC. CHARLOTTE

Syztern for Administrative Management

Projects Form contains a series of tabs including Project Info, Proposal Items, Work

Info, Personal Info, Proposal, and Project Centers. Budgets | Projects Form |
Project Info describes the project and which investigators are involved, their Ml Sponsors Form |

department the allocation of credit percentage, and the proposal abstract. Members |

Proposal Items will contain the following tabs: _Reports |
¢ Funds - shows start/end dates, sponsor award number, amount of funding or if

assumption of risk (AOR is approved), fund number and when notified.

Actions - to track when actions are due by PI or DA or other

*
+ Invoices - humber, bill date, amount, rebill date etc.
e Contacts - contact information, including name, job title, email, and phone Exit SAM |
e Sponsor Info - sponsor name and contact information
R . . . Iser IJGRANTZB Dept IAII Depts
e Proposal View/Chg - proposal status, other project information, comments . S e [
roup I evel I o

relating to release time, summer salary and cost share.

Work and Personal Info will contain information about the primary PI, including their
home and work addresses, phone numbers, and emails, as well as their department,
title, and location on campus.

Figure 4.1

Proposal will contain information regarding the current sponsor information — similar to the tab under the “Proposal Items”
tab - including the sponsor, how to contact them, deadlines, and any comments.

Project Centers will contain information about the Center, including name and the percent credit attributed to them.

Sponsors Form allows you to add, edit, and search for a particular sponsor. This form will display information about who the
sponsor is, where they can be contacted, and the type of sponsor that they are.

The following section will guide you through the steps of adding and editing information in both of these tabs.

| i Page 43 | |
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| T e B D L
Projects Form Refresh | m i - - ?_van_ce | sizeto Switch Find N so| :tv
Adding a ProjeCt " Re-c:ur_ds Sort .;:F;ilt_er . - For':‘lj'ir:?::'ows Find
In order to add a new project: Figure 4.2

1. Click “Projects,” the second option on the SAM welcome screen.

2. Choose "Projects Form.”

3. Click on the “"New” button under “Records” in the blue toolbar on the top
of the screen. See figure 4.2.

l'f: Projects Data Form
The project form below will blank out, and you will be prompted to enter :
the project number, type of project, sponsor, starting and ending | p————— E . 'I;I <
departments, project title, PI (the principal investigator), and the C Projt T"llel z
department. All of this information is at the top of the gray window, above 25 [ P |
a row of tabs. See figure below. ActionleundlwmdlDep,I
Project Info | Praposal tems | 'Wark Info | Persanal Info | Pro
A. Add a co-PI if there is one by selecting an empty cell under “"CO_PI” ~ Eonjm:t:heetln —-
in the “Project Info” tab. Once selected, choose the other person — c%' ——
working on the project and their department from the drop down - N
menus. Enter the percentage for the allocation of credit. These lists
will populate from the database. See figure 4.3. l = |
Describe the project goals by typing them to the right of your co-PI
window in the text box from the proposal abstract. Figure 4.3
il Projects Diata Form -
»
|| j 14 | 4 | ‘ [ 2 | [ | | ¥ InterDiscpl? Research Prugl j

