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Award Processing — Initiating Award Set-Up
Packages

Awards are received in various formats: emails, awards@tamus.edu and hard copies by mail.

Mail: Front Desk will date stamps awards and places in “Awards” box in mail room

CGST reviews award
Award is researched by looking into Maestro for proposal number if applicable or existing
project.

Determine if Award is:
New
Continuation
Correction
Extension
Increase

Interim Funding
Reduction
Release of Funds
Renewal
Revision
Supplement

If New Award:

1. K:\Contracts and Grants\Contracts & Grants Support Team\Award Logs (Ag and TEES have
their own logs)

Assigned new project No. “ Excel Spreadsheet” \

ottt s -~ - mmmrrmms—>"See Bottom of screen”
Pick Entity T% Click on the entity you need:

RF, TAMU, TAMUG, TTI, TAMU-Qatar, HSC, Tarleton,

Welch Foundation, Prairie View

Click on the “Entity” that the award applies to and assigned next available Project/account
number:
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After all research is completed, print all documents:
Setup package is started:

Search for Sponsor, PI, Proposal Number, Title, Maestro ID (M#), etc. to make sure record is
already in the system.

If a M# does not already exist in Maestro, then create a new M# by using one of the 2 methods:
If a proposal does not exist, use the Create New Record function. If proposal does not
currently exist, an internal proposal will be prepared and Contract Negotiator will input
Proposal number to link proposal to contract. Proposals-Create-Enter Proposal number.

If there is a proposal in Maestro, use the Create from Proposal button. The 'Create from
proposal’ function can only be used if the proposal is in one of the following statuses:
Awarded, Submitted to Sponsor, or Award Pending

Fields on the General Screen with an asterisk* will be entered. Such *fields include PI,
Function, Award Type, Lead Organization (System Member and PI's
department),Administrative Organization (SRS), Title, Sponsor, CFDA number (if federal) and
Negotiations Required. After the* or required fields are entered, click Save, then an M# will
populate.

Input Contract Negotiator and Project Administrator associated with the System Member and
Department.
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Go to the Negotiation Documents and upload the original contract, routing sheet and related
correspondence in the Other Related Documents section. When uploading, enter in the
appropriate document type (i.e. Contract, Correspondence, or Other) and document

== —

Adons Vwme  (® 4 . & | ESDmecn

Hites

Send a task to the appropriate contract negotiator or project administrator stating that they have

a contract for review.

- @ :
~Thaestro

If you upload a hard copy of the original document, give the hard copy document to a Negotiator
in a manila folder. On the Admin Notes Screen enter in a note/record that indicates hard copy

to CN and project number.

After all information is entered into Maestro:
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Prepare - Award routing Sheet — K:\Contracts and Grants\Contracts & Grants Support
Team\Forms - Originals

\

S beuitrg - Mt ew Shert Weraon - 712l Acrchat Pro: =l )
PO\t Vrm Wiedom 1y = T

At  ABEE|8PPLDES

AESTROD: M

Fill form out with all information on award.

1. Place all Documents in a manila folder.
2. Print a copy of Award and other document related to setup.

3. Place Routing Sheet on top of manila folder and all other item inside, (Award, budget, all
documents related to setup) rubber band package and distribute to Negotiator.

Deliverables Procedures

CGST will check the Deliverables Mailbox (SO SRS Deliverables deliverables@tamus.edu) in
Microsoft Outlook. CGST will determine how to process the emails. These emails include
various types of notices from sponsors, reports from Principle Investigators (Pl) and Project
Administrators (PA) and also forwarded messages from SRS resource email accounts, as well as
individuals from TAMUS members.

1. Emails that are titled with something other than OVERDUE can be deleted.
Examples: Final Project Report is NOW DUE for...
Annual Project Report is NOW DUE for...
Project Outcomes Report for the General Public is Now Due for...
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2. OVERDUE emails should be forwarded to the PA. CGST will search Maestro to find the
active PA for that award. After it has been emailed, move the email to the Completed
subfolder.

This is an example of an overdue email.
i R Drireabies - Completed [Ciri=t Z | FW: Final Project Report is OVERDUE for Award Number 1024390
= S0 SRS Awards

- Amange By Date

) Dateid Mat i SO5ES hwiai

4 IheingrwodhBlamu.cd | 3 50 585 Aveds

& 50 SRS iy Mon 7.58 &M

L Sent Remi 4 S0 585 Awaras Mon 799 &M
Tal Duteted Rems 7] comel Repoi 1or ive Ginisl P 9 h.gey [mailte:repesting hgo]
3 Nk EHAR ST R o R Sent: Thursday, August 06, 2013 1:04 AM

B et Report 15 VER A To: 50 GRS Awards; Fossett, Mark &
i Lonnetle Ray Mon 708 AM Subject: Final Projoct Report 15 OVERDUE for Award Number 1024390
4 Cutbor iy, Lonsens o

From: reperting

I riene Award Number:1024390
g VAN 4 Lastwesk Project Title:New Merhods for Studving Resdential Segregation
3 Sreenics, Low Frnm Report Type: Final Project Repont
Pl Ry rrded 1 ¥ ) PL:Mark Fossent
4 S0 [T Awardee:Texas A&M Research Foundation
+ 50505 Deiheernbics i Program Officer Name:Patricia White
#3 bo it g Program Officer Email-pwhite@nsf gov
=} Completed A 4 it Program Officer Phone Number:(703)202.8752
4[] Uplnaded 4 %0 SES Awardi Friag
b Lo Updates e Napn A ML The final project report for the award referenced above is now OVERDUE. Please login to
THES Chursnt Fo 5555 - y L ;
o 3 50585 i Reserch.£0v 10 prepare sad subist the final project repont a3 3600 &3 possible
LA Drsfis P A g e I : A TN
% ik hami N 5018 Avwsrc s (hinps: reponing research. gov fed Award [/ 1024 3900
Tal Deleted Rem: Peaject - - i -~ M 3 n o) 3
) ot N 50585 dwarcs Frias As siipulated in the applicable award rerms and condi [NSF Agancy Specific
@ Junk E-Ma = e Fiat Praject Rég kid Bt Roquiramants to the Research Terms and Conditions or other applicable terms named in the
4 Outbax [5 50 5 s That 1 | NSF award notice], the award referenced above requires the submission of a final project
S0 SRS fwvard Suspense | P Fimal Project Report i OVERDUE for Awerd Mymber 1. 1 repon within 90 days following the expiration date of the award, or as required by the
S0/SRS Awards 3 50 SRS At Thus program solicitation
S 50 58S Bwads Thuds Please note that interim reports do not qualify as final reports and do not fulfill the final report
Gl S submission requirement,
& 50 SRS Avewich ThuR®
;u s;m a e MR _'" - : Failure te submit timely reperts will delay NSF review and processing of pending proposals
ni g Thubg 5 A b N x:
i Yot Py i BEAe for all identified PIs and coPls on this award.
3 50 SRS A Thu B8
] Maait oy i . Please DO NOT REPLY TO THIS MESSAGE. This e-mail was sent from an address that
- 4 90 A Weads? cannol aceept incoming e-mail 1f you have any questions about this project repont, contact the
i} Catemdar F: HHATP Firl Fesarial Program Offices listed above
o) Frabarte 4R A Wed A7

