Let’s get started. To access Citrix click on ﬂhe hyperlink below and save to your favorites.
https://citrix.uncc.edu/Citrix/MetaFrame/auth/login.aspx Once the log in appears type in

your user name and password then press the Log In. Click on SAM to begin and then click on

Login to SAM.

User name:

[micastle

Password:

[seencvsesal

Context:

J{Find context]

Traa:

System for Administration Management

Use of tha University’s computing netwark, including S. .. is conditioned
on compliance with:

Puesuant to thoso policles, the Eniversity may take any steps necessary to

address violations of those policies, inciuding monitoring, accessing, retrioving,

B reading, and/or disclosing data communications when there is a reasonabla cause
to suspect a violation of applicable University policy, criminal activity, or when

Bl monitoring is required by law.

Username: MICASTLE

[ f"':.l.-:.xiﬁt"now.._".Z-'i *Lagin bo SAM |

> Data and Infor mation Security (102

> Electronic Communication Systams (20)

> Network Ssourity (303

> Proorietary Softwara (67

> mesponsinie Uss of Unlversity Cotnputing and
Elzctronic Communication Riesources (KH5)

= World Wide Weh (8)
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The M'a'i'n[l\ll'é'nu is the menu that the database initially opens to once the individual has
agreed to the terms of use for the database. From this menu an individual can go to any of
the screens in the database through a series of menus and submenus. USE ONE CLICK ONLY
to select a submenu. Remember if you think that you made a mistake hit ESC — this is your
new best friend! '

The three Primary Selections used are:

Members Menu — Used to deal with an Individual’s data like P1’s, co-Pl,s staff, student
undergraduate and graduate appointments, summer salary, release time payment data.

Project Menu — Used to work with Research Project Information.

Budget Menu — Used to work with fund (account) information not done under and
individual’s record in the member’s form. :Example, travel, PO’s and subcontracts.

The Reports/Queries menu — is used for various pre-designed reports and queriesandisa
useful mechanism to generate various summary reports like the Fund Summaty, Detailed
Transactions, Payroll Query and Summary Report and Open Encumbrance and Pl Summary.

Navigating in SAM
e Hitting “enter” while in a field will move you to the next field to be filled in.

e Hitting the tab key also works, or yo'u can use the mouse and cursor/click.

« if you make a mistake STOP and hit ESC.

ideb ans that you are in editing mode




¢ The database has the ability to filter one account code at a time. After pressing the
fund# put in an account code. For instance, put the fund number and then the 911300
(summer salary) or if you do not have summer salary put in 930250 (educational
supplies) and press enter. You will see everythingin that account code only. To see
all the accounts again press the ‘remove filter’ button.

e For Lookup fields it is best to click on the arrow {drob down box) at the right side of a
look up field and then bégin to type. Lookup fields are identified with the yellow
background color. This works especially well on the Members Form when you try to
find a person by the last name (the most common method). That way for names like
“Smith”, one can quickly see all the Smiths {up to twenty in view and/or one can scroll
down using the bar on the right side of the yellow block to see ail the Smiths if there
are more than 20) and then click on the appropriate Smith without having to type out
the full last name to find the individual for which one is searching.

Step 1- Before. the project information can be entered into the database a member (PI, co-

Pl should be added to the database.

System for
Administration
Management

Members
] Projects
::] Budgst
_;J Heports
_

Exit SAM
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Flashback [1

S User WOCASTIE . . _ Host [FARMLY - ;
8 Dept JAllDepts © Level {% . Group fNONE




Click then click on Members form

Mermbers Form

Projects Menu
Budget Menu
Main benu

System for
Administration
- Management

Mernker Lookup Tahbles
BPT Laokup Tahles
COE Fixed Assets {Read-Only]

Close Dalabase, Exit Access
Flashback |1

. Hes

User [MICASTLE

_. Host ﬁm@l,

B Dept [ATDopls | level %

I Group JMONE
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COE Admin Database

s database has bezn opened _read-aniy. Yau can only change data in linked tables. To make design changes, save

{ [G0 1O SPECIF

~ Wik Phone [
To check to see if 2 person s in the

database click the drop down box and
look for the last name and also check

the Bannerid

If the person/individual is not in SAM then create a new record by selecting NEW located at
the top of the form. Then insert the last name tab to the first name, MI, Sault, Banner #, Wk
Phone, wk months, position number, select type which will most likely be Faculty as that is
pretty much who you are entering into the database at this time. Below is a list from the

drop down box ‘Type’.

I Adj Fac iAdjunct Faculty
Faculty EP/ Faculty EPA Staff
Faculty | Full-Time Faculty

UnderGrad| Undergraduates
| Grael | Gradustes
Research | Research Staff
Other  Undefined
Lecturer i Guest Leciurer
Organizatio] Organization
Student l Student

TEMP i Temporary Stedf

e Always select Wk months (note) this box does not have a drop down box so you will
want to distinguish between 12 and 9 month employees as this will help quickly
identify who can be paid summer salary. If you do not know if the person isal2or9




month employee this can be looked up in NBAJOBs in Banner. 12 month employees
cannot be paid summer salary; however, release time can be processed.

After testing the Emp. Class can be put in. Always put in the position number as this is
important to have this populate when you process summer salary and release time,

etc.
Select the Dept.
Projects will populate from the Project Information.

You may not want to add the Fixed Assets at this time but will have an understanding
that SAM has this capability. This has been a wonderful tool to help in tracking
inventory. ‘

Also, the member information form can be accessed by clicking on the Members tab
for quick access to enter a new member.

~Projectinfo | Proposal hers | Workinfo | F ersonal Info

Record: M 471

Th oMb | W Unfilkered |Search




Entering a new project into SAM

Step 2 — Entering the Project Information.

¢ Gointo the Projects Menu then select Projects Form.

g Main Siliigand

System for

b2

System for

e

Administration Administration
Management Management

Members Projecis Form

Projecls Spansors Fonm

Budget MNonDisclosure Form

Reports ProjectLookup Tables

Exil SAM wMembers Menu
Budgsts Menu
ain Menu

Close Detobase, ExitAccess
Flaghback Ii ] "IHiS‘

5 User [FBCASTEE 1 Host frAmmzl
B Ocot [ADerts | evel [ Group [NGHE

Flashback {1 = |Hes

ol ser [MICASTUE. 7 Host [FRRNI i N
Dept [MDepts  Level [ GroupnonE @ -

¢ This will bring you to the Project Information screen.

« Click on New at the top of the ribbon. 177" -
The screen will look like this: (it is important to always click on New as you do NOT
want to enter/change information on an existing record}. The last record entered |
into the database will appear when you get to this form. When you see the orange
tan background is blank you know that a new record can be entered.




53 prgjects DtaFarm

i \ Click here to
' save
information

e et b T Semen

Enter the project #, sponsor abbreviation, tifle, start date, end date and title of the
project. If there will be release time click the box. Use the drop down box to add the
Dept. PI% is the allocation of credit, prdject status will be pending.

Click InterDiscpl if the project is with another college. For instance, if the Pl is in the
College of Engineering but the Co-Pl is in the College of Education you would click this
box. (Once the project is funded you will go back and click funded or the appropriate
status).

Next enter co_PI(s), Co_de is department (click on the drop down box), allocation of
credit for co-Pl and release time if applicable and description of the project.

Press the side bar to save information once everything is entered for the project
required fields {light blue section all the way to the left side of the form. The Work
Info and personal information will populate these forms once the PI’s name is
selected.

On the Add Proposal select sponsor {can and add new sponsor if needed).
Fill in other fields as appropriate

Some fields will have to be filled in later. For example you may not have submitted
the proposal yet and will have to come back and put in sponsor id for this award.




e If the proposal has releas

e time, summer salary/special payment, matching/cost

sharing check appropriate blocks put in comments on description what the cost

sharing, release time is as appropriate.