Froj# I Type I vI Spon I vI Start Dt I End Dt I

Title |

Search By
& Proj#
(=
Pl |

Au:tiu:unsl Fund | Wkldl DEPtI

=l

I‘RT?|

-] Pi%] Proj. Status
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Edit an Existing Project e
To edit an existing project, you will need to: '
1. Search for the existing project through one of two ways: || [ ]«
® prOjeCt number Search By. Froj# | 'Iypel
e PI (principal investigator or the project head) iProj# Tite |
Fl
Pl
2. Type in the project number or the last name of the PI in the yellow text field to - Fund|\,\,l,\|d|[)ept:
search for the record.
Project Info |Propusa\ Items| Worklnfo| Peraanal \nfo' Frapo
3. Click on the blue side bar highlighted in figure 4.5 to edit currently existing Comment Sheet Menbas |
information or to add new information to a previously existing record. C0 Pl -] Codept D%~ R
=
4. Press tab or enter to move to the next cell.
5. Click the blue side bar a second time to save information you have added. See
figure 4.5.
Figure 4.5
If you make a mistake and want to close out of the application without saving your
changes, press ESC or hit the x at the top of the screen to close the window.
Add a Project Action to an Existing Project
1. Click the “Proposal Items” tab on the bottom half of the gray window.
2. Click the “Actions” tab underneath the “Proposal Items” section of the screen. See figure 4.6.
3. Select the drop down menu under “Action” to select the type of action.
4. Select the person assigned to this
change under “Person Assigned.” = e < | b | bl | InterDiscpl? Research Prog | =
5. Type in the date scheduled for the iea;f;fv Proit | Rl =] seon| =] swnbt] End O |
change to be made in MM/DD/YY ¢ n [ T',',',"I i -
format, regardless of any changes that actore| Furd | wida| pop | =1 P Proj Staus [ =]
have been made to this plan. ProjectInig Proposal tems | otk Infa | Parsanal Info | Proposal | Project Canters |
6. Type in the date that the change is E— |
actually made on. - o
. . . | Funds  Actions | Iinvoices | Contacts | Sponsor Info | Proposal View/Chg |
7' If you IIkeI type In any Comments In Action - | Person Assigned - | Sched Dt -1 |Actual Dt - Comments
the text field. 2l =
Figure 4.6
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Adding a New Sponsor @ spomos =
1. Click “Projects,” the second option on the SAM SPONSORS @)
welcome screen.
Search: I j
2. Choose “Sponsors Form.” Click in the drop down box : e ———
. . Sponsor
to verify the sponsor does not exist. oreien |
Addrs1 |
3. Click on the “"New” button under “Records” in the g ,
blue toolbar on the top of the screen. Country :
SicWord
Abbr I— Type | =1
4. The form under Sponsors will blank out, allowing you Pogram [ Aciwe? I
to type in information, including sponsor name, preftsi=] C
division, address, abbreviation, type of sponsor, and S I s AR

their profit status. See figure 4.7. Figure 4.7

5. Click "STOP” to save.

Editing a Current Sponsor
To edit an existing sponsor, you will need to:
1. Search for the existing project by the sponsor name.

2. Click on the blue side bar highlighted in figure 4.7 ick in the drop to edit currently existing information or to
add new information to a previously existing record.

3. Press tab or enter to move to the next cell.
4. Click the blue side bar a second time to save information you have added. See figure x to right.

If you make a mistake and want to close out of the application without saving your changes, press ESC or hit the
x at the top of the screen to close the window.
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SAM - PROJECTS - GLOSSARY
This section contains all the information you need to know about the terms you'll see in the projects section. Refer to this
guide if you run across a field in SAM or in the user guide you're unsure about. Sub tabs will be under yellow cell headers.

Interdiscpl? whether or not the projects extend over disciplines

research prog research program

proj # project number

type type of project (e.g., "grant™)

spon Sponsor

start dt start date

end dt end date

PI principal investigator

empty field PI work phone number

RT? Retention, tenure

second empty field PT email

dept department

PI % primary investigator percent (how much of the project they're responsible for)

proj status project status (e.g., completed)
@@ erojecttl 0000 |

CO_PI Any co-primary investigators on the project can be listed here

Co_dept the CO-PI's department

ID% co-primary investigator percent (how much of the project they're responsible for)

RT release time

description description of what the projectis




req & reguisition number

rev # receiving document number

start dt start date of the fund

end dt end date of the fund

sponsor award sponsor award number

amount how much funding was received from sponsor
fund_no the fund number for the award

AOR assumption of risk

notified date the date notified

comments comments about the fund

action action taken (e.qg., additional funding)

person assigned the person charged with the action

sched dt the date the action was originally supposed to take place
actual dt the date the action really took place

comments comments about the action

invoice # the invoice number/number assigned to the expenditure
bill date the day the invoice was billed

bill amount how much the invoice was for

rebill date the day the invoice was billed again




full_name the name of a contact with the project (e.qg., a sponsor contact)
job_title the contact’s job title

phone the contact's work phone number

fax the contact's fax

email the contact's email

comments comments about the contact (e.q., work hours)

sponsor the name of the sponsor

division division sponsor agency (e.g., NSF - CSE}

addrs1/2/city/state/ the work address of the sponsor/division of the sponsor you're working with
zip/country

abbr the abbreviation of the sponsor name

sic word standard industrial classification

proqram DO NOT USE B

profit status whether they're for a for-profit organization (e.g., non-profit}

type the type pf sponsor (e.g., NASA)

active whether the sponsor is still active




&
/7 UNC CHARLOTTE

proposal status status of the proposal (e.g., funded)

