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Definitions

FAMIS
Financial Accounting Management Information System — utilized by all members of The Texas
A&M University System (with the exception of TEES)

FRS
Financial Reporting System — utilized by all member of The Texas A&M University System (with
the exception of TEES)

MAESTRO
A web based system to support research administration

Roles and Responsibilities

Accounts Receivable is responsible for sponsored projects for The Texas A&M University System
(system) members. In order to distinguish between the members, each is assigned a number in the
Financial Accounting Management Information System (FAMIS). These members include:

List of System Members

Part 01 Texas A&M University System (SAGO),

Part 02 Texas A&M University (TAMU)

Part 04 Tarleton State University (TIAER)

Part 05 Prairie View A&M University (PVAM)

Part 06 Texas A&M AgriLife Research (AGRES)

Part 07 Texas A&M AgriLife Extension (AGEXT)

Part 08 Texas Engineering and Experimental Station (TEES)
Part 10 Texas A&M University at Galveston (TAMUG)

Part 12 Texas Transportation Institute (TTI)

Part 20 Texas Veterinary Medical Diagnostic Laboratory (TVMDL)
Part 23 Texas A&M Health Science Center (HSC)

Part 99 Texas A&M Research Foundation (TAMRF)

Helpful FAMIS Screens

Accounts Receivable Screens — FRS

Screen # Purpose

06 SL 6 digit account information

08 List PA and comments

09 SL information & SPR project if the accounts are linked
19 SL digit list with category totals

22 List encumbrances
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23
34
44
46
54
68
69
74
102
103
634
635
638
806
850
860
882
886

Transaction inquiry by account

Account budget and expense summary

Flag maintenance

Transactions for a month

Support account flag maintenance

Support account search — list description, acct and dept.
Support account — 11 digit category totals

SA summary breakdown

Vendor name search for vendor number

Verify vendor name and address

Invoices by account

Invoices by invoice number

Invoices by project

Object code description

Person information (employees within the TAMU/TAMUS system)
Department unit lookup

Change campus code or fiscal year

Account audit trail inquiry

Account Receivable Screens — SPR

Screen #
111
112
115
116
117
118
124
140
141
142
146
148
150
154

Purpose

Project general information

Project general information — page 2

Project Reporting Requirements for financial reporting only.
Project Billing Information

Project Installment Schedule

Project Bill to Address

Project notes

Awards for a project

P1 on each account

Projects for a Pl

Projects for a Sponsor

Awards for a Sponsor

Overall project summary (including subawards)

List of accounts for a project (subaward is tied to main project)

Frequently Used Terms

Term

AP

AR

Business Objects

C&G

Definition

Accounts Payable

Accounts Receivable

An on-line reporting version of FAMIS. This program allows you to build a
specialized report for your needs from the information available in FAMIS.
Contracts and Grants
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Closeout

Cost Reimbursable

Cost Share

DFI
Encumbrance
FAMIS

Fixed Price Award

FRS FAMIS
GL

LOC
Laserfiche
Maestro

Pl

PA

Residual Balance
RF

SL
SA
SPR

When a project is completed, it must go through an audit process to
guarantee all reports and expenditures are complete.

The sponsor is invoiced for allowable and reasonable expenses in
accordance with the terms of the contact.

The portion of the total costs of a sponsored agreement that is paid by The
Texas A&M University System instead of the sponsor

Deduct from income (refund) to the sponsor.

Future open commitment by user ref or PO number.

The Financial Accounting Management Information System (FAMIS) is a
centralized, administrative system for accounting needs of A&M System
members. This service is provided by the A&M System'’s Business
Computing Services.

An agreed upon amount is awarded to the university for a specific contract.
The amount will not be adjusted during the life of the project regardless of
actual costs — no additional funds will be awarded and any remaining funds
do not need to be returned to the sponsor

Financial research module

General Ledger Accounts (always begin with a 0)

Letter of Credit

Document imaging storage system.

A web based system to support research administration

Principal Investigator. This is the researcher responsible for the overall
conduct of a sponsored project.

Project Administrator. This individual, in Contracts and Grants, at SRS is
responsible for the management of the award.

Unspent balance remaining in an account at the end of a project

Research Foundation. A 501(c)3 non-profit agency that operates as an
independent entity but works with the University system.

Subsidiary Ledger account

Support Accounts; a subset of an SL account.

FAMIS sponsored research module

Project Set Ups

Billing Requirements are set up in FAMIS-SPR. Deliverables are set up in Maestro. The
information used to enter the Billing Requirements and Deliverables are obtained through the
following process in Maestro. This report should be generated every Monday.

Detailed Instructions/Running the Maestro Set up Complete Report

e Open Maestro

e Under Administrator Tab
o0 Goto Project Tab
o Go to Action Search

SRS Accounts Receivable Desk Manual
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My Dashboard ~ | | Proposal |
Administrator 3 Proj

Project Search Action Search
Billng Project Search search

Compiiance Search
Be

S 1) |

Project

: Match @ 41 0) Any
Maestrold  Starts with E Action Type  Equals
Administrator Equals n Sponsor Equals
Operators for Lead
Project Status  Equals Member Sponsor Award Number Equals
Lead Memif E| Amount Equals
Starks with
Lead Organization Ende vih Q; Completed Equals
Equals
P o q Status. 3fars i
Instrument Type |Less than Status Date Equals
» Greater than E !
Less than or equal to
Greater than or equalto
Befween
Action + Vigw»  |Notbetween
Containg
Maestrold 580, | poes not contain Sponsor Sponsor Award Number Amount Stafus
No data fo display. {15 blank
Columns Hidden f bk
q
]

0

g

Welcome Kay Leonard | My Setngs | FAQ | Contact | Search | About | Logout

You have 12 Deliverables in your list  Jawary 13, 20150943 am c5T | 0k Navigeion ([ ER

=] [=] [=] =]

0

Completed

Version: 4.17.2

0 [

Basic | Saved Search Acton Szarn ]

Seanh || Resel | Saw. | AdiFis

On Drop down box by Lead Member, select the system member you are
responsible for, In the below example TEES has been selected

-REX

Projact Saarch Action Search
Biling Project Seach e
Comphanca Search
Detrveratie Search Match @ A any i
Inlegrity Chck Saach Naio W | Survih X
Administrator Equals
Project Sty Equats =
Lesd Member Equals f
Lead Drpanization Equais |y
Pl Equals =] [ALRSRCH
| | HOR-TAMUS
Instrumend Type  Equais ()5-\'-;5-
oTC
PR
5460
dction » View » & [HiDeixn
Massirs id Seq  Acbon Type
N data bo display

Colimng Hiddon 29

T Actson Search X

You have 12 Deliverables in your list

Action Type
% Sponsod
Lead Mambes Sponeor Award Number
Amoust
A Complated
S Status
- Status Date
Spensot Awaed Humbar

Equaly

Equals

Equals

Equals

Equaty w]
Starts with

Equals T2

B

Virsiea: 4172

| e [f Feectaci|

Saved Search  Action Seach [ |

Search | Resel | Sive. | AddFields <
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Project Search.

Blling Project Search
Complance Search
Drediverabin Search
Action Search
Inlegrity Chick Search

B <

Action Search

Inlegrity Check Search

= On Drop down box by Completed,

Seanch

Maich @ an " any
Marstro id Starts wit

Acmimistrator  Espusts
Project Status  Equats

Lead Member  Ecusis

Lead Orgasiration  Fousis
P Equan

Instrument Type  Equais

Acton ~ View~ o g [f]Detach
Massing k3 Seq Asbon Typa
Mo data to deplay

Columns Hidden 20

Select Between

Click on “calendar icon”

Select the previous Monday (in the below example. The report is
being run on Monday January 12", so you would select Monday
January 5™)

T Acton Seacch x

You have 12 Deliverables in your |

Mction Type  Equals =

= Q Sponsor Equals = Q
i=l =] Sponsor Award Number Equats =]
=] s = Amount  Equats =] =
=] < Completed Batwaen [=] 05-Jan-2015 i
=] Q, o I ——
(= SatusDate O3 sun mon TUE WED THU PRI saT | ?
g T 3 jch | Reset | Sive. | AddFeids -
I
" L 1 " " “ w
i e Aot  onomomomouom

= On the next dropdown box

Action Search
Search
Mstch @ a7 any
Maestro fd Starts v
Admimistrator  Ecuaks
Project Status  Egusis
Lead Member  Egusia
Lead Orgasization Equsis
P Equan
Instrument Type  Euabs

Action - View -
Muesirs id Seq
Mo data o display.
Columns Hidden 28

1 ¢ i Detacn

Acbon Typa

Click on “calendar icon”

Select date previous to date you are running report (in the below
example. The report is being run on Monday January 12", so you
would select Sunday January 11™)

Bl T hitps: |/ masstro tamus.edu Masstrataces/wons 52 = @ G X | m Actson Sesech e

You have 12 Deliverables in your Ik

fasic Saved Search  Aciion Seach [
Action Type Equals =
Q4 Sposeor Equals = Q
=] Spansor Award Number Equals =
Amount  Equats =] 2
Q Completed  Between [=] DS-Jan-2015 @& . 11-Jam2015 iy '
X Status  Starts with = B ey 5 HP
- fetie Fa . SUN MON TUE WED THU FRI SAT
n ®» o» m o1 o3 3
. T
1 « w T
Spansee Sponsor Awasd Number Amount Stk Complsted now m om omou
B M m om B oM
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= Ondropdown box by Status
e Select Equals

Action Search

You have 12 Deliverables in your list

Project Seanch
g Frolec Siesroh Search aske Saved Search  Action Search [v]
Compkance Search
Detiverabin Search Match @ AR Any
Inlegeity Check Search Maestrod Stats wen Action Type  Equals =]
Administrator Equsts Q Spoasor Equals Q
Project Status  Eguals Sponsor Awsrd Number Equals
Lead Member Equals TEES Amount  Equals i
Lead Orpasization  Ecusss Q Comploted Buhmen =] 05-Jan20 Operstors for Status | B - 11-Jam2015 iy
Pl Equal a Status  Equals =] =
L 2] N Lz
tastrument Type  Equats - Status Date | oy o 2.9
Does not equal Search | Reset | Save | AddFaics
Less Buan
= | Greater than
Raction = View = B g [ Detacn Less Suan of aqual la ]_‘
Masatra i Seq  Acbon Type Sponsse Spensar Avasd Humber Amcunt Stabe Greater than o squalto |
Bebween
Mo data o
o data 1o disgplay Het betwoen
Columns Hidden ol Condaing |
Goes nat contain
s bhark
s nol bark
¥ {

= On next dropdown box
e Select Setup Complete

ceswone 2~ & G X M Acton Sesch b

You have 12 Deliverables in your list

Pt S Action Search
B Prc) Seorch Search fask | Saved Search Acton Searth =
Compbance Search g ey i
Distrveratin Search Metch @ AR Ay
Inlegrity Check Search Maatro d  Starts s Action Type  Equals -]
Administrator  Equiis a Sponsor Equais Q
Project Siaius  Equals Sponsor Award Number Equals
Lead Member  Equass Amount Equals ]
. s = Last Ackion .
Load Orgarization  Equss 9 Completed Betwen =] 0S-Jn-2015 By - nimns Stetus )
P Equan Q Status  Equais = =
Instrument Type  Equats (=] Status Date  Equals | setin Process
|To Compaance for Appenval
[T Hegobator for action et Save Add Fasids =
0 Proposal adminisiaior for acbon |
. 0 Sysiem member for ackon |
dcbon - V= 24| G| [HDelch 17 S oo
Muaesto bd Seq  Acbon Type Spansce Spensof Awaed Numbar Amount Seates Completed | Peer Review
o data bo degplay.
Columns Hidden 20
.

e Click Search button

M Action Search b

You have 12 Deliverables in your list

MyDashboard | Defiition
e
S Action Search
Biling Project Search - T
Search Saved Search  Action Seaich|
& Saareh Basic rch At aith x|
Dietivarable Search
Maich @ a7 any
Action Search ”
Inlegrity Chiek Search Matat o, {3t Action Type  Equals =
Aedministrator Equas q Spoastf Equils %
Project Status  Equials Sponaor Award Number  Equals
Lead Member Equais Amount Equals 2
Lead Orpaization Equss RS Completed Batwwen  [=] 05-Jis2015 B - 11se20s
Pl Equis q Status Equals [v] Setup complete ]
Instrument Type  Ecuals 2] Status Dade  Equals
Acion + View- o & [ Detach
Masslrsld  Seq  Acbon Type Soaongst Spaatat Javaed Numbar Amcunl Sty Complsted




The next screen you will see is a population of all setups that have been completed between the
dates you selected. (In this example dates are between Monday January 5th and Sunday January

