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HOW TO REQUEST AN ADVANCE ON AN EXISTING AWARD

Award Modification Request

This guide shows how to create an Award Modification Request to request an advance on an existing
award and submit it for review. (Typically, the PI or Study Staff requests modifications. Anyone with an
Editor role on the award can do so).

To request an Advance on an Existing Award

1. From the Awards tab on the Grants page, open the award workspace that needs an advance.

2. From the award workspace, click Request Award Modification.

Dashboard Agreements Export Control Facilities

Funding Proposal It Reports Help Center

Qe

SS Advance for Existing Award Hemeae

Next Steps POPL: Biuce Locke Award Date:

. Specialist: Susanne Stamm Start Date: 712021
Designated Reviewer: Award Type: Award

Chemical Engineering Sponsor Award #: FDCF589
Inistrative Contact:
Direct Sponsor: Florida Department of Children
Prime Sponsor: U. S Admin for Children and Families

Current Total Project Period Commitment: $340,013
Current Total Award Amount To Date: 340,013
Team Disclosure Status ’

Terms And Conditions Awarded Funding Proposals:
D Name Principal Investigator Status.
G Set Award Relationships FPOD001472

S5 Advance for Existing Award Bruce Locke Awarded

On the “Request Details” smartform page, enter one of the following advance types in Q1:

e Advance of Time Only
e Advance of Funds & Time
e Advance of Funds Only

Date requested auto-populates with current date. Provide details in Q3 for the advance being
requested. The information required for approval is available in the “Award Modification Request
Quick Sheet” located on the RAMP Grants Help Center tab. Upload the required supporting
documents in Q4, then click “Finish.”
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« i
Creating New: Award Change Requesl{ Enter this information in Q3 as required for

Request Details the advance type being requested.

1. * Indicate the award modification type:e

Amount requested for advance:

2. Date requested:
411312021 =]

Advance period requested:

3.* Full description of requested changes:

Backing (Dept, Fund, & Project ID#):

Available Backing Funds:

4. Supporting documents:

. Existing advance? (Y/N):

Name
There are no items to display
- i 2 .
5. Specialist: Cost-share in proposal? (Y/N):
Susanne Stamm

3. From the modification request workspace, click Submit to Specialist. On the Submit to
Specialist form, include any additional optional comments, then click OK.

1 ANMRO00000801 ILYlsfitez Ty IR EN (TS
PET3  Advance of Time & Funds
Submitted By: ic Request Date: 1372021
Specialist: Susanne Stamm Award: SS Advance for Existing Award { 0000070401)
=) Submitto Specialist

No data to display.
A Copy
& Assign Submitter

> Log Comment

History Attachments

Submit to Specialist

1. Comments:

-

2. Supporting documents:

+ Add

Name
There are no items to display

The award modification request transitions to the Review state and appears in the assigned specialist’s
inbox.
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NOTE: The Specialist and the Submitter are the only personnel that receive notifications on an AMR.
Award Modification
Department Edits:

Study Staff (Pl/Dept Reps) will receive an email notification to reconcile the advance budget(s) and
request ancillary reviews for departmental approval (if applicable).

1. Click the link in the email notification to open the modification workspace.

NOTE: The award modification will not show up in the Pl or study staff’'s “My Inbox” on
the Dashboard. However, they can search for all modifications in “Draft” state on the

Award Modifications tab under the Award menu to see draft modifications to which they
have access.

2. On the award modification workspace, click the “Edit Award Modification” button.

BTN 100552_Locke_Advance [0000070401-1400005 RTETEN

Next Steps Parent Award: S5 Advance for Existing Award Effective Date:

EH Awward Modificaion Description: Advance of Time & Funds Specialist: Susanne Stamm

Designated Reviewer: Modification Type: NGA Revised

& Manage Ancillary Reviews R Reviewers Comespondence Funding Actions Terms And Conditions ChangeLog Reviewer Notes
£ Manage Tags

£ Send Email Activity Author ~ Activity Date

 Log Private Gomment =] Email Sent Stamm, Susanne 41132021 5:16 PM

Please reconcile the budget for this advance request
© Log Comment

Please request ancillary review(s) for required departmental approvals for this advance

3. Next, navigate to the “Budget Reconciliation” smartform page and click on the “Select the
Budget Allocation to display:” drop-down arrow to select the budget(s) to be reconciled.

