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Overview

Purpose

The purpose of this guide is to provide post award administrators with instructions on how to process Amend
PTA requests within PTA Manager (also referred to as SeRA). It will cover the three main Amendment scenarios:

Increasing time and/or money, decreasing time and/or money, and administrative changes.

This document should be used in conjunction with the Oracle Guide to Setting up Projects, Tasks and Awards as
it contains more detailed information on how to appropriately fill out required data fields. Also see the SeRA

User Guides, Sponsored PTA Manager, New Account Setup and Sponsored PTA Manager, Early/Extend PTA

Transaction.

The 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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Increasing Time and/or Money

1. Review AAN and Oracle

e Open AAN and review remarks section and attached agreement to verify accuracy of AAN

e If necessary, look in Oracle to see full award information

o Verify PTA Configuration

e Determine if existing award needs to be amended, the types of changes that need to be made, and if a
new award needs to be added

Stanford Electronic Research Administration

Dashboard SPO #45480 (S1)
Goodson, Kenneth E. Agreement Number: 2009%.13961 Sponsor: Semiconductor Research Corparation
Transaction Mechanical Engineering Agreement Type: Contract Prime Sponsor:

i PTA Transaction ID: PTAS44341
Project Amend Account ReqUESt Assigned to: Davis, Francine £
Transaction Home Status: PTA Canfiguration Review - OSR
Agreement Summary
View PDRF
View ARN UBRET Submit PTA
Wiew PTA Details A 4 (UBRET! Add Project
View PTA Budget ardll ) rojec

Froject (1130367)  Electrothermal Engineering and Add Task
Actions Task1 1_SRC_Goodson

Reassign Task
Send Back to Deparment
Return to 10
Reactivate Closed Awards
Refresh from Oracle
Close Current Task
Terminate Transaction

If a new award is needed, click “Add Award” and follow normal PTA Setup procedures. See next section for
editing an existing award.

2. Edit Existing Award (Additional Time and/or Money)

If the existing award needs to be modified, click on award, then Edit Award.

SPO #143 (Segment 8)
Solomaon, Edward |. Agreement Number: 4R37DK03145032 Sponsor: Natiohal Institute s of Health
Chemistry Department Agreement Type: Grant Prime Sponsor:

PTA Transaction ID: FTAS40879
Assigned to: Davis, Francine E
Status: PTA Configuration Review - OSR

Amend Account Request

PTA Configuration WAFIV PAFIS Submit PTA

Award (WAPAA) - Cost Share

Edit Auiard

AMBRR 1028779 1

G
Guarantee Accournt Award Project Task

Guarantee Amount

Award Full Name COST SHARE: SPECTROSCOPIC STUDIES OF ACTIVE SITES IN COPPER PROTEINS
Award Manager Caron, Edward{ecaron)

Owning Organization QCIP-Chemistry

Award Start Date 01-SEP-2007

Award End Date F1-AUG-2016
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Enter Additional Award Funding Amount and change the End Date, if needed. Update other fields as required.

If you are simply increasing time, you only need to update the Award. If you are increasing funding, you need to
update the Award, Project and Tasks.

Note: You cannot reduce time or reduce funding amount. These must be done Oracle (see Section “Reducing

Time and/or Money”).

* Award Number FAFIS
* Current Oracle Funding Amount §741 360,28

" Additional Award Funding Amount $D.DD|
* Award Short Name |143_RNIH_SOLOMON '
" Award Full Name | Spectroscopic Studies of Active Sites in Copper Pre

" Award Manager | Caron, Edward {ecarom)

" (wining Organization QCIP-Chemistry
' Closeout Team H & 5

" Award Purpose | INF_RES_RECH w
" Award Type | SPO_FED_GRAMT-Grant with the LIS Federal Government... b
" Award Status | Active w

" Award Config Code | - Select Award Config Code - w
Fre-Award Date
" Start Date

" Funding Source Name MATIOMAL INSTITUTES OF HEALTH LOC
' Customer Number 2576
" Allowied Cost Schedule ACS_FEDERAL
*IDC Cost Rate Schedule FYy12_RSCH_OM_GOY
* Billing Distribution Rule Cost
* Revenue Distribution Rule Cost
" Billing Cycle Daily
' Billing Term IMMWMEDIATE
Awvard A-Z Free Form Field
Aweard Level of Contral | Faculty or P v

Award Level of Restriction | Highly Restricted w

Cancel Sawe
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3. Edit Existing Project
a. Edit the project by clicking the blue project line.