11",

e —_—
_maestro

Welcome Kay Leonard | My Settings |

You have 12 Deliverables in your January 13,

ntact | Search | About | Logout

M ST | Quick Navigation ([ NES

General

My Dashooard |
Administrator

Project Search
Billing Project Search

Definition

| Proposal | Project

Action Search

Search

Compliance Search
Deliverable Search
Action Search
Integrity Check Search

Mstch @ a1 Any
Maestro Id
Administrator
Project Status

Lead Member

Lead Organization

Pl

Instrument Type

Maestro 1d Seq
M1400843
M1401127
M1401735
M1402681
M1402681
M1402754
M1402864
M1500119
M1500305
M1500407
M1500504
M1500648
M1500366
M1501170
M1501208
saEnanza
Golumns Hidden 29

N

fm m e N e e e NG

Action = View~ [ | g

Starls with
Equals
Equals
Equals
Equals
Equals
Equals

Action Type
Continuation
Supplement
Extension
Reduction
Interim Funding
Supplement
New Award
Correction
New Award
New Award
Supplement
New Award
Continuation
New Award

New Award
[ —

&4 Detach

®

MEMMNEMB
[
PP

Sponsor

Department of Interior

Chevron Technology Ventures, LL.C.
Texas Engineering Extension Service
NASA-Shared Services Center
NASA-Shared Services Center
Aramco Services Company

Bechtel Manine Propulsion Corporation
BAE Systems

Qatar National Research Fund
Westinghouse Electric Company

Shell Int1 Exploration and Prod'n Inc
Virginia Polytechnic Institute and State University
National Institute of Aerospace
American Bureau of Shipping

Building Suppliers Corporation, LLG

@ aais Marbabinm Rrman

e To run your New Setup report:
o Click Action button
0 Choose Export to Excel

MyDashboard | Definiion | Proposal |

Administrator

Project Search Action Search
Billng Project Search
Compliance Search

Search

Deliverable Search
Action Search
Integrity Check Search

Match @ Al Any
Maestro ld
Administrator
Project Status

Lead Member

Lead Organization
P

Instrument Type

Action | View +

1
1 [[= Export To Excel

Project

Starts with
Equals
Equals
Equals
Equals
Equals
Equals

®

HEEEBEEE
ol
PP

Sponsor

Department af Interior

Chevron Technology Ventures, LL.C.
i Extension Service

M1402681

Extension Texas i
4 Export the current table to excel document [services Center

M1402681
M1402754
M1402864
M1500119
M1500305
M1500407
M1500504
M1500648
M1500866
M1501170
M1501208
a1En19
Columns Hidden 29

SIS VISP

Interim Funding
Supplement
New Award
Correction
New Award
New Award
Supplement
New Award
Continuation
New Award
New Award
Mo Auaert

NASA-Shared Services Center
Aramco Services Company

Bechlel Marine Propulsion Corporation
BAE Systems

Qatar National Research Fund
Westinghouse Electric Company

Shell Int1 Exploration and Prod'n Inc
Virginia Polytechnic Insfitute and State University
National Institute of Aerospace
American Bureau of Shipping

Building Suppliers Corporation, LLG

Qafabs Markatinn fRroun

Version: 4172

| © e f eooac|

Basic

saved Search  Action Search [+

Action Type Equals [=]
Sponsor Equals = Q
Sponsor Award Number  Equals [=]
Amount  Equals [=] 3
Completed Between [=] 05-an-2015 [y - 11-van2015 )
Status  Equals [=] Setup complete =]
[=] Status Date  Equals [=] [EY
Search | Reset | Save. | AddFields +
Sponsor Award Number Amount Status Completed
No. E14AC00001 133,840.00 Setup complefe  09-Jan-2015 p
0015048651 30,000.00 Sefup complete  05-Jan-2015
Ad-100289 2014-001 0.00 Setup complete  06-Jan-2015
NNXA4AKATA 0.00 Setup complete  07-Jan-2015
NNXA4AKATA 0.00 Setup complete  09-Jan-2015
JIP Agreement No. 12... 100,000.00 Setup complefe  09-Jan-2015
PO No. 104453 290,590.00 Setup complete  05-Jan-2015
882235 0.00 Setup complete 06-Jan-2015
NPRP 09-830-2.317 206,955.22 Sefup complete  06-Jan-2015 F
PO No. 4500654380 20,000.00 Setup complete  07-Jan-2015
PT48167 160,000.00 Sefup complete  09-Jan-2015 A
451115-19692 28,527.00 Setup complete  05-Jan-2015 3
2A33-TAMU, C15-2A 14,437.00 Sefup complete  07-Jan-2015
M1501170 29,727.00 Setup complete  06-Jan-2015 L
SRS REF#M1501206 08-Jan-2015

25,000.00 Setup complete

naaEnanEa A% DA AN Saban mmemnla

You have 12 Deliverables in your list

G 12 2045

Welcome Kay Leonard | My Seffings | FAQ | Contact | Search | About | Logout

January 13, 2015 09:43 AM GST | Quick Navigation [ NES

Version: 4.17.

Saved Search Action Search [» |

Action Type Equals =
Sponsor  Equals =] Q,
Sponsor Award Number Equals [=]
Amount Equals = E
Completed Between [=] 05van2015 B - 11Jan20s [
Status Equals [=] Setup complete [=]
=] Status Date  Equals =] [6Y
[Search || Reset | [ Swve || addFieids v
Sponsor Award Number Amount Status Completed
No. E14AC00001 133,840.00 Setup complete  09-Jan-2015 p
0015049651 30,000.00 Sefup complete  05-Jan-2015
Ad-100289 2014-001 0.00 Setup complete  06-Jan-2015
NNX14AKATA 0.00 Setup complete  07-Jan-2015
NNX14AK4TA 0.00 Setup complete  09-Jan-2015
JIP Agreement No. 12... 100,000.00 Setup complete  09-Jan-2015
PO No. 104453 290,590.00 Setup complete  05-Jan-2015
882235 0.00 Setup complete  06-Jan-2015
NPRP 09-830-2-317 206,955.22 Setup complete  06-Jan-2015 E
PO No. 4500854380 20,000.00 Sefup complete  07-Jan-2015
PT43167 130,000.00 Setup complefe  09-Jan-2015 L
451115-19892 28,527.00 Setup complete  05-Jan-2015 3
2A33-TAMU, C15-24. 14,437.00 Setup complete 07-Jan-2015
M1501170 29,727.00 Setup complete  06-Jan-2015 L4
SRS REF#M1501206 25,000.00 Sefup complete  09-Jan-2015

nassn1951 AN AN AN Gabn ~nmnlat

N8 12n o015
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e A popup will appear at the bottom of your screen
0 Click Open button

View Favorites  Took  Help

You have 12 Deliverables in your list

Action Search

Project Seach
Blling Project Search
nic
Gomplanze Search — -
Deliverabie Search
Match & a0 Any
Action Search —
ricotr Chack Soarch Maratro b Slarts with etian Type  Fquals
Admenistrator Equals 2 Sponsar Equals X
Praject Status Equals Sponsos Awnrd Number  Eauals
Lmael Membor  Fouals =] Amount  Faquals E]
Luad Organization  Equals X Compleled  Getween B - 1rsanans &
Pl Equals Q, Statms  Equals
Inatrument Type  Fouals Stakua Datn Fruals [+
Search || Reset || Save. Aaa Fiekds -
Adton =] vew+ 14 | g | [ Datach
Masstro i Seq  Action Typa Sponsar Sponsce Amard Humber Aot Status Complalad
M1400043 1 Continwation Ereparimant of Intenor No. L14AC0000 133,040.00 Sebup complate 082402015 &
M1401137 2 Supplemant Cievren Technology Veniures, LL G 0015040651 30,000.00 Sebap complete  05-Jan-2015
M1401735 3 Extension Texas Engineering Extension Senace Ad1-100209 2014001 0.00 Setupcomplete  06-Jan3015
M1402681 2 Rndustien MASA-Shated Servees Contes MK T4AKATA 000 Semp compiete 0742015
4 Mid0zesy 3 nlenm Fusding MAEA Shared Services Center NI 14AKATA 0.00 Setup complete  09-Jan-2015
M1402754 2 Supplement Aramco Services Company 5 Agreement Ho. 12 100.000.00 Setup complete  09-Jan-2015
M1402864 1 W dveard Binchisl Marine Propusion Corparatice PO Ho. 104453 200.500.00 Semap complets  05-Jan-2015
MI500119 2 Comection BAE Sysioma 232275 0.00 Setup complete  0E-Jan-2015
M1500305 1 Mew Avard Qatar Hatonal Research Fund PR 00-830-2-317 206.95522 Setup complete  D6-Jan-2015
M1500407 ' Hirw Aveared Wealinghenss Elestrie Gormaany PO He. 4500854380 20,000 00 Sehop complote  07-Jan-2015
M1500504 z Suppinmant Shell Infl Explceation and Prodn ing PT42167 180,000 00 Setap complete  (9-Jan-2015 L
M1500648 1 New Avard \irginia Pesylechnie nstiute and State University 45111519502 38,527.00 Setup complete  0S-Jan-2015 b
M1500588 z Conbinustin Hatianal Insiitule: of Aprospace JATLTAMU, GI5-24 14,437 00 Sebup complote  0T-Jan-2015
1501170 1 Hew durar Amesican Bureau ef Shipping MI501170 75727 00 Setup compicts  (8-Jan-2015
MI501206. 1 Hew Avard Busiding Supgiiers Corporation, LLC SRS REFAMIS01206 2500000 Setp complete  09-Jan-2015. =

Columes Hidden 29

[ D o wan b open or save Aetion Search HTS011 3k (710 K8) froem maesteo tamars edu? ( Upen ) Save = Canced

e A new popup will appear. Choose Yes

Microsoft Excel M

The file you are trying to open, 'Action Search_20150205,xls', is in a different format than specified by the file extension. Verify that the file is not corrupted and is from a trusted source
before opening the file. Do you want to open the file now?

e A spreadsheet containing your new set-up will open.
0 Choose the File Tab
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Home Insert Page Layout Formulas Data Review View Laserfiche Acrobat
— | o= ps—
& cut Calibri 11 v AT AT %] B S5 Wrrap Text General - % lgf o= §< @
Paste o PYT Ty - A = o .00 | Conditional Format  Cell Insert Delete F t
aste B 7 U - = = Merge & Center = | $ ~ % » | %8 50 onditional Forma e nse clete Forma
~ < Format Painter = — g N 9 > | Formatting - as Table = Styles - - - -
Clipboard m Font w Alignment [F} Number [F} Styles Cells
M2 - £
A B c D E F G H 1 1
1 | Maestrold Seq. Action Type Sponsor Award Action t t Status Completed
CO6-00126 14 Supplement BP America, Inc. '90,000.00 '90,000.00 Setup complete 9-lan-15
Raytheon Intelligence and Information
C11-00707 8 Extension Systems PO 132946 o Setup complete  7-lan-15
C11-00824 17 Extension Battelle Pacific Northwest Division Contract No. 156080 o Setup complete  10-Jan-15
c12-00288 2 Continuation  Exxonmobil Upstream Research Company EMOB0EE 269,980.00 269,980.00 Setup complete  8-Jan-15
C12-00725 3 Extension Aker subsea As Agmt #12-10948 o Setup complete  S-lan-15
C12-00766 3 Extension Nuove Pignone 1IP Agreement No. 12-10948 o Setup complete  S-lan-15
C12-00781 3 Supplement Devon Energy Corporation Agmt No. 12-11251 50,000.00 50,000.00 Setup complete  S-lan-15
C12-00840 3 Extension Siemens AG 12-10948 o Setup complete  9-Jan-15
Servicios y Suministros en Informatica S.A de
C12-00845 9 Continuation  CV. 198,500.00 198,500.00 Setup complete  8-lan-15
C13-00001 3 Extension MAN Diesel & Turbo SE Agmt No. 12-108948 o Setup complete  S-lan-15
C13-00056 7 Continuation  Qatar National Research Fund NPRP 5-401-2-161 541,079.76 541,079.76 Setup complete  8-lan-15
C13-00163 2 Extension Dresser-Rand Company 12-10948 o Setup complete  9-Jan-15
C13-00337 3 Extension MAXFLO Oilfield Chemicals 1310352 o Setup complete  9-Jan-15
C13-00341 2 Continuation Qatar University NPRP 4-152-02-53 133,318.80 133,318.80 Setup complete 6-lan-15
C13-00341 3 Continuation  Qatar University NPRP 4-152-02-53 133,784.40 133,784.40 Setup complete  6-lan-15
C13-00349 3 Extension Petrobras. 1IP Agreement No. 12-10948 o Setup complete  S-lan-15
C13-00556 4 Increase Texas ABM University Subaward # 02-5130227 11,653.00 11,653.00 Setup complete  6-Jan-15
M1303599 2 5 Conoco ips Company Agreement No. 12-11231 50,000.00 50,000.00 Setup complete  9-Jan-15
M1400665 3 Continuation  International Renewable Energy Agency Contract dated 10/13 35,640.00 35,640.00 Setup complete  6-Jan-15
M1400843 4 Continuation Department of Interior No. E14AC00001 133,840.00 Setup complete 9-lan-15
M1401127 2 supplement Chevron Technology Ventures, LLC. 15048651 30,000.00 50,000.00 Setup complete  S-lan-15
M1401735 3 Extension Texas Engineering Extension Service Ad-100289 2014-001 o Setup complete  6-lan-15
M1402681 2 meduction NASA-Shared Services Center NNX12AKATA o Setup complete  7-Jan-15
M1402681 3 Interim Funding NASA-Shared Services Center NNX12AKATA o Setup complete  9-Jan-15
ﬂ' - _— . * 1 ction Search_2015020 Vicrosoft Excel
File Home Insert Page Layout Formulas Data Review View Laserfiche Acrobat
Fl - . . LR L]
== f b h :
D Information about Action Search_20150205 :
NN Ch\Users\LLeonard\AppData'Local\Microsoft\Windows\ Temporary Internet Files\ContentIES\9TOC... e
& Save as Adobe PDF
[ Open
- . .
4’ Close LEJQ Some new features are disabled to prevent problems when working with E
previous versions of Office, Converting this file will enable these features, but == = ==
Info T may result in layout changes.
Recent
Properties =
New ; Permissions Size
;’%‘ Anyone can open, copy, and change any part of this workbook, Title
Print Protect Tags
Workbook ~ Categories
Save & Send
Related Dates
- Last Modified
Help Prepare for Sharing
. o E 5 . Created
Before sharing this file, be aware that it contains:
Add-Ins Printer path Last Printed
Check for i
2] options Issues = Content that cannot be checked for accessibility issues because of the