To find the correct PA use the award number at the top of the email. Copy that number and
paste it to the Sponsor Award Number area in the Project Search page in Maestro. After
Searching, the award should appear with various information as shown below:

Project Search Project Search

Complance Search Search Basic Saved Search  Sromct Adme Seacct [x)
Debierazie Searce
Agtion Searcn Mateh & AT Aoy
Intagriy Check Samrch 10 sauns win = Negetistor  Louss = Q
Tt Lt Balling Project  Contnny = Afeministratoe  Fquss - 9
Uitling Fropect Status  Lowiis |- - PerscnnaliCo-PLGe)  Lou e
ParemtiD Ezuss - Q, Propossl Number £ou
Laad Member  Loual - - Sponscr Award Number  Costans [w| 1024550
Lesd Organization £z - =Y FOOH Dinciosure Incompiete <
Sponsor & = A4 Aegount
Tale Contues -
L - L
Semich | Resel | Save | Acdfeis v
Ao s (v o= | el bl e 0ot b [ | D

Crasted On o navuneni Trge  Lead Uerter Lead Urjanaation Sgorar L] Negenston Adminalralor o LT ind Dute Manter O
02012 uneay Brard TAMRF TermuSecisiogy Mational Scienee Feundation  Mark Fonselt Aemnds lheann ADecT812

Once the active PA is determined, forward the email and include the Maesto ID number. The
email is then moved to the Completed subfolder.

Emails with or without reports attached are converted to PDF format and then uploaded in
Maestro.
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Below is an email with the report attached. Convert to PDF by choosing Adobe PDF as shown
by arrow.

= 3 iverable forIdaho £ essage
. a8 . | Deliverable for Idaho MM, (HTML) i =
Message 2?7
; ‘% £, Meeting (23 Move to: 2 To Manager 53 [ Rules - P '?? a%) # Find ©
£ Team E-mail & Done -l ] oneNote J —‘D 2y Related ~ A
Delete Re I Re ly Forward i Move Mark Categorize Follow = Translate Zoom
& Junk - LS 3 More ™ |2 peply & Delete 7 Create New = T B Adions~ | Umeead o e T Iy select v
Delete Respond Quick Steps Move Tags Editing Zoom
From: Johnson, Natiie D. Sent: Fri11/21/2014 10:35 AM
To: 50 SRS Deliverables
Ca

Subject: FW: Final Deliverable for Idaho MMAS

| Message | TAIFINALTID Report_111314.pdf 3 M)
------- S R RO T O S I S B S RO A R I SR IS RN IR (- |
lease upload to 12-602931 / M1400911

From: Malnar, Justin [mailto:J-Malnar@TTIMAIL. TAMU.EDU]
Sent: Thursday, November 20, 2014 1:53 PM

To: Johnson, Natilie D.

Subject: Fw: Final Deliverable for Idaho MMAS

Final report for 12-602331
Please let me know if you have any questions or if | can assist with anything else.

Thanks,
Justin

From: Highsmith, Meredith

Sent: Thursday, November 20, 2014 10:04 AM
To: Malnar, Justin

Subject: Final Deliverable for Idaho MMAS

When saving to PDF, name the report using this format:
System Member—Account Number Type of Report
Types of Reports:
M- Monthly Progress
Q- Quarterly Technical
P- Progress
SA- Semi-Annual Technical
AT- Annual Technical
Al- Annual Invention
FT- Final Technical
FI- Final Invention
O- Other
For example, this report would be 12-602931 FT

If the account number or report type cannot be found, open the report to try to find something
that can be searched for in Maestro. If unable to find the information, email the PA for
information.

After saving document upload to Maestro Deliverables section, explained in Section 4 a. Once
uploaded and viewing email it is possible to choose the pdf. in the email and view the report.

Below is an email without a report attached. The email is confirmation from the sponsor.
Convert to PDF by choosing Adobe PDF as shown by arrow. After saving document, upload to
Maestro deliverables section, explained in Section 4 a.
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—ﬁj —49‘ i} [l Meeting (23 Move to: ? 2 To Manager 53 5 Rules - » HE a%) &4 Find ©

- (4 Team E-mail + Done . N onenate v b Related -

~+ Delete Reply Reply Forward i - . Maove Mark Categorize Follow Translate Zoom
& Junk Al BMare i Reply & Delete 7 Create New = - [ Actions = | Unread z ” [ select~

Delete Respond Quick Steps Fl Move Tags Fl Editing Zoom

@ Follow up. Completed on Wednesday, November 19, 2014,
From: dgarriso@nsf.gov Sent: Wed 11/19/2014 10:03 AM
Ta: 50 SRS Awards; gjackson@tamu.edu
Co
Subject: Project Report for Award 1D 0927863 M1000024 PI George Jackson 99-4268310000
T R W R I R RO R SR B S R S R AR R SN SRR IR R, 7|

The Final Report for award 0927863 has been approved by David L. Gamison on 11/19/2014.

3. Uploading emails in Maestro.

Log in to Maestro. Choose Administrator tab then Project tab.
Next enter in the sponsor award number shown by arrow below, search and award should appear.

_ 5 =
; =

Project Seacch
€ @ m bt edu Aa et " .1 tTod A5_ib copoBRIETTSIES = | Y1 ambaralen Al + R =
18 Most Vitibed & TAMU Systern [ Tamu [ Tasaus ses 7 55006 mssksTRo [l 7707 Westher.com ¥ KATE Bl Signin to Yahoo D] Dutlock Web fipp ™ Fedix Ship Manager - . | 50 Wb Accese | | FFI Portal - Login

~Thaestro

Prejact

Projact Search Project Search
Compliance Search Search Basic | Sawed Search s Praject Adrmin Search copy [
I]Hvﬂzlﬁesvmll:h Match @ Alle Ay
Action Search o m Equais = q
Inleggity Check Seare . i - St r
i Billing Projact Coeitains & N Administrator Wil = a,
Billing Froject Stams Equals =l - Personnel{Co-PLCo-1) - .
ParentID Fauals - Q Propaal Hunbrr Ed = 3
Lead Membar Equals - =l Sponser Award Number Contains =
Lead Organization Loquals - @ FCOI Disclosure Incomplete Cauals =] -
Sponsor Erquals - Q Aceount Contanes -
Tide Contains -
Pl Equals - 9
Search | Reset | Save Add Fields =
« Action- View- Formal- HlEEE P o M & B | HiDstach Wrag
D # Megolior  Adminisratar oo PRSI ANy SantDate  EndDale  LeadMember Sponsor Lead Orgariz

Next, open the award file in Maestro and go to the deliverables tab.

e [ e ey [t kT

b B e b n [ e L]

i - . o
e - e T o D s Tt
oy
e . B e
Yo - - Yo jua . e
e - . [aael =
e — et T e— S i L a8 g S
e o - - e P & o .3
vt —_—— o b e P S O i
-
r—y
e
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If there is an appropriate report already entered, select and upload document previously saved.
Sometime the report will need to be created before uploading the document.

After document is uploaded save and then choose ‘Completed’ under the “Status’ in ‘Deliverable
Details’ section. Save again.

