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Overview

Objectives

* Reduce errors and the need for rework when preparing final financial reports
(FSRs)/final invoices.

» Create a standardized format for documenting adjustments made to award data in
Compass and communicating the justification to Finance Grants & Contracts (FGC).

* Reduce time taken by FGC to review and finalize the FSR/final invoice.
Roles & Responsibilities

* Research administrators in RAS units are responsible for reconciling awards, meeting
with PI's, preparing draft ART, and collecting documentation in support of the FSR/final
invoice numbers.

* FGC will perform a high-level review of the FSR/Final Invoice ART and supporting
documentation and prepare the final version of the FSR/final invoice for submission to
the sponsor.

Documentation
* Job Aid: FSR Milestone Query
» Job Aid: Invoice Milestone Report
* FSR Checklist

There are distinct stages to using the ART and they align to the steps in the ESR Checklist.
This job aid assumes that checklist steps 1-8 have been completed, before beginning step 9 —
‘Run the FFR/FSR Template’.

RAS Steps in the ART Process

Run Reports

16A and

16B Reports to

Working
Folder

Complete
ART
Template

FSR/Final
Invoice
Milestone Generaies raw
Queries data for ART

Update
Journal Milestones

- ART
Entries for oM. as
|I - Adjustments . Fﬁie - Appropriate
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Services

Running Compass Queries 16A & 16B
1. Navigate to the Compass Production Environment: https://compass-login.emory.edu

Main Menu « > Reporting Tools = > Emory Custom Reports » »  University» > Office of Grants and Contracts ~ >  EUQGC016 - GMFFR

Depending on how you organize your Compass reports, either use an existing Run Control ID
or create a new one.

2. Existing Run Control ID:
a. If you cannot remember the name of the run control ID already set up, make sure

you are on ‘Find an Existing Value’, leave the ‘Run Control ID’ field blank, and

select ‘Search’.
b. This will return a list of Search Results — select the one you most recently saved.

Run EUOGCO016

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value  Add a New Value

Search Criteria

Run Control ID begins with « ||

[[| case sensitive

Search Clear Basic Search [ Save Search Criteria

Find an Existing Value | Add a Mew Value
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3. To setup a New Run Control ID:
a. Select the tab ‘Add a New Value’, enter a value name that makes sense to you,
then select ‘Add’.

Run EUOGCO016

Find an Existing Yalue Add a New Value
|

Run Control ID ||

Add

Find an Existing Value | Add a Mew Value

4. On the Run Control page:
a. Enter the award number — you can use the search function with % as a wildcard,
(for example: %12345).
I. Pick the award you are looking for from the list returned by either the FSR
Milestone Query or Invoice Milestone Report.

b. Select either All projects on the award or Active Only projects.
I. This is useful when working on Interim FSRs, Quarterly FSRs, and Annual
FSRs.

c. The ‘As Of Date’ defaults to today’s date. If you want to run the reports up to a
different date, then enter it using the pop-up calendar function.
I. For Final FSRs, always use today’s date
ii. For Annual, Quarterly or Interim, use the last date of the award period.

d. Select ‘Save’.
e. Select ‘Run’.
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I{n.'sc:m:l;;\:::::is:r.1| ion I;:::llln;:"‘:::ll‘:\
EUOGCO016 - GM FFR
Run Control ID JCTraining_ART Report Manager Process Monitor Run
Report Request Parameters Selecting ”Active\

Select Projects

Award/Contract: 0000035257 Q -
@ AN
As of Date: 03/01/2017 | © Active Only
Save |[@" Returnto Search ||*E Previous in List | Mext in List

Only” means that
the report will
contain no data
on projects that
have already
been deactivated

in Compass

)

Defaults to today’s date.

This will provide data from Award Start Date to Award End
Date, and data from Award End Date to As Of Date

Update/Display

5. Selecting the ‘Run’ button will give you a pop-up screen for the ‘Process Scheduler
Request’ (it does not yet ‘run’ the reports).

a. You can select ‘HTML’ or ‘Email’, the preference is Email.
b. ART requires a file type of ‘CSV’

c. Select ‘Email’, click on ‘Distribution’ to provide the email information

Process Scheduler Request

UserlD JCROCKZ3

Run Control ID JCTraining_ART

Server Name|
Recurrence

Process List
Select Description

N EUOQGC16A - FFR by Project

OGC16B - FFR Alltrans

OK Cancel

Time Zone (o}

Select both reports by clicking

- Run Date |02/26/2017 ]

- Run Time [10-44:-14AM Reset to Current Date/Time
Process Name Process Type *Type *Format Distribution
EUQGC16A S0R Repornt Email - C3V ~ Distribution
EUOGC1E6B S0R Report Email - C3V » Distribution

on the checkboxes

Emory Confidential and Proprietary

Click ‘Distribution’ for
each line to go to next

screen
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6. This will give you another pop-up screen for the ‘Distribution Detail’
a. Add the ‘Email Subject’ — for ease input the award number and which report you
are running, i.e. 16A or 16B

Distribution Detail X

Help

Process Name EUQGCT164

Process Type S0OR Report

Folder HName A
Retention Days 30
Email Only
I Email Subject Email With Log: [[] Email Web Report: D:
I 35257]16A |
I i J
Message Text

Email Address List

Distribute To
D Type *Distribution 1D

User ~ [JcroCK3 Q [+ [=]

the previous screen

[ Click “OK” to go back to ]
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4 )

The significance of the “ As-of Date”

The Compass report, EUOGC16A will collect data for Budget, Actual, Encumbrances and
Project Resources across two time periods:

_ 8§ N N N § § § § § § § § § § § § § |
As-of Date ! First time period reported Second time period Award data not captured

reported
Today’s date from Award Start Date from Award End Date

Il data that is in Compass

(the default) to Award End Date to today’s date Ifor this award is captured
-------------------'
If the As Of Date is before from Award Start Date from As Of Date Data from the Award End
the Award End Date to As Of Date to Award End Date Date to today’s date is not
captured
GR GV R ELCREE T Y from Award Start Date from Award End Date Data from the As Of Date
AATE NS s E N T 51 = to Award End Date to As Of Date to today’s date is not
today’s date captured
Award Award today’s
Start End date
Date Date

N

Default: N Nl
First column Second column
As Of Date is today’s date (w = va — v)

©
X

As Of Date is before the
Award End Date

(4 First column Not captured >

As Of Date is after the N A j°
Award End Date but < First column > Second column >K Not captured _ )|
N 1 4

before today’s date

The significance of this will become clearer when you see the output created by the EUOGC16A report.