= B \alidae 4§18 Compare <«
You Are Here: gl SS Advance for Exisling Award > i) 100552_Locke_Advance

Editing: 0000070401-MODOO1

1Gonfomsmeny Bprinv @ Help
Financial Setup

Award / Authorized Budget Reconciliation @

Award Modifications

Related ltems
Budgel Allocations All Allocations. Current Allocation

Total Sponsor Awarded to Date: € 5340013 Total Sponsor Awarded: €

Total Reconciled to Date: 5340013 Total Reconciled: 9

Completed Award

Diffe - 0
Modification ifference:

Difference: @

Select the Budget Allocation to display: @

None Selected v Start Date:

Select the Budget Allocation to display: €
Hone Selected v

b
Hone Selected

100552 214000 523

i basis
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4. In the adjustments column, insert the costs being requested for the advance until the Current
Allocation “Difference” equals $0, select the next budget in the “Select the Budget Allocation to
display” drop-down list to be reconciled. Once all the budget(s) have been reconciled, click “Save”
and “Exit.”

fise @ems € Award / Authorized Budget Reconciliation @ e B @

Award Modifications
Al Allocations Current Allocation
Financial Setup

Total Sponsor Awarded to Date: 0 Total Sponsor Awarded: 0 5629514

Related Hems
Total Reconciled to Date: Total Reconciled: o 5340013

Budget Allocations
Difference: Dierence: ) 5200501 I

Select the Budpet Allocation to display: e 100552214000523 v Start Date: 71/2021 End Date: 63012023

Completed Award
Modificztion
Budget Categories Rollup Adjustments Adjustments Active Allocation Total

Senior Personnel SRPERS 593499 i 593499
Other Personnel QOTPERS 587,500 t 587,500
Equipment EQUIP 550,000 t 550,000
Domesfic Trave! DOTRAY §12.000 §12.000
Forgign Travel FOTRAV 3 30
Tuifion TUmo 31114 3114
Supplies SUPL 525,000 525,000
Conkractual Senices CONSY 518,000 518,000
Patient Care Costs FCC
Subaward Direct < 525,000 SUB<2S
Subaward Direct > 525,000 SUB:25
Rent RENT
Other Expenses OTHER
Parfic. Support Tuition PTSTUTN
Partic. Support Sfipends PTSTIP
Partic. Support Trave! PTTRAY
Partic. Support Subsistence PTSUBS
Partic. Support Other FTOTHR
Faciifies and Adminisiration FACADM

Personnel Cost Share Only PERSON

Total 5340013 3340013

7 Included in Indirect basis
(SR EEEl  Continue 0
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Award Modifications Al Allocations Current Allocation

Financial Setup Total Sponsor Awarded to Date: 0 340013 Total ponsor Awerded: 0 s

Relaed ems Total Reconciled to Date: 520514 Tote Reconcied: €@ %629 514

Difference: 5289501 " .
Budget localions ; |Dn‘lerence.e 5 I

Select the Budget Allocation to display: §¢ 100552214000523 ¥

Start Date: 712021 End Date: 6302023

Completed Award

Hodiztin Budget Categories Baseline Rollup Adjustments Adjustments Active Allocation Total

Senior Personne SRPERS 393499 T 5§189.603
Other Personnel OTPERS 87500 t 177625
Equipment EQuIP 350000 350000
Domestic Travel DOTRAV $12000 S410
Foreign Travel FOTRAV 30 30
Tiion Tumo BIRIE §11.225 522339
Supplies SUPL 525000 325250 350250
Contraciual Sevices CONSV $18.000
Patient Garg Gosts FCG 50
Subaward Direct « 325,000 SUB<25 50
Subaward Direct » 525,000 SUB=23 50
Rent RENT 50
Ofher Expenses OTHER 30
Partic. Support Tuition PTSTUTH i)
Partic. Supporf Sfipends PTSTIP 30
Partic. Support Travel PTIRAV i)
Partic. Support Subsistence PTSUBS 30

Parc. Support Other PTOTHR 50

Facities and Adminisirafion FACADM

Persennel Cost Share Only PERSON

Total 5269501

7 Included in Indirec! basis
OBit @sae Cominue@

If the advance being requested is due to delay in receipt of the next increment of funding, skip to
the “Send Email” section on page 9.
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Request Ancillary Reviews, if applicable:

The Study Staff will request ancillary review(s) to obtain the required departmental approvals for the
advance being requested, if applicable. Department approval is not required for increemntally funded
continuation awards.