(see below).
9{6_];9(_19(9.[ E:_hg hs_élha:mslr\!_\q‘pﬂg‘lnfq Pe'[gun;'a_J]MQj Md_l?r_qpq@_s |Pu:_liei;t(_3&nia_r_s_:] ey e R e
| Moo . .A YECE

- Project Cenlers

T Acalieg v

If your proposal is associated with a Center then you would click the down arrow to

select the center that you want.

Now click on the next tab Proposal ftems to-enter the information regarding the

project.

cjectinfo | Propiosat hems | Work nfo Personal

egment Shest | -

Select the sponsor
using the drop down
box or by typing the
sponsor name.

. Fundno - AOR -iNathedL=[. ~Comment: -

The first entry for Regit is 1 and the Revit (revision #) is 0. Enterthe start date, end
date sponsor award, and amount. You will need to come back into this form once the.
¢ is setup and enter that fund # and always remember to click on the blue

ed and any special comments. EX:
9

fund numbe
bar to save the information. Enter the date notifi




1¥ year funds, task 1, additional funds, or Mod1, etc. If you are eritering an AOR
(Assumption of Risk) you would enter dates of the AOR in the start date and end date,
the dollar amount under AOR the date, and in comments AOR your initials and date.
Once the AOR receives a fund number and the fund setup is complete come back and
enter the fund number here. |

The Actions tab is to record specific information regarding a project. An example
would be to indicate the date that a budget revision was sent to sponsored programs.
Research is a busy environment and sometimes it is easy to forget when something
was processed so this is a very helpful tool.

| Addtional unding

e T LA e e S T e 3 e {EmaiiTel Cometsalion
Funds Acions |inveices| Conlacts | Sponsorni | Progisal ViewiChg | | Bic Bt
e T T T TR T R i e F e b iy Export : Exgort Contral info
gsorAssigned [ Sched Dl At Dt . Commems . flad jemender
519 o _ _ Seamy  Seruy Chescton

vice# -] BillDate . . BilAmout | RebilDate -

 dobTtle . +'Prove; Fax +  Emal ... Comments

Click on the Proposal view/ch and enter the proposal status, proposal type is NP for
‘new proposal, ORS# is the assigned proposal number, requested amount, requested
start and end dates, and sponsor id such as NSF proposal number. Other information
can be entered relatihg to the release time, summer salary/special payment, cost
sharing obligations. Save the information.
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| New Proposal

Madching
=3 Reanewal
RR | Ravised Proposal
CH Charter Member
EQ PR
C Continuation

Now that the Project Information is entered save by clicking on the side bar to save and hit

Go back to the Project Information form and press the COMMENT button. You can print out
a sheet to attach to a project folder. Once the fund and grant numbers are available enter

them on this form that is attached to the project folder as well as CR (cost reimbursable) or
EG (fixed fee} and any other notes.

ProjectInfo | Proposal ftems | Wark Infa | Parsanal lnfo | Add Proposais | Project Centers

" Comnpent Sheet |
et R embers |
\CO_F’I_ v Co_des D~ RT~i ¢

=l 8
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comment [Read-Only) [Conlpa‘.(_ibilit_;: hode] oo

! R :ﬂlliﬂle:i
20090726 Fund# Grant#: . ‘

Pro.Tille; §BIR Phase I: Ultraviolet Quantum Dots for LER Applications

T | PPDs Stokes, Edward B. 1st Contack:

S FHTRE

§| Teleks {704) 687-8425 Depts:: EEGR

al ) o
Interdiscipfinary? Y N Fund Source: - F&A rate;
Budget File Nama: Deadline Date: Pstmkd or Rec.
Cost Share File Name: '

CostSharing?. Y N Othet:




Step 3 — Basic Fund Information.

Budget Fund Setup/Maintenance

Go to the Budgets Menu and then click on Fund Setup. Once sponsored progréms assigns

the fund/grant numbers this is where the information is entered to put into the database.

B Wi Sitchbgard T e e DR Man T 'E’X
. :
4
. ; System for System for !
R Administration Administration
Management Management
[ Members : [3 Budget Transactions
| Peojects | 21 Pudget Sewp
A Budiget /Ll Fund Setup
_l Pepots 3| BudgstLockup Tables
__[ Exit SAM ‘ =J Members Menu
1 _| Projects Menu
g b Mainieny
| Close Detabase, ExitAccess '
Flashbeck [T < [ts Flashback [T~ <] i
B v [WCRTE T Hok [rammd v o e R
BN et [AlDepts  tevel [% | Group [NONE B ceot [ATDepts | Level [% O Gowpfuoke
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:

Select |

DR Home | Addns F

i Clipbaard !

- e A
%I Read-Only Thiz database has been spentd raad-onty, You ¢an &nly change data infinked tables. To make deslgn changss, save 2 Copy o1 the database,

Enter special notes here so that the BSS will know that there is no foreign
travel, etc. Ex. BSS may process summer salary, release time, graduate

' appointments within account code budgets. Domestic travel only, Sponser
approval required for foreign travel. Mjel 2-23-08

Gy New .0

Click NEW to begin entering the budget fund information. Remember do not start
typing on the existing fund record. If the information has not been saved hit ‘ESC’ on
your computer keyboard. if you accidentally save the information then contact your
department administrator. If your form looks like the one above then you are now
ready to enter data. '

Enter the information from the FTMFUND and FRAGRNT screens in Banner as well as
the information on the spfm budget form. Always double check your org code, dates
as this is your shadow system. If an org code is not correct immediately contact
sponsored programs. '

On the top of the form under Basic Fund Information enter the fund#, Start dt, End
date, select active, owner (click the drop down box), name, dept, special group, fund
information.

Next under the research fund information of the form enter the proposal #, sponsor,
Award#, orig. award $, fund type, indirect rate, indirect base, fund group is either

=" Fund group is either CR=cost reimbursable, EG=fixed fee, and N/A is not
available, and last grant #.
14




o Enter specific information relating to the grant on the project in Cmts. This is a map of
the budget letting to BSS know upfront what expenses can be charged to the grant.

Example:
NO FOREIGN. PERSONNEL WITHOUT PRIOR APPROVAL OF SPONSOR. BSS can process
graduate student appointments, domestic and foreign travel, educational supplies within
the limitations of funds in the account codes Always enter your initials and date.

Important -
« Once the project is awarded go back into the Project Menu/Project Information

and enter the type (see below).

: [)
“|Donation

e You will also have to go back into the project form and click on the proposal items

and enter the fund number.

] PraposalVlew/Chgl:.--_ o et

Fh s lAcuuns] Involces] Cﬂntaclsl Sponsorlnfn X ROt PO
Amount ~ | Fund_no «! ADR

Req# T Rev# ~ | Start Bt - i End Dt ~ Spransor Award ~ !

e You will also have to go back into the project formﬁd click on the proposal items

l and enter the fund number.

~ [Notified C - | Comnment

15




If the fund number is forgotten the budget transactions will not be able to be
viewed. Also is the fund number has not been checked as active you cannot view
this information.

So far information was entered for the Project Information screen, and Fund Setup. The
next step is to enter the budget into the database and for this information you will use
the signed spfm budget form that was signed and sent out via the ‘pink folder’. If you
have cost sharing in the budget enter that information into the budget. You will want to
have FRIGITD in Banner open so that you can make sure that the budget is accurately
entered. Please note that you will not see cost sharing in Banner.

Step 4 — Setting up a Budget information.

Entering the Budget

The next step is to set up the Budget. Click on the Budget Menu and then Budget Setup.

16




- X ; e e
System for System for
Administration Administration
Management Management

P4 wembers Budgzt Transactions
:;_,j Projects Budget Setup
| Budget Fund Setup .
2] Reports Budget Lookup Tehles
] ExitsaM Merbers Menu

j Projects Menu

: Main Menu

Close Database, Exit Access

Flastback [T~ =[His

Flashback ]1 i] His

| User WICASTIE  Host [FARMI4 : User [MOCASTLE Hest JFRaM2l -
Dept [AlDepts  Level [% roup [NOKE Foievel [ Growp[NONE

£

Select the tab for Budget Setup and select 1 70 " . Notice that you have no dates
1/1/91-1/1/91. Since you already entered the fund number into the fund setup screen
just enter the fund # here and the fund number and dates will populate.