[Ble Edn Yiew Wigtory | Bsimana  Tock el
0 Delvessbies # | e

Notes:

AgriLife Extension or AgriLife Research emails, after being uploaded in Maestro, will be
emailed to appropriate CGST personnel. The email/reports will then be scanned into LaserFiche.
The email/report is then moved to the Uploaded subfolder.

Procedures for Master Agreements

(Master, Non-Disclosure, Memorandum of Understanding, etc.
that does not include funding)

GCST searches Maestro to verify that a setup has not already been done for the Requested
Master Agreement.

If a setup has not been done in Maestro CGST will need to enter in the required fields on the
General Screen (those with an *), assign a number from the Master Agreement Log, enter the
appropriate Negotiator, upload the original agreement and forward the setup to the appropriate
negotiator.
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If the agreement has been set-up and the request is an amendment, CGST will do a modification
setup and forward to the appropriate negotiator.

When the setup has been returned to CGST, staff will verify that a Fully Executed Agreement
has been uploaded into Maestro, and the Master Agreement has been emailed to the PI and file
has been placed in file cabinet in CGST area.

Maestro Sponsor Set-up

TAMUS entities or personnel who request a new sponsor in Maestro need to fill out a Sponsor
Input/Change Request.

THE TEXAS A&M :
U R AV Sponsor Input/Change Request

Sponser Information

“Name World Organisation for Animal Health (OIE)
*Parent Name (if one exists)
*Sponsor | [JFederal [OState Oinstitutional
Type [Jagency
O cotegeiunivarsity
[Municipality / Local [Pnvate [MForeign
Govemment [[] Fed Funded Res Org Non Profit

iy sovemment
[ pistricts, Authorities

o
[ university Mon Profit
O inividual

[ university Profit

[ organization Proft

*Sponsor State | *Texas Agency Number (if State 1s TX) ‘
ContactName Ty o) Chaisemartin| Tile ‘m.,“-n.mm Logete ns Fuicatons egarinent
Email Add - - — - —
TALACEESS 1 d chaisemartin@oie.int or oie@oie.int
“Add
ress 12, rue de Prony

T - “State |

Y Paris Provincs
[ilg; Postal 75017 Country France
Teleph FAX

elephone 33(0)144 151888
“DUNS “TAX
Number Number

(ednw:enrg.“:swj

Requestor Information

“Requested By | Patt Junek Date 11/18/14
Email Address | pjunek@tamus.edu Telephone | §79-845-8668

* Indicates a Required Field

Fill the form and email it to: maestrosponsor@tamus edu _ If Tax Number includes SSN do not enter
Tax#, call Karen Vance at 979-847-7617

Contracts & Grants Support Team (CGST) will confirm in Maestro that the requested sponsor is
not already in Maestro and they will review and confirm the accuracy of the information on the
form. Then CGST personnel will log into Maestro and create the new sponsor record.
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Ble’ Edt View Mitory Beckmaris Tock Melp =T
B ™ Speener # | M Heme * | ™ Home # P Pertal L
€ & tamus.edis d B- P8 & & =
Gimnee sl A
[l atd Pramer
inastaton h At
Sgwmane 29 up
» Proget
Spensor State =
* Teans Agency §
O Sponsor ID
o4 wama Q
ouns s

General Indicator
e

Uaing PM5 FOO1 Regulation
Ol Required

Create Date 10

Create Uaee

e EHT R -a

BJIY 9§ ESES EE EE F8

Contacts

Actan - Vaw % ¢ Bl Blows
Coniact Hare entac Ty ciy Haten abe Prucecr PoslaiTp Code  Emal Phe

4 O Dasiel Chamsemar| Para Frmoce Ty o chameratn e § SHT) 1 4415 1988

Alan

Arton v View B ¢ [Hioeme

iame actve b

CGST will add in the contact information if it is provided:

il Bt Niew Higtony T éskmak ToalcT el (= O RS
'Jl'.l.ﬂ\pemm * | 10 Home * | Home x| i ol x| +

€ a 0 tmus.edu " < '®- 0 —

Sponsor Contact

rateusen e
Spomsor CONLICINMME [y [urigt Chaisamartn, fiasd e Indtant Message
.o Contact Type = inxtant Message 1
AddemRs. 13 e de instant Message 3
Address Other Contset
Address 3 PRONE 330} 144 151888
Aadress 4 Phome 2
Y pucy Phose 3
Frovince Fax
state > unL
MAtiON France umL 3
Emal g cnanemaiinGroe ol o seGoe nt i
Email 2 Pustalin Cote 7eai7
Email 3
Wotes | Fuu S Y A
BIU HWo& EEEE»
2 Back

CGST will then add the sponsor’s information to FAMIS on Screen 004:
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r;g 1 - FAMIS (tammvsl.tamu.edu)

[ | ) B

File Edit Transfer Fonts Options Tools View Window Help

O ES .. 9 l=g= 1= i R e

~ed modifications
A4 Sponsor M

Screen: I Sponsor:

- Mame:

> Agency Cd:

World Organisation for Animal Heal

Inactive: Added by: COMAZGF 11/
*o—-——- Contacts ----- *
Sel  Type Hame Title Phone
¥ Mo conta Julalgt=Ta ol &
Enter-PF1---PF2---PF3---PF4---P -PFE---PF7---PF8---PF9---PF108--PF11--PF12---
Hmenu Help EHelp ) Info
| (311 Sess-1/128194103.18 TAMTLE41 4/12

|

If the new sponsor is funding an award for TEES, the sponsor must also be added into EPIK.
The Maestro Sponsor will need to be populated in Maestro for 24 hours before it can be linked in

EPIK.

BES WP olamd R4 r B *?
=

Sponsor \‘.ﬂ.-oAH Name \‘.".-url\:l Qrganisation for Animal Health (OIE) CHANGE

l Status Sponsor Class |FR [Fareign

Maestro Sponsor Type |FR \Fure\gn

Maestro Parent ID | |

Maestro Sponsor ID |15511 \wnrlﬂ Organisation for Animal Health (OIE)

State Agency Num University ™

Conlacl|Dan|e\Cha\semamn E-Mail |\:I chaisemartin@oie.int
Title |
Additional Contact [ E-Mail |
Title |

Default Address Type Sequence Num ’— Tax Identification Number

Last Activity [20-NOV-2014 By |Karen L. Vance

Sequence Num ]T Address Type ’? Sponsor Address =
Address [12, rue de Prony City [Paris
state | Zip Code (75017
county [
Te\gg::ln; Area ’_ Nation ’? ’Francei
Number [ Ext| =]
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CGST will then send an email back to the requestor with the Sponsor ID Number.