Ed Eat

current file type

Versions

o

Manage
Versions ~

H] There are no previous versions of this file,

o0 Under Computer Icon choose SRS (K:)

Related People
Author

Last Modified By

Related Documents

Ju Open File Location

Show All Properties
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m » Documents » i |
Organize - Mew folder - @
> [3] Microsoft Excel — Documents library Arrange by:  Folder ~
Includes: 2 locations
“I; Favantes Mame - Date modified Type Size
Bl Desktop
B Downloads 0 CrashDump 4,3,/2013 2:50 PP File folder
= L. microsoft F/22/2010 1:24 PM File folder
| Recent Places L
T . MativeFus_Log 4,/3/2013 2:39 PM File folder
= Libraries
3 @ Documents
> ' Music
= (=] Pictures
- B videos B
a8 Computer
-
File name: -
Save as type: | Web Page -
Authors: Leonard, Kay Tags: Add a tag Title: Add a title
Entire Workbook Page title: | |
Selection: Sheet =
[ Change Title... ]
Publish... ]
[ Sawe Thumbnail
~ Hide Folders Tools ~ [ save | [ Cancel |

0 Choose Business Support Services

» Computer » SRS (K:) o
Organize - Mew folder ot (2]
=
= 3] Date modified Type Size -
4 50 Favorites - - : :
Business Support Services 8/23/2014 4:10 PM File folder
Bl Desktop .
Lu Closeo ng 2/4/2015 10:45 AM File folder
& Downloads .
. . Centracts and Grants 4/3/72014 1:25 PM File folder
=l Recent Places .
. Directors 10/30/2013 9:23 AM File folder =
- . L. DIRPAY 1/29/2015 3:30 PM File folder
« = Libraries = . - -
= | Executive Directors Office RF 10/14,/2014 9:33 AR File folder
-4 @ Documents = = = B F
b b Musi | Executive Directors Offices 10/8/2014 11:10 AR File folder
usic
) | Executive Support 11/25/2014 3:56 PM File folder
> [&=] Pictures :
- B vid .. FAMIS Access DBS 11/7/2013 9:43 AM File folder
ideos
. Human Resources 1/16/2015 11:24 AM File folder
. Information Technology 1/29/2015 3:09 PM File folder
a8 Computer L
Ju IODP 1/30/2015 2:43 PM File folder
i OS (€2 i
— . Maestro 2015 3:02 AR File folder
| iy SRS (K:) ] ] ;
— L Mark and Melissa Files 12/3/2014 11:14 AR File folder
[ = Public (P:) R R ;
R e 57 . Member Delegations of Authority 10/16/2014 3:19 PM File folder -
File name: -
Save as type: |Web Page v]
Authors: Leonard, Kay Tags: Add atag Title: Add a title
Sawve: Entire Workbook Page title: | |
Selection: Sheet =
[ Change Title... ]
Publish... ]
[ Sawe Thumbnail
= Hide Folders Tools I Save I [ Cancel ]

o0 Choose Accounts Receivable

SRS Accounts Receivable Desk Manual

Page 12



mvl . » Computer » SRS (K:} » Business Support Services » -~ |¢’» | | Search Business Support Servic.. |
Organize - Mew folder - (=]
=
ar Marme Date modified Type Size
34 Favorites —
B Desket i 2/5/2015 12:28 PM File folder
s=xten Accounts Receivable >) 2/5/2015 %:43 AN File folder
& Downloads — - -
- -~ 1/12/2015 7:55 AM File folder
=l Recent Places R
. Financial Reporting and Analysis 12/12,/2014 10:38 ... File folder
. R . Project Payroll 2/4/2015 3:57 PM File folder
= Libraries
= \u Property 11/6/2014 2:46 PM File folder
5| Documents _ )
J’ CVrer .1 Purchasing 1/6/2015 12:48 PM File folder
usic
A l Security 1/29/2015 10:04 AR File folder
[l Pictures
. i Trawel 2/11,/2014 2:27 PM File folder
E Videos
' Computer —
& 05(C)
= SRS (K:)
o Public (P:)
File name: -
Sawve as type: [Web Page v]
Authors: Leonard, Kay Tags: Add a tag Title: Add a title
Sawe: Entire Workbook Page title:
Selection: Sheet
[ Change Title... ]
[ Publish... ]
] Save Thumbnail
= Hide Folders Toals ~ [ oOpen | [ cance |

o0 Choose the agency folder you are working with. In this example itis TEES

[W] Save As
%vl Jl < SRS (K:) » Business Support Services » Accounts Receivable » ~ | %2 | [ Search Accounts Receivable o |
Organize ~ MNew folder B==. ~ =]
& Downloads = Marme - Date modified Type -
%5 Recent Places i 02 TAMU /302015 8:37 AM  File folder B
|\ 04 TIEARS 9/7/2015 2:25 PM File folder
=4 Libraries |\ 05 PVAMU 7/23/2015 3:17 PM File folder 3
[f Documents | _ |\ 06 AgriLife Research 10/29/2015 9:07 AM  File folder
& Music |\ 07 Agrilife Extension 8/25/2015 9:23 AM File folder
[E=] Pictures I\ 10 TAMUG 9/18,/2015 8:41 AM File folder
B videos K i1izTm 10/15/2015 8:11 AM  File folder
|\ 20 WET MED 9/22/2015 4:48 PM File folder
& Computer |l 23 HsC 11/2/2015 9:15 AM File folder
&L, Local Disk (C3) = T ; eachnology Commerci..  9/25/2015 9:00 Al File folder
e SRS (K:) <\ [ 28 TEES ) 10/26/2015 12:25 ... File folder
@ Public (P:) o33 10/28/2015 3:50 PM  File folder
S User (L) |\ Accounting Assistant 10/29/2015 1:29 PM  File folder
|\ AFR - Year End 8/22,/2014 2:46 PIM File folder
€ Metwork |\ Agency Instructions 9,/0,/2014 9:01 AN File folder
—J ALam o Wae e Wie Tk B Se Mot lial W.1 Eilm &m bl men e
~ || Wi 5
File name: -~
Save as type: | XPS Decument -
Authors: Leenard, Kay Tags: Add a tag Title: Add a title
Optimize for: @ Standard (publishing [ Options— ]
online and printing)
- [ Open file after publishing
(publishing online)
=) Hide Folders Tools ~ | Open ] [ Cancel ]

0 Choose the Maestro Set up reports folder
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(e~ N —— ——
. << Business Support Services » MAccounts Receivable » 08 TEES » +3 | [ Seorch 02 TEES o |
Organize + MNew folder - (7]
- Marme - Date modified Type Size =
S Fawvorites Bl
L0 2013 A-133 Audit 11/22,/2013 1:01 PP File folder
B Desktop )
J. BILLING HISTORIES 9/23/2014 3:33 PM File folder
& Downloads
. . Collections F/A1/2014 3:25 PR File folder
| Recent Places )
J. FINAL REPORTS 12/10/2014 12:49 ...  File folder
; . i | Fixed Price Invoice spreadshest 2/5/2015 11:48 AN File folder
&9 Libraries i X )
= |\ Foreign 1/20/2015 11:54 AM  File folder
7] Decuments )
& Mo J. Forms 10/29/2014 10:33 ...  File folder =
usic
R Ju KELLY 2/3/2015 954 AM File folder
(=] Pictures )
! " s, 7/2/2014 3:33 PM File folder
BE videos
| | Maestro Set up reports ) 1/13/2015 10:07 AM  File folder
T 1/30/201511:16 AM  File folder
& Computer — -
os (C .. Motes 12/10/2014 12:58 ... File folder
ﬁ_ 3 1 Private 2/3/2015 2:37 PM File folder
% SRS (K:) )
= ). Procedures 10/21/2014 9:44 AM  File folder
S Public (P:) L
e - J\ PROJECT LISTS 11/22/2013 1:04 PM  File folder -
File name: -~
Save as bype: | Web Page -
Authors: Leonard, Kay Tags: Add a tag Title: Add a title
Entire Workbook Page title: | |
Selection: Sheet =
[ Change Title... ]
Publish... ]
Save Thumbnail
‘= Hide Folders Tools ~ | Open ] [ Cancel ]

o0 Inthe Save as type dropdown bar, change the type from Web Page to
Excel Workbook

up reports O |

- L]

<< Accounts Receivable » 08 TEES » Maestro Set up reports

Organize - Mew folder

Marme Date modified Type Size
4 Faworites L
B Desktop Mo iterns match your search.
@ Downloads

il Recent Places

= Libraries
2] Documents
! Music
&= Pictures

BE videos

& Computer —
&, osca
= SRS (K:)
= Public (P:)

File name:

Save as by,

Autho

Excel Binary Workbeool
Excel 97-2003 Weorkbook

XML Data

Single File Web Page

web Page

Excel Template

Excel Macro-Enabled Template
Excel 97-2002 Template

w

‘= Hide Folders Text (Tak delimited)
Unicode Text
AL Cm e m A mme IR
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In the File name field, type the name of your report including the beginning and

ending dates you used when running the report from Maestro.

SRS Accounts Receivable Desk Manual

-
e W W
mv| . %« Accounts Receivable » 08 TEES » Maestro Set up reports v |¢9| | Search Maestro Set up reports 0O |
Organize » MNew folder g== - ®
0 Narme Date modified Type Size
5.0 Favorites - -
Completed Setups 01.05.15 to 01.11.15 1/13/201510:07 AM  Microsoft Excel W... 17 KB
Pl Desktop
& Downloads
=l Recent Places
- Libraries i
@ Documents 1
J' Music
[ Pictures
H videos
L] Computer —
& os(c)
e SRS (k)
5 Public (P:)
File nameC(@10e -
Save as type: ’El(cel. Workbook hd
Authors: Leonard, Kay Tags: Add atag Title: Add a title
[7] Save Thumbnail
= Hide Folders Tools =~ Save | ’ Cancel
Page 15



Detailed Instructions/MAESTRO Deliverable Set Ups

1) Enter Project number into the billing project field.

m O gt Eerinicie Macste/faceawcnay, demall genahome! sitop: [0 = &E'rm Pregect Search -: (ol 7o

¥ @& Convert = [ Seleer

Seaich Promst v o9 B8 non prannsnsoen = | qgjconsct + | G ssoMeny | [ Logout
6o

i
maestro oo somessone @, -

Project Search Project Search
Bitng Projct S4arch Search Basc | Saved Search Froync Admin Saarch v
Compliance Search -
Dalivprabie Snaren Match (#) 21 Any
Ackop sanh - Wegutiator Equis v Q
tugrity Check Suarch - —_ £q 2 .
Terms And Condliion Seatth Billing Project Comans | daoe Administrator EquRs v &
Fepons Billing Project Siatus Eguas ] Personnel{Co-PLCo) Equss ] Q

ParentID Eguss [w] Q Proposal Number Equas i) q

Lead Member Equsis Jisi] v Sponsor Award Number Cantains v
Lead Organization Eduas | a FCOI Disttosure Incomplete Equas vl
Sponser Egusls v = Account Contars v
Tithe Contars v
Pt Fousiy &2 =

Search | Weset | Save. Add Fasidss =

Atkn- View- Fomat- EimimifS et b N @ B HiDemh | e

2) Hit enter or click search.