req # reguisition number

proposal type the type of proposal (e.q., NP for new proposal)
ORS# Office of Research service number

sponsor ID the sponsor 1D number

ship method how the proposal itemn is going to be shipped (e.g., UPS ground, self via email)
ship tracking # tracking number of the shipment if applicable
deadline dt deadline date

deadline type kind of deadline (e.g., postmarked)

reg amt required amount of the proposal

req start date required project start date

req end date required project end date

to ORS date date sent to Office of Research Services

CFO appr dt chief financial officer approval date

to spons dt date sent to sponsor

release time start date of award

publicize whether or not the proposal item is to be publicized
matching/CS matching / cost share

matching/CS met matching / cost share met

RT/SS/SP comments | release time/summer salary/special payment comments
cost share comments |comments about cost share '
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address 1/address 2

work address of the PI

[fcity /state/zip

company company the PI works for

job title what they do at work

employee rank the type of position they hold (e.g., dean, director)
dept university department the Plis in

building building number the PI's office is in

rooIm PI's office room number

I-9 date I-9 expiration date

visa type type of visa if applicable (e.q., non-immigrant student)

retirement plan

type of retirement

work months

type of appointment (e.g., 9 month, 12 month}

employee class

type of permanence (e.qg., tenure, temp)

address 1/address 2/

position # position number for the job title (not the person in the job)
work % percentage of the appointment (e.g., /5%, 50%}
pay grade level of pay

PI's personal address

city/state/zip/country

DOB birthday (MM/DD/YY)

grad GPA their graduate program GPA
UG GPA their undergraduate GPA

progqrarm

what department/program they are in
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Sponsor who funds the request

proposal status status of the proposal (e.g., funded)

req # reguisition number

proposal type the type of proposal (e.g., NP for new proposal)
ORS# Office of Research service number

sponsor ID the sponsor ID number

ship method how the proposal item Is going to be shipped (e.q., UPS ground, self via email)
ship tracking # tracking number of the shipment if applicable
deadline dt deadline date

deadline type kind of deadline (e.g., postmarked)

req amt required amount of the proposal

req start date required project start date

req end date required project end date

to ORS date date sent to Office of Research

CFO appr dt chief financial officer approval date

to spons dt date sent to sponsor

release ime start date of award

publicize whether or not the proposal item is to be publicized
S5/5P summer salary/special pay

matching/C5S matching / cost share

RT/S5/SP comments | release time/summer salary/special payment comments
cost share comments |comments about cost share
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center center proposal is associated with
% credit percent credit for the center
active flag do not use

| | [ P, i) |

The final section will guide users through the steps of SAM Report related tasks.
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SAM - (BUDGET) REPORTS

To access Reports Click the “"Reports” button in figure 5.1 you will automatically
be taken to the Reports window. You will see nine different types of reports on
the first “budget” tab to choose from. See figure 5.2

As SAM updates more report may be added, removed, split, or modified o

in other ways. Screenshot in this guide may not fully represent what you M g ’2
will see on screen in your current working version of SAM. UNC CHARLOTTE

A
G
T

2
e

Syztern for Administrative Management

Choose a Report: M
€ Fund Summary —Erojects |
" Fund Detailed Transactions Mo Personnel Costs . M
| Preview Report Reports
@ ‘Fund Detailed Transactions YWith Personel Costs
" Advanced Budget Transactions Repart R
" Fund by Dept of Respon Party
" Total Expenditures by Requestor
Exit SAM
™ Fund R ilizti
~ Hne e EanetiEten User |ASIMPS27 Dept Al Depts
Pl Summary Group [NCNE Level |%
" ITS Frojects Budget Transactions Repart
£ Fund Summary Rallup Feport
Figure 5.1
Figure 5.2
e Fund Summary e Total Expenditures by Requestor
e Fund Detailed Transactions No Personnel Costs e Fund Reconciliation
e Fund Detailed Transactions With Personnel Costs e PI Summary
e Advanced Budget Transactions e ITS Projects Budget Transaction Report
e Fund by Debt of Respon[sible] Party e Fund Summary Rollup Report

}— 2 54 I
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Budget Reports Tab

Fund Summary gives you an account level comparison of the totals in SAM and Banner with the original budget.

Fund Detailed Transactions allows you to create a report detailing the transactions for the fund that you've
chosen, does not include personnel costs.

Fund Detailed Transactions with Personnel Costs allows you to create a report detailing the transactions for
the fund that you've chosen, includes personnel costs.

