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
accountabllity during various stages of the
pProcess.



90-Day End Date Notice

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

 E-mail Iis sent to the
— Principal Investigator
e Financial Manager on FTMFUND

— Account Administrator

* Position 004 on the “Personnel” screen of
FRAGRNT



FTMFUND - Pl

& Oracle Developer Forms Runtime - Web: Open > FTMEUND
File Edit Options Block tem Record Query Tools Help
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FRAGRNT — Acct Admin

& Oracle Developer Forms Runtime - Web: Open = FRAGRNT ‘Z”E”X‘

File Edit Options Block Iterm Becord Query Tools Help
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Initial Workflow e-mail to AA(

== Mail From: =workflow@unm.edu >

File Edit Wiew Actions Tools Accounts Window Help

o = 3L Close U5 ° reply - Ei Forward - 'a A= == n (=25 ] ﬁaa 'Q | ‘
» E —
[—] - .
= - il | Properties || Personalize || Message Source
| ’fﬁ' - From: <workflow@unm, edu= 4124/ 2008 2:35 PM
= | =) CC: Randall Whelan
i F{j Subject: {1) Fund Ending in Mext 90 Days For Grant ZRO1EZ] Fundz20120) Index S32005
T according ko our records, the Following award will be ending 30-apr-2005 12:00:00 AR,
o PETl | Grank: ZROLZ
0 S | Fund 20120
L5 PI: whelan
Index: S92005
a Sponsor; Department of Transportation
Bl Title: Nm/mexica Border Index
Budget Period of Fund: 01-Apr-Z0035 01:00:00 Al ko 30-4pr-2005 12:00:00 AM
i If continued Funding is expected, or if you need ko request a no-cosk extension, please contact your Contract and Grant Administrator in the Pre-award office, A Request to Spend Funds Form
T can be used ko extend the end date if the extension paper work is in process with the Pre-award office,
» If this Fund is ending, please follow the guidelines below to appropriately closeout the Fund.
5 Review all expenditures to ensure they have been allocated and accounted For properly.
E § Arvy cost transfers need to be submitted as soon as possible,  Include the 90 day memao if applicable.
Ay regular staff emplovees who will not be transferred to anokher UMM inde:x: need ko be given lay-off notices per UNM Personnel policies (htkp: v, unm. edus
ﬁ-ﬂ' ~ub|ggm{ubggmanualjtocSDDD by, Also plan for pay-outs of any unused leave that will be charged to the Fund.
: 5 Process the necessary personnel paperwork For all emplovees who will be transferred to another UMM indes.
I’ ] Fead the terms aof the award ta ensure all work has been or will be completed by the end date. Please prepare and submit any technical reports due. The fiscal monitor in Post-award
r’ will prepare and submit any Final Financial reports such as a final invoice, expenditure report (Financial Status Report), and property repork,
Y There should be no equipment purchases made during the last quarter of an award.
2 5 A close-out reconciliation docurment will be sent 30 days prior ko the Fund budget period end date,
WorkFlow Instpd
1. Click on th&
2, Login ko WiorFHew
3. NOTE!N: %our browser @
Here's a link to a FASTIM O an the toplc of turning off popup blockers:
httpe ffunen. custhelp, corgfcgi-bindunm. cfofphplfenduserfstd ado.php?n Fagid=1077
There's a section on 'Toplbar Pop-up Blocker' which maw be helpful.
4, Click on the link 'Extend or/Close’ From ywour worklist to open the webpage, Give it a few seconds, maybe 20-30, to come up.
5. IfF the webpage doesn't cprme up, it means that vou probably have popup blockers on. Go back to skep 3.
&, IF vou closeout the awayd, workflow will send an email notification ko the Fiscal monitor who will Forward wou the Recon Repart. . IF vou extend the award, workflows will send email ko notify Pre-
Award of wour intent.  IF wu cancel, vou can come back to it later.
If wou have any questiong or problems, please contact the LINK Service Center by phone at 277-8220 or by submitting an Ask & Question st http:fiFastinfo.unm.edu .
&)
2:40 PM



Initial Workflow e-mail to P1(14)

