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Overview

Purpose

The purpose of this guide is to provide departmental administrators with instructions on how to process
New PTA Setup requests and Early/Extend PTA Setup requests initiated in SeRA via the Sponsored PTA
Manager module.

This document should be used in conjunction with the following User Guides:

e Oracle Guide to Setting up Projects, Tasks and Awards
All SeRA guides can be found on the DoResearch website at:

http://doresearch.stanford.edu/research-offices/sponsored-research-osr/stanford-electronic-research-
administration-sera/learn-about
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New PTA Setup Procedures

New Award Process

The New Award Process in SeRA will incorporate the New PTA Setup module during award entry. Upon
completion of the New Award process, an Award Approval Notification (AAN) will be sent to project
stakeholders. The Notice of Award (NOA) will not be sent out until the New PTA Setup transaction has
been completed. The NOA will now include PTA details.

A New PTA Setup transaction will be automatically generated as the final step of issuing a New Award in
SeRA. The basic process flow is depicted in the diagram below:
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Start PTA Setup Transaction

When a new Sponsored Project Award is processed by OSR or RMG, an Award Approval Notification
(AAN) will be sent to project stakeholders.

After the AAN is distributed, a New PTA Setup transaction is created and assigned to a department
administrator.

Use the following steps to start the “Prepare Account — Dept” task:

1. Access the PTA setup task via your email notification
a. Click on the link to the PTA Setup Task that is listed in the e-mail that was received (please
also be sure to check your Junk or Spam folder if you did not receive this)

OR

2. Access the PTA setup task via “My Dashboard”
a. Loginto the SeRA web portal at: https://sera.stanford.edu/

b. Select “Go to My Dashboard”, click on the Account Setup Intake queue, and click on the
blue transaction number in the Trans ID/PDRF# column.

Stanford Electronic Research Administration

My DASHBOARD

Initiate Mew Proposal
0OSR Proposal Intake
Account Setup Intake
Clinical Trials Intake
Create New Motification My Action Items

CT Motification Archive

Iy Pipeline Proposals Awards Clinical Trials Other Transactions

Click on Trans IDIPDRF# helow to apenyaur Action lterm

Other Agreements
Trans ID/

Action ltem Process Type SPO# Pl Sponsor Project Title
Reports PORF#
A . Praposal NCC by
Prepare Account-  Account Setup - University of California, N
FTAS40475 Dept EarlyExtend 110327 Barley, Stephen R Berkeley (UCALIF) Selenium--
PR539384
PTAS4047E Emﬂfzn d Account Setup - 110734 Perl Martin L University of California, Testing Maodule 3 PTA
A;"Ero"umen EarlyExtend &rl, Marin L Berkeley (UCALIF) Manager ‘PR540425
Frepare Account-  Account Setup - " University of Califarnia, PTA
PTASADATT ot Early/Extend firss  [Poi, e L Berkeley (UCALIF) managerPR540428
. . Testing GRANT in
PTAS39398 Ef;are’m””m ’é:ﬁﬁffg};gﬁ;”p 110335 Brendle, Simon ;Jaé'g)na' Science Foundation . rgyiig
pal PR539395
"h‘ PTAg3gaRn  FrERAreAccount-  Account Setup- 110511 Buckingham, University of Galifarnia, UATZ Demo
Cept e Bruce A, Berkeley (LCALIF) SPO-110511

Revised: 21-June-13



Review the New PTA Configuration

1. Review the information in the PTA Configuration tab for accuracy.

Stanford Electronic Research Administration

Dashhoard SPO #110511 (Segment 1)
Buckingharn, Bruce A Agreement Number: 1220-1 Sponsor: University of California, Berkeley
Transaction Chemical Engineering Agreement Type: Grant Prime Sponsor:
Project New Account Request PTA Transaction ID: PTA539360