%Bnget&etubﬁrm S :

sechme

.. TransDt PO

L

L/
/.

— 50a |

1 Amountshould
‘| match the

3| signed SPEM

budget form

2| Click an the drop down
-] box and select the

7| account code or type
7| inthe account code

Start by entering each account code by selecting the account code click on the drop down
box or just type in the codes and amount from the spfm budget form. When you are
finished click on the blue box to save the information.

Enter the cost share as on the signed spfm budget. Click on the drop down box to select the

department responsible for the cost share and add any notes like 20% - Dean’s office, 20%
17




Department, etc. Save by clicking on the left blue box. Always compare the Beg-Bal total to
the total on the spfm budget form. Double check your entries and press the blue bar to
save. The total on the signed spfm budget sheet should match the total amount.

Click STOP . Okay the foundation has been built for the Project, Fund and Budget so
let’s look at the budget transactions in the SAM.

Step 5 - Budget Transactions

Viewing the transactions in the budget. This is the most frequently used screen in the
database. If everything has been entered correctly in the Project Information, Fund Setup
and Budget Setup then once the fund number is entered the Budget Transactions will be
displayed.

The project information is entered as well as the fund setup and budget so lets’ take a look
at the Budget transaction screen. From the Main Menu click on Budget Menu then Budget
transactions.

D Haln Switchbosrd Cemx SRR e
System for System for
Administration Administration
Management Management
4 Members Budget Trensactons
_ Projacts ___f Budget Selup
_1 Budgsi | FungSetup
| PRepors " _| BudgetLookup Tables
=] Exit SAM _l Marnbers kenu
=] Projacts Menu
;] Main Menu
| CloseDatabase, ExitAccess
Flashback ‘|1 vIHiS Flashback h "IHTS
User [MICASTILE  © Host {FaRMI4 : User [MICASTLE  Host [FARM2I :
B oot [Aoepts " level [N GoupJNORE Dot Jalbepts e [ GowliOle |

e o

What is the Budget Transaction Screen?: The budget transaction screen allows you to record
all transactions within your account numbers. You can enter the information from invoices,
purchase requisitions, purchase orders, direct pay requests, budget revisions, and expense
transfers from journal entries. This is also a tracking system of what has been paid,

18




encumbered or still obligated. At the beginning of a grant the budget is entered in the
budget setup area_.

The beginning budget is never changed and you will see a B when look at this form. This
way you know that the budget that was entered is exactly what was on the spfm budget
form.

You can have transfers in {TRI) and transfers out (TRO) and both are marked with a ‘T’. This
is used when you do a budget revision and closeout funds if the grant is fixed fee and the

funds being moved to an ongoing research account.

Additional funds are noted with ADD-FUND and these are entered directly as on the spfm
budget form.

T hemGa Amout | TaneDi Tym  Reqlned POk Reuesior

Mot -][ womoo |osnswsfiRe -] T

Txfd 10 944560 mjc 51809 _ TravJSub]

911100Ji $26,000.00 t12rzzms |pTD FND__[ o  ?| } ]_u Raphael _ .,Jﬁil I@R __]|
Addl funds mjct 12-2108 L o Trau:SuhI o cs I
' 9111oow1] $65,600.00 ]mmn)a]ﬁ K [rsu Rephael Jl_nll [EEGR E||7 Mo
Txid o 911250 mjci 10308 L Tra\_r!Sul}[ T
“Ttmoo 1] 84,5%.00 lowzms IEBAL v| i 1 Qllal' i | Al 'HNDrmal -1

This screen allows you to see the Beginning Budget, Current Budget, Pay Expenseé, Other
Expenses, Funds Available, and Balance on Banner. This screen also allows you to put in
special categories & cost share information which allow us to run special reports for
departments, faculty, etc. Always check to make sure you are entering in the correct fiscal
year. It is very important to make sure that you enter the data correctly as this effects the

budget.
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get Transa

ftighs Form s Saledt s Fund -5 F L

& Bud

930250m||_ Wsoo_:m]ﬁam QJR0912682 ]'?0912155 ]mfdohna 7 Tl ;Jr' 'lEEGR nj]

1 SVT Assodintes. Proc 6/1009.sm Travfﬁub 7 N cs r ]

930250‘“”_ $a632 | [oenoros'WREq ZIR091263? |P091216‘6 Wsah John A, _“E Jr [EEGR = g
[Micro Chemicel Corp. Proc. 6008sm . . . ITravisub | es| —

o[ sesoa0 ]| §32.90 | 00909 [BXP-OTH =] | lHudaI\ John A J[@ﬁome [EEGR “!r .

UPS1Z4?21830159412183 Eni 6/11/03sm TrawsUnI — e :.,,J sa[ .

1 923220;J[7_ $390.00 [usrosm[ﬁre&q =|R0912432 ]Posmsm Wa}. oA WJ]E =|| |EEGR =] lﬂurmai =1

| [oriosker, Poc&Bem . . i e[ 5

From the budget transaction screen you will want to enter the fund number and press enter
and you will be able to see the budget that you entered and amounts. Next, we always
encumber the benefits (917000) upfront and the f & a a/k/a overhead (953050), and

subcontracts.
m:ctt:d mnaum Transljt Tyrpe Req | Irw# F'D# Requestor Siah.m DlPasd Dept Spé{:t
" 91_?-311553 S0 rsrmg ]BEP-BHL :l ' ] ] B =m]]Et ST sjr

Trav!Sub r cs |

91Tﬂﬁ'133r .5?_1.2927@13 _{ ﬁfﬁ1}9§ E)(POTH : | ITkach. EéiarT ) EJ[?EF IMEGR ,,Jl
s

Benefits expended upfront mict 7-8-09 _ N Travlﬁubl

To do this, just enter the account code and amount (this- is the whole amount of benefits
from the spfm budget form. The type is EXP- OTH, Requestor is the Pl and select the drop
down box for the Dept. Add a note Benefits expended upfront (your initials + date). Now
go on and do the same thing form f & a and subcontractors. The benefits, f& a and
subcontracts can be adjusted to somewhere around 90 days prior to closeout. Remember
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the original budget is never adjusted. If you look at the budget that was just entered you
can see BEG-BAL.

Adjusting the benefits, f & a, and subcontracts prior to 90 days of the project end date. This
is the EXP-OTR (see example above). When you adjust the benefits and f & a the part that
you adjust is the expended amount. So if your total benefits were $4,000 and only $3,000
were expended in Banner then put in this amount and this will leave a balance of $1,000 in
both Banner and the database. |

Subcontracts — Some grants have subcontracts and the first research subcontract 921300 of
25K has f & a and 25K and over is exempt from f & a 921325,

Entering subcontacts into SAM. See the example below. The total award for the
subcontract is entered in as EXP-REQ. When an invoice comes in enter the account code
921300 (in this case) and the amount and mark with X for expended. A note can be made in
the Travel/Sub line to easily identify the subcontract. In this example Gaston County, Union
County could be entered.
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o S| $22 | oohins [oG I <[vRe ot [y SlephénJ. ][ esrane FEGET B
INV YR 3- StanleyCountySmDulswsm _ g ravlSuh 7 '

921305] §1,74265 | RRLRY IE)(P EQEIINVYR:? foso«wsA Il(uyalh StephenJ [ﬂj‘ osmm [EGET
INVYR.2 - E‘asten CounlySchaoIs(MOUi} $42 EE $5I]ﬂ $2lJEi)wsm )

9213@ $12730 || 042309 IE)(P i ﬁllwvm rscsssa ‘ll(uyaﬁ’n S!ephend Jrjl 04330109 EGET ;

[FiEE Jfomal ]
_Jpos#]

e Jpoma ]

[NV YR 3- Cabatrus CauntySchnnIswsm | ) T 2. r ‘i B .-
921300':“ a5 | 046y m\; =]|NWR3 onmmc_f]Kuyam,aephenJ _JGWE@ET -1 ETEE ]Ncrmal__ Ef
INVYR3- UN[ONCOUNTYSCHOOLSwsm nau;smf sjpos#f o
9213j] 39680 | oanemﬁﬁmjwms onsaéssa Wﬁephend j]‘jﬁzsm EGEiT.:".v ETEE“j j
INVYR3- GASTONCOUNTYSCHOOLSwsm _ _rrawmup_F N C8 | m]Pos#r N
321300 _J[_ﬂm 2| oanens IE}(P REQ ﬁwm IE%G%)% li(uyalh Stepheii‘r#njr ”04:29:09 EGET:;:JrTCE J]Nnrmal T

iNVYR 3- GASTON COUNTY SCHOOLS R I

9213@]’ $2?541 ]’mes [pee- REQJWYM 50?04930 F(uyaﬁl StephenJ Irjl o4rzsm lEGET J]E?EE J]Nmma! |

[NV YR 3-UNION COUNTY SCHOOLS wein TrawISuhl os[ z[eoss]

At the top of the budget transaction press the button Sub and a report will populate:

270.802.00.