Advanced Proofing Guidelines

Welcome Janelle Turner | My Settings | FAQ | Contact | 5|

March

My Dashboard | D ion | Proposal | Project | Project Reports
Administrator oject Search =
-
= Project Search m Summary Integrity Check
General 40150 =T
B " ID N14015%8 Title | LTREB: Social, Environmental, and Evolutionary Dynamics of
ersonnel Parent ID % Replicated Hybrid Zones in Swordtails (Teleostei: Xiphophorus) of
Documents Mexico's Sierra Madre Oriental
Biling Project Master 1D Q
= Negotiation/Review Pl Gil Rosenthal Short Title
Pl Compliance Statemen * Lead Organization | TaMU Biolooy Q Project Nickname
Proposal Administer for Org Q, “ Start Date | 01Apr2014 &
Sponsor Contact cent -Apr-e 0
- enter 2040
Hegotiation/Review Hist | = % End Date | 34_1ar-2019 E“Ll)
Modification * Admin Organization | 5pg = * Negotiation Required i [
= Execution *Instrument Type | Grant |Z| * FCOI Required | yeg |z|
Anticipated Funding  Function
Actions K Research E * Funding Type | Cost Reimbursable |z|
Terms & Conditions * Sponsor Hame | national Science Foundation Q Restricted Title [
Deliverables Federal | Federal Restricted Sponsor |:|
Indirect Cost Sponsor Award Number | 05 1354172 Classified []
Cost Sharing FAIN Number Cost Sharing Required []
Report Codes
Location Prime Sponsor % Sub Racip.\ent Exists []
Abstract & Keyword Prime Award Number Project Status |Z|
= Control CFDA Number [ 47072 % Financial Status |Z|
Integrity Check Negotiator %
FCOI Status X
Complance Administrator | Janelle Turner Q
Relationship
p et Tem i N Audt Tral s Rack [

Lead Organization

The Department that the P1 submitted the proposal under and identifies the TAMUS Member.
Pls can have multiple adlocs — check this. Click on magnifying glass and search for Lead
Organization by entering your preferred search field (Abbreviation, Name, or Member), click
Search then select appropriate Member/Department and click OK.

Administer for Org
Only used when Research Foundation is administering an award for a system member. This
should represent the member and department.

Function
Pulled from the proposal and determined by the TAMUS Member. Most of the time this field
will be Research. Ag Extension is always Function 20.

Sponsor

Entity providing funds to a TAMUS Member or the third party to any Award Type. Click on
magnifying glass and search for Sponsor. Choose correct Sponsor for agreement and click OK. If
the Sponsor cannot be found in Maestro please complete the Maestro — New Sponsor Input
Request Form and email it to maestrosponsor@tamus.edu. If the Sponsor is a federal entity,
CFDA number is required to be filled in.

SRS Contracts & Grants Support Team Desk Manual Page 14



Sponsor Award Number
The number that the sponsors signed to the grant, agreement or contract.

FAIN Number
Provided from sponsor for subaward purposes.

Prime - If we are a Subrecipient, complete this section using the magnifying glass to search for
prime sponsor (original source of funds). CFDA number is required if the prime is a federal
award. Choose appropriate CFDA code for sponsor if prime agreement is contract. See Maestro
Subawards User Guide.

Prime Award Number —the number that is assigned to the Prime award

CFDA Number - Catalog of Federal Domestic Assistance (CFDA) (www.cfda.gov) assigned to
all government Grants. The Federal government does not assign CFDA numbers to direct
contracts (Prime or Sub). The TAMUS Members however wish to track all federal awards
(Grants, Agreements and Contracts) by CFDA number. Check with the Member for specific
CFDA assignment for federal direct contracts.

Title
The formal or long title of the Project

Start Date
Agreement Period of Performance Start Date

End Date
Agreement Period of Performance End Date

FCOI Disclosure Required
Checked by negotiator or project administrator if award is required to comply with TAMUS
FCOI procedures

Funding Type
How funding is to be billed, i.e. Fixed Price, Cost Reimbursable or Mixed. Will be defaulted to
Not Funded. Validate that it is not “not funded”.

Restricted Title
Click this box if we are prohibited from including title of TAMUS project reporting in statistics.
Also, click this box if the scope of work or any of the data is considered to be confidential.

Subrecipient Exists
If there is a Subaward check this box.

Project Status
The status of the entire project, i.e. Active, Closed. Should be active.

SRS Contracts & Grants Support Team Desk Manual Page 15
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Financial Status
The status of funding on the entire project.

Administrator
The current Project Administrator for this project. Ensure the correct PA is assigned.
Summary: Confirm all Data
The Summary tab on the general screen will provide an overview of project details. You will be
shown:
Total Awarded Amount
Total Anticipated Amount
e Fully Executed- Yes/No
e Current Period Start Date
e Current Period End Date
e Integrity Check Status
e Compliance Completed-Yes/No
e Billing Projects
o List of all Modifications and their current status
e List of all Actions

Integrity Check:

The Integrity Check tab will allow you to see any items that the integrity check function has
identified as errors or warnings. This is the same screen as you would bring up from the menu.
Refer to the Integrity Check definition for further details. If an error is found send it back to the
PA.

Personnel Screen

Propect Heports

" i g s

" Parzonnsl fnBack | gSme | g Ganesl

Genses « Cunent 1D (MOTO0] |

Personnel Short Trtke Spoawor Name Sponsce Award Number i Lead Organization ~ Pel rcmance Period |
araum "esten Resnarch st TTI akaam 1 T 04 - - 2

Uiling Praject
- NegotiasonRevew
i Compiance Stsmen | = Parsoane |
Proposal Ackon « Viewe [ g | &0 @ B | o
Sponsss Conlact
Megedationoeview Higtory| | P Hame Marrbar | Brgaricalon Rcie et (%)

evmatgalon Subnet for FCOI Bagin Date Fied Duake Holas Dol

Modification Ty 4, TAMRF ™ =i =/ o oo 1 S0 N, by el Bagest o Blle | 2 0oc 2005 L0 s B
Tatal Crea (%), 100.99]

;;;;;

Member
Should match the system that the award was issued to.

Organization
Should match the department of the investigator. System member will show if administrator
organization is Research Foundation.
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Project Documents Screen

L] Lead Drganization Pertormancs Paricd
Dakas Litne TAMAF - Th 2-Diec2006 « 30-Am-2014

FAspart Codes

Suppiiment

e Funding 525,000 Prepesal 13137

Final Documents - This section is used only for the final fully executed documents including
any modifications. Verify that the final document has all required signatures.

Initial Award Documents-This section will have all documents, correspondence and negotiator
notes dealing with the initial execution of the main award.

*Note- any documents moved forward from the previous negotiator module will appear here by
default.

Modification Related Documents—Any documents relating to a modification, such as the
partially executed document awarding the mod or negotiator notes should be uploaded under
each individual modification record. These documents will then pull into the main documents
screen.

Action Related Documents- Any PA notes or documents, such as important emails, can be
uploaded to the action they pertain to for backup. Any documents attached to an action will be
pulled through to the main documents page.

Document Types That May Be Uploaded

Correspondence

(Includes email from sponsor/sub, email from PI1, email from OTC, email from OGC). Upload as
1 pdf.

Approvals/Recommendations
e Department/College
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General Counsel
System Member
Sponsor

Work Offsite
Other

Modification Screen
The purpose of this screen is to enter and track Modifications for awards and subawards. The
CGST or SMG will create the modification records and enter the Type and Description. Also,
CGST or SMG will enter in any applicable Notes regarding this Modification and upload the
associated documents into Modification Document. The CGST or SMG will then send a Task to
the assigned negotiator or project administrator indicating a Modification is ready for their
review.