Transaction Home
Agreerment Summary

Assigned to: Vizlastuez, Anabel
Status: Prepare Account- Dept

WIEIFDIIP Instructions
Wigw AAN
Wiew Award Budget Below is the recommended financial account PTA configuration. Please complete your task by navigating thraugh the tabs below and completing any necessary PTA andfor
view PTA Details budget setup information. NOTE: Award numbers in red are proposed award numbers only. These award numbers are subject fo change when they are created in Qracia.
¥iew PTA Budget Previous Comments -
Tam, Theresa tesnw&est 11-FEB-2013
Actions
&~
Return to O2R UADZP | wAAXW  Approval

Reassign Task
Award {UADZP) Sponsor

Unit Testing Dashboard Praject (TBO1)  UAT2 Demo : SPO-110511_52965 Man-Capital Add Task

Task10

Sponsar

2. If changes to the default Awards or Projects are required, you may send this PTA Setup Task
to OSR for corrections by selecting “Return to OSR” from the left hand menu.
3. You may send this PTA Setup Task to someone else by selecting “Reassign Task” from the

left hand menu.

Enter the Award Information

Each Award listed in the PTA Configuration will be assigned a separate tab. The following steps must be

completed for each Award tab.

1. Select the tab corresponding to your first Award.

PTA Configuration QAAFD Approval

Award (QAAFD)

Award Funding Amount $48,670.00

Award Full Hame SeRA Test Project for PTA Setup Module
Award Manager Davies, Philip A (pdavies)

Owning Organization

Projects and Tasks
Project (TBD) - NONCAF - SeRA Test Project for PT_34938

Project Budget
Project (TBD) - NONCAP - SeRA Test Project for PT_34938

Revised: 21-June-13

Edit Award h

Task 10 SPONSOR

Edit Budeget
Project Amount: $48,670.00
Amount Allocated: 0.00

Amount Remaining: 548 670.00



2. Click the “Edit Award” button and enter the information in the Award pop-up window.
Click “Save”.

Note: Fields marked with a red asterisk are required.

Note: See Appendix A for tips on using the search functionality indicated by:

TDAAR

" Award Funding Amount 10000
* Award Short Name (9022

" Award Full Name |Fresidential Young Investigator Award
"Award Manager |Fredendall, Judy (yf
" Owining Organization
" Award Status Active
Awvard A-Z Free Form Field

Award Level of Contral | -- Select Award [evel of Control - w
Auward Lewvel of Restriction | -- Select Award level of Restriction - w
Cancel ] [ Save ]

For SoM awards, there will be additional questions regarding communication charges:

DAFFW

* Award Funding Amount 316300
' Award Short Hame 111504

" Award Full Hame PR3244204 - Grant Build 40.2.29
" Award Manager Yeh, Yun-Ting (vtyeh)
" Dhwiniing Organization

" Award Status Active
Avegrd A-F Free Form Field

Avvard Level of Control | -- Select &vweard level of Contral - W

Avvard Level of Restriction | -- Select Awvard level of Restriction -- W

' 1s this award excluded from converged
communication charges?

Alternate &weard
Alternate Project | Select Project s
Alternate Task | Select Task

W

[ Cancel ][ Save ]
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3. Click the blue Project Name link and enter the information in the Project pop-up window.
Complete this step for ALL projects listed.

PTA Configuration I UADZP I WA AXW I Approval _

Award Funding Amount  $300,000.00 .f’
Award Full Name LIATZ Demo : SF'? a1
Award Manager Yelasguesz, [(anabel

Chwining Crganization WAEC-@&CS

Project (TBD ) - BOM - LIATZ Demo © SPO-110511_524965

Task 10 Spaonsor

Edit Project

* Amount Funding to this Project 548,670.00
* Project Name SeRA Test Project for PT_34938

* Project Description SeRA Test Project for PTA Setup Module_34938

* Principal Owner Davies, Philip A. (pdavies) a 8

* Project Manager Velasquez, Anabel (anabely) a

* Dwning organization QAUF-Biology a
Project A-Z Free Form Field
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4. Click the blue Task Number link and enter the information in the Task pop-up window.
Complete this step for all Tasks listed.