Currenl Budgat Sﬁ‘l I] []l]l] a4

Fund
_Summaw

Budgel
ransfm '_ 2

H ﬁemava
Filte:

Expense
Transfel

d ] d i ;
Dezans Fund zunu 999939 '-Si.‘:_?-.ﬁ.ﬁ,ﬂ
$86.819.44

les

0?:01:06"- 0813010

Total Fund Sub Coniracts

501296 Enhancing Diversity in Engineering Technology 0701706 - G6/30/10 Kuyath, Stephen J.
. Grant? 551226 Proposalf 20060171

Trav_Sub

- Redinwy  Status |
Trate(s) Amount Type Nane (or Hrawk)  EstTotal Position#  Comments

621300 0626006 DBI26106 $100,000.00 BEG-BAL B
921360 1102706 1102006 $000 EXP-REQ Sharer, Deborah T, SUB YR.1 X SUB YR ! - StanlyCounty Schools (orig for $0 we
921300 1102106  1LDZA06 $0.00 EXP-REQ Shawey, Debarsh L. SUB YR 1 X SUB ¥R 1 - [reds] Statesville Schools(ORIG $10,00
921300 11102i06 11026 $000 EXP-REQ Sharer, DeborshL. . Sim YR 1 X SITB YR 1 - Chanze County Sehools ($10,000).wsm
921300 112708 - 112705 {$3,000.00) EXP-REQ  Sharer, Deborah L. NV YR1 X INVOICE YR { - Iiedell Statesvills Schoals.sentto §
921500 120406 1204006 3000 EXPINV  Shawer, Deborah L. SUB YR 1 4 SUB YR | -- Gaston County Schools (TOT $2,000).
921300 120406 10406 " $000 EXP-REQ Sharer, Deborah i, ) SUB YRI p:4 SUB YR 1 - Charleite Mecklenburg Schools,wsm (ot
921300 12004006 1204)06 $000 EXP-REQ Sharer, Deborah L. SUB YR 1 X SUB YR { - Union County Schools.werm (TOT $2000
921300 (2/08/07 02083107 ($279.88) EXP-INV  Shawy, Deborah L. INY YR § X INY YR | - Fredell-Statssvills Schools (4 invoices $5
921300 02413J07 0211307 (%1,000.00) EXP-INY  Sharer, Deborsh L. INV YR 1 X INV ¥R { - Gaston ComtySchools.wera (Highland)
921300 02115407 0241507 {$00.43) EXP-INV  Sharer, Déboh L. NV YR1 X THV ¥R 1 - Cebarrus County Scheolswem
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Travel ~ This varies in our college by department. Some departments like to split out the
separate charges as in Banner per account code and some do not. Also some
encumber/obligate the trip upfront and assign a note in the sub/travel like Hawaii trip.

r B0 ]06:‘111‘09 EXP 0T - trauaulh ‘.f

| 6}14 8!1?4'09 Cltmne}le ALefs

ﬁ $25000 [‘osms ]E)(P -0H Jkavau!h

EfM Bﬂ ?,309 Cttronelle AL efe

325360'|_ 2000 rosfnm IE)(P OTH v]travamh | 7’Qi Wenya |

E,f'14 E;’I ?IDE Cﬁronel!e AL efs

- 925400__]] 96500 [aséznfos [ﬁom mjlrawmm f .Chen Shen..En _

E,'é 9- 5{22{09 Tuscalonsa AL efs

b ‘f:|oazrsrsssxzz B cs]

925230@][ 16 | 262000 [=><P o E{trav o

lama‘ er losagj"”n

5}1 9 5!22!09 Tuscaloasa, AL efs

Trav!Suh |CETE

f67.50 | 062009 [ET(FF?H ﬁ]m i

:r%;;::.CHBHShénEn . iIOBJ[——-s—icEGRJ..,._“

5.!'1 3 5,*22;[}9 Tuscaiuusa, AL efs _

Traumuh |oo2 19622 s |

90530 7 || §1212 rsromg [Expo TH s Vv ein

| mm wéﬁ;ya ] ]x Jﬁsmsm EEBR Hj[ 'Z[Nnrmal ]

-

4fei- 4;’29;’09 Cltrnnelle AL efs -

Trav!Suh ) o8] Jpos#l

9253@-][ $4225 [esmmfxp oTH TTrovan | H]E[uwnya |[}< g”@osfos |C=R Jf "’jr’rmal .

When the travel is expended in Banner go back and change the status to X for expended.
Run a report pushing the travel button on the budget transactions screen.

Remuve Expense Budget Fund
;‘Surnmar_u

Fund
Detanls

Total Total Fund

Fund

Fllter Tsansfer Transfa

ZDBEI SBSSEIEI

23




Total Fund Travel

520064 Carbon Dioxide

01/01707- 08/31/09 Chen, Shen-En
Grantd 552064 Propasal 20060546

D03-6/14-6/17

Trav_Sub

Rexphme? Status [
Daeis) Ameunt Type Nane {or Hriwk)  Est Total Position#  Comments
925280 0611509 D619 {$30000) BXP-OTH (i, Wen-w tav auth Q 6/14-6/17109 Citrone e, AL efs
925340 D&LI0Y  DA11A09 {$250.00) EXP-OTH Q4 Wen-ya tray auth Q 6#14-6/1 709 Citrone 1z, AL efs
925360 Nen10e 0611109 {$200.00) EXP-OTH Q4 Wen-s Eav auth 0 6£14.6/1'708 Citoone le, AL ofs
Trav Totals: 003-6/14-6/17 {$950.00)
Travy Sub D02-5/19-5722
- Req Status /
Date(s) Amount Type Name {or He/wk)  Est Total Position#  Comments
925230 05120009 D520009 ($295.16) EXP-OTH Chen, Shen-En frav TeIm 0 5119.5422/09 Tusxcalooae, AL.efs
025360 0520100 D32009 ($57.50) EXP-OTH Chan, Shen-En tray v 0 51195422109 Tuscalooss, ALefs
025400 0520009 0320109 {$35500) EXP-OTH  Chen, Shen-Fn Tav reim o] 5419-512200 Tusmalooss, AL efs
Trav Totds: 002-5/19-5/22 {B707.66)
Trav_Sub D01-4/27.4/29 .
- Reqim##  Status /
Dae(s) Amount Type Name (or Hriwk)  Est Total Position#  Comments
925220 050409 0501409 ($343.40) EXP-OTH G, Wen-sa frav mitn b4 4127-4/29109 Citronelle, A.efs
925340 050109 050159 {$86.40) EXP-OTH  Qf, Wen-wa trav reim X 4i27-4125109 Citronells, AL.efs
925360 G501/09  0501/89 ($82.25) EXP-OTH  Qf, Wen-sa frav reim 4 4727-429109 Citonells, ALefs
925380 Q50709 0510759 ($12.12) EXP-OTH  Qi, Wen-a frav reir X 427-4126109 Citrone s, AL.efe

Trav Totals: 001-4/27-4/29

{$524.17)

Budget revisions — to put budget revisions into the database first you should run a report
from the main menu so that you know the ‘before’ fund balance. Next, on top of the Budget
Transactions find the Budget Transfer button.