Search ot %] 09 BB Anon mannenstet ~ | (fEgConaet + | R SSOMany | [ Logout

Mg Priject Seach Search Oasc | Saved Search Frosct Aamn Searcn |
Compkance Seach —t
Nelierabls Searh Mawh @ 410 Ay
Acton Learth W Stats wih v] Negotiator Couals v Q
ntegrity Check Searthn ) . e i - E
i o e S Rilling Project Lontans [¥] aaremt Administrator Louals ] qQ
Fepons Billing F'roject States Eouzs ™ vl PersonmCoTCod) Eouals v q

Parentil) Eouas | Q Troposal Number Ecuais v q

Lead Member £uas v ] SD0nsor Award Number Lomans ¥
Lead Organizstion 043 | Y FCO! Disclosure Incompletz Eq3s M ™
Sponsor Equas v g Account Conng vl
Tite Conlars &
Pl Equas v q

s | addreds -

Acton - View. Fomat- [EimisgfE o h N ¢ F Hoewn | W
o LeadMomber  Lead Organization Sponsor ] Nogutaior Adminisirator Fungng Type  Prime Sporsor
MISI0SH TAMU Pityscs And Actrono... Fermi Roseareh Asance, . NeiwiSatnoy  SeWoiYee | WoBumiam  CostRoimbuia . DepamotofE POSTENN  UBCMSTOs.

Aponsor Awand
Numter s

3) Click on the MAESTRO ID number.
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e e T L el T

m ™ hitpe | /maecio amis.ede

x @ Comven » [i5eea

D i:__ 0 Frogect Sewrch

seach gt vl o9 aﬂn‘m Plannenstiel + @Cu?m‘. . aSSE'M:uu | (8 ot
maestro i—

Negotant Caul 5| 1
i) Adminisirator ™ q
& i PesucnneiCo e vl q,
£ 4 Prapeaat Kumbr ] 4
vl vl Spomsor Award Kumber
b 4 FCOK Dhgelepure Incompite. v
A % Acoomat ]
E.
k| 4
Seanch | Aeset  Sae A Pl -
won, Vew, fomae FGHE PO AN ¢ B Homs
B LeadMemter Lo Organizaion. Sonsax R N My FudgTee P Soorser mﬁwﬂ Toe

Mis00sz TAMU Physs Aed Ao . Fems Rearch Allae. . N By SelonYie POEEH0 8 CMES Tesa.

4) Click on documents.

B8 -

S 0 v Pagew

You have 3 Deliverables in your list

AodtTral (mBack | gSave o Camcel

Lasd upetafend on(013-Feb-2015 &

MR surmay ety Checs

10 MIS0IS1E Tithe Structure-guided drug ciscovey 1o UDETUISS and

: s udeles malwis
. Master 10
Pl Compiance. = ik Shom Titke - Stracturs Guided Drg Drecovery for
Frogesal Project Hicknams
Sponsor Contact Lebd Qriganizibon St Cibts | (.05
HegotationFiey. Adminester for Org End et 51
Moditcatn G Negotiaion Fequired
. Exstuion Admin Organization = i

Assessment Value
FCOLRequired ¥is
Funding Type Cost Assmourcace

Anticipated Fun Instrument Type

Actions Functicn

Terms & Condt Sponsor Hame

Ditveraties

Inedreet Cost Sponsor Award Number SRS REFSM1201576

Cost Snanng FiN Humiber

Limitation of Cost | EM4 Prime Sponsor SUuclural Genomcs Corsoum
Foveign | Miscelnsons

Foepron! Codes.

LCITIDF Prime Award Number 101400005

Abstact & Ky CFDA Number

« Control
Inkegrity Check
OO Stalus
Compiiance: AostTral GmBack  pSme g Caeeel
Restatiorans
#udn Trai
Addmiristralos M
5PS Repon

« Communication
Mokes
i Motes.

Eiling Progect Seatn

Compante Search

Dedrveratie Search

Administrator Crystal Lane
Phone 5754504561 Fmal clane@tamus edu

5) Click on award contract under Document to print out award for billing folder
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™| hatps i ﬁm-

File Edit View Favorites Tools Help
x ®comen v Bseea

2 | EPIK Portal - Login & | Researchgor - Homepage I8

You have 3 Deliverables in

- Project Sewch
General Curment 10 (M1501518)
BEETRC Shor Tite Sponsor Name Sponsor Award Humber ] Lead Organization Parformance Period
Cocumants Strusure-Gussed Drug Discavery for Texas Agriss Resear Thoemas ineeger TEES - Computer Seie -Coct-2004 - 10082015
Bing Projec!
« Negolison e
1 Compaance. Fulty Executed Documents.
Proposal » = I
Action v View = . E & Detacn
Sponsor Contact f s 2 ¢ BB
NegooatenRey. Document Document Type: Updated On Updated By Descripton
Lt ton =
S —— B SLER Ameect il Conect s KaenVace  FEComed
Anticipaned Fun Colimns Hidden 3
Actons
Teme & Cons Initial Award Ratated Documants
Defverables
increct Cost Ation. View. @ o o | & B [SiDexh
st Snarng Document Document Type Updated On Lipdated By Creaed On ViewRestetion  Description
umeaton o Cost S e R et of nvestgalors - New A FOON investgaor List DEFEb2015 Caysial Lane O3Fo2015 Mo Resynchion -
Report Codes M1501516 Export Conirol Formpal % Export Conrods Determin Travs Young 02015 o Restriction
Locaton =
4000338Amerdmentbod T-E 1 Ca s Youny 22-Jan 2015 doRestiction A 3 b Prime Award
vach & Key M14000330Amene IFE Corlract Trawis Young Jar No Restriction A X b Priene A
el M14000339Amendment o 2 F-E 11.10- Caeract Z2Jan 2 Mo Raswrietion
inkegrity Creck MTA003G AL NTT FE 7-24-14 p Confract Mo Fhsarichon L
PCON Sttus Columns Hidden 1
Complsnce
Retationship
s i Modification Related Documents:
=8 "
Admisisieator Hi Ation . Vew. & [ [3Detaen
Wodhication Document Decumnent Type View Restrichon Deserption
N
Colms Hdden 4
Agtiran Nobes.
Baing Progect Search
Complance Searn Action Related Documents
E::.“EIW.‘ 3:ﬂ!(-'| Bon -« VW - é '=(‘. 3 Destach
b - Action Document Decument Type View Restriction  Deseripion ¥

6) Click on Deliverables

[aes: o tamusadiyses oy Wy € X | ™. Deiveratues
Eile Ecét Yiew Favoeites Tools Heip
% Ecowen = [ Select

& | EPIK Portal - Login & | Researchgov - Homepage B

You have 3 Deliverables in your

General Current ID (M1501518)

Short Title Sponser Hame Sponser Award Numbar Pl Lead Organaation
St dex] D Discove Teoms Agriste Research S5 REF#MI 5 Thamas ierger £5 - Computer Science

Proposal
Sponsce Contact
Negenaten ey Categeey Type Frequency St Final Dus Date Recipient et .
Medtcation N 03t 1o display

- Extcuton
Anbeipated Fun
Actocs

Cost Shating g
Categoey T P a nai € Reciplert
Umeation of Cost | = 4 yoe equency St Final Due Dale  Rexipeent .

Foepon Codes

Location

Abiract & Ky
- Controt

s Back
Integnty Check
FOOH Stats
Compliance
Fstatiorship
Auan Tral

Addman Notes.
il Frosect Seah
Comgiance Search
Defverabie Search
Action Search

7) Click on Action button to bring up drop down box under “Deliverables Pending”
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m

™ Fyiepejmaes o tamosediy
Eile Ecét Yiew Favoeites Tools Heip
x ECowert v [Select

You have 3 Deliverables in y

e
al Project

 Deliverables a Back
Gereral Current 1D (M150151€)

Short Title Sponser Hame Sponser Award Numbar Pl Lead Organaation
Guide:] Diug Discovery ke Teoms Agriste Research SRE R 5 Thomas loerges S - Computer Scknce

Progosal ' i B
e | | AR Vo= | o
Negotiation ey Casegory Type Frequency St Fini Due Date. Recipien
Mediicaion o dhata fo desplay

- Executon
Anbicipated Fun
Acions
Teems & Coneat

Recipient A
Due

Co

Incaret Cost
Cost Shaning
Umestion of Cost | =4
Fiepon Codes
Locaton Cotumns Maddon 22
Abstract & Kiey

- Controt sm Back
Integnity Thick
FOOH Stats
Compliane
Fstatiorship
Auan Tral
AGminEATIn:
5P Repon

« Communicaton
hicoes
Aarmin Motes.

Biling Frogect Seath

Compiance Search

Delveratie Search

Action Search

[ Detach

Frequency St Final Due Date Fecipeent s b
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Detailed Instructions/FAMIS Set Ups

Screen 116 — Project Billing Information
Project Accountant should complete this screen.

W3 1 - FAMIS (tammvsl.tamu.edu)
File Edit Transfer Fonts Options Tools Yiew Window Help

w0 E S B A A & E G b

50013 Please enter desired modifications
116 Project Billing Information

Bill Mode: Type: Fregquency:

Letter of Credit Group:

Retention Percent: Limit:
Retention Balance: Retained from Billing:
Information Only Fields
Comment:

Detail Expense: Manual Backup:
Payroll Summary: Payroll Detail:

Hmenu Help EHelp Next

Type a “?” in the following fields to determine what should be entered:

Bill Mode: This will normally be “A” for Automatic—FAMIS produces bill.

Beg Date for Next Bill Cycle:

First Bill Date: Estimated Next Bill Date:

Final Installment Date: Last Date Billed:
Regular Installment Amt: Last Invoice Number:
Last Bill Sequence:

04/27/12 14:25
FY 2012 CC 02
Screen: Project: COMPARISON OF DIFFERENT FORMS OF CREATIN

05/31/2012
16/31/2011
RO15035

Project Summary: Print Outstanding Inv Summ: Certification:

Form Number: Number Copies: Cost Share Report:

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---

aﬂ))

A |Automatic—FAMIS produces bill; invoice number begins with “R’” each month.
C |Letter of Credit—No Billing (Federal Sponsors that use LOC instead of invoicing)

SRS Accounts Receivable Desk Manual
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M [Manual—There may be instances where a manual billing is necessary. For

example, the sponsor may only want an invoice for the entire project amount either at
the beginning of the project or at the end. (Rarely used)

N  [No billing—No invoice will be sent or account is ended and no more invoices

should be sent. (This option is typically never used)

R [Invoice Report Only (No Post)—This type of invoice begins with a “Z” instead of
“R.” (This option is typically used for interim or bridge funded projects)

S  |Sponsor Auto-Pay (rarely used)

For projects that funds have already been received up front and interim or bridge funded projects
you should set the billing mode to “R” for “No Post” and have an invoice generated at least
quarterly or semi-annually. This keeps you posted on the expenditures being made on the project.

Type: This will most often be “R” for Reimbursable.

Blank  |No bill type requirement.

I Installment (Complete Screen 117 also.)
) Other (Manual Bills only)

R Reimbursable

Frequency: Grant or contract should state how frequently invoicing is to be done. Typically, this
will be Monthly or Quarterly.

A Annual

Blank No billing frequency requirement
H /According to Sponsor Schedule
L Lump Sum (Manual Bills Only)
M Monthly

) Other (Manual Bills Only)

Q Quarterly

S Semi-Annual

Beginning Date for Next Bill Cycle: Enter first date of month when account is set up.

First Bill Date: Enter last day of month when account is set up for a monthly invoice. For
quarterly, enter end date of first quarter to be billed.

Regular Installment Amount: If award has a fixed amount to be billed each billing cycle, enter
fixed amount to be billed to sponsor. This would be used where a sponsor has agreed to pay in
equal monthly or quarterly installments.

Retention Percent: Enter a retention percentage.

This is used to ‘retain’ or ‘hold back *billing some expenses until the end of the project. For
example, a sponsor may choose to retain 10% of each invoice that is billed and hold for payment
until the end of project after all deliverables have been submitted.

Limit: Indicate the limit of retention. Once the limit is reached, no more retention will be taken.
Retained from Billing: This is a system-maintained field which indicates the total retained as of
the last billing.
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Comment: You can make a brief comment regarding billing or invoicing.
Information Only Fields

Enter Y to indicate type of report or other documentation required by sponsor.
Press Enter to save information you have entered on the Screen.