PTA Configuration UADZP [ WWAAXW I Approval _

Award Funding Amount $300,000.00

Award Full Name LIATZ Demo : SPO-110511 '(’
Award Manager Yelasguez, Anabellanabel) ,’f
Chwining Crganization WASC-Genetics &

Froject (TBD1) - NOMCAP - UATZ Demo : SPO-110511_52965

Task 10 Spaonsor

Note: You may change the task number at this point.

Edit Task

* Task Number (10 |
* Task Name |

* Long Task Name |LUAT2 Demo - SPO-110511 |

" Stant Date 04-FOV 2011
Completion Date
' Task Activity SPONSORED_RESEARCH
' Task OT Campus Mo

' Task Description

* Principal Owner Buckingham, Bruce A (bhendo)

* Task Manager

000
000

* Owining Organization
Task A-Z Free Form Field

Coes [SC apply? Mo
“Will sponsor pay ISC? Mo

[ Cancel J[ Save ]
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Enter Budget Information

A Project Budget section will be displayed for each Project listed under an Award tab.

Project Budget

Froject (TBOA) - MOMCAP - UAT2 Demo : SPO-110511 _52964 Edit Budget

Project Amount: F300,000.00
Amount Allocated: F0.00
Amount Remaining:  §300,000.00

The following steps must be completed for each Project Budget.

1. Click the “Edit Budget” button to navigate to the Project Budget screen. The Project Budget
Screen allows you to update the budget information by either Task or Expenditure Type.

Award and Project Budget

Award: UaADSP

Project: Project (TBEDY - MORCAP LATZ Demo: SPO-1104
Project Amount $300,000.00
Amount Allocated 0000
Amount Remaining $300,000.00

Budget by Task Budget by Expenditure Type

Activity: SPONSORED RESEARCH On Campus

Expenditure CategoryType + + Task 10 Task 998
& 50001 UNALLOCATED EXP $0.00 F0.00
& 51100 SALARY AND WAGES F0.00 F0.00
& 55201 MATERIALS SUPPLIES LAB F0.00 000
& 56300 INDIRECT COSTS F0.00 F0.00
& 57000 STUDENT AID M M

$0.00 $0.00

2. Enter the budget information for all Tasks/Expenditure Types by choosing the appropriate
tab and clicking the pencil icon.

e Project Budget Detail tab allows you to enter budget amounts by Expenditure Type
and Task

e Budget by Task tab allows you to enter the amounts for a specific task

e Budget by Expenditure Type tab allows you to enter the amounts for a specific
expenditure type
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3. If you need additional expenditure types, you can add them by clicking the plus sign next to

the “Expenditure Category/Type” heading.

Budget by Task Budget by Expenditure Type

Activity: SPGNSDRED_RWDH Campus

Expenditure Category/Type + ~ Task 10 1
& 850001 UMALLOCATED ExP F0.00
& 51100 SALARY AMD WAGES F0.00

a. If you know the expenditure code, you can simply enter it here. If you’re unsure,

use the standard search function to find the appropriate expenditure.

NEW EXPENDITURE CATEGORY/TYPE

Activity On Campus
Exp CatType

Cancel ][ Save ]

b. If an expenditure type is not available for you to add, you may return this
transaction to OSR, entering in the comments field what expenditure type is
needed. They will add it for you and return the transaction to you.

c. Once the budget information has been completed, click the “Return to Award
Details” button.

Budget by Task

Activity: SPONSORED _RESEARCH On C:
Expenditure Category/Type +
& 50001 UMALLOCATED EXP
& 51100 SALARY AND WAGES
& 52401 TREVEL
& 55201 MATERIALS SUPPLIES LAR
& 5EOO0 INDIRECT COSTS
& 57000 STUDEMT AID

Return to fward Details
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Add Tasks as Necessary

1. If you need to add additional tasks, e.g. for additional Pls, click the blue “Add Task” link.

QAAFD Approval

Award (QAAFO) Sponsor
Project (TBD)  SeRATest Project for PT_34938 Mon-Capital  Add Task h
Task 10 Sponsar