- J
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NOTE: If you do not select the two boxes in step 5 above, when you select ‘OK’ on step 5 your
next screen will not display the Process Instance ID’s displayed below.

EUOGCO016 - GM FFR

Run Control ID JCTraining_ART Report Manager Process Monitor RUH
Process Instdnge:6052039 605204 \
Report Request Parameters The
system
. assigns
Select Projects
Process
Award/Contract: 0000035257 Q @ Al IDs to
) the two
As of Date: 03/01/2017 el © Active On reports
.
Save | |[Gh Returnto Search | [*E] PreviousinList | [45] Mextin Ligt |E dd Update/Display

Clicking on “Process Monitor” brings up a list of all of the reports that you have
generated under the “Process Control ID” that you specified on the first Compass
run control page (see screenshot on page 6)

\ /

Process List | Server List

View Process Request For

User ID JCROCK3 Q v Last - 1 Days -
Server - Q Instance to
Run Status hd v Save On Refresh
Process List Personalize | FindIViewAIIII & First ‘4 1-4of4 '} Last
Select Instance Seq. Process Type rocess User Run Date/Time Run Status git:::li:ution Details
6052052 S0R Report EUOGC16B JCROCK3 02/26/12017 11:20:324M EST Success Posted Details

6052051 S0R Report EUOGC16A JCROCK3 02/26/2017 11:20:32AM EST Success Posted Details
e —
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Outlook Inbox

7. Both reports will be delivered to the email address specified on the distribution page.

a. The EUOGCL16A report generally takes less than a minute to run as it pulls data
from a Compass table that is already populated with data summarized by
account code.

b. The EUOGC16B report generally takes approximately 10-15 minutes for a typical
award (i.e., with only a couple of projects), as it pulls every transaction on an
award. For a very large award this report could take longer to run.

c. The name of the CSV file uses the system assigned Process ID so it is important
to specify the award number in the subject line of the email as previously outlined
in the Distribution Detail steps. This allows you to recognize them when they
appear in your inbox.

*|t is recommended to run the reports at the end of the day before you leave work so that they
are in your inbox the next morning when you arrive at work.

**|t is possible to work with the template after importing only the EUOGC16A report and import
the EUOGC16B (all transactions) report when it becomes available, but it is not recommended.

8. Save the attachment to your drive (network drive or hard drive — in a folder where you
can easily find them).
a. The recommended approach is to add the 4 or 5 significant digits of the award
number to the end of the file name:
(e.g. EUOGC16A_6052051 35257 in this case)

do_not_reply@emaory.edu 1]
35257 168 11:21 AM
Message from Process Scheduler Y

_ The reports are attached to the
do_not_reply@emory.edu U email as previously specified
35257 16A 11:21 AM S oo Fles,
Message from Process Scheduler

Emory Confidential and Proprietary Last Revised on 3/7/2017 Page 10 of 28
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ART Template Overview

Definition/Description:

The Award Review Tool (ART) was designed to streamline the final award review process
and is available to Central, Departmental, and RAS Research Administrators across campus.
The ART is prepared by the RAS Unit on behalf of the Principal Investigator (PI), and
submitted to the Office of Finance: Grants & Contracts (FGC) as part of the FSR/Final Invoice
package.

= As of April 1, 2014, an ART is required for final review of all sponsored awards
(invoiced, reported, or otherwise). The ART is required as a part of the final package
that is reviewed and approved by authorized university officials.

How Does the ART Work?
An Excel template with the following tabs:
e A tab with a facsimile of the Federal SF425 FFR form.

» Atab for Total Award that aggregates every project, including manual adjustments.
» Atab for each Project.Activity

» Atab that shows Subtotals By Account Code for each project on the award. Each line
will also be tagged with the account code summary description.

* A tab with All Transactions on the award, for reference.

Project.Activity tabs have the following features:

» Afilter that lists expense account codes that are NORMALLY DISALLOWED AS
DIRECT CHARGES to federal grants.
(e.g., alcohol, employee parking, facilities, general office supplies, etc.)
The list of account codes ‘normally disallowed’ will be stored in the template and easily
edited by the user.
Any expenses on the list of normally disallowed will be displayed on each project tab.

» Afilter that lists direct expenses NORMALLY EXCLUDED FROM F&A
CALCULATION.
The list of account codes ‘normally excluded’ will be stored in the template and easily

edited by the user.
Any expenses on the list of normally excluded will be displayed on each project tab.

e Columns for MANUAL ADJUSTMENTS on each project tab, with automatic roll-up to
the Award tab.