Transter| Tran
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The from Acct Code is the account code that is being decreased and the into fund will be the
same. The Into Acct Code is the account code that is being increased and the amount. The
From acct Code, Into Fund, and Into Acct Code have drop down bdxes to select the fund.
One you have this information in place press transfer. A message comes up “Are you sure
you wish to perform this transfer???” and select YES or NO. Another message confirming

the transfer.

This is also used when closing out the fund and transferring the residual funds to an ongoing
research account, 139XXX.

Ongoing research accounts are set up on a fiscal year basis from 7/1/XX through 6/30/XX.
There are balanced to Banner prior to June 30 of that fiscal year and the residual balance
transferred to the ongoing research fund number. It is very imporiant to make sure that you
select the correct fiscal year if you how two fiscal year’s open. So if you are closing out
7/1/08-6/30/09 and need to transfer the funds to fiscal year 7/1/09-6/30/10 both funds are
still active. When you transfer to account click the drop down box and select the correct
fiscal year. Keeping these funds up-to-date is just as important as keeping the grant funds
updated. See exémples helow.

ulj

*1139534 7/1/2008
i 139534 71112009

1 3aLLE 7M1 DnNG

Deactivating Funds in the database. In the reference above the fiscal year 2009 needs to be
turned off and this would be done by going to the fund setup and selecting the correct fund
from the drop down box, remember, there are two funds for different years open, and

[ 139534  7J172008 '

selecting the correct fund and year and click the Active box.
This fund is now turned off. To turn it back on just go back into the fund setup and click
active’. Fundii130534  StartDt [ 07/01/08 End D[ 06730708 Active? M. ox

Moving Expenses — if an expense was inadvertently charged to the wrong fund number press
the expense transfer button on the Budget Transactions form. This is similar to the budget
transfer.
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B Evpense Transfer Form -0 Sl e e e P

fs_eslfs" ird

It automatically puts in the transfer date from fund and account code. Select the correct
fund number from the drop down box and also the Into Acct Code and the amount then
press the Transfer button. Transfer confirmation will ask, ‘Are you sure you wish to perform
this transfer???’ Press Yes or No. Make notes so that a record in the future thereis a
reference as to why this was done. A transfer confirmation will follow.

Fund
D

Terminated projects —should a project be terminated by the sponsor it will be necessary to
‘reduce’ the budget. First go to the Project Information and the Proposal Items. Make an
entry by entering the project start Dt and project end date. The amount will have ($122,320)
around it and continue entering the information as required fields. Add a comment and
initials + date.

F ﬂdS ]Ar:tlansl Invo:ces} Contacts] Spnnsnr!nfn] Propesal Vlechhgl

‘ Req#___ +1 Rev#t ~ ; Start I__)t ~ End Dt - Sponsor Award v Amount -] Fund no - ! AOR Nntlf ed Cv| . Cﬂmmeni
I 1 o707 063006 . : ($1223020ﬂ) H0BW 80, o0 3282009 Termination sarly
1] 0] ©07/01/07 063009 |, s375900 |S0G30 | §000 | 12672007 Orig to 630110 ta

i o : | o ‘ rooLL ; R B :
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On the budget transaction side the budget account codes will be reduced as per the signed
spfm budget form.

Member Menu

Step 6 - Entering Members

(PI’s, Co-PI’s, staff have been entered into SAM. In this step you will be looking at your

AA29’s(graduate), and student temp. wage form (undergraduate students, and non temp

employees), etc.

Go to the Member Menu then Members Form (recap from first page) to show how to do

student appointments.
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Dk pain Switciboma B R e TR : M lEx
LR System for System for
TR, Administration Administration
S Management Management
Members . §  Members Fomn
Projects ,____i Member Lookup Tahles
Budget F_J RPT Lookup Tebles |
Repoits | COEFixedAssets (Read-Oniy) |
Exit SAM ‘J Projects Menu i )
2] BudgetMenu S
2 MeinMenu |
1 Close Dalnbase, Exit Access
Flaspback {T <]
N Us JEOCASTE ) Hex [FARNI
2 Dopt [AlDepts  Level [% Group JNGNE E

Lmi New .

Select i+

Go to the lookup table to see if the person is already entered into the database. Click on
the down arrow and either type the last name of the person. When the names appear
move the cursor as necessary and click on that name. The member information will
appear. Also search for the Banner 8004. The member information will appear.

et [0 TOSPEOFCRECRD M s

e [ [ ses[—

* fonTile |

Ewprank [ ] EmpCles

lnFndStnﬂDuedmy? |_ i

L et

Navigate through this form by clicking on the tabs personal, pay, salary, projects, hrly
wage appts, salary Appts, and fixed assets. Now personal information can be entered.
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Entering Student Appointments

Always check first to see if the funds are available before entering and processing student
appointments. :

Entering a student appointment for an undergraduate student:

Enter the from and to dates, pay fund is the grant fund number, account code, PI, dept,
pay type is UGR, Hr/wk, SHr is the hourly pay rate, Est, Total, Spec Cat = Normal and
Pres$/Hr is ‘A’. Enter a cmt along with the date and your initials.

You may have several records for students and this can be viewed on the buttom of the
Member information form. This particular student has 15 record. Click the first arrow
tab to go the next record and the next one to go to the last record. Also, you can go back
to the right of the record or one at a time to find the correct appointment.

) Recore €.

Undergraduate appointments are paid on the 15th of each month.

The Fiscal year end for undergraduates is 5/31/XX — May hours are paid in June,
June hours paid in July of new fiscal year. Example: 8/16/XX through 5/31/XX.
If appointment extends beyond 5/31/XX a new appointment will need be
processed beginning with 6/1/XX through the designated end date.

Entering hours worked into the database for undergraduate students. In the member
information select the student you need and click on Hrly Wage Appts.

click on the drop down box for months and select the appropriate month then enter the
hours worked from the web time entry form. This will calculate the hours with the $
amount and populate the total automatically. When the budget transaction form is
accessed you will see the total amount paid to the undergraduate and can easily
determine if there is a discrepancy in Banner. '
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Jart
Feb
miar
Spr
Jun
Jul
Aug
Red Sep
L Oet
rch | oy
i Dec

Entering Graduate appointments into the database and postdocs. Follow the same steps
as the undergraduate students and put a total $ amount for the appointment and the pay
type is GRA or GTA.

Graduate appointments end date is 6/30/XX {the actual fiscal year end date)-
Graduate students get paid on the 15" & 30" of each month. ,
Example: 8/16/XX through 6/30/XX. If tﬁieappointment extends beyond
6/30/XX, a new appointment will need to be processed beginning with
7/1/XX through designated end date.

« Always be sure to enter the date the appointment was put into the database and
along with your initials on the comment line.

o If processing appointments in the summer always check in Banner to see whether the
student is enrolled (check with your student specialist) or if you have access double
check their status.

¢ Students must have an active appointment on the grant in order to be paid tuition.
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|60 T0 SPECIFIGRECORD.

yoe [Organizafon

Start Date

End date

- \Fund#

are hiring

N\ Account code iswhat | ] Totalamout | |“Select
| | type of student you | ofappt PI's Nam

There are many account codes already in the database and all you have to do is select the

one that

you need by clicking the drop d

3.000/80

ju]

own box:
=)
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Processing Summer salary

Faculty can be paid summer salary from a project grant that they are working on during the
summer which always starts on 5/16/XX through 8/15/XX. This aligns the summer salary

with the maximus effort period AP4). Follow these steps to determine how much the Pl can
be paid first and then always check banner and the database to make sure that there are |

enough funds available to pay summer salary.