2. Select the Task Configuration Code, enter or modify the Task Number, and click “Add”.

* Task Configuration Code | - Select Task— |z|

* Task Number

Cancel Add

3. Enter the task information and click “Save”.
Note: You may change the task number here.

* Task Number 10
* Task Name Task #1
* Long Task Name SeRA Test Project for PTA Setu|
* Start Date01-JAN-2013
* Completion Date

* Task ActivitySPONSORED_RESEARCH
* Task Off Campusho

* Task Description Salary Task
* Principal Owner Davies, Philip A. (pdavies)
* Task Manager Davies, Philip A. (pdavies)
* Owning Organization QALF-Biology
Task A-Z Free Form Field

Does I1SC apply?MNo
* Will sponsor pay 15C?MNo

Cancel Save
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Approve PTA Setup

1. Select the Approval tab.
2. Add individuals who require FYI notification of the Notice of Award.
3. Select the appropriate Approval option.
If additional approvers are required, add those individuals by clicking the “Add
Approver” button.
e Please note: individuals must be granted access to approve PTA Setups for your Org
Code through Authority Manager before they will be displayed in the approvers list.
e *Departmental DFA’s: Please request access to your Department through Authority
Manager by submitting a HelpSU ticket to the SeRA Team. After access has been
granted, you will then have the discretion to add others as you deem necessary.
4. Select the checkbox for your approval.
Add any instructions or comments.
6. Optionally, you may click the “Check For Errors” button to ensure all required fields have
been completed.
7. Once all the information has been entered for this PTA Setup Task, click one of the following
conditionally displayed buttons:
a. If no additional approvers are required, click the “Send to OSR Accountant” button.
b. If additional approvers are required, click the “Route for Approvals” button.

PTA Configuration QAAFD O

FYI (optional)

y users that you would like copied on the Notice of Award when it is sent out.
‘Add FYl

Approvals

4

Who needs to approve this request?
& My organization requires my approval only.
@ My organization requires approvers in addition to me.

Add Approver

| have reviewed and approve the request to setup this financial account.
Approval date: 05-DEC-2012 08:00:50 AM

Instructions or Comments (optional})

Check For Errors ] l Route For Approvals
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Early/Extend PTA Setup Procedures

Early and Extend PTA requests are initiated by the same transaction type; SeRA will determine which
request is applicable.

Early PTA Requests

1. From the Project Summary Page, start an Early/ Extend PTA Request from the drop- down
menu under Start a Transaction.

Proposals Awards Other Transactions

ProJECT SUMMARY

Title: Addition of 1 OSF After Pl Approval (No other OSF)- Test Record

Keyword:
Start Date: 01/08/2012 Total Project Estimated Cost:
Funded To Date: Total Project Funded To Date:

SuBMITTED PROPOSALS PENDING AWARD
1-1
Proposal ID Deadline Date Proposal Type Start Date End Date Amount Requested Status
P1 Mew 01/08/2012 01/07/2014 3 1,012,650.00 Proposed/ Submitted

Transactions
Select a Transaction to see details or work on it

Assigned to Transaction Date Assigned Trans ID Status Last Action Date
Open:

Last Completed: Velasquez, Anabel 01/24/2013 Proposal - New PR540829 Approved 01/24/2013

Start a Transaction
Early/Extend PTA Reguest |z|

~Select Transaction--
Early/Extend PTA Request @

Project Log

2. Review the PTA Configuration tab. If itis incorrect, send the transaction to OSR, explaining
the required change to the PTA configuration in the comments.

O Compliance UAEWS Approval

Award (UAEWS) Sponsor
Project (TBD1)  Testing Selenium_229234 Mon-Capital  Add Task

Task 10 Sponsar
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3. Review the Award tab.
a. Click “Edit Award”

Award Project Task

Euarantee Account

uarantee Amount

lAward Full Name FProposal NCC by Selenium—-PR539384
lAward Manager Velasquez, Anabel{anabelv)

|[Owning Organization

\wward Start Date 05-JAN-2012

\wward End Date 05-APR-2012

Project (TED1) - NOMCAP - Proposal NCC by Seleni_80027
Task10 FProposal NCC by Sele Sponsaor

Task 20 IMulti F&4 Rate
Task 30 Farticipant Support
Task 40 Other
Project (TED2) - CAP - Proposal MCC by Seleni_80032
Task 4o Fabrication

b. Edit Award information as necessary, and click Save.