% Mail From; eworkflow@unm.edu>

File Edt View Actions Tools Acconts Window Help

A 8 3 CQose Reply d qmrward v ﬂ A E H H oo ﬁ“ Q =

A 4 ; o

o - Mal ‘Properties Personalize | Message Source

(.; o ortflow@unm edus 5J6/2008 211 PM
ol To: Randal Whelan

i ( Subject: {14} Fund Endig in Hext 30 Days for Grant 2R012] Fund20120] Index 832005

0 | Accarding to our records, the folowing award wilbe ending 31-May-Z008 12:00:00 &M, Your Account Adiistrator Randall ‘Whelan has also been notfied. IFyou have any questions regarding
this notice, please contact the Account Administrator,

B | Grant: 2R012
| Fund 20120
PL: Whelan
Indes; 892005
i Sponsor: Depattment of Transportation
sl | Tite: Mimjmeico Border Indes
& Budget Period of Fund: 01-May-2008 12:00:00 AM to 31-May-2008 12:00:00 &M




Extend or Close Fund

{= Workflow 4.4.1 (wfdewvl) - rwhelan - Windows Internet Explorer

— |g, hEkkp:fftucana. unm. edu: 7779 widevlfhome/newlaunch. do?workIkemPK=965176 Vl || X |G00g|e

b

File Edit ‘“iew Fawvorites Tools Help

{:? afr IgWDrkﬂow 4.4.1 {wfdevl) - rwhelan ] l ﬁ' - B @ = lﬁvPage - _@ Tools -

Worklist

-]

Home

atus Search

‘

wWorkflow Alerts

Grant: 2R0O12
User Profile Fund: 20120
My Processes PI: Whelan
User Information Index: : 892005
Change Password Sponsor: Department of Transportation
Title: MNmymexico Border Index
Administration |
Business Component * Status
Catalog
) Close
) Extend

If extending the grant, enter the new end date:

Newpate: [ ]

* Comments:

| Complete || Save&cClose || Cancel

TOP  weredby SUNGARD
HIGHER EDUCATION

€D Internet L o100% v



Fund Is already extended In
Banner e-mail to AA/PI(12

%= Mail From: <workflow@unm.edu>

Fie Edt Yiew fctions Tools Accounts Window Help

X e Gk - Rrovad - § - B QB H = b §

Mal | Properties | Persanalzs | Message Source |

From: <watkflow@unm, edu:
CC: Randall Whelan
Subject: {12) Grank 2R012( Index 892005 Has Already Been Extended

Srant: 2012

Fund: 20120

PI: Whelan

Sponsor: Department of Transpartation
Title: hrnjmiesico Border Index

Mew End Date: 30-Apr-2009 02:11:32 PM

Comments;Comments entered by Fiscal Manitor




Pending e-mail to AA(13)

% Mail From: sworkflow@unm,edus

Fie Edt View Adions Took Accounts Window Help

Htlose @Reply \ QFowa \ ﬂ 2 @ @ H oo f, ’ =

Mﬂ" |Pr0per ties H Personalize || Message Suurce‘

From: <workflow@unm,edu:
CC: Randal Whelan
Subject: (13) Pre-fward Appraval in Pending Status for Grant 2R012) Fund 20120/ IndexB92005

41242008 2:42 7M1

Comment entered by Pre-fward,
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Fund Extended e-mail to AA/PI(11)

%= Mail From: <workflow@unm.edu>

Fle Edt View Actions Took Accounts Window Help

Mal |Prn|:|erties Personalize | Message Source

K Cose 5" Reply ~ Ll Forward - ﬁ B R H H o2 f, Q “

From: <workflow@unm, edus
CC: Randall Whelan
Subiject: {11) Grant 2R012/ Inde:: 892009 Has Been Extended

B/13/2008 1:24 PM

Srant Code: ZR012
Fund Code: 20120

PL: Whelan
Sponsor;  Department of Transpottation
Title: him/rexico Border Index

31-Aug-2009 01+ 1540 PM
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Extension not approved e-mail to
FM(9)

R &k » o » ﬂ iR @ H @ i, @

i Propetes Prsmale - MessageSoure

From: <wrfonunm e L2120 3.3
A Tolnd i
Subgct: (%) Etension Deed For Gk 2012 Fund 20120

Commts ekt by P




Close-out e-mall to AA(4)