Screen 117 — Project Installment Schedule
Input installment payments and dates the sponsor will pay by installments.

W% 1 - FAMIS (tammvsl tamu.edu) = |- ]
File Edit Transfer Fonts Options Tools View Window Help

O ES WA A A Byl b bl |

S0013 Please enter desired modifications
117 Project Installment Schedule 04727712 14:31
FY 2012 CC 02
Screen: Project: COMPRARISON OF DIFFERENT FORMS OF CRERTIN

Bill Type Code: I

Enter the Billing Installment Schedule Below
Amount Date Amount

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF§---PF9---PF10--PF11--PF12---
Hmenu Help EHelp Next

=)
Enter dates of installment billings and amount of installment. Screen 116 must be set as follows for
this screen to allow entry:
Bill Mode: A Type: | Frequency: H

Press Enter to save information you have entered on the Screen.
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Screen 118 — Project Bill to Address

W2 1 - FAMIS (tammvsl tamu.edu) = | @3]
File Edit Transfer Fonts Options Tools View Window Help

O ES WA AN B Dl blm

S0013 Please enter desired modifications
118 Project Bill to Address 04/27/12 14:32
FY 2012 CC 02
Screen: Project: COMPARISON OF DIFFERENT FORMS OF CRERTIN

BILL TO: Name: Phone: Ext:
Title: Fax:
Address:

City: Zip:
Country:

#** As Displayed on Invoice =

DR. BARBARA NIESS

PROJECT MANAGER

ALZCHEM

ALZCHEM TROSTBERG GMBH
DR.-ALBERT-FRANK STRABE 32
TROSTBERG, 83308

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
Hmenu Help EHelp Next

-

Enter name of contact person and title, that is, who should receive the bill. Phone, fax number and
address where billing should be sent. It is not necessary to type in the name of the agency or
sponsor. This will automatically appear on the billing. When you press “Enter” for this screen,
the billing address as it will appear on the invoice will show at the bottom of the screen. Make sure
all information is correct.

Press Enter to save information you have entered
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Invoicing

Invoices are printed at the first of each month after the financial close has been run. This is usually
the second business day of each month. The Accounting Assistant will sort all invoices to be
reviewed by each Accountant. The project folder should be pulled that goes with each invoice
and account. Project folders are distributed to the responsible Accountant for review and approval.
Invoice numbers begin with the letter “R” or” Z.”

e “R”invoices are paper-clipped to the applicable account folder. “R” invoices are
automatically generated by FAMIS and post accounts receivable.

e “Z” invoices are paper-clipped to the applicable account folder. “Z” invoices are
automatically generated by FAMIS, but do not post an account receivable and are not
mailed to the sponsor. “Z” invoices are generated to prompt various future actions, such as
when the project is nearing completion and should be closed or extended.

Invoice Review and Approval Checklist
Once the invoices and folders are distributed, the Accountant should reconcile the invoiced
accounts to Screen 19 using the practices shown below:

e FAMIS SCREEN COMPARISON INSTRUCTIONS
0 FAMIS screen 19 should be viewed using the inception (IN) to date option, PF 11,
as of the month ended the last day of the invoice billing period.
0 FAMIS screen 634 should be viewed using the "Include Line Items with Zero
Balance" field set to Y™
e POOL BALANCES -FAMIS SCREEN
0 The revenue pool should equal the Encumbrance Column + Available Column
bottom line. If the pools do not net to zero, something is wrong with the account
and must be analyzed for corrective action.
e TOTAL EXPENSES -FAMIS SCREEN 19
o Compare total expenses in the Actual Column to total Budget. Further analysis is
prompted if total expenses exceed total budget. The first step of analysis is to
review the budget for accuracy. If the budget is accurate, the account is overspent
and the invoice should not be approved. If a budget is inaccurate, the reason for the
inaccuracy should be determined. A budget may be inaccurate due to data entry
timing differences, delay in contract or renewal execution, or data entry error. In any
case, the Accountant should determine the appropriate action based on the
individual situation. The Accountant may need to check with the Project
Administrator (see name on Screen 008 in FAMIS), edit the invoice, check to see if
there is a renewal in process, call the sponsor, or a combination of actions may be
necessary.

Manual Invoices
A. Negotiator Requests: Negotiators often request manual invoices for payment from sponsors
upon signing award agreements. For these projects there is not an assigned project number
set up, therefore we must produce a manual invoice.
a. Request copy of agreement and any documentation pertaining to request.
b. Verify amount in the agreement that is being requested.
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C.
d.
e.

f.

Obtain manual invoice number from the correct system part log.

Update manual invoice log for the correct system part to track incoming funds.
Enter the following information in the invoice template (Sample invoice can be
found at:_K:\Business Support Services\Accounts Receivable\Forms AR
Group\VARIOUS SAMPLE FORMS

Today’s Date

Manual Invoice #

Sponsor address in Bill To: Section

Sponsor Award # if you have or proposal number

Short description such as “50% due upon acceptance of award.”

Enter amount of invoice

Verify all totals and information on invoice

Print invoice

Sign and have appropriate Intermediate Accountant approve

10 Follow instructions given to you to distribute invoice to correct people

11. Keep copy for file and give copy to collections personnel for correct system part
Enter manual invoice in FAMIS in FSR screen 610 once NOA has been set up.

©CoNooA~wWNE

B. Deliverables Manual Invoices: Many awards have payment schedules based on
completion of deliverables. A PA will contact the AR department to send a manual invoice
for a deliverable that is complete by the project PI.

a.
b.

o o

Request PA to notify you via email to use as backup.

Verify amount in the agreement per deliverable schedule for the amount being
requested.

Obtain manual invoice number from the correct system part log.

Update manual invoice log for the correct system part to track incoming funds.
Enter the following information in the invoice template (Sample invoice can be
found at:_K:\Business Support Services\Accounts Receivable\Forms AR
Group\VARIOUS SAMPLE FORMS

Today’s Date

Manual Invoice #

Sponsor address in Bill To: Section

Sponsor Award # if you have or proposal number

Short description such as “Deliverable #1.”

Enter amount of invoice

Verify all totals and information on invoice

Print invoice

Sign and have appropriate Intermediate Accountant approve

10 Follow instructions given to you to distribute invoice to correct people

11. Keep copy for file and give copy to collections personnel for correct system part

©CoNooA~wWNE

C. Sponsor Requested Invoices: Many times a sponsor will request a final invoice prior to
FAMIS generating a final invoice or upon completion of a final financial report.

a.

Once a sponsor has contacted AR notify the PA that the sponsor has requested a
final invoice for an award.
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b. If a cost reimbursable award, find out if all expenditures are entered for award. If
they are but it is not the end of the month IDC will need to be calculated manually if
applicable.

See below diagram. “Calc CM IDC:” will need to be changed from “N” to “Y™”.

)1 - FAMIS (temmvsl tamu.edu) = =
File Edit Transfer Fonte Options Tools View Window Help

MRS B AK L BT A

034 SL Summary By Budget Pool 02/04/13 13:48
KAUST-IAMCS-CARROLL-YERAR 5 FY 2013 CC 02
Screen: Account: Fiscal Year:
Thru Month: February FY/PY/IN to Date:
Resp Person: CARROLL, RAYMOND J Bottom Line Exclusion: U.00
Department: IAMCS Flags: D F B C Z G ABR Net Dir BBA: 422701.43

Map Code: 40000 NNNNN 808 Unprotected Available: 407820.43
cP Budget CM Actual Actual Encumbrances Available

205318.00 205318.00
8485 R P 14881.00 14881.00
'T1 2365620.00 963.29 1368736.11 574182.46 422701.43
8600 971947.00 447,93 606059.87 365887.13
EEEE 3337567.00 1411.22 1974795.98 574182.46 788588.56

# Total .00 1411.22 1373954.76- 574182.46 799772.30
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
Hmenu Help EHelp Left Right

c. Also if Cost reimbursable, make sure final billing is only the difference between
actual expenses and previous billings. Cost reimbursable invoices cannot bill for
more than spent on final invoices. If a Fixed Price agreement, final invoice should
be the total award amount less previous billings.

d. Obtain manual invoice number from the correct system part log.

Update manual invoice log for the correct system part to track incoming funds.

f. Enter the following information in the invoice template: (Sample invoice can be
found at: K:\Business Support Services\Accounts Receivable\Forms AR
Group\WVARIOUS SAMPLE FORMS)

@
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Today’s Date

Manual Invoice #

*Sponsor address in Bill To: Section

Sponsor Award # if you have or proposal number

Short description such as “Final Invoice.”

Enter amount of invoice

Verify all totals and information on invoice

Print invoice

Sign and have appropriate Intermediate Accountant approve

0. Follow instructions given to you to distribute invoice to correct people
1. Keep copy for file and give copy to collections personnel for correct
system part

Enter manual invoice in FAMIS FRS screen 610: Required fields
include:

Customer

Invoice

Billing Dept

Invoice Type

Due Date

SPR Project

Sponsors Bill Seq

RRO©oOo NGO~ wNE

12.

@rooo0ow

Le 1 - Famis (tammyvs1.tamu.edu il
Eile Edit Iransfer Foprs Options Tools View Window Help
T 0 TR e R B[R] A A A gk b b

FO020 Please enter transaction

610 Invoice Create 02,/04/13 14:46

COTTON INCORPORATED

Customer:

Information

Invoice:

* —— override Bill to

Batch: A

158329.69
PF4===PF5=m=PF6===PF7?===PF8===

nount:

Fy 2013 CC 06

Informatior

SRS Accounts Receivable Desk Manual

Page 27



FAMIS Generated Invoices
Cost Reimbursable Invoices
Invoices that are billed based on actual expenses for a specific project. We will receive both “R” and “Z”
invoices on the first of the month. “R” invoices are posted to the sponsors AR account. “Z” invoices are not
posted to the sponsors account.
1. Verify on FSR screen 034 current expenses and cumulative expenses tie to what is printed on your
invoice.
2. Verify that there are still remaining funds to bill. If overspent contact the PA to let them know and DO
NOT send out the invoice until word from the PA.
3. Verify project billing date is still during the performance period of the project. If the project is over
contact the PA to verify if an extension is pending or if those charges are being expensed correctly.

4. Check in the award contract if you must use a sponsor template.

5. If the project has cost share, double check to see if cost share must be reported to the sponsor. Some
projects with cost share require a supplemental spreadsheet and others require it on the invoice.

6. Use SPR 137 to pull cost share amounts charged to a specific department.

7. Backup documentation may be required to send with your cost share as well. Pull that documentation to
send with the invoice or other supplemental pages.

% 1 - FAMIS (tammvsl tamu.edu) =[5 | [
File Edit Transfer Fonts Options Tools View Window Help

A=) N L O e = = R N e )

§2345 Select Requirement Account to proceed to screen 138
137 Cost Sharing Period Summary 02/04/13
FY 2013
Screen: Project: Period:

Period Begin Date: 06/01/2011 Period Total Required: 582,779.48
Period End Date: 05/31/2012 Period Total Actual: 38,115.05
Period Total Remaining: 554,664.43
Acct Total Total Total
Sel CC Account Account Description Required Actual Remaining

02 230010 60068 EQUIPMENT & SEED PROG 310,000.00 310, 000.00
02 230113 00000 YR1&2 EQUI FROM 46006 259,529.48 14,865.05 244,664.43
02 490000 60068 IDC 23,250.00 23,250.00

**% End of List #®*#*=x
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
Hmenu Help EHelp Next

8, Check in the award contract for requirements on back up documentation as well. Follow the instructions

carefully for that specific sponsor.
a. The Accounting Assistant can pull backup documentation for Aggiebuy, Concur, Imaging,
LaserFische, and On-base.
b. If for any reason documentation is not scanned contact the department for copies.
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c. When looking at the backup documentation for expenses billed to the project, make sure all are
allowable expenses. This is especially true for state and federal government contracts.

d. If there is a charge that is considered unallowable, forward the information to the PA to
determine how to handle.

e. Verify in the award contract where to send the invoice, how to send the invoice, and the number
of copies to send.

f. After numbers are verified and backup or cost share attached give to an Intermediate Accountant
to sign.

Fixed Price Invoices
Invoices that are billed per a specific schedule in the contract. The entire award amount is paid when the

contract states it is a fixed price project.

The PA typically sets up a schedule for fixed price contracts in SPR 117, based upon the sponsor’s schedule of
payments in the contract.
1. Verify on FRS screen 034 that there is no overbilling.
2. Ifitis overbilled contact the PA to verify why. The PA will instruct you what should be billed.
3. If the R invoice posted to the sponsor account and is incorrect, please see section “Adjustments to
Invoices.”
4. Verify in the contract to see if a deliverable or report is due with the invoice as well. If it is contact the
PA to receive a copy or to see if it has been submitted to the sponsor.
5. Verify in the award contract where to send the invoice, how to send the invoice, and the number of
copies to send.
6. Attach any report or other documentation required per award to the back of the invoice and give to an
intermediate accountant to approve and sign.