Sign onto Novell:

| Novell» Client™ for Windows*

Advanced > |

After logging on, go into the proposal folder for the fy__. This is what you will see when you

click on the fiscal year that you need.
' | 32




Next go into the fiscal year that you need by clicking on the folder

v Meearenfolder

) Publsh thisfoder o the ey
Web /J 3

b /j iy08

| ,J e 'J 9

hpothho?
Probe Dacument
0k

OtherPlaces R

=5 DATA

5} Hy Documents

ﬁ Hy Computer

& iy Metwork laces

;7 Shorteut B research
bpothb? O Swtag

TiF Tnage .,i | ¥E

Detals. 4 0 ¥

/J fyaz

v .
/J fye?
J Waster Agreements

Now you can click on the folder of your project that you need. Remember that if you do not

know the proposal number you can go into the database under
click on the projects tab.

Characterization of Stahility of Springs

arac:t

etization

Stebility of Springs

Cont

ra

[Characterization of stability of pawl springs

for the Pl and

P is pending, F is funded, R is rejected, and C is closed. Click on Projects and you will see the

project #s and then click on the fund #.
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Click on the Excel budget — in this example click on budget 07-17-07.

08-0048 Budget Form _ budget 07-17-07
Picrosoft Offics Excel 9 -2 | Microsaft Office Excel Warksh, .
dlt | s ke EHE

| Make a new Folder

@ Publish this folder to the
Web

-, Proposal SR no 0747885
#\éﬂba Acrohat Document
2,275KE '

B IPF Abstract 7-19-07
' adobe Acrobat Docurisnt
= ZIGKB

This is where you find the amount to pay the PI {in this case the P1 will receive $12,916 for
the first summer or 1.5 months of summer salary. Look on top where it says Period 1 &
Period 2 — this is how you can tell your Pl can receive SS between 5/16/08-6/30/08 (1st

summer), or 2" Summer 7/1/08-8/15/08. You do not cross fiscal years with summer salary.

. YEAFI 1 BUDGET <= [NSTITUTIONAL REP SIGNING 1030s}

OVERHEAD % 10 BE USED:
{OF MODIFIED TOT AL DIRECT £0STS)

His: Decimal Motk

ENTER DATA IN GREEN BOXESW  PROJYR: |

i
@1 Personnel inflation %R % g 89773 431087+ KROJECT T07AL :
% PRINCIPLE INVESTIGATOR: B 115307771 I (21 - !
% | |_2EREIS WILL HOT SHDW]
Z

SUB sup
TOTAL
BENE 3

3228

PERIOD 1 PERIOD2
TDTAL

TRURATE [RUHATE ;
i  5.510.66E7 B,/82.8000

FAR RIGHT)
Na

NA TOT S&L SEWICR PER: 12916

Pay dates of 7/15/08, 7/31/08, & 8/15/08 will be used. This infoxmation is based on what

this PI’s salary when Toby built the budget. This amount does not
amount of summer salary that the sponsor awarded for the Pl. If yo
you will see SUB TOTAL BENE $3,229 — this are the benefits. One thin
that the project year does not correspond in most cases with either the

crease. Thisis the
look to the very right
to keep in mind is
tate fiscal year or
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e

the calendar year. Above you can see what dates this budget was originally planned for as
the first project year, it shows 3/1/08 —2/28/09.

Next example:

Look at the Budget 12-12-06.

Cover ¥y 12-12-96 - Partially Exeruted
Feeosoft Office Word 97 -2, | . Agreement_12-13-07
Jagy Adobe Acebat Gecoment

Attachment 3 Collaborator @ rCBodget 12-12-06

Contacts jok { FICFOSOrC DTS B 57200,
. teeosaft Office Werd 97 - 20, 812 18 = 23]
3 rake a new folder -

€ Publshthis folder tothe BT signed Wo_L2-19-07 i UNCC Transmittal letter 2. Wilks letter 12-12-05
Web ' ! Bdobe Acrabat Document ! C1z12-06 Adobe Acrobat Decumant
- . i gty 1,550 KB aig, Adubs Acrabat Documernt Wi S52¥E

Db Places oo LR
= 07-0283 Willis Tawa NIH

{—_] My Docurments

W iy Computer

& My Nstwork Places

QFFICE OF RES #: 287 INST RE

OVERHEAD % TO BE USED:
{OF MODIFIED TOTAL DIRECY COSTS)

His:
ENTER DATA IN GREEN

= (NSTITUTIINAL REP SIGNING 1030s)
¢ [0.230769231 i lMHoums)

XESI PROS YR

H
& Personnel inftation %#YR: % 33581 178,290 "~ PROJECT TGTAL
i ._ S
=1l wla (ZEROS WILL NOT SHOW.)
3 Z|® reRoD1 PERIOD2 - MOS. MOS. 5UB sUg
‘ SlE {FERIOD T\ (PERIOD_ -2, TOTAL _ TOTAL
SEMIUR PERSUNNEL: SALART ||™ Bl HATE O RASE CALTACA SOMNCALFACAI SUMN SALARY BENES
WP 9190.3333  9,456.0433 518,655 1664
2Pz
3PS
4 Pl 4
5E5 ' ,
B0 THERS LIST ON BUDGET PG |(PLACE S IN TABLE {01 FAR RIGHT) TOTAL SAL // BENES OTHER!

You can see that the PI is due one month summer salary for the 1* summer — 5/16/08-
6/30/08 and one month between 7/1/08-8/15/08. Do not cross fiscal years. Refer to your
signed budget sheet as a grant can have and most do have multiple years. {NOTE: Please
look at period 1 and period 2 that is where to find the amount of time for the first summer

and second summer).
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You should also see a signed SPFM budget form in the file also and you should have one in

the project folder at your desk.

I Anidress E S:WTA\rEsea.rdﬂ,f-vw\ﬁnnnsals\coﬂnr-m Wilkis Iowa NiH

§- 554644 Original Grant Budgel - Attachment ¢ Avvard

‘File and Folder Tasks - TR Pre-fward > ! adebs forobst Decument : L pkohe drrobat Domument : ! Icknowledgement_2-6-05
: egi HOES EMLl 16¥5 T Adobe Acreba Danumant
E‘.‘ﬂ Rename this fle — — —

" Move tisfie 8 G feard 1708 . fwiard_Pink Foldes_1-18-08 3N BUDGET FORM
Copy ths fia . + Adota Acrobat Document ’ adoks fiernhzt Dosumsrd 8} 5 | ricrasoft Gffics Excel 27-200...
. [y Copyths om0k preal SR [E1L { 798
€A Publsh this e to tho Web - .
© £ g PF Abstract 12-33-06
i “j En this flo ] ! | Beebe ficobet Deouaent
3 Prink this fie o 1EA1E

¢ Deleto this fila

Budget Period : 09/10/07-08/31/2008 *

Budget Data YEAR 01 f

—
Account Award ;
Code No. Category ] Bitdget Cost Sharing Release time
911100 Salaries-(P1 %) 0.00 0.00 0.00 !
911200 EPA Temp Non-Teaching 0.40 0.00 000!
911250 EPA Stu Non-Teaching 0.00 0.00 0.00
912100 SFPA Salartes 0.00 0.00 0400 ,
911300 EPA Non Teaching Special Pay <P FEE00 > 0.00 0.00 !
915000 Student Temporary wages 0.00 0.00 0.00 ¢
915900 Mon-Student Regular wages 0,00 0.00 0.00 i
; R s lTiu Mo LW Rly L BE
: |
3 OFFICE OF RES # ] ,
4 OVERHEAD 3% T0 BE USED: 1 BUDGET . ~— [NSTITUTIONAL REP StGHING 10304} :
3_ {OF MODIFIEG TOT &L DIRECT COSTS) ‘
i Hes: Decimal Month: i lwoussy,
7 ENTER DATA IN GREEN BOXESH! PROJYF
i H
] & Parsonnel Inflation %/YR: l 16543% 161 ,252% «——— PROJECT TOTAL :
4 W pRmcIE IESTIGATOR: S 1ET7-) R (1 %5 I i
i |= {ZEROS WILL NOT SHOW.} }
1712 PERICD 1 PERIGD2 MOS. MOS. 508 5UB i
Z (PERIOD 1) (PERICD 2]  TOTAL _ TOTAL
3 L] ALATTSTIMHCALIACADSHRE] SALBHY | BERES | .
41 i $0.190 2208 !
S
E.
7
4 |Ag] TAL GAL // BENES OTHER!
101 TAT RAT AFLIAR RER EET I