Amend Account Request

PTA Configuration WAFIV PAFIS Submit PTA

Award (WAPAA) - Cost Share

- AMERR 1028779 1
Guars .
Guarantee Account Award Project Task

Guarantee Amount

Award Full Name COST SHARE: SPECTROSCOPIC STUDIES OF ACTIVE SITES IM COPPER PROTEIMS
Award Manager Caron, Edward{ecaran)

Owning Organization QCIP-Chemistry

Award Start Date 01-SEP-2007

Award End Date I-AUG-2016

Projects and Tasks
Froject (1018618 - - MIH 1R01 DK31450-01 SOLOMON
Task 700 SOLOMOMN 143 CJg

Project Budget

Froject (1018618) - - MIH 1R01 DK31450-01 SOLOMORN Edit Budget

Project Amount: Faaa a7 .07
Amount Allocated: $131,553.07

J00: 1574335062683275 MO 1 #t dvnamic-tab Amount Remaining: $557,214.00

b. Enter additional funding amount as needed. Edit other fields as needed.

Current Oracle Funding ta this Project $741,360.58
* Addrtional Amount Funding to this Project f0.00

*Project Name |MIH 1RO01 Dk<31450-01 SOLOMOM
' Project Description |[MIH 1RE01 DEO31450-01 SOLOMOMN 1-1-82 TO 12-
"Project Config Code | - Project Config Code - (w
" Principal Owner |Soloman, Edward 1. (solomone)

" Project Manager | Caron, Edward (ecaron)
" Owining Organization QCIP-Chemistry
Froject A-Z Free Form Field

Cancel ” Save ]
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c. Edit task and complete required fields.

* Task Number 100
‘ Task Name |MIH 2 B01 D031 450-:
"Long Task Name |MIH 2 R01 DKD314450-3
' Task Configuration Code | -- Select Tashk-- W
' Start Date |09-SEP-19490

Completion Date

' Task Activity SPONSORED_RESEARCH
" Task (Off Campus Mo

' Task Description |MIH 2 R01 DKO31450-32
* Principal Owner Solomaon, Edward | (solomone)
* Task Manager |Dinh, Linh {ldint
" Owining Organization QCIP-Chemistry
Task A-Z Free Form Field

Does |SC apply? Mo
“Will sponsor pay ISC? Mo

Cancel ][ Save ]

Note: The “Completion Date” is only used if the task is being closed; otherwise it should be left
blank.
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4. Update Budget
a. Update the budget by clicking “Edit Budget” from the Award tab.

Amend Account Request

AABRR 1028773 1

Guarantee Account Award Project Task

Guarantee Amount

Award Full Hame COBT SHARE: SPECTROSCORIC STUDIES OF ACTIVE SITES IN COFPFER FROTEIMNS
Awarid Manager Caron, Edward{ecaran)

Owning Organization QCIP-Chemistry

Award Start Date 01-SEP-2007
Award End Date IM-ALG-2016

Project (1018618) - - NIH 1R01 DK31450-01 SOLOMON

Task 700 SOLOMOMN 143 Cr5

Project (1018618) - - NIH 1R01 DK31 450-01 SOLOMON

Project Amount: F688,767.07
Amount Allocated: $131,553.07
Amount Remaining:  $557,214.00

b. You can update the budget either by task or expenditure type. Click the pencil icon to update the
specific expenditure type or task.