FAMIS “Z” No Post Invoices
“Z invoices are FAMIS generated invoices that DO NOT post to a sponsors account. Typically these are set up
on SPR screen 116 as cost-reimbursable. So when they print there are expenditures posted to the project and
cumulative totals. However, since we are not posting it to the sponsor account, no revenue is being recognized
and no bill is being sent to the sponsor for payment. “Z” invoices are informational invoices with actual costs
on them.
“Z” invoices are set up for various reasons:
1. If you have a cost reimbursable project that bills on installments or upfront payment, the “Z” Invoice is
used to track costs and make sure we are not going to owe sponsor money back if we don’t use all funds.
This is especially useful towards the end of a project.
2. Some cost reimbursable projects receive periodic payments automatically from a sponsor. The “Z”
Invoice is used as a reminder that we should have received an installment.
3. “Z” invoices can also be used to help track all costs to a project and make sure there are no overspent
items. Typically these projects are set up to print “Z” invoices on a quarterly or semiannual basis.
4. Some projects are set up to bill based on deliverables or reports. Many times the deliverables are not on
a set schedule. A “Z” Invoice prompts us to contact the PA to ask if a deliverable has been shipped or
done.
5. There are other projects set up to bill based on a fixed fee per task or report. The “Z” Invoice issued as a
tool to remind AR to contact the PA to see if items are finished and ready. This also helps maintain a
monitoring system for costs on these projects.

Processing “Z” Invoices

A. Verify the cumulative total against the cumulative expenses on FRS screen 034.

B. Verify period of performance per contract to make sure expenses are not being booked to a project that is
over.

C. Verify the project is not over budget. If the project is over budget notify the PA of the problem.
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D. File the “Z” Invoice in the folder once you verify all information you need.
E. If you find any problems with costs associated to a project contact the PA to correct the problems with the
department.

Mailing, Scanning and Filing Invoices

Mailing Invoices

This can be given to the student worker to do with very specific instructions. Each sponsor will have specific
instructions on mailing there invoices, whether electronically or US mail. Read invoicing instructions carefully
to see where the original signed copy should go, how many copies if any, and to who’s attention they should go
to.

Scanning Invoices

The following system parts are scanned into an imaging system:
99 — Research Foundation — On-Base

06 & 07 — AgriLife Research & Extension — LaserFische
20 — Vet School — LaserFische

23 — Health Science Center — LaserFische

Filing Invoices

Once the student workers mail and scan invoices, a copy of each invoice and its backup documentation is to be
filed in the appropriate project file. Each system part has its own set of files and the student worker will file in
the appropriate file cabinet. Accounting Assistant can assist with this.

Invoice Adjustment Requests
Accounts Receivable adjustments are prepared by the Accountant, accepted when approved by Business
Support Services Coordinator, Kay Leonard, and forwarded to Intermediate Accountant, Connie Currin. Connie
Currin will process adjustments in FAMIS.
When an invoice needs to be adjusted the following procedures must be followed. Reasons for adjustments
could include a need to cancel, adjust an invoice amount or revise a due date. Examples for adjustments could
include, but are not limited to the below:
e Cancelation of invoice:
o0 Invoice generated in error due to:
= Wrong billing method selected on SPR 116
= Prepayment of project after billing method set up in SPR
= Manuel invoice created prior to project being set up
0 Adjustment of Invoice Amount:
= Portion of Invoice has been disallowed and needs to be moved to disallowed expenses
= Portion of invoice is being retained by sponsor
e Revise Due Date:
o0 Invoice held awaiting technical report from Pl
o Invoice is final and being held to verify final expenses have been booked
0 Invoice has not actually been mailed due to departmental involvement in invoicing sponsor.
0 Sponsor disallowed expenses and asked for revised invoice
A full explanation of the need for adjustment must be submitted with the request. Requestor should complete a
‘Request for Action ” form. The PDF file is located at K:\Business Support Services\Accounts
Receivable\Forms AR Group. A copy of the original Invoice and revised invoice should be submitted with the
request.

Routing for Approval
1. Submit to Business Support Coordinator for approval.
2. Disapprovals will be returned to Requestor.
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3. Approved forms will be submitted to the designated Accountant assigned to this task for input into FAMIS.
4. Upon FAMIS entry, the designated Accountant will initial the form and return request to Requestor.
5. Scan or place original request with financial file.

Net Credit Invoices

As a rule, invoices with a net credit balance amount due are not mailed to the sponsor. They should be reviewed
by the Financial Accountant and noted to combine with the next invoice. The assumption is that together, the
two invoices will net to an amount due from the sponsor. If the credit invoice is the final invoice, a refund may
be due to the sponsor.

Credit balances on an account may be applied against outstanding charges that are due (i.e., monthly, quarterly,
etc.). On the Request for Action (RFA) form, ask to apply a credit balance against outstanding invoices. This
invoice adjustment should be prepared by the Accountant, accepted when approved by the Business Support
Services Coordinator, and forwarded to the Collections Accountant, who will process adjustments in FAMIS.

|_etter of Credit (LOC)

LETTER OF CREDIT PROCEDURES (LOC) - ACCOUNTS RECEIVABLE
Funds are requested on a weekly schedule based upon system member*. On assigned day for requesting funds,
the SRS accountant verifies the balance of the LOC group as follows:

e Verify previous request(s) has been received from deposits.

e Run FBAR 335 rt in Business Objects run from the website https://bi.tamus.edu/BOE/BI which is

accessed throug Single Sign On System.

Click on the “refresh” tab to ensure accuracy of data.

Click on the “run query” tab.

Save copy of report in excel format.

Verify projects have not been overspent by reviewing the” year to expenditures” column on the Business

Objects Report and the” year to date budget” column.

Review end dates of projects to determine if the funds are still eligible to request.

e |dentify Interim Funded Projects.

e Fill out request for funds form, omitting overspent, interim amounts and any past the end date to request
funds. The final date to request on projects is usually 90 days past the end date of project but be alert to
exceptions, especially projects which reach the 5 year appropriation mark in which all funds are cancelled
on the last day of the project. NSF and NIH have recently extended the final draw date to 120 days past the
end date.

After filling out the request for funds and attaching the Business Object Report, the request is signed by the
accountant and the request is sent for review and approval to the Business Support Services coordinator and the
Financial Analyst for Cash Management. Request is then sent to Cash Management.

Cash Management inputs the request for funds based on the information that is on the “request for funds” forms
into the appropriate request system and records the action on the form.

Cash Management will contact the accountant for any request problems. The accountant will review the request
and if the problem cannot be solved at that time, the funds will not be requested. The funds are received
between 1 and 2 days from the date the request was submitted in the appropriate sponsor website.

Upon receipt of completed request from deposits, retained copies are placed in the LOC file and/or financial
file.
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*Note: System member 08 using EPIK requested LOC funds on a monthly basis using EPIK reports until
conversion to FAMIS on September 1, 2015.

Collections

Purpose: Monitor accounts receivable on projects. Prompt follow up on all overdue invoices with sponsor is
expected.

Routine monthly activity:
e Aging Report by System Member prepared by accountant on the 7™ of every month, and made available
in the following file:
K:\Business Support Services\Accounts Receivable\Collections All\Collections - All System
Parts
e All correspondence with Sponsor is documented on Aging Report spreadsheet.
e Coordinator and accountant will review the aging report before distribution. On the 21* of every month,
the report is distributed to the system members’ collection contacts.
e Accounts Receivable Comparison Report is prepared by accountant, disbursed on the 15™ of every
month to the SRS Chief Operating Officer, and made available in the following file:
K:\Business Support Services\Accounts Receivable\Collections All\Collections — All
System Parts\Management Reports

Contacts to be made by collections staff:
e Contacts consist of emails and phone calls.
e Work with the PA and A/R staff via email to obtain contact information. If no response is received,
email them again (using the original email as a starting point) and copy the coordinator.
e |f sufficient contact and response is not made by email, communication by telephone should commence.

e If sponsor replies that payment has already been made, request a copy of the check or ACH information.
When received, contact SRS Cash Management to confirm receipt.

Activity Summary:
e When invoice becomes 30 days overdue:

o Follow up with A/R accountant for issues that may be affecting payment.

o If the invoice is not being held due to corrections or revisions, follow-up with sponsor by email.

o Copy the project administrator on all communications to sponsor.

e When invoice becomes 60 days overdue:

o Follow up with A/R accountant for issues that may be affecting payment.

o If the invoice is not being held due to corrections or revisions, continue follow-up with sponsor
on weekly basis by email. If no response is received after 2 email attempts, contact must be
made by phone.

o Confirm who the current project administrator is by reviewing Maestro.

0 Include the project administrator in the communications and ask permission to include the
principal investigator.

o0 Project administrator will communicate with C&G director on the applicability of halting work
and freezing expenses on project.

e When invoice becomes 90 days overdue:

o Follow up with A/R accountant for issues that may be affecting payment.

o If the invoice is not being held due to corrections or revisions, continue follow-up process with
sponsor on a weekly basis by email or phone.

SRS Accounts Receivable Desk Manual Page 32



o If aresolution for payment is not reached with sponsor, notify A/R coordinator by email with a
summary of account status. All previous communications to and from sponsor should be
attached.

0 AJ/R coordinator will notify system member, by email, of nonpayment. All previous
communications to and from sponsor (exclude internal emails) will be provided to system
member. Project administrator, principle investigator, BSS director and C&G director will be
copied on emails.

o System Member should advise coordinator on how to proceed with collection attempts.

o If work had not been halted and expenses frozen previously, it should be reviewed by the System
Member and C&G Director to determine if it is appropriate to do so.

Miscellaneous Issues to look for:

e Unpaid Invoices over 60 days old:

0 May not have been received by sponsor: Send email with invoice asking for status of payment.
Offer to assist with additional information.

o Delay in mailing the invoice from SRS while expenses are corrected: Due date of invoice needs
to be changed. Notify the appropriate A/R staff who will prepare Request for Action Form for
the coordinator’s review and approval.

e Short pay — only a partial payment received from the sponsor :

0 Review with AR staff or PA to determine if adjustments to invoice are due.

o Determine if payment is short due to a wiring fee being deducted from a foreign sponsor
payment; if so, check with the PA to see if project will allow for wire fees to be charged to the
project. If allowed, AR will prepare a journal entry to record the fee. If not allowed, contact the
PA for a departmental account to charge the wire fee to.

o If payment is short, and it has been determined that it is not due to a wire fee or other known
situation, contact the sponsor for information immediately.

e ACH payments — FULL tracking numbers and payment dates are sometime needed for payments made
but not posted to invoice.

0 Sponsor may not have sent payment to correct ACH account.

= Deposits will return the payment to sponsor. Deposits will notify Accounts Receivable
and sponsor that funds are being returned. Deposits will also provide sponsor with
correct banking information.

= A note should be made on collections worksheet that funds were returned due to incorrect
banking information. Sponsor should not be contacted about past due payment unless the
payment is not resent within 60 days.

Credit Risk Reports:

e Aging Report over 90 Days by Sponsor for all System Members is prepared by accountant, distributed
on the 21° of every month to the system members’ collection contacts, and made available in the
following file:

K:\Business Support Services\Accounts Receivable\Collections All\Collections — All

System Parts\Management Reports\Credit Risk Reports

Created from the monthly aged receivables report, including only invoices over 90 days past due,

with invoices current to 60 days past due removed

Comments regarding collection efforts transferred from aged receivables report

Delay codes populated on spreadsheet to easily identify potential credit risk sponsors

All invoices with a past due amount of $25.00 or less are removed

All invoices with retention amounts for projects that have ended are removed

All System Members (i.e. Texas A&M University, TAMUS) are removed

@]

O O0OO0O0Oo
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e The report is made available to SRS Contract Negotiators for their use.

e As the outstanding receivables drop off of the Credit Risk Report, the sponsors that continued non-
payment for extended periods or did not pay at all are added to the Permanent Credit Risk report, made
available in the following file:K:\Business Support Services\Accounts Receivable\Collections
All\Collections — All System Parts\Management Reports

Invoices with Financial Statements

Some sponsors require additional form(s) to be sent with invoices and will be stated in the agreement.
e Some private or foreign sponsors will require a financial report that lists all incurred expenses. These
Financial Reports will be sent either monthly, quarterly, annually or at the end of the contract.
e Most state and federal agencies do require financial statements to be sent with invoices.
o State agencies will require Financial Status Reports (FSRs) that list current and cumulative
expenditures. Some also require a State of Texas Purchase Voucher which is a request for payment.
o0 Federal agencies require a SF270 (Standard Form 270)-Request for Advance or Reimbursement
along with a SF425 (Standard Form 425) either quarterly or semiannually depending on the contract
terms.