* Manual adjustments are clearly identified so that corresponding JOURNAL ENTRIES
can be made in Compass.
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ART Template Download

NOTE: Always use the most up to date, blank, version of the ART template; which can be
found on the FGC website at: http://www.fgc.emory.edu/postawardmgt/index.html

9. Download the ART appropriate for your award
a. ART forms in 10 projects or less, 200 projects or less, and 300 projects or less
b. This is what the opening page of the Template looks like:

Welcome to the ARRT Template - your tool to assist in FFR reconciliation - THIS VERSION IS FOR AWARDS WITH 10 PROJECTS OR LESS. There s a different version for up to 200 projects

Refer to the SOPs and training notes for quidance on how to use this template

1 in Compass
" Runtwa reports to generate the raw datz neaded by the Template }

| LD@ InQutiook

®  Save the reports ta your working falder J

Import: EUOGC16A
LD ) /" Becel (522 SO for detals) (subtotals by project)

a) Open Template [ize the kest wmionotte & mpbtz|

b} Impart the two Compass reparts using the buttons in the Template t
Go to the first Project Tab, inspect and reconcile

) Add adjustments where necessary Import: EUOGCISB

] Repeatforeach project

(all transactions on the award
&) Go to FFR form page for draft output for the selected projects)

| Usethe list ofadjustments to determine journal entries required

b@m Compass

fi Go to the Award Tab and inspect for completeness

= o

" Make journal entries for adjustments J

== m

in Cutlaak / SAM Kiosk
(5_?” ur:D / fm - This button will change the labels on the project tabs
S TR0 | to be the actual project number.
Ul ONLY PRESS THIS BUTTON ONCE!
If you want to change them back to "P1" etc. you will
Legend of Data by Color have to do that on each & every tab individually
Data from Compass General Ledger by importing reports - do not edit these cells directly Projects in this report= 0

User input-for adjustments to budget data
User input-for adjustments to actual ofl expenses
Calculated cells do not have a background color fill

Column headings and some subtotal cells have a light gray background

What's on each tab

1 FFRTab This contains a facsimile of the FFR page in the format required by Federal sponsors

2 Summary Instructions Buttons to importthe CSV repors previously generated from Compass. Button to rename the projecttabs.

3 Account Codes Lists of account codes that the project tabs have to pull individually rather than using the Compass tree

4 EUOGC16A The Compass report for the award subtotaled by account code for each project Contains Budget, Actual Expenses, Encumbrances and Project Resources for the selected projects
5 EUOGC16B The Compass report that gives all transactions on the award

6 Award Summary Summary of budget, expenses, encumbrances & project resources for whole award

T Project Summary Summary of expenses on first 10 projects

8 Project Test Sheet  "playground” for testing out adjustments for a specific project. Mo data from this tab is used in rest of workbook

9 Project Breakdown  Summary of key data for all projects, plus analysis of F&A

10 P1-P10 Adjustmentireconciliation sheetfor each project
"

Emory Confidential and Proprietary Last Revised on 3/7/2017 Page 12 of 28
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Import Compass Queries 16A and 16B

10.Import the 16A & 16B Compass Reports saved on your workspace.
a. Click the blue ‘Import: EUOGC16A’ button to take you to the tab where the data
will be imported (see image on p. 12),
b. This opens the dialogue box for you to find the CSV file on your working drive.
I. Make sure that you point to the 16A CSV file if it was the Import:
EUOGC16A button that you pressed

Select a file
o' |« Project D - Final FF... » Training materials « |44 ||| Search Training materials
il

Organize ~ New folder

3 Favorites X- =
B Desktop =
& Downloads
i,

EUOGC16A_2040 EUOGC16B_30405
542.csv 43.csv

.
% Recent Places

4 Libraries
[ Documents
&' Music
=] Pictures

B videos

18 Computer
B mrne e

File name: EUOGCL6A_3040542.csv ~ [ €8V (Comma Delimited) (csv) ~ |

Tools v [ open || [ concel |

H 4 > v [WEE® Summary Instructions [T o e = v s kY- WP EUOGCI6B ¢ Award Summary ¢ Project Summary « Proje
Ready | = |

c. *You will be taken back to the Summary Instructions tab after the CSV file has
been imported (this takes less than a second and all you will see is the screen
‘blink’).

d. Click the blue ‘Import: EUOGC16B’ button to take you to the tab where the data
will be imported and opens the dialogue box for you to find the CSV file on your
working drive.

I. Make sure that you point to the 16B CSV file if it was the Import:
EUOGC16B button that you pressed
e. Notice the change to the Project.Activity tabs
I. They should now display the number of each Project.Activity within the
award.

Emory Confidential and Proprietary Last Revised on 3/7/2017 Page 13 of 28
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11.Review each Project.Activity tab — analyze output from Compass, reconcile ART to
your internal reconciliation documents, reconcile F&A, and add adjustments with notes

as needed.