Edit Award ( ) x®

* Guarantee Amount |5E]UUU |

* Guarantee PTA  |sus5G-Prepaid Land Leases-Tr @ @ | 1063583-Prepaid Land Leases-Trf To End [=| | 1-Prepaid Land Leases- [

Award Project Task

* Award Short Name 110327 |

* Award Full Name |F'roposal MNCC by Selenium-PR539384

0 0
00

* Owning Organization |WﬁZE>Genetics
Pre-Award Date
* Start Date 05-JAN-2012
* End Date |05-APR-2012
Award A-Z Free Form Field | |

|
* Award Manager |‘u'elasquez, Anabel (anabelv) |
|

Award Level of Control | - Select Award level of Control —- E
Award Level of Restriction | - Select Award level of Restriction — |Z|
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4. Review Project Information

a. Click on the Project Name, which will open the Edit Project window.

PTA Configuration Compliance Approval

Award (UAEJF) - Sponsor

Edit Award

Guarantee Account Award Project Task

Guarantee Amount

Award Full Name FProposal MCC by Selenium—-PR5393584
Award Manager Velasquez, Anabel{anabelv)

Owning Organization

Award Start Date 05-JAN-2012

Award End Date 05-APR-2012
W

Froject (TED1) - MOMCAF - Propaosal NC@
Task10 Sponsaor
Task 20 IMulti F&4 Rate
Task 30 Participant Support
Task 40 Other

Project (TEDZ2) - CAP - Proposal MCC by Seleni_g0032
Task 4w Fabrication

b. Append to the Project Name; modify the Project Description, Principal Owner,
Project Manager, and Owning organization by entering details in each respective
field.

* Amount Funding to this Project 50.00
* Project Name |Proposal MCC by Seleni_80027

* Project Description |Proposal NCC by Selenium--PR538354_80027
* Principal Owner |Barley, Stephen R. (sbarley)
* Project Manager Velasquez, Anabel (anabelv)
* Owning organization

Project A-Z Free Form Field

Cancel Save

Note: See Appendix A for tips on using the search functionality indicated by:
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c. Click on the Task #, which will open the Edit Task window.
d. Update task information as required, and click Save.
Note: Fields marked with a red asterisk are required.

* Task Number 10
* Task Name Proposal NCC by Sele

* Long Task Name Froposal NCC by Selenium-FR

* Start Date 05-JAM-2012
Completion Date

* Task Activity SPONSORED_RESEARCH
* Task Off Campus Mo

* Task Description Anabel Velasquez
* Principal Owner [Velasquez, Anabel (anabelv)
* Task Manager |Velasquez, Anabel (anabelv)
* Owning Organization AAMS-President Office Misc Op

Task A-Z Free Form Field

Does ISC apply? Mo
* Will sponsor pay ISC? No

Cancel Save

-

(11

5. Add Tasks, as necessary (e.g. for an additional PI).

Compliance UAEWS Approval

Award (UAEWS) Sponsor

Project (TBD1)  Testing Selenium_229284 Non-Capital

Task 10 Sponsaor

a. Select Task Configuration Code and enter Task Number based on your department
protocols. Click Add.

Note: Choosing Existing is not supported at this time.

* New Task Flag @ pJew (O Existing

* Task Configuration Code | - Select Task— E

* Task Number

Cancel Add

6. Repeat Steps 3 - 5 for each award associated with this request.

7. Approve the request. See “Approve PTA Requests” on page 13.
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Extend PTA Requests

1. From the Project Summary Page, start an Early/ Extend PTA Request from the drop down

menu under Start a Transaction.