Advanced Budget Transactions allows you to create a report using more detailed search criteria.

Fund by Debt of Responsible Party allows you to create a report detailing fund information for the department
responsible for payment.

Total Expenditures by Requestor allows you to
. . . . Choose a Report:
create a report that details transaction information
- € Fund Summary
and total money spent by a specific requester.
" Fund Detailed Transactions No Personnel Costs Previ
s review Report
Fund Reconciliation allows you to create a report # ‘Fund Detailed Transactions YWith Personel Costs
that compares the c!lfference between Banner and ® polvaiese BUdgs | Enssse s Hoasn =
SAM data for a particular fund. € Fund by Dept of Respon Party
PI Summary allows you to create a report that " Tatal Expenditures by Requestar
- - i
ITS Projects Budget Transactions Report allows Pl Summary
: - . i i
you to create a report that details a project’s . ITS Frojects Budget Transactions Feport
transaction details. SRS 7RI AE
Fund Rollup Report by department. Choose this if Figure 5.2

you want to view a department’s funds’ adjusted
budget; expended, encumbered, and obligated
amounts; and the final balance in both SAM and
Banner.
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Creating a Fund Summary Report

1. Choose "Fund Summary Report” from the list of nine
kinds of reports under the Budget Tab.
2. Click “Preview Report.”
You will see a "Fund Summary Report” pop up screen. See
figure 5.3.
3. Select the fund you want to summarize from the drop

4,

down menu.

If necessary, select a beginning account code to start
from the drop down menu.

If necessary, select an ending account code from the
drop down menu.

Click "Run Report” to open your report. See figure 5.4.

o% Fund_Summary_RptForm x

Fund Summary Report

Select a Fund: I - I

Beginning/Ending Acct Code: I j I j

Run Report |

Figure 5.3

State Fund Summary

Fund/Grant Period: thru

SAM

Banner SAM - Banner

xpended Encumbered Obligated Balance Expended Encumbered 2 Difference
40.00 40.00 £0.00 £0.00 40.00 20.00 . 40.00
S0.00 50.00 50.00 50.00 50.00 S0.00 . 50.00

Figure 5.4

It is important to note that Banner's displayed information is from the previous day. A report previewed on February
1 will pull Banner data from January 31.

i Page 56
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Creating a Detailed Fund Transaction Report

1. Click “Reports,” the last option on the SAM welcome

screen. % Detailed_Transactions_RptForm

2. Choose "Detailed Fund Transactions” from the list of . .
: : Fund Detailed Transactions Report
nine kinds of reports.
(No Personnel Costs)

3. Click “Preview Report.”
You will see a "Detailed Fund Transaction” pop up screen. Select a Fund: | 'I
See figure 5.5, Beginning/Ending Account Code: I Dj I ggggggj
4. Select the fund number you want from the first drop

down menu.
5. If necessary, select a beginning account code to start MI

with from the drop down menu.

. Figure 5.5
6. Select an ending account code. g

7. Click “Run Report.” See figure 5.6.

Fund Detailed Transactions (No Personnel Costs)

Fund# Fund/Grant Period: thru
Grant# Proposal#

925000 Domestic Travel Pool

Beginning Budget $23,000.00
Additional Funds $0.00
Transfer In $0.00
Transfer Qut 50.00
TotalBudget $23,000.00

Page 57 Figure 5.6
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Creating an Advanced Budgets Transaction Report

1.

3.

Click “"Reports,” the last option on the SAM welcome
screen.
Choose “"Advanced Budgets Transaction” from the list of

nine kinds of reports.
Click “Preview Report.”

You will see an “"Advanced Budgets Transaction” pop up
screen. See figure 5.7.

4,

Select a beginning and ending fund number from the
drop down menu.

If necessary, select a beginning and ending account
code from the drop down menu.

Select the transaction status from the drop down menu.

Type in the beginning and ending date range in the text
fields.

2% Adv_Budget_Transactions_RptForm X
Advanced Budget Transactions Report
Select the Beginning Fund#: D Select the Ending Fund #: D
Select the Beginning Acct Code: Select the Ending Acct Code: 2099099 o
Select the Transaction Status: |A|| Statuses j
Depending On Transaction Status These Dates Apply to Transaction Date or Paid Date Figlds ————————
’7 Enter Beginning Date Range: I Enter Ending Date Range: I
Select the Special Category: |A|| Categories j
Select the Assodated Dept: |A|| Departments ;I
Report Grouping
&
* By Category and Month Run Report |
" By Department Code and Categary
Figure 5.7

If there is a "Special Category,” select one from the special drop down menu. Do the same for “"Associated Department.

