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Workflow Training
90-Day End Date Notice

Grant Closeout/Extension
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Purpose

Close-out workflow process can:
• Increase efficiency in the close out 

process for the Principal Investigator, 
Department/unit, and Pre-award and 
Contract & Grant Accounting departments.  

• Enhance communication, tracking, and 
accountability during various stages of the 
process.  
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90-Day End Date Notice

• Workflow runs nightly and checks for 
Funds ending in 90 days.  

• E-mail is sent to the 
– Principal Investigator

• Financial Manager on FTMFUND 
– Account Administrator 

• Position 004 on the “Personnel” screen of 
FRAGRNT
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FTMFUND - PI
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FRAGRNT – Acct Admin
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Initial Workflow e-mail to AA(1)



7

Initial Workflow e-mail to PI(14)
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Extend or Close Fund
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Fund is already extended in 
Banner e-mail to AA/PI(12)
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Pending e-mail to AA(13)
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Fund Extended e-mail to AA/PI(11)
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Extension not approved e-mail to 
FM(9)
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Close-out e-mail to AA(4)
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AA Workflow for Close Out
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AA Close out
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Close the Fund

!
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Close the Fund e-mail to AA/PI(7)
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Progress Report
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How to release a workflow
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Click Release button to release 
the workflow
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Things to remember

• Emails are processed thru Workflow
• Workflow utilizes Banner for information

– FRAGRNT
• Fiscal Monitor
• Account Administrator

• Notify Fiscal Monitor of errors / updates
– In advance if possible
– As identified
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Reports

• Available for each step in process
– FRGGRWF - Closeout Workflow for Funds 

Ending on Contracts and Grants (MyReports)

• Provided to departments and Pre-award 
by Contract & Grant Accounting team
– As requested
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List of Workflow Emails
(1) Fund ending in Next 90 Days for Grant 12345 

and Fund 12345 (from workflow to AA)
(2) Request to Extend Grant XXXXX Fund XXXXX 

(from AA to FM)
(3) Notification to Close Grant 12345 Fund 12345 

(from AA to FM)
(4) Award Close-Out Grant 12345 Fund 12345 

(from FM to AA)
(5) Revised Recon Report for Grant 12345 Fund 

12345 (from AA to FM)
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Emails, cont’d

(6) Recon does Not Match Banner for Grant 12345 
Fund 12345 (from FM to AA)

(7) Grant 12345 Final Close (from FM to AA cc PI)
(8) Request to Extend Grant 12345 Fund 12345 

(from FM to Pre-Award)
(9) Extension Denied for Grant 12345 Fund 12345 

(from PA to FM)
(10) Grant Extension Approved by Pre-Award for 

Grant 12345 Fund 12345 (from PA to FM)
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Emails, cont’d

(11) Grant 12345 Has Been Extended (from 
FM to AA/PI)

(12) Grant 12345 Has Already Been   
Extended (from FM to AA)

(13) Pre-Award Approval in Pending Status 
for Grant 12345 Fund 12345 (from PA 
to AA)

(14) Fund Ending in next 90 days for Grant 
12345 (from workflow to PI)
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Q&A

• Any questions?