Awaridl: UBRET

Project: Project (TBD) - Electrothermal Engin
Project Amount $250,000.00
Amount Allocated $200,000.00
Amount Remaining $50,000.00

" Version Name |Award Amendment

* Description |Awan:I - Amendment |

Activity: SPONSORED_RESEARCH On Campus

Expenditure CategoryType +  Task 1 Expenditure Totals
|ﬁ 50001 UINALLOCATED EXF 710000 §7,100.00
[& 51700 FRINGE & OTHER BENEFITS $4,324.00 §45,324.00
|ﬂ 56900 INDIRECT COSTS 65 636.00 $59,636.00
& 51115 RBE PROFESSOR $3,094.00 §3,094.00
|ﬂ 61124 RBE PROFESE0R RERCH $3 366.00 §3,366.00
|& 51450 RERCH ASST GRAD 7384200 §73,842.00
|ﬁ 51938 TUITION ALLOWANCE F51,636.00 §51,638.00

$200,000.00 $200,000.00

Return to &ward Details
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c. Enter the additional amounts.

Note: When entering the funding to the “additional amount”, once pushed through Oracle, the
additional amount will be added to the most recently used budget column. If multiple budget columns in
Oracle currently contain funding data, the additional amount will be added to the most recent column
with data, and NOT the most current budget month column. To avoid this, you can add the total amount
to expenditure type 50001 in SeRA and re-allocate the funds in Oracle (after “Send to Oracle Financials”)
per the SeRA budget.

TASK 1

Expenditure categorytype Previous Amount  Additional Amount  Total

50001 UMALLOCATED EXP 710000 a000 §7.100.00
51115 RBE PROFESSOR £3,084.00 20000 $3,004.00
51125 RBE PROFESS0OR RERCH §3,366.00 a000 §3,366.00
51450 RSRCH ASST GRAD §73,842.00 20000 §73,842.00
51700 FRINGE & OTHER BEMNEFITS $5,324.00 £0.00 $5,324.00
51935 TUITION ALLOWWANCE £41,638.00 £0.00 $51,638.00
56900 INDIRECT COSTS F45 636.00 £0.00 $55 636.00
Total: $200.000.00 $0.00 $200,000.00

[ Cancel ][ Save ]

d. Ensure Amount Remaining is 0 after updating all awards and projects for this transaction.

Award and Project Budget

Award: LUBRET

Project: FProject (TBD) - Electrothermal Engin
Project Amount F2a0,000.00
Amount Allocated $250,000.00
Amount Remaining s0.00

Budget Information o
You can enter the description

Version Name |Award - Amendment SF e e e U REer

A

" Description |Award - Amendrment Version Name and Description
| pack || save | (ie “MOD: ADD’L FUNDING
OF...)

e. Click Save and “Return to Award Details” button
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5. Submit to Oracle

Click the “Submit PTA” tab. Enter any notes for the accountant. Click Check for Errors if you would just
like to validate; click Send to Oracle Financials when you are ready (this will also check for errors).

Stanford Electronic Research Administration

Dashboard SPO #45480 (S1)
Goodson, Kenneth E. Agreement Number: 2009V.J19961 Sponsor: Semiconductar Research Carporation
T Wechanical Engineering Agreement Type: Contract Prime Sponsor:
PTA Transaction ID: PTAS544341
Froject Amend Account Request Assigned to: Davis, Francing E
Transaction Home Status: PTA Configuration Review - OSR
Agreement Summary
Wiewr PDRF
Wiewr AAN PTA Configuration UBRET
Wiew PTA Details
Wiew PTA Budget You have completed details necessary for creating afinancial account in Oracle.
Act Click on the View PTA Details link in the navigation panel to review all FTAs and its assaciated details being setup in this transaction
ions

Click on the PTA Configuration tab and/or individual award tabis) to make any edits.