7. Click which grouping you want: "By Category and Month” or "By Department Code and Category.”

8. Click “Run Report.” See figure 5.8.

101510 926000

Obligated - Budget Transactions By Month and Category

Category ______JWonth _______JFund ___JAccount ] Trans Date] ____AmountDescription __________________JDepartment
MNormal
April 2010
101513 928180 4/M13/2010 ($28.55) rekey kitchen door lock - 2010 041221 CCl

4/29/2010

($3.204.77) PROMISED: OWED TO BARMNES FOR
EDM COMFEREMCE 2008

($3.233.32)

Figure 5.8
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Creating a Fund by Dept of Responsible Party Report

% Fund_by_Dept_of_Respon_Party_RptForm

1. Click “Reports,” the last option on the SAM welcome screen. i
Fund By Dept of Responsible Party

2. Choose “Dept of Respon Party” from the list of nine kinds of Report
reports.
Resp Party DeptIALL DEPTS vI
3. Click “Preview Report.” ™ Indude All Funds

= only Indude Funds Expiring < 20 Days
& Only Indude Active Funds
" only Indude Expired Funds set to Active

You will see a "Fund by Dept of Responsible Party” pop up
screen. See figure 5.9.

4. Choose Resp[onsible] Party Dep[artment] from the drop
down menu.

éF‘.un Report

5. Choose which type of fund activity you want to view (active,
expiring soon, expired set to active or all).

Figure 5.9
6. Click "Run Report.” See figure 5.10.

Fund Access Report
Report Option: Only Include Active Funds

Fund#  Fund Name Act? Start Dy End Dt Dept  Spec. Group Resp. Party
BINF

B oo

| 07110

| 07110

| 07110

| Figure 5.10

| i Page 59 |
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Creating a Total Expenditures by Requestor Report

1. Click “Reports,” the last option on the SAM welcome screen.

’-3"_:'?; Total_Exp_by_Requestor_RptForm X
2. Choose "Total Expenditures by Requestor” from the list of )
nine kinds of reports and Click “Preview Report.” Total Expendi s by Requestor Report
You will see a "Total Expenditures by Requestor” pop up screen.
See figure 511. Enter the Requestor Desired: I.ﬂ ;I
Enter the Fund Desired: IAII Funds ;I
3. Choose the requestor desired from the drop down menu. Enter the Spec Cat Desired: [ =]
Enter Beginning TX Date Range: I
4. Choose the fund desired from the drop down menu. Enter End Tx Date Range: |
5. Type in a beginning and ending date range in MM/DD/YY Output Format:
format. ’7'(:' Format as Repart L. Dump to Excel
6. Choo_se vs{he_ther or not you wa‘l‘nt to preview the ,r:eport as a Aun Remrtl
PDF file within the SAM client (*Format as Report”) or to
move to data to Microsoft Excel ("Dump to Excel”).
Figure 5.11
7. Click “Run Report.” See figure 5.12.
Dumping to Excel will open the program in a new window.
SPEC CAT
Acct CODE Reg/invé  PO# Status /
Date(s) Type Amount Responsible Party for Howk)  {or §/Hr) Est Total Individual Comments
Acct Total: 50.00
Cat Total: 50,00
Fund Total: 50,00
Requestor Total: 50.00
Figure 5.12
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Creating a Fund Reconciliation Report

1. Click “"Reports,” the last option on the SAM welcome screen.

2. Choose "“"Fund Reconciliation Report” from the list of nine kinds

of reports.

3. Click “Preview Report.”

o Reconciliation_RptForm x

Fund Reconciliation Report

Select a Fund: I vl Fy: 2011

You will see an “Fund Reconciliation Report” pop up screen with three Begiring/Ending Acct Code: | £l =l
text boxes. See figure 5.13.

4. Choose the fund you want to access from the drop down menu. | Run Report |

5. If necessary, choose in a beginning and ending account code Figure 5.13

from the drop down menus.

6. Click "Run Report.” See figure 5.14

This report does not include the original budget information.