Financial Status Reports (Sponsor requested financial statements, SF425, etc.)
Prepare sponsor requested financial statements (aka billing forms) and include with invoice as required by
contract and noted in billing folder or spreadsheet.

For FAMIS:

v Review Due/Overdue Report - For any that are due or overdue, prepare and submit required form, usually
SF425, as directed by contract (i.e. mailing, fax, email or online).

v Update FAMIS SPR screen 127 when report is completed.

v" File or scan the completed report into the billing folder.

If project has ended and appears to need a final:

Print billing history

Print balance (BAVL) screen (CHECK BALANCE)

Check for cost sharing and put total

Do final report or SF425 (if it is federal) and submit to sponsor

Print financial report and upload the report into Deliverables; Research; Project; Process; Deliverables;
Financial report.

AN NN

Contractor’s Release

After a project has reached its term date and the final invoice has been sent, sometimes sponsors will require a
Contractor’s Release Form. AR is responsible for verifying the total amount billed, paid and if there are
outstanding invoice(s) due. The Accountant should initial the area verified and return it to the Project
Administrator or Contracts &Grants director for signature.

Payment Identification

Identifying Payments
Notification of deposits or arrival of payment is sent to the primary reporting Accounts Receivable Accountant
(ARA). In order for SRS to be in compliance with system policy 21.01.02(4.2), ARA must identify payments
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immediately. ARA returns notification to Deposits with instructions indicating how payment is to be applied,
including clearly marking the system part.

Methods of Identification

When payment is not clearly and readily identifiable, due diligence must be done in trying to identify payment.
Some examples are below:

Search FAMIS screens

Search SPR Screens

Contact Company that funds were received from

If a state payment search https://ecpa.cpa.state.tx.us/vip/MainMenu.jsp

Search Proposal or Negotiation resources or contact Proposal or Negotiation departments to see if an award
for payment amount is in process.

As a last resort, pass the unidentified payment to a secondary ARA for confirmation that the payment cannot
be identified.

AN NN

<

Payments for Projects in Proposal or Negotiation Status

v Notify Deposits that funds are to be placed in holding account.

v' Clearly mark the payment with the account number and revenue code.

v" Make a copy of the payment and place in Suspense File.

v Notify appropriate system part accountant that a prepayment has arrived.

Unidentifiable Payments
v Secondary ARA will return any unidentified payments to the primary reporting ARA.

v ARA will return notification to Deposits clearly marked that payment cannot be identified. Please mark
notification with your name and date of return.

Closeouts

Closeout Instructions for entering notes in Maestro
After Log on to Maestro
Click: Administrator Tab
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You have items in your Project Tasks (9) that need your attention.

My Dashboard | 0 Version: 4.11.0
Administrator = D = Feedback
Institution Institution
Search asic Saved Search Search Institution v

latch @) Al Any

Institution Name  Contains - Country Equals - -
Institution Type  Equals - - State  Equals - -
Abbreviation  Starts with - Status  Equals - -
Parent Institution Hame Equals - Q

Search | Reset| Save..| AddFields ~
Action v View v Format - [ 4 | @ 5| | Ffivetach

Insttution Name Insttution Type Abbreviation Parent Insttution Name Country State
No data to display.

Columns Hidden s

Click: Project Search

© X | m project Search

/ffd_e?tl‘o You have items in your Project Tasks (9) that need your attention.

My Dashboard | Definiton | Proposal | Project Version: 4.11.0

Administr Fesdback
Project Search Project Search
Complance Search search sic|  Saved Search Project Admin Search +
: Action Search Match @ Al 0 Any
D Starts with - Pl Equals - Q,
Billing Project Contains - Negotiator Equals v Q,
Billing Project Status Equals ~ - Administrator Equals - Q,
ParentID Equals - Q, Personnel{Co-PL,Co-l) Equals - Q,
Lead Member Equals - - Proposal Number  Equals - Q,
Lead Organization Equals - Q Sponsor Award Nlumber Contains +
Sponsor  Equals - Q FCOI Disclosure Incomplete  Equals - -
Title Contains - Account Contains ~
Search E Save. || AddFiells -
Action » View » Format~ | Ff B R | P* ¢ & 5 | gfioetacn
D Lead Member Lead Organization LT TR AT Sponsor Pl Negotiator Administrator

Wember
No data to display.

Columns Hidden 46
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You can search two different ways.
First example is by Maestro ID
In ID drop down box choose Equals

~aestro

General

WyDashooard | Demmion |

Administrator 3 n
Project Search
Compliance Search
Defiverable Search
Action Search
Integrity Check Search

Researcher

Proposal |

Project

Project Search
Search

Match @ a1 0)

Billing Project

Billing Project Status
Parent ID

Lead Member

Lead Organization
Sponsor

Title

Action v View v

Format v

Equals
Equals
Equals
Equals
Equaks
Equals

Contains

D Lead Member

No data to display.

Columns Hidden 46

A e

m Project Search

You have items in your Project Tasks (9) that need your attention.

Operators for ID

Q

Q
Q

PO C
Administer For
Member

& | E | Hipetaon

Lead Organization Sponsor

Pl
Negotiator

Administrator
Personnel(Co-PI,Co-l)
Proposal Humber

Sponsor Award Humber
FCOI Disclosure Incomplete

Account

Wrap

Equals
Equals
Equals
Equals
Equals
Contains =
Equals

Contains.

Negotiator

Administrator

etiings |

s ovstam cor | aueknavisor [

me Kay Leonard | My

tember 30,

WVersion: 4.11.0

Feedback

Basic

Saved Search Project Admin Search v

PPPP

Search | Resel| Save. | AddFields v

maestro

General

My Dashboard | Definion | Proposal

Administral n

Project Search
Complance Search
Deliverable Search
Action Search
Integrity Check Search

Researcher

I | Project

Project Search

cnav_edt O - @ & X | m project Search

Enter Maestro ID in box located to the right of ID “Equals” box

You have items in your Project Tasks (9) that need your attention.

Search
Match @ Al D) Any m
ID  Equals
Billing Project Contains
Billing Project Status Equals - -
ParentID Equals - Q,
Lead Member Equals - -
Lead Organization Equals. - Q,
Sponsor Equals. - Q,
Title Contains -
Action + View v Format~ E EAHE | PY ¢ & ) & B | Efipetach
D Lead Member Lead Organization pET e Sponsor

No data to display.

Columns Hidden 46

Wember

=

Negotiator
Administrator
Persannel(Co-Pl,Co)
Proposal Humber

‘Sponsor Award Number
FCOI Disclosure Incomplete

Account

Wrap

Equals
Equals
Equals
Equals
Equals
Contains ¥
Equals

Contains

Negotiator

Administrator

nard | My Settngs | FAQ | Contact | Search | Abs

Version: 4.11.0

11409:33 AM COT | Quick Nay

Feedback

Saved Search Project Admin Search ¥

asic

PPPP

Search | Reset| Save. | AddFieds ~
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Click: Search

Frednack

Projeet Search
Comphance Search
Dekverabis Search
Actron Search
Iekegety Check Search

Project Search

Search
Match @ ALD Any
[}
Billing Progect
Hilling Project Status
rarent In
Lead Member
Lend Grganization
Lrm—
Title

Action = View = Formal =

] Lead Member

Mo data 1o Sapiay.

| P

Lead Organizabon

Negotiator
- Adminiatrtnr
q, Peraomnel(Co-FLE-)

- Prapaas Humber
Q, spansar Award lumber

Q, FEOH Biacloaure Incomplete

Acount

c 4 X g B | s
Adminisier For

Pz Sesnsor e

Eauals

Equals

Contans v

™

Contains -

Megetitor

Pasic Saved Search Propcl Admin Search =

PPEP

Q.E’@‘m P

Agmnsirates

Projeet Search
Comphance Search
Dekverabis Search
Action Search
Iekegety Check Search

misestro tamus. edu.

Project Search
Search
Maen @ A1 Any
[}
Billing Progect
Hilling Project Status
rarent In
Lead Member
Lend Grganization
Lrm—

Title

Eguais
Ecaly
Eouals

Eruals

Eomais

Action » View +  Formal «

Lead Member

- "
- Negotiator
- - Administrntor
- Prragnnel|Co-FLC)
- - Propossl Number
- =% spansar Awnard Humber
- Q, FEOH Biacloaure Incomplete
- Asount
i P A ¢ T Hives
Lead Organizalion pameer PO Spommar A
Landacaps Archischure Usiveraty of Harwnd &1 Mnnan. Michnel Linses

fidbodoodu 3

Eauals

Contans v

™

Contains -

Megulialor
Marcie sy

Frednack

Pasic Saved Search Propcl Admin Search =

PPEP

Searen’| Reset | fave | Adafeds T

Adtmanislrator

Hatate Bmnaki
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FAMIS USERS
Second Example is by Billing Project (Billing Project = FAMIS account number)
In Billing Project drop down box choose: Equals

% | m project Search

Froloci Baarck Project Search

omphance Search .
Complance Searc Roarch Basc Saved Search  Propel Admin Search =
Deborabie Seacch
Aion Search Match @ 410 dny
Ietegeiy Cherk Search 5

i perators for Bliog Froject P tquss - 4
Billing P q% i Hegotistor  Eau i q,
Billing Project Statas  Eonn - - Adeministrator  Equne - Q
Parentin Equaks - q, PersonneiCo-Pl,Co-d) - =}
Lead Member  Enuals - - Propesal Number - a,
Lead Organization  Erunis - =Y Spensor Award Number -
= = FOO Dischumun e Incuenplete:
- Account -
Sonreh | Arset|| Save | Agdfeds
! Achon = View = Fomsl= Gl idnigd | PP A A @ B Bipetsn Wit
W © Lead Mameer Lead Orgenzaton famnmter PO sponser ] Tegotasee Aasaistrator
No dats to duciay
.
|
Coumes Hidden 46
|

In field next to Billing Project Equals, enter Billing Project Number

S R e et L U e

You have

Priject Sesrch Project Search
Compaance Senrch SR Easie Saved Search  Fropct Admin Search ¥
Deverstie Search
Auclin Search Mneh @ AF 0 Amy
Wtegray Check Search N Pty i Te = qQ
IRlling Project  Lounks Megotistor Louals - Q
Billing Project $atus  Equaks ol - Administrator  Eouals » =
Parend 1D Equsls - =% PersumnelCo PCol) Ewal Q,
Leadt Member  Fquni - d Propossl Numher  Eouals - aQ
Lead Organizatian  Equais - 9, Sponaar Awsrd Mumber  Contans e
Sponsor Equaks - =% FCO! Digcosure Incomplete  Ecuals - -
Trle Consms - Account  Contans -
Senich | Aeset | Seve || Addfeds =
Action = View v Forsed = Aoy | PR N ¢ B | [ipctacs
] Lead Mamtar Lrad Grganization eyt ” Heyotaior prs—

Mo data lo desplay
1

Coumns lidden 46

SRS Accounts Receivable Desk Manual Page 39



In Lead Member drop down box, choose: Equals
- - e .

You have items in your Project Tasks (9) that need your atiention,

Tl e Project Search
Complince Search
Oebverable Sxarch
| Acton Search Match & 2100 any
Ilegrey Check Search

Search Fane Saved Search Promet Agmn Search v

D S wm - M Epan - a
Bmng Project  Egeais = #3001 Megotiator  Eoual Q,
Bitng Project Status  Coush - - Administrator  £oualy - Q
ParentiD Equahs S P —— - ) PersosneiCoPLCod) Eoul - a
Lend Membe - - Prapossl Number - Q
Lend Organization__ " Q Spansar Award Mumber  Contue:
Q FCON Diacosure incomplete  Esuals - -
; Account  Contars -
i Search | Reset | Save. | AddFeis =
acton € d K| @ B | Hiomen
o0 e Spanaor Ll Negotitor Admtrator

In drop down box next to “Lead Member Equals” , select the member the project is assomated with.