Mail Properties || Personalize || Message Source
From: <workflow@unnm, edu= SIBf2008 11:16 AM
To: Randall Whelan
subjeck: (4) Award Close-Out Grant 2RO12) Fund 201200 Index 892005

rant: ZRO12

Fund: 20120

PI:  wWhelan

Sponsar: Department of Transportation

Title: Mrfrexico Border Index

Budget Period of Award: 01-May-2003 12:00:00 AM ko 31-May-2008 12:00;00 AM
Grant Budget Amount:: 1000000

Attached is the close-out reconciliation form For wour grant #2R012, Fund#20120, Please complete and return it ko the appropriate Post Award office by the due date, Al adjustments identified
on the reconciliakion must be moved onfoff the Fund by the due date specified on the reconciliation,

Past-award will close the Fund after the dus date regardless of whether the reconcilistion has been returned and for charges moved onfoff Fund in arder to be compliant with OME Circular A-11a.
Please see belaw,

If wou have a pending Mo Cost Extension request: Filed through Pre-award, please let us know as this due date can then be extended.

Closing Funds within 90 days of their Budget Period End Date is a Federal requirernent under OME Circular A-110 Section D71, In order to
be compliant with Federal requirements, we need to have reconciliation Forms returned and charges moved within the established
time frames, Please note that if this reconciliation is not returned by the due date, the Final amounts will be taken From Banner,

additional Comments: Comments entered by Fiscal Monitar,

workflow Instructions:

1. Click on the link bttp:fftucana.unm, edu: 7779 widewl.

2. Login ko Warkflow using vour MetID & password.

3, Two activities per grant should appear on your workdist:-- CompleteRecon & ProgressReport,

4, wWhen vou complete the CompleteRecon, workflow will send an email notification to the Fiscal monitor who will compare the Recon bo Banner.

If wou hawe any questions or problems, please contact the LINE Service Center by phone at 277-8220 aor by submitting an Ask & Question at bttp:f/Fastinfo.unm.edu |

)

Message emails, doc

13



AA Workflow for Close Out

> Workflow 4.4.1 (wfdevl) - rwhelan - Windows Internet Explorer

6@: - |g, http: fftucana, unm.edu: 7779wl devlfhome fworklist . do V| +9| | X |G00gle

File Edit Wiew Favorites Tools Help

e I@Workﬂow 4.4.1 {widewl) - rwhelan I_l - g - sk Page - () Tools -

Home :e Worklist
Worklist

i
Waorkflow Stati h
Organization  Workflow Activity Priority Created
Workflow Alerts Root Grant Code 2R012 ProgressReport Normal 21-Dec-2007 09:36:51 AM (5

Ready
Root Grant Code ZR0O12 CompleteRecon Mormal 21-Dec-2007 09:36:350 AM (_,2‘
Ready

User Profile

My Processes Show Reserved Items

User Information

Change Password

1 -2 of 2 |First | - Previocous MNext 5 Last Go to page:

Administration

Business Component
Catalog

In-process Monitaring

TOP  owersd by SUNGARD'
HIGHER EDUCATION
http:fftucana, unm, edu: 7779 iwldevlfhome fworklist . do a Internet H100% <
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AA Close out

{= Workflow 4.4.1 (wfdevl) - rwhelan - Windows Internet Explorer

@g—;r - |g, http: fftucana, unm.edu: 7779 0wldevlhome/newlaunch . dofworkItemPk=96554 1 V| || X |Google

]
= E File Edit Wwiew Favorites Tools  Help
B — ] s >
- ﬁ e [@Workﬂow 4.4.1 {wFdevl) - rahelan I l E @ - B @ - @Page = Q Tools -
- E
| =) -~
Worlklist T
Ve Home o
= o? Complete Recon Report Hide Manu [&|Logoff
[ |
== atus rch
Grant: 2R012
User Profile Fund: 20120
My Processes PI: Whelan
User Information Index: 892005
Sponsor:  Department of Transportation
Title: Nm/mexico Border Index
istration |
Business Component * Comments:
Catalog
| Compiete || Saves Cose || Concel |
In-process Monitering Attachments
+ Other Misc Reports
email.doc (96 KB)
24-Apr-2008 02:18:00 FM
[Update] [Remowve]
Attach
Top T — ual
& Internet H100% v

15



Close the Fund

©!