Proposals Awards

ProJECT SUMMARY

Title: Addition of 1 OSF After Pl Approval (No other OSF)- Test Record

Keyword:
Start Date: 01/08/2012
Funded To Date:

SuBMITTED PROPOSALS PENDING AWARD

Proposal ID Deadline Date Proposal Type

P1 Mew

Transactions
Select a Transaction to see details or work on it

Assigned to Transaction

Open:

Velasquez, Anabel 01/24/2013

Last Completed:

Start a Transaction
Early/Extend PTA Reguest |z|

-Select Transaction--
Early/Extend PTA Request
Project Log

«—

2. Review Request Details tab.

a. Click Edit Request Details.

Other Transactions

Total Project Estimated Cost:
Total Project Funded To Date:

1-1

Start Date End Date Amount Requested Status
01/08/2012 01/07/2014 5 1,012,650.00 Proposed/ Submitted
Date Assigned Trans ID Status Last Action Date

Proposal - New PR540829 Approved 01/24/2013

\) Compliance Approval

Guarantee Amount: 10000
Guarantee PTA: 1123578-800-XIABC

Selected Awards for this Request:
Mo Awards are selected for this request.

Edit Request Details

b. Edit Request Details as necessary.

Note: Fields marked with a red asterisk are required.

* Guarantee Amount |10000

like to continue spending against.

UAEHL 05-JAN-2014 to 05-APR-2014

* Guarantee Award KXIABC-Financed Egmt Fund * Project | 1123578-Fin‘cd Equip- Academic

[=] = Task |800-Fin'cd Equip-ACAD [+

Select Oracle Award(s) you would like to continue spending on: Active Oracle Awards associated with this SPO number are listed below. Please select the awards that you would

c. Select Oracle Award(s) you would like to continue spending on by checking
appropriate checkbox. Click Save.
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d. Request Details should now reflect Selected Award(s) for Extended Request.

Compliance Approval

Edit Request Details

Guarantee Amount: 10000
Guarantee PTA: 1123578-800-XI4BC

Selected Awards for this Request:
* UAEHL 05-JAN-2014 to 05-APR-2014

3. Read and review the Compliance tab. This will contain Compliance Protocols, if applicable.

Request Details Q Approval

Iffunding is not awarded or received from the prospective sponsar, or if expenditures posted to the early/extend PTA account are deemed unallowable, the Principal Investigator
authorizing the activation of the early/extend PTA account is financially responsible for expenses posted to the early/extend PTA account.

The Principal Investigator and department business or finance manager/administrator of the project cerifies that IRB andfor IACUC andfor SCRO protocols have been filed for
review and that no expenses related to human subjects and/or animal subjects research will be charged until IRB and/or IACUC and/or SCRO approvals have been obtained.

Compliance Information

4. Approve the request. See “Approve PTA Requests” on page 13.

NOTE: If you need to add tasks to an Extend transaction, note this in the comments and route the
transaction to OSR.
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What happens AFTER setup?

PTA Setup task goes to OSR

PTA gets setup in Oracle

PTA is baselined

NOA is issued and distributed via SeRA

P wnNPR

For Further Assistance, please submit a HelpSU ticket to the SeRA team:

https://remedyweb.stanford.edu/helpsu/helpsu?pcat=SeRA
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Appendix A: Search Functionality

The Search functionalities in fields indicated by n can be searched using the Oracle search criteria
with a wildcard percentage sign (%). Following are examples of two different ways to search for a

person: person_details, or sunetid. Use the “%" if you are unsure of your entry or are not entering the
full value.

PERSON_DETAILS (%any of the following criteria associated with this person%)

Principal Owner »x
- ;| PERSON_DETAILS || | %velasquez, anabel® @ ' Page 1 '

PERSON_DETAILS FULL_NAME SUNETID EMPLOYEE_NUMBER NAME DESCRIPTION

R TR T E] :‘:'“5‘“""1' anabelv 05780229 CBMH Administrative Systems

4| " ] »

SUNETID (%partial %) or (exact)

| SUNETID Sanabelf: e Page 1

PERSON_DETAILS FULL_NAME SUNETID EMPLOYEE_NUMBER  NAME DESCRIPTION

Velasquez, Anabel Velasquez, L -
(anabelv) Anabel anabelv 05780229 CBMH Administrative Systems

4 | i | »
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