Reassign Task

Send Back to Department Comments

Return to 10

Reactivate Closed Awards

Refresh fram Cracle

Close Current Task
Terminate Transaction

Unit Testing Dashboard Check For Errors | [ Send Ta Orasle Financials

6. Review in Oracle and Submit the Award Budget(s)

a. Go to Oracle to review the record by comparing it against the AAN and award agreement for accuracy.
@

Functions | Docurnents

Auwvards

Enter and Maintain Awards

/ dg Taop Ten List
Projects
ES Capital Projects
+ Budgets .

=1+ Expenditures Aovard key Mermber
2 + Billing .

] Aweard Status Search For | T Narne
## Project Status Mumber humber
= + Government Reports Short Mame Role

+ Reports
Type
Status

Organization

Funding Source

Murnber

Narne

o

b. Once the review has been completed in Oracle, go to the Award Budgets screen and press the Submit
button.

c. Ifallthe awards affected by the amendment have their budgets submitted in Oracle, SeRA will

automatically send the amend transaction to the accountant. If there are active awards that were not
affected by the amendment (i.e., no updates were required), return to SeRA and assign the task to the
accountant manually.
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7. Accountant Procedures — Review and Close
Note: A Notice of Award (NOA) will not be automatically generated unless all active awards are baselined in
Oracle. In many cases, the amendment will only affect some, but not all, of the awards in the project.

Review the information in Oracle

rd Budgets
Find Budget
Award Mumber  LA0DD Award Name 110915_HODDER_THIEL FDM
Project Mumber |11B0943 Project Name | Excavation and Analysis

Budget Type | Approved Cost Budget Find Draft

Draft Budget

VEIE R ELu = TIAL FURNDING OF $30 | 3 Status Working
Change Reason
Description |INITIAL FUNDING OF $30,000 THRU 1/31/14 [ Mew Original 0o
Entry Options
Entry Method STANFORD_TOP_AND_LOWEE Resource List |RL_STAMDARD
Totals
Labor Burdened
O Quantity Raw Cost Cost Revised Date
Draft |Hours 0.00 0.00 30,000.00 29-APR-2013 08:13:16
Current Hours 0.00 0.00 30,000.00 08-MAR-2013 15:44:34

History Copy Actual .. Rework Submit ‘ Details |

b. All Awards Baselined
If all awards were baselined, then the NOA will be generated a few minutes after the last award is
baselined. The transaction is complete.

c. Not All Awards Baselined
For amend transactions in which not all awards are baselined, you must return to SeRA to manually
generate the NOA:

Dashboard
Tiansaction

Project Click "Complete Transaction” to manually close this transaction.
Transaction Home ]
Agreement Summary
View PDRF

Wigw AAN I
Wiew Award Budget . Comments I
wigw PTA Details

“iew PTA Budget

Actions : Z

Send Back to Depaghient I
Return 1o 10

Refresh from O
Comple

Terminate Transaction I

Unit Testing Dashhoard

|~
[

Return to Sponsored PTA Manager to retrieve the record from your Dashboard. Select Complete
Transaction from the left-hand navigation menu. After entering comments, click the “Complete
Transaction” button to trigger the system to generate an NOA. You are now finished.
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Reducing Time and/or Money

To reduce time or reduce money, changes must be made in Oracle — they cannot be made in SeRA. Go to
Oracle Financials, make any changes required, and save the updated award. You may also need to submit and
baseline the award if changes were made to the budget.

1. Oracle Procedures

a. Open Award Budget screen

©] = [x] E
Find Budget
Award Number |QAPCOT Awiard Mame {04865-NSF_POTTS
Project Mumber |1164320 Project Name |Bringing Sentiment Analysis

Budget Type |Approved Cost Budget Find Dratt

Draft Budget

“ersion Name |DECREASE FUNDIMNG OF $306 339 THE Status  Waorking
Change Reason
Description \DECREASE FUNDING OF $306 339 THRU 5/31/15 Mew Criginal I
Entry Options
Entry Method |STANFORD_TOP_AMD_LOWES Resource List |RL_STAMDARD
Totals
Labor Burdened
Lo Cluantity Raw Cost Cost Revised Date
Draft |Hours 0.00 0.00 690,105.00 |07-hAY-2013 07:59:45
Current |Hours 0.00 0.00 383,766.00 |01-JUR-2012 14:17:19

Histary J Copy Actual ... ‘ Rework Subrnit | Details

b. Go to Budget Lines. Reduce funding per AAN. Click Submit and Baseline.