Close the Fund e-mail to AA/PI(7)

"= Mail From: <workflow@unm.edu> E\@

Fle Edt Yiew Actions Tools Accounts  Window  Help

M Close 57 Reply + [y Forward - a - | =y 42 IEI n oo f Q

Mail |F'rn:|perties Personalize | Message Source
From: <workflow@unm,edu 12212007 10:15 AM
CC: Randall Whelan
Subject: (7} Grant 2R01Z Final Close

@rant;  ZR0OLZ

Fund: 20120
Sponsar: Department of Transportation
Title: Mmfmexico Border Index

Final Expenditure Amount: 105239,23
Close Date:  10-Feb-2008 10:15:07 AM

arant close-out has been completed.




Progress Report

{= Workflow 4.4.1 (wfdevl) - rwhelan - Windows Internet Explorer

5‘5." |g, http: fitucana, unm. edu: 7779wl devlfhome fnesL aunch, do?warkIkemPK=265340 V| || X |Google

File Edit ‘iew Favorites Tools  Help

Wk [@Workﬂow 4.4.1 (wFdevl) - nwhelan ]_l fa - e - [k Page + () Tools -

Worklist
Home

-]

waorkflow Alerts

Grant: 2R012
User Profile Fund: 20120
My Processes PI: Whelan
User Information Index: 892005
Change Password Sponsor: Department of Transportation
Title: Nm/mexico Border Index
Administration |
Business Component e

Catalog

o Frogress Report Mot Reduired
OProgress Report Required
pate submitted: [ [
| Complste || Save&Close | Cancel

In-process Monitoring

Workflow Modeler

Work ) tem
Administration

TDp powered by

SUNGARD'
HIGHER EDUCATION

18



How to release a workflow

g.\_ > | # | htkp:ftucana.unm. edu: 7779 whdewvlihome fworklist, do eS| [~

File Edit Wwiew Favorites Tools  Help

w [@Workﬂow 4.4.1 (wfdewvl) - rwhelan ] ‘ - B fmy - |2k Page - {CF Tooks -

Q .
Waorklist

SEL == = Organization = Workflow Activity Priority Created
Workdflow Alarts Root i ProgressReport Normal 24-Apr-2008 02:18:59 PM ‘:};\

Root InputlnvoiceMbr Normal 24-]an-2008 02:26:0

Show Reserved Jtems

User Profile

My Processes

User Information

Change Password

1-20f 2 First < Previous | Next o Last| Go to page:

Administration

Business Component
Catalog

 iorcerswonverns |

Workflow Modeler

TUp powered by

SUNGARD
HIGHER EDUCATION
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lick Release button to release
the workflow

{= Workflow 4.4.1 [widevl) - rwhelan - Windows Internet Explorer

6.\_}: - |;§, http:dftucana, unm, edu: 7779wk devlihomeviewtiworkIbemDet ails , dofworkIbemPE=255540 V| 4| X |
© File Edit  Wiew Favorikes  Tools  Help
W ke [@Workﬂow 4.4.1 {wfdevl) - rwhelan I I G- B ey - |k Page + (0% Tooks -
A~
Home 'd;urkllst )
o o? Work Item Details a|lager 7 e

Workflow Status Search

Workflow Alerts @ Start @, Reserve @ Complete @ Skip

@ Status @ Stop Workflow Reque

User Profile

Organization: Root
My Processes

Workflow Name: Testing Granf 3
izz iniETEirar Activity Name: ProgressRepor
Change Password Created Date: 24-Apr-2008 03}

Administration Status: Performing
Business Component

Catalog

Enterprise Management "
TR totes | Metics | Details | Proxy

User Management

:18:59 PM

+ Other Misc Reports
email.doc (96 KB)

Business Events 24-Apr-2008 02:18:00 PM
[Update] [Remowve]

Role Management

Work Calendars

In-process Monitoring Attach File
W

ow Modeler

20



Things to remember

 Emails are processed thru Workflow

 \Workflow utilizes Banner for information

— FRAGRNT

e Fiscal Monitor
e Account Administrator

* Notify Fiscal Monitor of errors / updates

— In advance if possible
— As identified

21



Reports

e Available for each step in process

— FRGGRWEF - Closeout Workflow for Funds
Ending on Contracts and Grants (MyReports)

* Provided to departments and Pre-award
by Contract & Grant Accounting team

— As requested

22



List of Workflow Emalls

(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)

23



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 Pl)

(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)

24



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 PlI)

25



* Any questions?

Q&A

26