Mharch 18, 2014 0233 Pl COT

Frejoct Search Modification @bak  ZSwve |G Cancel
Genensl = Current 10 (MOTO0001)
byl Shon T Spanacr Name. Epetacr Award Numbsr ] Lead Urganization Parfoemance Period
Documents Aaghall lesearch Corceturn st rsearch bbb TIoon Dlalas L TALEF . Th 28-Dec. 2008 . 0-Jun 2014
Bl Proyect -
tegenaton ey
#1 Compiance Statement Mhaaificatio
Pregesal Acton = View - Format~ Bl Empg ¢ [ [fiDetsch
Toed Godthct s8q Type o Sponscr Award Humber St Propoesl Spontor
NSO a e e Supeement 20,1620 DTFHB1.07-H-0000% Agreerent Logged Westem Research insSiuie
N 2 Conbmuaion Interam Funang fx 23,000 B Fualy Executed wvestem Researcn insshute
~ Emeion 3 Conteuation e 1 TT00g grrement Loggea éetem Reseaich inwthiis
Aubcpote Ponirs st Hahier 4
Acton
Terms & Congetion
s Safack | oSwe | @ Canced
et Cont

¥ O Proposal | Projeet | Project Reperts
Project Search Modification Detail & Cancel
General Ll updatend on 1842014 by Jamels Tusne
Personnol +o/ Caarrmest D) [MOTDODD1]
Documents
s ke Sheant Titke Spomsor Name Sponscr Award Humbses L] Leand Crganization
A Asghall Research Consorium  Weslesn Ressarch insbiule IO Dialas Litte TAMRF - TH 2014
Hegeaaton e
Fi Compiance Stabement
Fropasal « Modificatian
Spanat Canmus Seq. 3 Sponaar Averd Number 771000
HrgetabonTiraen Hatory . A
T¥Pe Conbrumton = Proposal Q,
= Exmculion * Dascription [y Notity Pl
Apscpated Fundeg $POmIOr pepsem Research instmuse Q Megatiation Requined
Actoen .
Terms & Consitions
Devesatee:
Indrecl Cost
Cost Sharing
Report Codh
Lozation Modification History
ABsiract B Keyword —
b Acon = Vew- BEIE g [ [fioesas
Coetrol
| Sty Dute Cemment
Infegety Chec = I
FEO Bk Fuly Executed - 18-Mar.2014 14 4358 i)
Comgaance gresmant Logged - 3 [F3
Relatonshin Cobumns Hidden 4
At Trall
Aministrabor Mestory
SP% Rnport Dotument;
Communicaton =
T Ackion « View ¥ 4 % & B v N
Holes Decument Cecument Type Descripton Ugaated By Vi Restnchon Final
Audmn Notes. A
Hoteaton den  §
Comphance Search
Phosrntie Bhaury duback [ASwe A Cance

The Negotiator or Project Administrator will enter the Sponsor Award Number, Proposal, and
check the box if the Pl needs to be notified.

Seq
The number of the modification in chronological sequence as entered into Maestro.
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Type

The type of Modification:
Supplement - Additional funds without change in period of performance.
Continuation - Modification to add more time and money. A project approved for
multiple-year funding with funds committed one year at a time.
Extension - Additional period of time given to complete the work (no additional funds).
Reduction - Decrease in the amount funded.
Release of Funds - Modification to authorize expenditure of previously obligated funds.
Revision - Changes terms and conditions (scope of work, P1, CO changes, etc.).

Description
The Sponsor’s specific reference name for the modification, i.e. the Amendment number
(however, not necessarily in the same chronologic order as the Seq).

Sponsor Award Number
The Sponsor’s award number. If the Sponsor Award number changes from the original award
number enter the new number here. Do not change the award number on the General Screen.

Proposal
If a proposal was done for that specific modification, it can be connected here.

Terms and Conditions

When initially setting up the project, the terms and conditions should be established. Terms and
conditions can be added by using a template, a project with T&C previously established or by
individually choosing T&C from selections. New terms and conditions can be added or updated
as needed for project. Templates can be updated by a designated Template Administrator.

Terms and Conditions

This section is used to define the terms and conditions that apply to the project. Only Items with
a Value selected will appear on the SPS. Check that these are correct and that the correct
template was used. Be sure Terms and Conditions are marked on SPS.
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Action Button
Gives the three options to create Terms and Conditions. Also, there are buttons on the section
header that correspond to the Action button options.

Deliverables

The project deliverables screen was designed to track all project obligations. The PA will set all
known technical and financial deliverables at the beginning of the project. The system will track
if obligations have been met and send reminders to P1’s/Assistants about upcoming deliverables
that are due.

Welcome Janelle Turner | My Seftings | FAQ | Contact | Search | About | Logout

March 24, 2014 11:40 AM CDT

aaaaa

MyDashboard | Defiiton | Proposal | Project | Project Reports Version: 4.0.0

Administrator * Project * Project Search * Execution * Deliverables Feedback
- Project Search | Deliverables <@ Back

General «| Current ID (M1401598)

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

Documents LTREB: Social, Environmental, and  National Science Foundation 10S-1354172 Gil Rosenthal TAMU - Biology 01-Apr-2014 - 31-Mar-2019

Biling Project Evolut
Pl Compliance Statemen
Proposal ~| Deliverables Pending
SPonconConiact Action  View v | [ H3 el - Detach
Negotiation/Review Hist | = : e
Modification Category Type Frequency Status Final Due Date |Recipient Diz‘”'e”

= Execution Technical Report Technical Report Annual Pending 01-Feb-2019  National Science Foundat 01-Feb-2015
Anticipated Funding J  |Financial Report Final Invoice Final Pending National Science Foundat 30-Jun-2019
Actions M | Columns Hidden 21
Terms & Conditions
Deliverables
Indirect Cost
| Deliverables Completed
Cost Sharing
Report Codes Action v View - | {4 Detach
Location Recipient 4"
Catego: Type Frequen Status Final Due Date | Recipient
Abstract & Keyword oo s ‘ saueney | | ‘ " ‘D“E
- Control No data to display.

Integrity Check Columns Hidden 22
FCOI Status
Compliance 4SBack

Relationship

Category
This box will be auto-populated based on Deliverables Category.

Type
Use the search function to define what type of deliverable is required.

Frequency
How often will this report be due: Once, Monthly, Quarterly, Semi-Annual, Annual or Final.

Tracking
This field is required to drive tracking statuses, notifications and late reminders.

e Required-Status updates are required and notifications will be sent. Late Notices will go
out if not completed by the specified number of days. An entry will appear in the worklist
of the Responsible Person and Secondary Assistant 15 days prior to the required deadline.

e PA Tracking- No notifications will be sent but the Status is required to be changed to
complete.

e Notification Only- No late reminders will be sent and no status is required to be set to
complete.

Recipient Due Date
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When is this deliverable due.

Recipient
Sponsor will be entered by default but this field can be changed to reflect who will be receiving
the deliverable.

Responsible Person
The person that is responsible for completing the report. By default this will be the PI but another
person may be chosen with the search function. This person will receive all notifications.

Secondary Assistant
If someone else needs to be notified or will be submitting the deliverable, specify them here. If
the PI has specified a delegate, they will be auto-populated.

Reminder

These three numbers represent the number of days before the due date that the Pl and Secondary
Assistant will be notified. If left blank, no notifications will be sent. If the frequency is set to
final, then the three fields will auto-populate with 30-60-90 days.

Late Reminders
These three numbers represent the number of day after the due date that notices will be sent. At
each level, a higher authority is added. This is not auto populated.