E ==
Yersion Mumber | Draft Yersion Mame ADD'L FUNDING OF $306,332 T
Task Murnber 100 ﬂ ﬂ Task Mame 104865_MSF_POTTS
View Lines For |BURDEMED COST Periods For Totals  |JUM-2012 JUL-2012
Earliest First Latest
i - - - v
Eudget Periods |JUN-2012 ﬂ JuL-2012 ﬂ JUL-2012 Poriod
Resource Amount Type JUL-2012 AUG-2012 SEP-2012 0CT-2012 Totals
|511DD Burdened Cost 12524400 274,841.00 =
51700 Burdened Cost 13,508.00 34,716.00
52401 Burdened Cost 8,5600.00 14 ,800.00
3101 Burdened Cost 36,394.00
54201 Burdened Cost 4,000.00 8,000.00
55201 Burdened Cost 800.00 1,600.00
56900 Burdened Cost 87 063.00 190,184.00
57000 Burdened Cost 66 ,519.00 12887000 &
Totals |BURDEMED COST 306,332.00 0.00 0.00 0.00 550,105.00
Change Reason Comments [ ]
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¢. Reduce funding in Project Funding and SAVE.

o _lolx
Froject Numhber Task Mumber Amount Date
l 11524320 B50,105.00 01-JUM-2012 =
Froject Mame |Bringing Sentiment Analysis Task Mame

Note: If an error message appears when funding is decreased under Project Funding, contact A/R —an
event might exist which A/R has to remove.

d. Go to Award Management. Reduce funding in Direct Cost under Installment Tab. SAVE

[o E=E
Operating Unit |SU_OPERATING_UNIT
Number |[QAPOT Template Funding Source Nama NATIOMNAL SCIEMCE Fr
Short Mame 104865-MSF_POTTS Funding Source Award Mumber |I15-1159673
Full Mame |Bringing Sentiment Analysis and so Pre-Award Date
Start Date  01-JUR-2012 End Date [31-MAY-2015
Close Date |31-MWAY-2018 Agard Type |SPO_FED_GRANT
Purpose [IMR_RES_RSCH v Reverua Hard Limit Status |Active
Organization MSLP ¥IImrice Hard Limit Funded Amount 550,105.00
£90,105.00 3
AT AL : Funding Summary J [ I
Installments | Terms and Conditions  Budgetary Contral  Funding Source Details  Contacts  Personnel J
Murnber  lzsue Date Type Direct Cost Indirect Cost Tota Active Billable | |
l A0 21-MAY-2012 Awrard 550,105.00 0.aa Cip v =
L] »
Repaorts J Froject Funding J
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2. SeRA Procedures

Once the changes in Oracle are complete, you must then return to SeRA and use the “Refresh from
Oracle” button to pull in the latest version of the award data from Oracle. Once this is complete, you can make
any other changes needed in SeRA (e.g., adding a new award, etc.) and finally send your completed PTA back to
Oracle via the “Send To Oracle Financials” button.