You can do file save as so that you can try this next step. Now open the document that you
just saved and then you can remove the 2 sumr you will see that the first summer payment
can be $9,190 and you cannot pay the Pl more than what is in the award/budget. You may
have a budget with a Pl and several co-PI’s. Then go back into this and view the budget
spreadsheet again and take out the 1% summer and you will see that the salary is $10,654 for
the second summer.
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H H H

H i
|

i PHINCIPALINVESTIEATUH:? NO#S USE Q! | 19178 159871} T FROJECT TOTAL
% 7””7”7” B T Rl AV 72
= ” ERDS WILL NOT SHOW.)
3 G FERIODT  PERIOD2 105, MOS. SUE SUB
& (PERIOD 1) (PERIDD _ 2)  TOTAL _ TOTAL
MORATE __ [MORATE 1] SALARY | BENE §
A1 P | 10,347.7770 10.654.0817 L 310654 7664
A2 P
53 Pl
A4 P

A Pl can be paid starting on 5/16/08 (beginning of summer for faculty) through 8/15/08 and
you can see the amount of effort on the spreadsheet. You can pay someone for 1% month
salary and you would reflect that time period; i.e. 5/16/08-6/30/08 would equal 1 72 month
salary.
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Entering Summer Salary in the Database

Click on the members form and hit enter.

System for
Administration
Management

Ll

Mambers Foim

Member Lookup Tables

RPT Laokup Tables

COE Fixed Agsels {Read-Only)
Projects Menu

Budget Menu

Main Menu

Close Datebase, ExitAccass

Fispbagh [T <JHis

: User ]{ﬂJCﬁSILE _: Hest [FARM2L
Depr [MDegls * Level [% 7 Grow [NONE |

RN

Now click on the down arrow and then enter the last name of the person you are looking up
and press enter.
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*| Abbas, Jihed . c 0
{1 Abbas, Manty
“ tAbbott Daniel J. .-

1 fAbboud, Diala V¥,

=) Abdel-asl, Hisham A :
2| Abdelthman, Aiman O
; Alt
:|Abemathy. Chiistopher D ®
1 Abemathy, Phillips -
“JAbiprojo, Prigtome "1
/| Abolbashari, Mehrdad - -

| Aboufekher, Reed

| |Abrahe, Aster G

;| Abirams, Lyndon P

‘| Abrao, Camile -

;| Abu-Sherkh, Osama .’
“|Abudu, Kazeams - -
JAchagzai, Khalida -
“| Acharys, lpsita :

| Adamg, Biyn Lauren

| InFag/S@RDiresto] T

Then select the Pay tab. You can view the pay information for each Pay Fund including the
account codes and amount paid.

Vark. | Personst P

Important: Verify their 1 month salary to make sure what you can actually pay the person
that amount as you cannot overpay them for what they make in one month of salary.
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Month 3

iy Montha g
b/30/08 [ so0mEe | sert0067 g gse
105 | 630007 ] - ~ [ seasono | ses00000 [ 9 [s423

[ s8000.00 [ $24.000.00
|

. j$46.35

Fuamples of payments

‘ First Summer
5/16/09 5/31/09 : % month
5/16/09 6/15/09 1 month
6/1/09 6/15/09 % month
6/1/09 6/30/09 1 month
. | Second Summer
7/1/09 7/15/09 % month
7/1/09 7/31/09 1 month
8/1/09 8/15/09 % month

Entering data in the database:

Select the Pl from the drop down box (see page two of how to do this) and go to the pay tab
and enter the payment dates, grant fund number, account is 911300 total to be paid P,
dept, pay type =SS, Prd select | for Indicated on the drop down box, enter position number,
est total 0, Pre$/Hr = P, and add your comment as follows: SS for proposal number with
your initials and date. {Please note to always use P for pending and when the dean signs the
PD7 then it can be changed to A — approved).
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Now click on the far right tab (see the
clicking 9 Ms. , full time, and your payments dates an
month full time employee cannot be paid on a PD7.

L...c yr
UNC Char!ntte ID 300 3% 7?15

d print on yellow paper. NOTE: A12

Last 4 SSN (Newr Emp)
Dihsr - Explain:

() APPOWNTMENY [] REAPPOINTMENT [
Rank or Title

Contract Dates:  From

To

CHANGE D
Position#

Eftective Payroll Dates:

ftamove from Payrofl
Index/Fund #

Accuunt Cote

Anntal Salary Amount

stipend Amount

%0.00

[

Toial Annual Salary

Comments

I Rt B Bt et PR i L i S

PART-TME OR EFA TEMPORARY OR POSI-DOC

[E)] APROMTMENT [

REAPPOMTHENT
IndextFund #

|

Account Code

Salary Amount

| Rank or Posttion
Contract Dates:  From

0

Pogition # ﬂ

Effective Payroll Dates:
Comments

e T e, AR R R e

Remove from Payroil

{4y SPECIAL PAYMENT (USED FOR FULL-TIME El‘n&PLD‘I’EES DHLY)

Dates of Service:  From 714438

To

Positien # ("!{m':p -
Ty

Payment Dates(z} 03, 73108

Niate i e pauREn B he received o pEN A L RERiCG

ORI W

IndexiFind #

Account Code
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Always include the payment dates on the form. If your Pl needs you to pay him a lump sum
you will need to pay him on the last date of service which in this particular case is 6/15/08 as
(— they cannot be paid prior to doing the work.

s It may be possible to pay a Pl if he is working on two projects during the same time
and the salary does not go over what he can earn in that one month salary or half
month salary. To determine 1 % months salary you would take his salary and divide
by 2 and then add that to his one month salary.

e Remember not to cross fiscal years in the database or on the PD7. An entry for
summer salary for the timeframe of 6/15/08-8/15/08 would be entered as follows:

6/15/08-6/30/08 (part one of two)
7/1/08-8/15/08 (part two of two) indicate total dollar amount

e Always include an email from the Pl that he has asked you to process summer salary
and the timeframe that he is working on the project. Put proc. by (your initials &
date). Hand carry PD7’s to our office.

e Ifa PD7 needs to be superseded then you would print the new PD7 on pink paper and
attach a copy of the old one with the submitted paperwork.

e NSF grants will only allow two month’s summer salary

¢ A PI can be paid summer salary from an ongoing research account but there must be
enough funds to cover benefits. '

e You can run a report in the database for release time/summer salary/special payment
obligations. From the main menu go into Reports/Queries Menu, then database
reports and select the project tab the eighth report down which is RT/SS/SP
obligations. The report can be run by all departments, P, or project#. Once the
necessary selection is made press ‘run report’. This report will help you an idea of
what projects have release time and/or summer salary in them.

Once complete the PD7 with 2 copies attached goes to Niki Moseley academic affairs and
once approved will then be passed on to sponsored programs. Allow 2% weeks or more for
this process. You can double check in banner around 3 or 4 days prior to payroll to make
sure that this has hit banner correctly in NHIEDST or NBAJOBS.
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Release Time and How to Process

Background information:

Release time is the time an individual works on a project during their contractual period, for
9 month faculty this would be during the academic year between 8/16 each year and 5/15 of
the following year. A 12 month faculty could have release time to work on a project any
time of year.

At UNC Charlotte, a full teaching load is considered four courses per semester. Typically our
COE faculty teach two courses, some more, some less, each semester. 'If the faculty member
is teaching two courses only, then 50% of the individual’s time is available to do other
things, such as advise students, sit on committees, etc....and ...work on research
projects.

If the work on the research project is done with no funds coming from the grant to pay for it,
it constitutes cost sharing.