Extension Pending
When checked, notifications will go out with a disclaimer that an extension is pending.

Auto Create New lteration
If marked yes, once an iteration due date has passed then a new one will be scheduled. This will
continue until the Final Due Date is reached.

Final Due Date
Used in combination with the Auto Create New lteration feature, the final date will discontinue
iteration creation. If an extension is processed, the final date will be updated.

Received Date
The date a specific deliverable was received.

Sent to Sponsor
The date the deliverable was sent to the sponsor.

Status
Status shows at what stage the deliverable is in.

e Pending- At 6 months prior to the due date, the status will automatically be changed to
pending.
e In Construction
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e Complete- Once the deliverable is submitted, the status has to be manually updated by
the PI or PA.

e Notified- If only a notification is required, the status will change when the notification is
sent.

Description
Short description of deliverable.

Deliverable Elements

Any elements that need to be included in the deliverable. If this should be included with each
iteration, then check box “Include In New lteration”. This will be included in the notification
sent to PI.

Notes
Internal notes only. Will not be sent in notification. If this should be included with each iteration,
then check box Include In New lIteration.

Documents
Deliverables can be uploaded here.

Reporting Codes — Verify codes are filled in.

Reporting codes are used for TAMU System Members’ reporting purposes, such as for the Texas
Coordinating Board Report and NSF Reports. If the record was created from the proposal, then
these codes will be automatically filled. If not, then the PI should provide the correct information
for the project administrator to complete this page.

Prepect Reportng Code
= Cormemt I (E1000SET] |

Shon T Sposaat ward Number L] Lead Crgansation Pertzimance Fered

Integrity Check

The Integrity Check screen will allow the Negotiator or Project Administrator to identify certain
problem areas of the project and will automatically run on a nightly basis. These will be
classified as Errors, which need actions taken immediately to correct, or Warnings, where there
are potential problems. Once the problem is corrected, the error is marked as Resolved. If the
problem has only been temporarily resolved or deemed unimportant, a Resolved Until date can
be added which will prompt the error to show again at said date.
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Currently the Integrity Check will be controlled by the following table:

MyDashboard | Defition | Proposal | Project | Project Reports

Administrator % Project % Project Search % Control % Integrity Check

- Project Search Integrity Check
General ~| Current 1D (M1401459)
persomel Short Title Spansor Name Sponsor Award Number P
Documents Identifying Risks for Pathogen Contamina Texas Vegetable Association Alejandro Castilo
Biling Project
= Negotiation/Review
Pl Compliance Statement ~| Integrity Check
Proposal - . s
] Action ~ View ~ | & Checkintegrity | &# Ep | i Detach
R Histor || TYRE |Description Status |Resolve Until |Notes Created On
Modification Biling project 504833 has not been transferred to FA Warning El 17-Mar-2014
= Execution Research Compliance expired/missing Human Subjects authorization does not existipending | Error = (e 17-Mar-2014
Anticipated Funding Research Compliance expired/missing Biohazards authorization does not existpending  [Error . 1w &y 17-Mar-2014
ST Indirect Cost End date The latest indirect cost end date does not match the | Warning El E“(_l) 17-Mar-2014
Terms & Conditions
Deliverables Indirect Cost Start date The earliest indirect cost start date does not match tl| Warning El E“(_l) 17-Mar-2014
Indirect Cost Columns Hidden 3
Cost Sharing
Report Codes
Location
Abstract & Keyword
= Control
Integrity Check 4
FCOI Status.
Compliance [
Dalstinnshin
CHECK Severity Description
Active sponsor Warning if sponsor on project, modification in negotiation, not completed
action, Is active
Negotiation/review status Warning for fully executed only, if all required statuses have been met

missing

LEAD org - PI’s organization Warning

don’t match

Inactive personnel Warning check status in BPP

Inactive responsible person, Warning check status in BPP for responsible person and secondary
assistance in scheduled deliverables

Compliance statement Warning check if Pl completed Compliance statement when needed

Account in deficit Warning Direct balance is in deficit

Research Compliance Error

expired/missing

FCOI Error Not all investigator disclosed their FCOI

Late deliverable Warning

Funding period dates Warning Minimum start date and maximum end date doesn’t match project
start/end date

IDC start / date Warning Minimum start date and maximum end date doesn’t match project
start/end date

Cost sharing is not set Warning Cost sharing Required is set to Y, but no cost sharing info was
entered for a project

Account does not exist Warning Account entered under Billing project is not setup in financial
system.

Billing project waiting for a Warning Not all billing projects are sent to FAMIS

transfer
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The Integrity Check function can be run at any time and should be run at the conclusion of any
award action. The list can be exported to Excel as needed. Until the automated alerts are
designed, the PA should run their integrity check search to obtain the list of pending issues.

FCOI Status Screen
] aes ‘ro March 24, 2014

aaaaa

MyDashboard | Defiiton | Proposal | Project | Project Reports

Administrator 3 Project * Project Search 3 Con I Status

- Project Search “ | |[FCOI status
General ~| Current ID (M1401598)
persomnel Short Title Sponsor Name Sponsor Award Number Pl Lead Organization Performance Period
Poossents LTREB: Social, Environmental, and  Radian Corporation 105-1354172 Gil Rosenthal TAMU - Biology 01-Apr-2014 - 31-War-2019
Biling Project Evolut
P Compliance Statemen .
Froposal
Sponser Contact Action v View « & & | Hfipetach
HegotiationReview Hst | = ||| o gtgator Training Annual Investigators Need COD | peview Status COI0's Decision
Disclosure Review
- Execution Gil Rosenthal Completed Yes No
Anticipated Funding | | Coumstisden 4
Actions. 1
Terms & Conditions
Deliverables ) COtOhcial
Indirect Cost Action ~ View ~ | @ | Ep | EfiDetach
E=IEEIE Member |coi0 |Email Address Work Phone
o Coue TAMU Carol Cantrel c-cantreli@tamu.edu 9798521472
(=i TAMU Lesa Feldnousen
Abstract & Keyword
- Control
Integrity Check
FCOI Status
Compliance
Relationship

This screen shows the FCOI status of all of the investigators on the FCOI List of Investigators.
The list of investigators should be added/corrected on the Personnel screen in order for them to
show here. It shows whether the investigator has completed their TrainTraq course and
disclosure form, if a significant financial interest (SFI), and if it is manageable. See the SRS
FCOI Policy for more details.

The screen also indicates who the System Member FCOI official is in case there are any
questions. You can highlight the individual in question and notify the COIl automatically that an
action is needed.

SPS Report

The Sponsored Project Summary will now be available at any time and anyone with access will
be able to view. The SPS will cover the following areas:

e General Award Information

e Administrative Organization
e Investigators

e Actions

e Indirect Costs

e Cost Sharing

e Subrecipients

e Deliverables

e Compliances

e Terms and Conditions

e Reporting Codes

e Active Account Numbers
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Maestro
Compare Contract and SPS report to data entered in Maestro in the following areas:

General Award Information

Pl / Lead Organization / Function / Instrument Type/ CFDA# /Title & Dates (s/b same as
contract)

Personnel

Pl Name + Member + Organization should match with the General Info screen / If PI Credit by
% is not filled pull up the proposal then enter the information from the Personnel screen, or
return to the PA to complete.