Dashbhoard SPO #143 (Segment 8)
Solamaon, Edward | Agreement Number: 4R 370103145032
Transaction Chemistry Department Agreement Type: Grant
Project Amend Account Request

Transaction Home
Agreement Summary
Yiew PDRF

Wie ARN

Wiew Award Budget
Yiew PTA Details
Wieww PTA Budget

PTA Configuration WAFIV WAPAA Submit PTA

Award (PAFIS) -

Award Full Name Spectroscopic Studies of Active Sites in Copper Proteins
Actions Awarid Manager Caron, Edwardiecaran)

Crwining Organization  QCIP-Chemistry
Reassign Task

Send Back to Department Projects and Tasks

Return to 10 Project (1018618 - - NIH 1R01 DK31450-01 SOLOMORN
Refresh from Oracle Task100  MIH 2 RO DKO31450-3
Complete Transaction

Terminate Transaction Project Budget

Project (1018618) - - MIH 1R01 D31 450-01 SOLOMOMN
Unit Testing Dashboard
Project Amount: F741,360.38
Amount Allocated: F741,360.38

Amount Remaining: F0.00

Please note: The “Refresh from Oracle” button will eliminate any changes you have made in SeRA when
it is used. Any PTA changes that need to be made in SeRA must be made after the required changes
have been made in Oracle and the “Refresh from Oracle” has been completed.

After the information has been submitted to Oracle, and all fields have been properly updated, click the

submit button. This will move the transaction to the pending baseline review state. After the record
has been baselined in Oracle, an NOA will be automatically generated, which completes the process.
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Administrative Changes

There may be times when an amendment does not require Oracle updates and/or baselining. The most
common are:

1. No Action

When no changes need to be made in Oracle at all, the post-award associate can reassign the transaction to an

accountant for review. The reassignment comments should explain why no changes need to be made in Oracle.
Once the accountant has reviewed the AAN and the comments, if they agree that no changes need to be made,
they can use the “COMPLETE TRANSACTION” button to skip the Oracle steps and issue the NOA directly.

2. Administrative

If the amendment requires an Oracle update, but does not require all (or any) of the awards to be baselined, the
associate can make the required changes in SeRA, send the changes to Oracle, and submit the affected budgets
in Oracle. At that point, they may reassign the SeRA transaction to an accountant, explaining in the comments
1) what changes were made, and 2) why they did not submit all (or any) of the budgets in Oracle. Once the
accountant receives the transaction, they will verify the associate’s notes, baseline whatever needs to be
baselined in Oracle (if anything), and then use the “Complete Transaction” button.

a. Click Reassign Task link.

VROA
Sign out

Stanford Electronic Research Administration Versior: 10.0.1
Dashboard SPO #109177 (Segment 1)
Red-Horse, Mary K. Agreement Number: 13-38P-261 Sponsor: Searle Scholars Program
TP Biology Department Agreement Type: Grant Prime Sponsor:
Project Amend Account Request PTA Transaction ID:_ PTAS46933
Assigned to: Roa, Vilma S
Transaction Home Status: PTA Configuration Review - OSR.
Agreement Summary
View PDRF
View AAN UADZIA WADJY Submit PTA
View PTA Details A d (UADZM s Add Proiect
View PTA Budaet L || SEETEE o
Project (1161724)  Molecular networks reg_89260 MNon-Capital  Add Task
Actions Task 100 109177_Red-Horse Sponsor
Award (WADJY) Cost Share Add Project
Reassign Task Project (1161724)  Molecular networks req_89260 Non-Capital  Add Task
Send Back to Department
Return to 10 Task 700 109177_Red-Horse_C/S  CostShare

Refresh from Oracle Add Award

Complete Transaction
Terminate Transaction

lInit Tactina Nachhnard
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b. Enter your comments and Click Reassign. Now the task belongs to the designated Research Accountant

who will finish the transaction.

Reassign Task to Someone Else

Select OSR Name | Wenyi Christainsen [+]

MOA Admin change: -

Per the department/ Fl, Pl effort should be @

corrected to reflect no summer effort for this

project, per award notice re-pudgeting or -
#

Comments

207 of 2000
[ Cancel ][ Reassign

c. ACCOUNTANT: To finish the transaction, retrieve the record from your dashboard, and click COMPLETE

TRANSACTION to issue the NOA.

Complete Transaction X

Click "Complete Transaction” to manually close this transaction.

* Comments

[ Cancel H Complete Transaction ]
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