Project tab #

(P4l

CUMULATIVE SUMMARY 09/05/13
Project
Report As Of Run C 08/31/2013
Sponsor: Award Begin Date  06/01/2006 ARRA Funds: H ea d er
Award Descrpition Award End Date 05/31/2013 Internal/Real FSR:
Award No.: Funding Method:  Cost Reimb - Letter of Credit Billing:
Award Department ID Milestone Type FINRE Final FSR/Inwice:
Department: Milestone Code FFSR
PI: Terms: 30/45/60/ 90 days
L R R R R R R R A A A R T A A A A R R e e e —
" . fjus rojeci .
Cumulative " Project Cum. B Variance to Budget|
|n3t|‘£:ir:1(;1°ede:uw Description Authorized Budget as Aduj; t?ri‘:ie‘ Adjusted Budget Expenses as of Ni';uj; tmemnsse izn:a:%ré:ﬁ (over)/under
of Avard End Date J Award End Date y e budget
ass Tree Salary Expense 954,545.00 = 954,545.00 673,544.08 = 673,544.08 281,000.92 D H t
ass Tree Fringe - = - 147,806.07 - 147,806.07 (147,806.07), Irec
4 4
SUB-TOTAL PERSONNEL: 954,545.00 - 954,545.00 821,350.15 - 821,350.15 133,194.85 co Sts
ompass Tree Consulting Senvices - - - 665.00 - 665.00 (665.00) > per
“ompass Tree Supplies 41,664.00 - 41,664.00 196,890.18 196,890.18 (155,226.18)|
Travel 13,118.00 - 13,118.00 11,680.24 - 11,680.24 1437.76 MTDC
Other Expense 6,848.00 = 6,848.00 26,396.59 = 26,396.59 (19,548.59)
68715 Human Subject Exp - = - 2,833.85 = 2,833.85 (2,833.85)| Ba se
See Compass Tree Animal Costs = = - = = - -
77600 Subcontracts in first 25k = = - = = - -
Departmental Discretion (Adj) - - - - -
Other / Catch all / uncategorized 93,700.00 93,700.00 1,350.00 1,350.00 92,350.00
SUB-TOTAL OPERATING: 155,330.00 - 155,330.00 239,815.86 - 239,815.86 (84,485.86) /
MODIFIED TOTAL DIRECT COSTS: 1,109,875.00 = 1,109,875.00 1,061,166.01 = 1,061,166.01 48,708.99
roject expenses not in MTDC: - Costs
See Account Codes tab Equipment = - 45,216.32 = 45,216.32 (45,216.32)
Patient Care (not in MTDC) = - 10.50 = 10.50 (10.50)| not | n
Space Lease - - - - - -
See Account Codes tab Student Aid - Graduate Fees - - 5,030.00 - 5,030.00 (5,030.00)| M T D C
77610 Subcontracts (Not In MTDC): - - - - - - -
Departmental Discretion (Adj) - - -
L
Subtotal - - - 50,256.82 - 50,256.82 (50,256.82)|
F&A Costs:
b
Project F&A Rate: 53.0%
See Compass Tree F&A Costs 561,734.08 - 561,734.08 562,418.50 - 562,418.50 684.42)
TOTAL F&A COSTS: 561,734.08 562,418.50 (684.42)
TOTAL DIRECT BUDGET: 1,109,875.00 TOTAL DIRECT COSTS: 1,111,422.83
TOTAL PROJECT BUDGET: 1,671,609.08 TOTAL PROJECT COSTS:| 1,673,841.33
ADJUSTMENTS AND
NOTES:
™
Enter Notes on Budget Adjustments ( Column D)
Documentation
Amount Reason attached? Yes or
Make a
note of
: each
Enter Notes on Expense Adjustments ( Column G) >
Documentation H
attached? Yes or adJUStment
Transaction ID Amount Reason No add | ng
rows as
needed
L/
4
QUESTIONABLE ACCOUNT CODES: Total found on this project 6,413.73
Justification for
Bxpense (or Note if Documentation
Project ~ | Account code ~ | Description ~_ Amount ~_removing charge] ”_ CAS on file? ~_ attached? h
'G5404260 50130 Sal - Housing Allow 0.00
4 v
G5404260 51932 Benefits - Dental Plar 0.00
G5404260 51933 Bel < Wellness F~ 000
'G5404260 Benefits - loyee ” 0.00
[G5404260 51935 Benefits - Hr " 000

List of questionable account codes that are normally disallowed as direct costs. Total found in
Compass will be shown in red text. Use the Data > Filter function and uncheck the $0.00 box to
suppress rows with zero dollars

Emory Confidential and Proprietary
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ART Tab 16A

12.Review the EUOGC16A tab which lists four types of data, each with two time
periods:
a. Types of Data:
I. Budget
ii. Actuals
lii. Encumbrances and
iv. Project Resources
b. Time Periods:
i. As of Date
ii. Through Date