Research projects sometimes include funds to pay for release time. If the grant fund pays
for the time during the contractual period for the work done, it is referred to as “Release
Time”. In this latter case, where the grant is paying for the work done, a release time form
must be processed to have the faculty member’s pay {or part of the pay) for that period of
time come from the grant, thus freeing up the state funds that would normally pay the
individual’s salary. This is very advantageous to the department, because these freed up
state funds can be used for any legitimate item that state funds can normally be used for,
including hlrmg individuals, purchasing equipment, or even normal office supplles which
typically cannot be done with grant funds.

How do you know when to process release time? First look on the Rdrive (aka Sdrive).
Follow the same procedures for summer salary. Release time can be seen on the projects
budget form and may be mentioned in the justification. Additionally, it is marked in the
proposal set up screens and we have designed a report that will at a minimum indicate to
you if a particular project has release time in it. This report is on the Database'Reports menu
under the Project tab and is labeled “RT/SS/SP Obligations”. Keep in mind the data in this
report is entered as the project is submitted and there may be changes after submission not
reflected in this report. There are step by step instructions for viewing this report at the end
of this document. |
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Your facuity will likely request their summer salary or any special payments, they are less
likely to remember to request you process the release time from their grant fund. Therefore
we recommend for each of your faculties funded projects that you keep in your
departmental folder a sheet at the front noting the project has release time to assist you in
rremembering to process the appropriate release time form so the department does not lose
the funds.

If the faculty does not come to you and ask you to process the release time, you should ask
them about it. Remember, once a proposal is submitted and release time is shown in the
budget, the funds then belong to the department chair unless he agrees to allow the Pl to
spend those funds for his project in any other way. Additionally, there could be sponsor
requirements that might keep the funds from being used any other way. Please coordinate
with us if the faculty member is requesting moving release time funds to any other category.

Hopefully, _

1. The Pl should ask you to process the release time on the projects that they and the
Co-Pls are working on during the academic yéar. In every case the Pl should verify
that it is okay to process the release time. Attach a copy of the email from the Pl as
verification that he/she is in fact working on the project.

2. Faculty will need to give you the timeframe and salary that they want to have
processed. Use the following table to determine the academic period that you need.

AP 1 8/16-11-15
AP2 11/16-2/15
AP3 2/16-5/15
AP4 5/16-8/15

3. Check the budget on the ‘S’ drive to see how much release time was budgeted for the
faculty on the project.

4. Next, verify in the database and in banner making sure that they have the funds
available to pay them.

5. If the release time is approved and allowed make an entry in the Pay Info {Member).
You will be making two entries — one that shows the funds are being paid by the
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55XXX fund and one that shows the funds are being ‘released’ to the department’s
101XXX general/state account.

First Entry — Pay from: EX: 8/16/08 Pay to: 11/15/08 Account: 55XXXX. The account
code is 911100 and pay type is RT. In the comments field always include the proposal .
number in your entry and enter your initials and date. To bring up a printable copy of
the release time form, use the print form button at the bottom right of the entry field.

(It is helpful for everyone if you write the proposa-l number on this form.)

On the sacond entry — EX: Pay from: 8/16/08 Pay to: 11/15/08 Fund #: 101530
(always check the drop down to make sure that the 101XXX fund number being used is
the correct fiscal year and is the fund number that normally pays this individuals
salary). The account code is 913100, and the pay type is RTE. In the comments field,
put in the projects fund number (5XXXXX) Again, be sure to include your proposal

number and your initials.

. Once you have completed filling in the information, click on the far bottom corner to
print out the release time form (entry with the 5XXXX entry and type RT).

Have the PI, department chair sign as well as the dean then forward 3 copies with the
original to Denise Bradiey-Fluellen for processing. Always keep copies for your
records.

. The BSS should verify that the release time has been paid properly in Banner and that
it was paid from the correct fund by going into the NHIEDST or NYIEDST screen using
the pay periods from the release time form.
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How to see the the RT/SS/SP report in SAM select reports:

R T e T X
System for
Administration
Management
il Members
i Projects
] Budgst
' Repchs
AN ExitsAmM
Flashback: |1 =]Hss
User |MICASTLE o . Host I_FLQR_MI‘}
Dept [ADepts | Level {% | Group jmowe

Then select Project and RT/SS/SP obligations

project# and Run report. This is a nice tool that allows a quick overview of what is
available. '
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A report will generate with all pending/funded proposals with release time and

. summer salary/special payments. Remember this data was entered on proposal
submission and may need correcting if there have been revised budgets submitted to
the sponsor. But it is a good starting place to review planned release time.
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SAM reports

System for
Administration
Management

Mermbers
Projects
Budget
Fepots
Exit SAM

Fla_shbac':k?§1 ¥ ] Hes

. User [MICASTLE ! Host JFaRmMi4 | :
@ Dept |AlDepts = Levsl [% Group[mONE

Good morning SAM users.
Here is a summary of changes have been rolled into SAM this morning:

1. Two new reports have been added that can be accessed from the Reports Menu or the Budget Transactions
screen:
a. Fund Summary — gives an account-level comparison of the totals in SAM and the totals in Banner. The
Banner data is collected on a daily basis, so it actually reflects the prior-day’s position
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Fund Summary
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Two buttons were added to the Budget Transactions screen to facilitate the reports. By choosing “Fund
Summary” or “Fund Details”, you can get these reports for the fund you are currently viewing.
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3. The same reports can be accessed from the Reports Menu:
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R Mewnlier Datsbae Reports

- Choose 8 Repat

* 8udget | Fneicit Sudon| Project] Basi it | Advinsvetive| RET | 00 Fied Assets | lty |

T
T Fund Suimmery (New)

gl Allocation

by D of Raspon Pary

. Budgel Tronsacions Reporl |

4. The Query Menu has been removed
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Fund Detailed Transactions (No Personnel Costs)
Fundy Sme Erdianting Diversily in Enginesting Techriology Grard Period: 07/,06  thr D6/30 /0 Step!
Grantd 551706 Proposald 20060171 : 7AG/2009
_F/A Rate: B5.50%
101230 Hon-Resident Brad fs$t Waiver
Beginning Budget 0,00
Additienal Funds 0.0
Transferin 000
Transfer Qut 0,0
Totalbudzet 0.0 — _
Tsnbat Comments _..  Reusgar = Tyne " Tequiion PO __ Pad " Budvemd  Einended Envombarid  DRTeed
00D testrmcerd bar Toby Fufty EXF-OTH . i) 3000 00 003
_ 102230 Hon-Resident Grad  fee s _Bm

000

918275 Benefits Clearing

Be ginnlng Budget 512,3532.00
Additional Fupds 2542000
Teansfay fn £0.00
Transfer Cut $0.00
. Totalbydzet £37,757.00
TsnDat Compnents Requegor Type  Renuisitio PO Paid Budgeted  Expended Ercumbered DObligatexd
5 26/ (6 EEg-ga1 ’ ST G fle foaleal 000
W0 Benetits Eepented tokontwsm DebomhSharee  ELR-OTH 00 (32300 alis] 30100
QRLEG YEAR ZFCHMNG usm Debomhhess  ADD-TRE 4 2 Eysdy S13EES D 00 feafn] Flnle)
OR1X0?  Expefis mpermed spfiantwrsm Bt b Shanes EXP-0TH 273 B4nr 000 (3t28E5.000 alva] 300
Y0P YEARS RN us m DeborishBhrss  SDO-END  V2E Fusds SIZAYELO ' £0.60 00 2000
YFLYOT Dunefite mqurmed uptrontusen BebomhSheres  EXROTH _ $000 gizazsa) Fan S0
919275 Bendtits Cleaing SmasTon  (wrasten  fase 000

IO Other ontracted Services

B& girmning Budget $41,500.00
Additions] Funds S23,000.00
Teansfarin $2A,151.00
Transfer Out £0.00
__ Totdbudeet _saeenel e
TenDat Comresrics Requedor Typa'  Requisition PG Paid Budgeted  Expended Encumbered Cibligefted
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For help with data entry or questions please contact Toby Rufty @ 78246
tarufty@uncc.edu, Kevin Edwards 77545 Kevin.Edwards@uncc.edu , or Marian Castle @

78249 mijcastle@uncc.edu.
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