Drvhnh-ﬂ! Project Search
bomplincs Sewrt i Search Basie Saved Search Fropct Adme Search =+
Debverabe Seaich
| acton Search Match @

Iesegrey Creck Searen

- Q
Billing Project  Eau - 00 Negotiator - Q
Bulling Project Statas Administratar - Q
Parent il Lau - Leadember PersonneliCo PCodl Lou - =%
Lead Member Eauem - - Propossl Number  Sxusis - Q
Load Organization  Eaush - a, Sponsar Avard Number  Cortars w
sponsor Lousn - Q, FCON Dhachonure Incomplete  Lous - -
Tale Corasns - Aceount Comana -
n Seacn | eser| Save | AsdFelis =
Acme = Vew = Formet= | o og B | Eiostecn Wrag
o Lead MemR e Lead Organc bl Sipessat ] Hagotatae Admeatse

Mo data b dmpiry

Click: Search
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ave jtems in your Project Tasks (3) that nead your attention

s e Project Search

ariaibints Search Basc| | faved Some Bt e =
Il Actn searen Match @ 410 any
ROk Ry Ehack Skarch 0 S win - M Egues - q
Billing Profect Fpeils - am30m legubiatur - a
Billing Project Status  Foeah - - Amisiats - =%
PasentiD  Lowals - aQ PersonnedCo-PLCo) Lous - 9
Lesd Member (ool » TaMNSC v Proposal Number  Louss - 1,
Lesd Organization  Eouais - a4 Sponsor Awerd Wumber  Conang
Sponsor Foul i =4 FCOH Disciosure ncomplete  £susi - -
Tile Cortan - Aeeounl  Corane -
i
Actoa v View = Format mifde PP WM @ B Home
o [reer— Lead Begestralion :m"’“"” Spanazr ] Negstaator Adriciabrator

o dat 1o dmply

You have items in yo

Project Search Project Search

Compaance Search Sy Gasic|  Saved Search Proc Admn Seach =
Dibvaratie Search
il Action Search Muten @ a1 Any
Ietogrty Chesk Searcn W0 Stars win - P Lol - %
Ditling Froject  Couss - 53001 Wegotiator  Eouals - Q,
Balling Projees Status  Fouals - - Administrater ok » Q
Parent i Fauas - > Personnei(Co-PLCod) Egub - 4,
Lead Member Fual - TAUNEE - Propesst Number  Exal - q,
Lead Organization  Exuns - q Sponanr Award Bumber Conties v
Lpomnor  Funb - =% FOO Disclonmrn Incomplele  Foub
Tithe  Contans - Accwant Conlsrs

-@ Aeset | Save | asgrews v

Aden v View - Formaiy | EHHGEE | PP E W B @ B Hiows
Agrmanigter For

= Loasd Hemtoer Lead Orpanizaten gmber Spemsor L] Heegutaiar Ademntater
TAMHEC Marnnial Pathegrneai. Teuns ARM Uriversty . Com.  Julan | ekawkr Lina Wnimen Wietoein Heary
.

EPIK USERS
Second Example is by Account (Account = Epik Project number)
In Billing Project drop down box choose: Contains
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Tl it Ve

m Prjout Sew 3
¢ @ [ ; 1 et at . ¢ | @ soope A d A=

8w vita T st | PEGASAS nema

/tﬁa‘ehﬁﬂo You have ilenes in yor Project Tasks (2) that mend yous i teotion s
| metencrar |

— Frojoct Search

FRngRInce S Search [ Saved Saaren et A seseen v
s Semcy
Ao Seen Matsn @ 51 Ay
ey Stk femn o = - n - @
Babng Progest = ageannr - a3,
Baling Progest Statws - - Adrarizzrstor - q
Patent 0 - % PersconmliCoLCon . 4
Ledd Mameas ¢ - - Propossl mner - 3,
Lesd Organizsten = A Spanter hward shmber
Iponser = 4 FEH Disckoaure In - -
L =
Sewvh | Reel | Save | AMFeo -
Awa- Vewo Fomele GG PO A K @ B Biomm
i LesiMMsee s Cgimbon oo " Mg p -

In field next to Account “Contains”, enter EPIK account number
file  Edit Yiew
M Project Search

& anm Seriro IBmAS RO M azsre Tares Wenay_axtz ; R ; ; @ H- coos P A BE P R =

B Most Visited T Mapstro PEGASAS Admin

You have items in your Project Tasks (2) that need your attention.

==

Project
Project Search Project Search
Complante Search Search Basic Saved Search Project Admin Search [«
Defverabie Search
Acton Seatch Match a3 sy
Filegrity Check Search o St - P q
Bifling Project - Hegatiator T Q
Biling Project Status - - Administrator  Ecuat Q,
Parent ID - Q Personnel{Co-Plcd) Q
Lead Mambar - - Propesal Number 94
Lead Grganization = Q Sponsor Award Number

i3 a4, FCOI Disclosurs Incomplate

it Account

Search | Reset | Sawe Add Fieds =

Action = View = Fommat » 2 P A N @ B Hpexn
40 Liead Memioer Lead Organgation Sponsor ] Tiegotiator Admnstrator

Mo data 1o display

Coumes Hosen 47

Click: Search
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TFile E4 View Higtory Bookm

M Project Search

€ am amusedy

&) Most Viited T Maettro PEGASAS Admin

You have items in your Project Tasks (2) that need your attent

Project

AR Project Search

Complarce Search Fr e
Deltverabie Search
Acton Search nMatcn @ A Ay
begrity Check Seath o - P Equas = A,
Billing Praject - Negotiator - =
Bamng Froject Status s - - Aominisirator Equss - Q
Parem D Equas L] - Fersonnel{Co-FiCod| Equas L -
Leac Member  Equas - - Proposal Number Eqas . Q
Laad Organization i - Y Sponsor Award Number O
Spontar - q FCOI Delosure eomplety & - =
Tithe > Account  © -
Search | Resel | Save Add Fields  »
Action = View = Formad = i PP ha N ¢ B Hown P
1 g LeadMember  Lead Crganzason Sponsar " Hegotaror Adminstrator
ci200010 TEES Eechicsl Engeesing  Depardment of Energy MiadenKapuevie  Colleen Berg Goynin Elison

Click: Maestro ID number or Epik Contract Tracking #
"Hle Edit View Figtoy " Bookiarks Took Help

m Progect Search o
('.H'" epikmaestroamusedu Maesto facesim temalld/ad 1 ctrl-state=xbphgbénk 48 afrc 8435744 LR 38 - O

) Most Visited T Magstro || PEGASAS Admin

You have items in your Project Tasks (2) that nead your attention.

-

sal Project

Project Search Project Search
Compiiance Search
Delveratie Search

Swarch Basc Saved Search  Projec] Adin Search =

Action Search Mateh @ AL Ay
Inteqriy Check Search 1D Starts with bl Pl Equas - LS
Billing Projact Corilars ‘- Hegotiater Equa's _‘ Q
Biling Project $1atus  Fquas - I Administrator  Equas = Q
Parentid Touas v Q Parsannel[Co-PlCad] Fouas :v' Q4
Lead Member Equats - [= Proposal Number Equas [= Q
Lead Organization  Fquas - Q Sponsor Award Number
Sponsor Equaks - =N FCOI Disclosura Incomplate - -
Tiie Contars '_; Account = Bero
Search || Resel  Save Add Fisids
Awn: Views Formeic Sy P b N @ B Hipetacn
Lead Membar Lead Organeation Spanaar P Meqotiaior Adminisirator
TEES  Energy Colkeen Borp Guynn Elan

Columns Hidden 47

For EPIK and FAMIS users
Click: Notes
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Yaiil hawa ftoms in your Prajoct Tasks [3) that need your &

Projeet

Parnos

PESHERAE] Sumery ety Check

Documests e .
Dimng Progect il 140 i
- NagetatonBlavew amert
i Mastor 10
P Camplance Statement i -

Proposal
Sganser Cantact
IegetitonFiavew sy

Projret licknarme
Start Date 2
End Bate

Lmad Crgarization
Admiinister Tar Org
Cont

Uogscasn i
¥ Adlmin Ofgarsisation Hiegotiation Rogaired
e iestrsment Type FEOH Reoauired
:::::“‘I“”i Function F Funding Type Cost
Sponscreme Corpus Chriss 760 Restricsed Tise [
L e Reatricted Sponmor
e Sponsor Award Number Clasaificd
FAIN Numser et Sharing Required
Prime Sponsor Subs Aecipent Friats
Pemiect Status
Frieme Award Number Financial Status
Absyact & Keywaed CFDA Mumber 52 Megutisior L
-« Control .
Tty Chick 8 Ademimistrator ¥
FCO Staten
Compiancy
Retatcnshn

AT gmBack Swve Canee
Aot Tral a -]

Agmmstrater Hslory

Iick: Add Note

maestro.tamus.edu/Maestro/faces/wenav_externalld/admin, 2 ~ & X | m Notes

File Edit View Favorites Jools Help
% @:Convert ~ [ Select
5% [ Outlook Web App &7]OMBUG i NCURA £ CPRIT Login M Maestro [ SRS 27550 [ TAMU () TAMUS ) Object Codes | &) Business Objects| 2] MD
DRSSl Velcome Diane Hassel | My Settings | FAQ | Cont

ptember 29, 2014 10:13 AM CDT | Quick Navi

My Dashboard | Definition | Proposal | ji
Administrator > Project > Project Search >

= Project Search

General Current ID (M1400782)

Personnel Short Title Sponsor Name Sponsor Award Number Pl Lead Organization Performance Period

Documents Integrated Partnership for Texas A&M University - 14-04 (1P20MD008690-01)  Julian Leibowitz TAMHSC - Microbial 25-Sep-2013 - 31-Mar-2014
Educatio Corpus Christi #760 Pathogenesis And

Billing Project Immunology
= Negotiation/Review

Pl Compliance Stat... Notes ' < Add Note ’;‘ Refresh + Mark All Read 7
Proposal Terri Roeseler &

Sponsear Gontact 8/25/14 Closeout section 6 completed and project terminated
Megotiation/Review... /25114 4
Modification Ginger Pierce @
- Execution AR ‘Sec 5 completed.
8122114 4
Anticipated Funding Brenda Schroeder @
Actions 07/30/14: Closeout section 4 completed
Terms & Conditions 713014
Deliverables 3 Betty Rabe &
A 7/30/14 closeout section 3 completed; no cs
Indirect Cost 7130114 4
Cost Sharing Terri Roeseler @
Report Codes 7/30/14 Closeout section 2 completed
Location 713014 &
Abstract & Keyword
= Control
Integrity Check <= Back
FCOI Status
Compliance
Relationship
Audit Trail
Administrator History
SPS Report
- Communication L
Notes
Admin Notes
Compliance Search e
#H100% -

IFpop up box, enter your notes, and click OK.
In this example “A/R Sec 5 completed” was entered.
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One of the following notes should also be made:
1. Folder in closeout drawer (If no outstanding invoices)
2. Folder to Collection Accountant (If there are outstanding invoices)

T . . . 5 TR OREREE..  EEEEEEEEE.. B e
* Bt

Your notes should display similar to the example below. Remember to note where the folder is now located.

e - T

Ble Ed Vew Fgvorites Jook Help
® @ Convert = [ Select

i [P Owtlook Weh App &) OMBUG L7 NCURA ] CPRIT Lagin 10 Marstrn [ 85 57550 [ TAMU &) TAMUS ] Object Codrs | ) Business Objects| 2] MD

=3 hetp://bi system tamus. edu/ A —ry
~maestro September 29, 20 1 Quick Navigation [
My d e [ Version' 4110
- Project Search =l [Netes <aBack
General | Current ID (M1400782)
Personnel Shert Title Sponsor Name Spensor Award Number Pl Lead O F Parlod
Docurments Integrated Pannership for Texas ABM University - 14-04 (1F20MD00BE90-01)  Juhian Leibowitz TAMHSC - Microbial 25-5ep-2013 - 31-Mar-2014
Billing Project Educato Corpus Chrest #7860 Pathogeneses And
Immunolodgy
Pl Compliance Stat... < Notes ok Add Note 2 Refresh  Mark All Read i g
Firopcsal Teri Rosseler ®
Sponsor Contact Ar2514 O sechon § compleled and project lerminated
Negobaton/Heview. .. ~
Modilication Gingar Piarce @
. Execution ( ! ﬁ'ﬁﬂ.;ﬁ compheted.
Anticipated Funding e &
s g frenda Sc hrlfndar - -
Terms & Condiions 7130114 o
Delverables b Detty Rabe & I »
Indireci Cosi 4 ;’Ir:?a‘ll']‘!‘f&'thhwul sechon 3 compleled, no cs
Cost Sharing Terri Roaseler ®
Report Codes. 113014 Closeoul sechon 2 complebed
Moo T304
Abstract & Keyword
= Control
Inteqrity Check < Back
FCOI Status
Complance
Relationship
Audit Trail
Adminiztrator Histary
BFE Heport
= Communicabon LY
Notes
Admin Notes
Compliance Search
1N -
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Final steps:
e Email closeouts that A/R section is complete and notes were made in Maestro.
e Complete proper section on closeout form located at:
K:\Closeout Processing\xxxxx-Closeouts Team Started Closing
e Copy the page A/R section is located on and file in project file.
e File can then be placed in “Closed” file drawer for the appropriate member or given to the Collection
Accountant
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