[ A ] B | C | D [ E F G H J K L W N o
1 1
2 2 Spensor Name
3 3 Award Number
4 4 Award Description
5 5 Award Department
[}
I
8 & Award Begin Date 06/01/2006
9 Award End Date 05/31/2013 1
10 10 Funding Method CostReimb - Letter of Credit
" 11 Milestone Type FINRE
12 12 Wilestone Code FFER
13 13 Milestone Description
14 14 Comment Type
15 15 Comment Description
16 16 Billing 0
17 17 Program Income 0
18 18 Interest Income 0
19 19 Total Cash Received 0
20 20 Cost Share o
21 21 As of Date 08/31/2013
22 22 Select Projects All
23 23
24
Budget Between Expense Encumbrance Proj Resource
Project . Project D Expense F8A  Account Account Description BudgetThry | o g | EXPEmse Thru Between Encumbrance Between Proj Resource Between
* Category Rate % Code 053112013 081312013 053112013 05/31/2013 and | Thru 05/31/2013 | 05/21/2013 and | Thru 05/31/2013 | 05/31/2013 and
25 08/31/2013 08/3112013 0873112013
26 P1 0000002608 G5404260 Salary Expense 53 50050 BDG-Salary Expense 954,545.00 - e = - - - =
27 |P1 0000002608 G5404260 S3alary Expense 53 50110 Sal- Faculty-Tenured N - 100,658 22 - 100,658 22
28 P1 0000002608 G5404260 Salary Expense 53 50115 Sal- Faculty-Tenure Track a - 61,691.18 £ 61,691.18
29 |P1 0000002508 G5404260 Salary Expense 53 50120 Sal-Faculty-Nontenured o 249375 ~ 2,493.75
30 P1 0000002608 G5404260 Salary Expense 53 50210 Sal-Ungrd Student Fica Ex = 50,541.71 - 50,541.71
3 |P1 0000002608 G5404260 Salary Expense 53 50230 Sal-Grad Student Fica Exm B 28,708.36 = 28,708.36
32 |P1 0000002608 G5404260 Salary Expense 53 50240 Sal - Wark Study Fica Exmp = 5173 - 5173
B P1 0000002608 G5404260 Salary Expense 53 50310 Sal- Prof Nonfaculty o 151,847 69 e 151,847.69
34 P1 0000002608 G5404260 Salary Expense 53 50350 Sal-Post-Doctoral ¥ 277551.44 = 27755144
35 |P1 0000002608 G5404260 Fringe 53 51914 Benefits - Fringe Pool Exp = - 147,806.07 N 147,808.07
36 P1 0000002608 G5404260 Consulting Serv 53 52190 ProfFees - Other - - 665.00 - 665.00
37 |P1 0000002608 G5404260 Supplies 53 53000 BDG-Supplies 41,664.00 - = 2 s - B =
38 P1 0000002608 G5404260 Supplies 53 53300 Supplies - Lab/Technical - & 194,466.80 46511 44344 (443 44) 194,466.80 46511
39 P1 0000002608 G5404260 Supplies 53 54580 Radiopharmaceuticals Exg = 242338 " o - 242338 &
40 P1 0000002608 G5404260  Travel 53 56000 BDG-Travel 13,118.00 - - S
41 P1 0000002608 G5404260 Travel 53 56030 Travel - International N 170925 - 170925
42 P1 0000002608 G5404260 Travel 53 56100 Travel - Domestic o 5,385.07 i 5,385.07
43 P1 0000002608 G5404260 Travel 53 56106 Taxi/Parking/Shuttle o 25092 = 25092
44 P1 0000002608 G5404260  Travel 53 56110 Travel - Conference E 4,335.00 - 4,335.00
45 P1 0000002608 G5404260 Other Expense 53 56300 Recruiting Exp - FacultyiSte 2 268.93 - 268.93
46 P1 0000002608 G5404260 Other Expense 53 56410 Conference Exp - Program - 889028 - 8,890.28
47 P1 0000002608 G5404260 Other Expense 53 56515 Food & Catering Expense B R 2513 i 2513
43 P1 0000002608 G5404260 Other Expense 53 58100 BDG-Other Expense 6,848.00 - = = =
49 P1 0000002608 G5404260 Other Expense 53 61630 Fees - Graduate Students A - 5,030.00 T 5,030.00
50 P1 0000002608 G5404260 Other Expense 53 62430 Postage - Shipping Expens - - 1372 - - - 1372 -
WM b v [WEEWF Summary Instructions Account Codes | EUOGCLGA Project Summary ¢ Project Test Sheet & Project Breakdown il UGl uc IRall s SVl - Tl o Al e o e 2 U I =

c. The data is subtotaled by account code for each project.
d. There is also a field called “Account Description” attached to each account code.
I. This field is extracted from the Tree of Account Codes maintained in
Compass.
ii. The Tree of Account Codes drives the subtotaling by account categories
in the reports and on the Project.Activity tabs in the Template.
e. Please see the Appendix (p.26) for a description of which account codes are
included within each account category in the report Compass Tree.
f. The Project tabs pull data from the EUOGC16A tab using the SUMIFS function
which means that columns cannot be added or deleted in this tab.
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EMORY Job Aid: Award Review Tool (ART) EMORY

Services and Contracts

I. This tab will be locked down and normally SHOULD NOT be edited. All
adjustments should be made in the Project.Activity tabs in the designated
areas that are shaded in pink.

g. However, sometimes closed projects are inadvertently left active in Compass.

I. As a workaround, it is possible to unlock the EUOGC16A worksheet and
delete all the rows for a specific project if you did not want to include that
project in the review.

ii. The ART template would still work but it would not be an accurate
reflection of the current data residing in Compass.

iii. If projects have been cleaned-up, closed and formally deactivated (per
Standard Operating Procedures) then they can be deselected in the run
control page of Compass when running the EUOGCO016A report.
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EMORY

Research Administration

EMORY

Finance: Grants
and Contracts

X X

Job Aid: Award Review Tool (ART)

Services

ART Tab 16B

13.Review the EUOGC16B tab, which contains all of the transactions on the award.

T ] B (5 () € F T L S0 ] ] ] 3 ] R ] T T v w i 7
G 1
5
3
4
s
e £ L L L L LR R 4
wﬂmmm}S,}S‘KXXXXXXXXXXXXXXXXX
9 S AwardEndDate  05/31/2013
10 10 as of Dete 08/31/2013
gD

Aocount Busness Operstng  Depaime Frega dowenal  deusnalLne. Tiansackon  Postediicoru douml Pa Transaction
 CormactD Piokcll 2 dccounDescipion 0 e o Fued Cars D% Eore Smackey  msllue dounwD el oo Her Hasons ! inoiceld o VowhwD Vendorumber  VendorName s

12
13| 13 0000002608 GS404260 50110 Sal-FacultyTenured EMUNY 20000 736520 5200 A2Z0 00000 0000 0000015726 3/31/2011 PAYOISESE1 59017 Payrolllournal  3/31/2011 3/28/2011 PAY 153695
14 14 0000002608  GS5404260 50110 Sal-FacultyTenwred EMUNV 20000 736520 5200 A220 00000 0000 0000013726 11/30/2009 PAYOO17953 53212 Pavrolllournal  11/30/2009 12/2/2008 PAY 216667
15 15 0000002608  GS404260 SO110 Sel-FacultyTemwed EMUNV 20000 736520 5200 A220 00DOO 0000 0O0OD13726 5/31/2011 PAYDIS2259 57932 Payrolllournal  5/31/2011 5/26/2011 PAY 153695
16 16 0000002608  GS404260 S0110 Sal-FacultyTenured ~EMUNV 20000 736520 5200 A220 00000 0000 0OOOO13726 6/30/2011 PAYOISE71S 57910 Payrolllournal  6/30/2011 6/24/2011 PAY 758.80
17 17 0000002608  GS204260 50110 Sal-FacultyTenwred EMUNV 20000 736520 5200 A220 00000 0000 OOUOU13726 7/31/2011 PAYOI6SESS 40177 Payrolllournal  7/31/2011  7/22/2011 PAY 1w
18 18 0000002608  GS40426D  SO110 Sel-FacultyTemued EMUNV 30000 735520 5200 A220 0ODOO 000D 0O0OD13726 E/31/2011 PAYOI74505 57642 Payrolllournal  8/31/2011 8/26/2011 PAY 1382
19 15 0000002608  GS404260 SO110 Sal-FacultyTenured EMUNV 20000 736520 5200 A220 00000 0000 0O0OO13726 9/30/2011 PAYOISS105 59360 Payrolllournal  9/30/2011 9/28/2011 PAY 1382
20 20 0000002608  G5204260 50110 Sal-Faculty-Tenured  EMUNV 20000 736520 5200 A220 00000 0000 0O0OU13726 10/31/2011 PAVDI8322S 56165 Payrolllournal  10/31/2011 10/26/2011 PAY 113.82