Page 61

State Fund Reconciliation
Fund# Fund/Grant Period: thru
Grant# Proposal#
SAM Banner
Account Account Description Expended Encumbered Balance Expended Encumbered Balance
S0.00 50.00 50.00 50.00 S0.00 50.00
Fund Totals: S0.00 50.00 50.00 50.00 S0.00 50.00
| | Figure 5.14
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Creating a PI Summary Report

1.

Click “"Reports,” the last option on the SAM welcome
screen.

. Choose "PI Summary” from the list of nine kinds of

reports.

. Click “Preview Report.”

You will see a “"PI Summary Report” pop up screen
with three text boxes. See figure 5.15.

. Select the fund you want to view from the drop down

menu.

. If necessary, type in a beginning and ending date for

viewing this fund in MM/DD/YY format.

. Choose whether you want to view the report as a

PDF file ("Run Report”) or move to data to Microsoft
Excel (“eXcel Export”). See figure 5.16 for the normal
report.

2% PI_Summary_RptForm x

PI Summary Report

Select a Fund:

—

Transaction Start/End Date: I

Fun Repart | eXcel Export |

Figure 5.15
Dumping to Excel will open the program in a new window.
See figure 5.17.
Pl Summar A : < >
y 1 |Categow |Subcategory Description Budgeted_Amt
Org/Dept: Date from 2
Funds: Grant Period:  07/01/10 j
Grant#: Report Period:  01f31/10 -
Account Current &
Caepory Subcategary Desription Budget Expended 7
Salary 8
9
Benefits
10
Totals =
‘ 12
‘ Figure 5.16 Page 62 Figure 5.17 |
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Creating an ITS SAM Projects Report
1. Click “Reports,” the last option on the SAM
Welcome screen. bl frmProjectReportinterface

2.Choose "ITS SAM Projects Reporting.”

ITS SAM Projects Reporting
3. Click "Preview Report. o ‘ @ This report will pull transactions with the value of "proj" inside of the Sub/Trav Field |I

You will see a "Project Budget Transactions” pop up Select Project To See Detail Transactions: [NIRIeS -
screen. See figure 5.18.

Report Grouping Report Qutput Format

4. Select the project you'd like to see the details & No Grouping ¥ Output To Access Report

from the drop down menu. " Group By Month " Qutput To Excel Spreadsheet
5. Select the type of grouping you’d like to see on

the report. Run Repart
6. Select whether you want to view the report as a

PDF or Excel spreadsheet.
7. Click “Run Report.” See figure 5.19. Figure 5.18

Project Budget Transactions

Fund Account Amount Transaction Date  Department Reguestor

Project Total:

Figure 5.19
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Creating a Fund Rollup Report

1.

Click “"Reports,” the last option on the SAM
welcome screen.

. Choose "Fund Rollup.”

. Click “Preview Report.”

You will see a “"Fund Rollup Report” pop up
screen. See figure 5.20.

. If necessary, select the department from the

drop down menu.

. If necessary, select the fund type from the drop

down menu.

. If necessary, select the starting and ending fund

numbers from the drop down menu(s).

. Click “Generate Report.” See figure 5.21.

-.t'j;'.- State Rollup Report

Fund Rollup Report

Department: |AII Departments ;I

Fund Types: |AII Fund Types ;I

Generate Report

Figure 5.20

Fund Rollup Summary

Fund Fund Description

SAM

Banner

28-Ma)

Adj Budget Expended  Encumbered Obligated Balance  AdjBudget Expended  Encumbered

Baknoe

Figure 5.21
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Exporting a Report to PDF or Excel

1. You need to have the report you want to move to a PDF or

Excel open.

2. Click “Export to PDF or XPS" on the blue Microsoft Access

toolbar in the “Data” category.” See figure 5.22.

3. Name your document what you like, and choose the file

type you want to save it as ("PDF” for an “"Adobe Acrobat”

document or “XPS” for a “Microsoft Excel” document).

4. Click “Publish” to save your report.

Closing Out of a Report

1. You need to have the report you want to move to a PDF or

Excel open.

2. Click “Close Print Preview"” on the blue Microsoft Access

toolbar in the “Data” category.” See figure 5.22.

More w
(Co—)

Close Print
Preview

Close Preview

PDF or XPS

Export selected object to a PDF or
XPS document file.

Figure 5.22

]

Zoom

-

El

|JT| ,j§| i ':L Lk More E

One
Fage | Pages Pages~ All or XPs Preview

Two More Refresh PDF Close Print

Zoom Data Close Previe

Figure 5.23