Active Account Numbers

New Billing Project# Os to back for 06 projects / Sponsor Name / Dates same as General screen /
Billing Project Accounts in Maestro should correspond with the Support Accounts in Famis
Proposal

All new projects should have a proposal. Modifications with additional funds may require
calculations if over 25% from the original amount return to the PA for review and/or to request
for a new proposal.

IDC Action

Check Rate / Frequency / Level / Calculate amount for accuracy - only applies if it’s obvious.
Tasks

In Modifications - when a completed task is sent to a Negotiator make sure the Negotiation Box
is marked.

FAMIS
SPR:

W% 1 - FAMIS (tammvsl.tamu.edu) =% EcR (>

File Edit Transfer Fonts Options Tools View Window Help

2 e mi e (A A& E Dkl bl

10729714 15:11
FY 2015 CC 0B

Leno_SANTTODY ONMD _DHYTAGOMTITODY STOMRODN ¥
USDA SANITARY AND PHYTOSANITARY STANDARDS COURSE CONVERSION

0000983 USDA-FOREIGN AGRICULTURAL SERVICE

(IR ALY B R RV

A
09/30/2014
12/31/2014

PO__

USDA

10/27/2014

(3 1 |Sess-1/128.194.10318 TAMT4831 412
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Check #111: Long Title / Sponsor & Award Number#/ Status/ Total Awards Amt / Dates/

Instrument Type / CFDA

i
®
£

W21 - FAMIS (tammvsl tamu.edu)
File Edit Transfer Fonts Options Tools View Window Help

2 e m =) (82| A A A B G5 o b |

10/29/14 15:13
FY 2015 CC 06
Screen: Project: USDA SANITARY AND PHYTOSANITARY STANDARD

112 Project General Information - Page 2

Research Administrator: 902007437 GRANGE, STRACIE L

TAMRF Number:
Prior System Project: M1500590

|
Indirect Cost: Rate: _10.00 Base: TDC Level: L2_ Justification:
Frequency: M Comment:

Taxation Code: _ Comment:
Equipment Title: Comment:

Security: Info Restrict: _ Mandatory Cost Share: ¥ Function:

Int Exempt: Int Exe Reason: __ System Member: B6 Off Campus:

Enter-PFl1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
Hmenu Help EHelp Next

(2|1  Sess-1 /12819410318 TAMT4831 10/49

Check #112: Base: TDC or MTDC / Level: (L3 is only for 0%) / Frequency: (N only for 0%) /
*Mandatory Cost Share if set to Y - (see next page) / Function and System Member: Function 15

= 06 Ag Research / Function 20 = 07 Ag Extension)

[o

W31 - FAMIS (tammvsl tamu.edu)
File Edit Transfer Fonts Options Tools View Window Help

i (O ES A A A B 5 gl v

11/06/14 10:12

130 Cost Sharing Period Maintenance
FY 2015 CC 06

Screen: Project: Period: Add Period: _

Begin Date: 09/30/2014
End date: 12/31/2014 Period Status: A

A Unrecovered Indirect Cost applied as Cost Sharing

Cost Sharing Required: 3219.00
Calculated with indirect Rate: 45.50_ Base: MTDC

# mmmm—m-——--—- Total Period Requirements - Display Only

Tot+ ol [Coact Choprina Docyyd o 2210 NN

Total Cost Sharing Actuals:
Total Remaining Requirement: 3,219.00

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

(241 |Sess-1/128.194.103.18 TAMT2016

@
£
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Cost Sharing Screen 130: When screen 112 is setto a “Y “ for Mandatory Cost Sharing the PA
will complete the C/S screen in Maestro then screen 130 will populate overnight into FAMIS, as
shown above. Also when an No Cost Extension has been approved the PA will update the end
date in Maestro for cost sharing and will continue with each NCE until the Total Cost Sharing
Actual has been met.

FRS:

I 1 - FAMIS ftammval tamuedu) = o |

File Edit Tramsfer Fonts Options Tools View Window Help

2o 0 PR $AAA St i W

FOO13 Please enter desired modifications
16 & 5 D co FSH 10/28/14 15:38
FY 2015 CC 086

USDA SANITARY AND PHYOSANITARY
Panel: 01 More >

KARTCH __JI0NRT A
Map Code: 50000 R

oup: RS

ov YM VM

G 1 Sess-l 12818410318 TAMT483L /5 3

Review 006: ABR Rules should not use 001 for Federals / Map Code & Reporting Group —
(example for Research & Extension Accounts: Map Code: 5000 = Federal & Reporting Group
=RF - Map Code: 40050 = Non-Fed & Reporting Group = RN) / Function / Primary Dept / Long
Title (fix the title when needed)

FOO013 Please enter desired modifications
oos g E— 10729714 15:40
FY 2015 CC 08

USDA SANITARY AND PHYOSANITARY SRS: Y

GRANGE. STACIE L

G 1 Sessel 128110318 TAMT4831 L7 ¥
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Review 008: Effort Category: DRES = 06 & DOSA = 07 / Interest Acct (sometimes entered on
screen 52 instead - see page 11) / AR Clerk CD / Title to Equip must be noted (example: No
Equip Budgeted or Vests with Member, or Sponsor) / Subcode Edits: in this case when code
8000 — 8999 is mark with an N

— this means no equipment was included in the budget (see next print)

WP 1 - FAMSS ftamerval famescdu] SR
File Edit Transfer Fonts Opticrs Tools Y Window  Help

o Wing
H, Welalu T Ot AKA Tt o

10 11/12/14 12:
DR SANITARY AND PHYOSANITARY FY 2015 CC

Month: November

: KORICH, JODI A
YTAN : ) F B I

50000 N NY

0001 Revenue Pool
+*+*+ Total Revenue

1000 A1l Expense Pool
1101 Salaries & Wages Poo 3740
1900 Benefits Pool 1070

8000 Capital
Total Direct Expense
# Partial Acct Total

1 Sessl 1329410318 TAMTETTL [

Review 034: Object Code 8000 - Capital Outlay Pool should not have a dollar amount if Edits
Low & High is marked with an N

W21 - FAMIS (tammvel tamu.edu) [E=H BB EC

File Edit Transfer Fonts Options Tools View Window Help

O ES (2 |82 A A o BT G gl el 1 | 2

FOO13 Please enter desired modifications
10/29/14 15:09
FY 2015 CC 06
USDA SANITARY AND PHYOSANITARY Y

USDA SANITARY AND PHYTOSANITARY

0000983 USDA-FOREIGN AGRICULTURAL SERVI
AG-7D09-P-14-0037 9957.00

ST

904009009 KORICH, JODI R

&1 |Sess-1/128.194.103.18 TAMT4831 141 L

Review 009: Total Awarded should match SPS & SPR & Screen 34/ Object codes: 0250 =
Federal only and 0255 = Non-Federal accounts / TE Certify set to Y for all Federal & State
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Award w/A-21 obligations (If multiple support accounts are needed the PA will enter the IDC
information on screen 52 and mark the TE Certify separately --- (PAs are not always consistent
on what screen the information is entered )

1 11/13/14 12:3
SANITARY AND PHYOSANITARY FY 2015 CC

Thru Month: November
1: KORICH, JODI A

VTAN H B C Z G ABF
50000 N N

0001 Revenue FPool
#x%% Total Revenue

1000 A1l Expense Pool

1101 Salaries & Wages Poo

1900 Benefits Pool

3000 Travel Pool

4000 Supplies Fool

5000 Other Expense Pool 4258

8000 Capital Outlay Pool

#xx Total Direct Expense 9068
*# Partial Acct Total 907~

G 1 Sessl L2BIMI0316 TAMTIS2? in

Change FY/PY/IN to Date: from FY to IN and hit Enter - now compare 0001 Revenue Pool
amount to the Total Awarded on screen 9 and screen 111 in SPR - totals should all match.