[700 45+ oooooo: 65404260 53300 Supplies -Lab/Technical EMUNY 20000 736520 5200 AZ20 00000 0OUQ 000013726 5/14/2013 APDO3S1538 | 216 AP Accrusls 5/14/2013 5/14/2013 A 5768000 001474 R342477 2638 FSWQPLENTFCCOMPAY 12493
701 455 oooDDO2608 | ©5404260 53300 supplies-LabfTechnical EMUNY 20000 736520 5200 4220 000DD DDUO OODDOIST26 5/1/2013 APODSS1SSS 216 AP Accruals 5/14/2013 5/14/2013 4P 576B000L To01474 342477 2638 FISFERSCENTRCCOMPAY 15116
702 456 0000002608 | 65404260 53300 Supalies-Lab/Technical EMUNY 20000 736520 5200 A220 00000 0000 000013726 5/14/2013 APOOISIS38 216 AP Accruals 5/14/2013 5/14/2013 AP 5768000L T001474 A342477 2638 FISHERSCENTRCCOMPA, 32200
703 454 000DOO2608 | GS404260 53300 Supmlies-Lab/Technical EMUNY 20000 736520 5200 A220 000D 0000 QDODO13726 5/14/2013 APO03S1838 38 AP Accrusls 54/2013 5/15/2013 A 8053348378  TOO1475 R343386 2917 VWA NTERKATIGHAL INC 16819
704 455 oooDDO250S | GSS04250 53300 Supplies-LabfTechmical EMUNY 20000 735520 5200 AZ20 00000 0DUD ODOISTZS  5/15/201S APOUSSIS3S 280 AP Accruals 5/15/2013 5/15/2013 AP s9987%6L 001474 34365 2655 FFERSCEVTRCCOMPY 17100
705 456 0000002608 | 65404260 53300 Supplies-LabfTechnical EMUNY 20000 736520 5200 A220 00000 0000 0000013726 5/15/2013 APOO351839 280 AP Accruals 5/15/2013 5/15/2013 AP 5996800L 001474 R43508 2638 FISFERSCENTRCCOMPAL 25480
706 456 000002608 GS404260 53300 Supplies-LabiTechnical EMUNY 20000 736520 5200 AZ20 00000 0000 OOOOO13726 5/16/2013 APOOISIZ6S 267 AP Accrusls 5(6/2013 5/16/2013 AF 02730146 5994367 A344BE4 2871 NEXAR 4632
707 457 00ODDO2S08 | GS404250 53300 Supelies-LabfTechnical EMUNY 20000 735520 5200 AZ20 00000 0DDO DOOOOIS72S  6/19/2013 APODSSZ084 214 AP Accruals 5/19/2013 6/13/2013 AP 130387 5903562 380792 9635 BLANDSCENTFICLLE 875
708 458 0000002608 | 65404260 53300 Supplies-LabfTechnical EMUNY 20000 736520 5200 A220 00000 0000 000013726 6/21/2013 APOO362671 354 AP Accruals /212013 6/21/2013 AP 02740412 7004002 R369255 2671 NEXAR 4796
709 450 0000002608 | GS404260 53300 Supplies-LabfTechnical EMUNY 20000 736520 5200 A220 00000 0000 0000013726  §/6/1013 APOOS76788 292 AP Accrusls 8/6/1013  9/6/2013 AP 529804518 $953364 R391071 2855 SIGMA ALDRKHCD 37535
710 460 ooODDI508 | GS404260 53300 Supplies-LabfTechnical EMUNY 30000 735520 5200 AZI0 0000 GDUO COODOIS7I6 8/15/2013 APCOSTSS02 243 AP Accrusls B/15/2013 B/15/2013 4P 2621086732 5985541 R4S 5813 UNFRSTCORE 315
711 461 000DDO2608 | GS404260 54580 RadiopharmaceuticalsBEMUNY 20000 736520 5200 AZ20 00000 0000 0000013726 8/L/2008 CNVOODODDS 27728 8/1/2008 §/15/2009 CON 69340
712 462 00ODOOI60B | 65404260 54580 Radiopharmaceuticals BEMUNY 20000 736520 5200 A220 00000 OGO 0000013726 12/7/2010 APOG1155S9 124 A9 Accrusls 13/7/2010 12772010 4P 5301324720 5518249 Q669964 2782 PERKINELMER LFE SCENCI 899
713 463 oooDDOI508 | GS404260 54580 Radiopharmaceuticals EEMUNY 20000 735520 5200 A220 000D OUO OOOOOIS7I6 7/22/2010 APODOTAA3E 122 AP Accrusls /233010 I6/010 AP SO0 5441608 Q5TATIT 2782 FERKNELWERLFESCIENEI 393,51
714 464 0000002608 | GS404260 54580 Radiopharmaceuticals EEMUNY 20000 736520 5200 A220 00000 0000 0000013726 §/31/2007 CNVOOS1016 15254 8/31/2007  3/13/2010 cON 104138
715 465 0000002608 | 65404260 54580 Rediopharmoceuticals BEMUNY 20000 736520 5200 A220 00000 00UD 0000013726  3/1/2009 CNVDODOSD2 13020 3/1/2009 8/16/2009 CON 20600
715 455 oooDDO2508 | 65404260 56030 Travel-Intermationsl  EMUNV 20000 736520 5200 A220 00000 0OUO QOODOI3726  B/1/2008 CNVDODODUS 27730 8/1/2008 8/15/2009 CON 127708
717 467 000DD02608 | GS404260 56030 Travel-intermational  EMUNV 20000 736520 5200 AZ20 00000 0000 0000013726  3/1/2009 CNVDODOMD2 19009 3/1/2009 8/16/2009 CON a2
718 463 0000002608 65404260 56100 Trovel - Domestic EMUNV 20000 736520 5200 A220 0000 0DDO 0000013726  3/1/2009 CNVDOOOL2 11807 3/1/2009 8/16/2009 CON 17620
71 459 oooDDO2508 | GS4D4260 56100 Trovel - Domestic EMUNV 20000 736520 5200 4220 000D 0DDO ODODOIS726 6/1/2008 CNVDODODUS 27729 8/1/2008 8/15/2009 coN 31850
720 470 0000002608 | 65404260 56100 Travel - Domestic EMUNV 20000 736520 5200 A220 00000 0ODO 0OO0013726 3{19/2010 GEPOASST6 26 GE Capital P-Card 3/19/2010 _ 3/29/2010 GEP. 9500
721471 0000002608 | GS404260 56100 Travel - Domestic EMUNV 20000 736520 5200 A220 00000 0COQ OOOO13726  8/19/2010 00GD082259 23 ExpRepRevinrre  B/19/2010  8/24/2010 OML 0852
722 472 ooooo2508 | GS404280 55100 Travel - Domestic EMUNV 20000 736520 5200 4220 DODOO 0ODO OOODOLST26  6/10/2010 EXDODS882S 14 Expense Aceruals | 6/10/2010  6/29/2010 EX 500
723 473 0000002608 | 65404260 56100 Travel - Domestic EMUNV 20000 736520 5200 4220 000D 0ODD 0000013726 6/23/2010 APODDS7359 773 AP Accruals 6/23/2010 6/23/2010 4P 0FL7891380350 aa4a1 5005 AMERCANDPRESSCENTE  659.40
724474 0000002608 | GS404260 56100 Travel-Domestic EMUNV 20000 736520 5200 A220 00000 0COO OOOO13726  6/15/2010 0UGDOSE83S 62 EXREPUINEOO00  6/15/2010  6/29/2010 OML (408.62)
125, 75, glpgorises | cioaso  s6i0 Tl pomast EvuNy 20000735 20 a2 goo 0000013728 6 /3/2010 EXDOOSE0LS 25 Expense Accruals _6/3/2010 _6/17/2010 £ 22600
Warh ‘Summeary Instructions __~ Account Codes 'ﬁm EUOGC168 4 Pl p2 'p3 'p4 ‘p5, pb_pl  p8 P9 P10 P11 P12 P13 P14 P15 P16 P17 P18 P10 P20 P2{4 ]