1. On the award modification workspace, click the “Manage Ancillary Reviews” activity.
. On the “Manage Ancillary Reviews” page, click the [+Add] button.

3. On the “Add Ancillary Review” page, to select a department to perform the ancillary review, start
typing the department ID in the Organization field and select from the list displayed, select
“Advance Account” for the review type, and “Yes” for response required. Enter the advance
request details as comments to provide sufficient information to the assigned ancillary reviewers
to make an informed decision regarding the advance request. Add any supporting documents,
then click “OK.”

You are returned to the “Manage Ancillary Reviews” page where the ancillary review is now
displayed, click “OK.”

@ Execute "Manage Ancillary Re

8 mpclkfsupravd.huronclig

Edit Award Modification

Identify each organ

Review Type O

& Manage Ancillary Reviews

There are no items

£# Manage Tags
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Add Ancillary Review

1. * Select either an organization or a person as reviewer:
Organization: | 227000

1.* Select either an orgar

Organization:
D = Organization Org Parent
Person:

Person: 227000 Matl High Magnetic Field Lab  Natl High Magnetic Field Lab

2. * Review type:

Advance Account v ‘
3. * Response required?
® o O Mo Clear

4. Comments:

5. Supporting documents:
+ Add

Name

There are no items to display

* Required m OK and Add Another m
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Manage Ancillary Reviews

1. Identify each organization or person who should provide additional review.

+ Add

_Flf;:;e“" Org Person Reqd Accepted Notified Comments Docs
Natl High

Ady: o
[ Update Egcsﬂrcn” PI:1 abgnetic Field yes
! a

NOTE: A notification is automatically sent to all individuals that have been assigned as an ancillary
reviewer for the organization selected.

NOTE: Departmental processes determine who in the list of ancillary reviewers must approve ancillary
reviews for that organization. To check to see if the ancillary review has been approved, on the award
modification workspace, click the “Reviewers” tab, the ancillary review is approved if the “Completed”
column indicates “yes.”

BTN 100552_Locke_Advance Modicaton

Next Steps Parent Award: SS Advance for Existing Award Effective Date:

Description: Advance of Time & Funds Specialist: Susanne Stamm
Edil Award Modificabion
Designated Reviewer:

Modification Type: NGA Revised

Printer Veersion Award Approver: Carrie Pittman

& Manage Ancillary Reviews Histary Revigwsr: Correspondence Funding Actions Terms And Conditions Change Log Reviewer Notes
£ Manage Tags

E3 Send Email Reviewers
# Log Private Comment

Designated Reviewer:
© Log Comment

Approver:

Carie Fittman

Ancillary Review

Review Type Organization Required Completed Accepted

Advance Account 214000 yes yes yes

NOTE: A notification is sent to the assigned Specialist when an ancillary review has been completed.
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Send Email:

To notify the assigned Specialist that department edits have been completed. A study staff member will
click the “Send Email” activity. On the “Send Email” pop-up page, the study staff member will enter an
email subject line in Q1, select Specialist and any other necessary recipients in Q2, complete the
required fields then click “OK.”

... > Grants > Electron-lon Collider Pra

Next Steps 2. * Select at least one group of recipients:

Edit Award Modification O All team members

O All editors
[ All readers

1. * Email subject line:

O Specialist
i Manage Ancillary Revie

£ Manage Tags Select any other recipient for this email: (Only editors and readers have access to the award modification )

B4 Send Email

. First N LastN
® | og Private Comment st Hame astiame

There are no items to display
O Log Comment

3. * Comments to be included in the email:

4. Supporting documents:
+ Add

Name

There are no items to display

NOTE: An email notification is sent to the assigned Specialist.
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