W 1 - FAMIS {tammvs].tamu.edu) E@

File Edit Transfer Fonts Options Tools View Window Help

B T E) 9t A AR A B D5 b 7

FO013 Please enter desired modifications

10/29/14 15:34
FY 2015 CC 06

USDA SANITARY AND PHYTOSANITARY
Y

KORICH, JoODI A
R

###% A1l fields entered on this screen override fields on the Parent SL ##=*

(21 Sess-1 12819410318 TAMT4831 13/54 i

Review 51: Depts/ IDC Info / Start & End dates / Long title - (Note: the long title is missing
some information, also notice the Expense Obj Code: 9630 is different from screen 9 —in this
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case only one S/A was added therefor codes should be the same. This is a Federal project and
9610 is the correct code. Notify PA to fix.

W% 1 - FAMIS (tammvsl.tamu.edu) [E=R[EcE =]

File Edit Transfer Fonts Options Tools View Window Help

i D ES B A A A S e

FB013 Please enter desired modifications
10/30/14 12:03
FY 2015 CC 06
USDA SANITARY AND PHYTOSANITARY
Y
GRANGE, STACIE L

904009009 KORICH, JODI A

*¥x All fields entered on this screen override fields on the Parent SL ##%=x

(/1 | Sess-1 12819410318 TAMTIT10 13/34 | ::

Review 52: Some of the same info from screen 8 and 9 can be entered on screen 52; for example
if the Interest Acct info is missing on screen 8 - check screen 52. Same applies to SubCode Edits
and TE Certify from screen 9. Some PAs will enter the information in both screens.... FYI: PAs
are not always consistent if only one S/A was setup then screen 8 is acceptable, but if more than
one S/A is added then screen 52 should be updated for each. Also note: equipment is exempt
from IDC and should not be coded as 8000-8999 if under $5000.

W 1 - FaMIS ramevs] tama.edu) [

ants  Options Tonls View Window  Help

bt A KA G e e

‘ool 10/29/14 18:C
SANITARY AND PHYOSANITARY FY 2015 CC G
Fiscal Year

October

0001 Revenue Pool
#k#% Total Revenue

1000 All Expense Pool
1101 Salaries & Wages Poo
1800 Benefits Pool

3000 Travel Pool

4000 Supplies Pool

5000 Other Expense Pool

BODOD Capital Outlay Pool
#** Total Direct Expense

#* Partial RAcct Total
. PES e

S4(1 [Sessl 12819410318 TAMT4EE] a2 |
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Screen 34 Print #1 & 2 - check that the Revenue dollars were added in screen 34. If not, notify
the PA --- this only happens when the PA enters the account number + the S/A on screen 10B.
The revenue dollar amount is dropped and so a separate entry is required. Hit enter to view the
bottom of the screen.

W% 1 - FAMIS (tammvsl tamu.edu) (E==ECR ==

File Edit Transfer Fonts Options Tools View Window Help
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9600 Indirect Cost Pool
###% Total Expenses

# Account Total
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Screen 34 Print #2 — Hit Enter from screen 34 to bring up this page: After the budget has been
entered for a NEW SETUP this screen should always show 0 (zeros) straight across the bottom
for Account Total (as seen above) — if you see a $ amount under the Budget column or PF6 it

could mean the PA did not load the budget correctly. Request the PA to review the account for

verification.

Remember:

Modifications

No proposal is required if supplement does not change scope of work, does not change period of
performance, and adds less than 25% of total award within an Action.

Extension of Time

Updates several areas in Maestro and FAMIS:
» Maestro: General Screen — Billing Project - Action — IDC - Cost Sharing (if required)
* FAMIS: SPR screen 111 - FRS: screens 9 + 51 (when multiply support accounts are
setup based on dates)

Signature and Suspense Procedures

1. CGST will receive a request from a Contract Negotiator or a Project Administrator like the
sample below in the Award Suspense Box.
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1. CGST will record the partially executed document onto spreadsheet.

Computer

(K:) Drive

Contracts & Grants

Contracts & Grants Support Team
Signature & Suspense Information
Suspense Reporting

mP o0 o

2. CGST will maintain a weekly status check on all existing pending documents.

a. If submitted via Standard Mail, FedEx or UPS a call is made to check on partially

executed document.

b. If submitted via electronically then an email is sent to the Sponsor for an update

of status.

c. Once the fully executed document is returned by the Sponsor CGST will mark it

completed in the spreadsheet.

d. Fully executed document then gets uploaded in MAESTRO in documents section.

@

Marked as fully executed in MAESTRO
f. Acting Project Administrator is tasked
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1 Suspense Reporting - Agriculture Programs
2
3 Sponsor Account D | Date SentVia | 1 Wk Status Date | Staff | Di /Date [Principal I g r
18 Texas Cattle Feeders Assoc 06-405957 || | | /28fa003 AC [1/28/1306
19 USDA-FAS M1302099 Agreement | 5/9/2013 |Hand carried AMA|5/5/1312 George McWharter -
20 DSHS M1301578 Amendment | 1 311/2013 [Hand carried 04/02/13 Carel Rice |
21 Howard G Buffet ion_|M1302927 Interim Funding Reques{ 6/13/2013 |Han¢¢anled 6/26/2013 David Lunt Il
22 East wildlife Foundation M1303216 reement 7/19/2013 _|Hand carried Bf6f2013 | armande Alonzo-Histo
23 USDA-APHIS M1200128 Article 23 &/6/2013 |Han¢amea 8/21/2013
24 Park Cities Quail |m1z03261 Contract 8/28/2013
5 TPWD M1201227 Amendment No 4 B/28/2013
26 USDA-National Institute of 79 No cost ext letter 8/14/2013 AMA [Already signed |Donna Martin
27 USDA-MIS Agreement 5/2/2013 RMA_|8/1/2003 12 Kevin Cummings
28 |Texas Parks & Wildlife payable RMA  8/13/2003J2  |Brett Collier
29 DOI-National Park Service Agreement 8/29/2013 gne
30 Texas ABM Agrilife Salary Enhancement
31 DSHS | Contract 8/16/2013 |Hand carried Carol Rice
32 USDA-NRCS-CESU Agreement 8/16/2013 |Hand carried 5/3/2013 Thomas Gerik
33 TCEQ Nod 8/21/2013 |Mand carried 8/28/2013
34 USDA-NRCS-CESU Notice of Grant &/20/2013 |Hand carried 8/28/2013
35 USDA-FAS Ememem 8/19/2013 _|Hand carried
36 Tx Dept of Family & | Contract 8212013 |Hm1anrltd 8/29/2013 £
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