Ready | £ : [EFEETS v

No data is pulled from this tab into the Project.Activity or award tabs.
I. This tab exists solely for the purpose of identifying specific transactions
that may need to be reversed or modified by journal entries in Compass.
For most awards simply scrolling through the list is all that is needed.
For large awards with many hundreds of transactions you can use a number of
techniques to facilitate inspection of the transactions, including:
I. apply Data > Filter to row 12
ii. sort rows 13 onwards (by default it is sorted in ascending order of account
code)
iii. use Ctrl+F to open a search box to find specific text or numbers in the tab
DO NOT edit any data in this tab.
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EMORY

Research Administration

Services

Job Aid: Award Review Tool (ART)

W EMORY

Finance: Grants

and Contracts

ART Project.Activity Tab with Adjustments

14.Entering/Reviewing Adjustments

Project tab # P1

CUMULATIVE SUMMAR " 09/09/13
Project

Report As Of Run C 08/31/2013
Sponsor: Award Begin Date  06/01/2006 ARRA Funds:
Award Descrpition Award End Date 05/31/2013 Internal/Real FSR:
Award No.: Funding Method:  Cost Reimb - Letter of Credit Billing:
Award Department ID Milestone Type FINRE Final FSR/Inwice:
Department: Milestone Code FFSR
PI: Terms: 30/45/60/ 90 days
%
5 _ Adjusted Project .

Cumulative Project Cum. Variance to Budget|
 (ASEENIEEED Description Authorized Budgetas || HeaualBUdIetE [ 5 ctedBUrget | Expenses asioft || ol BXxegsel | Bxpenses o Datell| B8 L ) inden
included in the row Adjustment Adjustmenis thru Award End

of Award End Date Award End Date Date budget
See Compass Tree Salary Expense 954,545,00 954,545.00 673,544.08 = 673,544.08 281,000.92
See Compass Tree Fringe - - 147,806.07 i 147,806.07 (147,806.07)
4 d
SUB-TOTAL PERSONNEL: 954,545.00 - 954,545.00 821,350.15 - 821,350.15 133,194.85
See Compass Tree Consulting Senices = - 665.00 = 665.00 (665.00)
See Compass Tree Supplies 41,664.00 41,664.00 196,890.18 465.11 197,355.29 (155,691.29)
See Compass Tree Travel 13,118.00 13,118.00 11,680.24 2,347.10 9,333.14 3,784.86
See Compass Tree Other Expense 6,848.00 6,848.00 26,396.59 - 26,396.59 (19,548.59)
68715 Human Subject Exp - - 2,833.85 - 2,833.85 (2,833.85)
See Compass Tree Animal Costs - - 423.00 423.00 (423.00)
77600 Subcontracts in first 25k = = - -
Departmental Discretion (Adj) - - - -
Other / Catch all / uncategorized 93,700.00 93,700.00 1,350.00 1,350.00 92,350.00
4
SUB-TOTAL OPERATING: 155,330.00 - 155,330.00 239,815.86 (1,458.99) 238,356.87 (83,026.87)
MODIFIED TOTAL DIRECT COSTS: 1,109,875.00 = 1,109,875.00 1,061,166.01 (1,458.99) 1,059,707.02 50,167.98
Project expenses notin MTDC:
See Account Codes tab Equipment 45,216.32 - 45,216.32 (45,216.32)
See Account Codes tab Patient Care (not in MTDC) 10.50 = 10.50 (10.50)
See Account Codes tab Space Lease - - - -
See Account Codes tab Student Aid - Graduate Fees 5,030.00 - 5,030.00 (5,030.00)
77610 Subcontracts (Not In MTDC): - - - -
Departmental Discretion (Adj) - -
—_————r y
Subtotal - - 50,256.82 - 50,256.82 (50,256.82)
F&A Costs:
Project F&A Rate: 53.0%
See Compass Tree F&A Costs 561,734.08 561,734.08 562,418.50 (773.26) 561,645.24 88.84
TOTAL F&A COSTS: 561,734.08 561,645.24 88.84
TOTAL DIRECT BUDGET: 1,109,875.00 TOTAL DIRECT COSTS: 1,109,963.84
TOTAL PROJECT BUDGET: 1,671,609.08 TOTAL PROJECT COSTS: 1,671,609.08

ADJUSTMENTS AND
NOTES:

Enter Notes on Budge

Amount

Adjustments ( Column D)

Reason

Documentation.
attached? Yes or

I I N . -
Enter Notes on Expen

e Adjustments ( Column G)

I Transaction ID Amount Reason Documentation attached? Yes or No
465.11 |Supplies after date within period Yes - invoice I
423.00 |DAR after date within period No - already in Compass
(2,347.10)| Dept. will remove the overage Yes - email I

section at the bottom of the page.

adjustment columns.

Emory Confidential and Proprietary
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Explanations for the adjustments made in the template are contained in the notes

All adjustments to the numbers pulled from Compass have to be made in the

Page 18 of 28



' EMORY Job Aid: Award Review Tool (ART) EMORY

rch Adm e: Grants

Services 1|( ontracts

ART FFR Tab — Completing the SF425 Form

As the final step before submitting the Final FSR/Final invoice ART package to FGC, the
Federal Financial Report (FFR) Standard Form (SF) 425 tab must be completed.

15.Complete the Federal Financial Status Report Tab in ART, Facsimile of Federal
Standard Form SF425
a. Please note some fields are pre-populated.
I. Those fields will be designated with “Auto-populates” in this job aid.
ii. If these fields do not auto-populate when you run the ART, please contact
your FGC representative.

OME Approvs] Bumber: $040-0014

Federal Financial R.Epﬁl‘t Expirstian Date: WE01A
[Follow form Instructions)
1. Federal Agescy and Crganizational Element &. Fadural Grant or Other Identifying Mumber Aszigned by Faderal Agency
te Which Repart o Subaitted ITe tepert multipls arsaty, uss FFR Attachment]

MIHMATL INSTITUTE OF HEALTH

3. Recipient Organization [Mame and complete wddress incheding 2ip cods)

Emory University, 1533, Clifton R, Atlanta, GA 30322

da. DUNE Mumder 4b. EIM 5. Fecipient Account Number or [deatifying Nesber
[T report multiple granks, uze FFR Attachment)

BB463I33 58-0566256 o000
f. Fepart Type 1. Basis of Accounting . Project!Grant Pesiod 3. Reporting Period End Diate
= Guarterly = Cash
= Semi-Annual X Aceral L =
= Annual
= Final

Note: The graphic above is reflective of the fields and actions referenced in the table on p. 20.
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EMORY

Finance: Grants

and Contracts

Number

Field Name

Action

1.

Federal Agency and
Organizational Element to
Which Report is Submitted

Auto-populates

2. Federal Grant or Other Obtain in Compass:

Identifying Number Assigned by Main Menu ~ > Grants = > Awards = > Award Profile
F_I(_aderal /-\tgen::ty | ; Obtain the Reference Award Number.

(To report multiple grants, use Best practice is to copy and paste the number from

FFR attachment) Compass to avoid any keying errors.

3. Recipient Organization Auto-populates
(Name and complete address
including Zip code)

4.a. DUNS Number Auto-populates

4.b. EIN Auto-populates

5. Recipient Account # or Auto-populates
Identifying # |
(To report multiple grants, use
FFR attachment)

6. Report Type — Select the appropriate type depending on the FFR type.
Select: Please note: Excel won't allow you to check the box so
Quarterly, Semi-Annual, please delete the box beside the appropriate choice and
Annual, or Final place an "x".

7. Basis of Accounting- Select: All financial reports are prepared on an accrual basis so
Cash or Accrual select accrual.

Please note: Excel won't allow you to check the box so
please delete the box beside the appropriate choice and
place an "x"

8. Project/Grant Period From/To: Enter Award Period Start and End Dates
(Month, Day, Year)

9. Reporting Period End Date Enter Reporting Period End Date based on reporting

(Month, Day, Year)

period in which you are reporting.

If it is a Final, this date should match the To Date in #8. If
not, it will be the last date for the period you are preparing
the FFR for.

Emory Confidential and Proprietary

Last Revised on 3/7/2017
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EMORY Job Aid: Award Review Tool (ART) EMORY

Research Administration Finance: Grants

Services and Contracts

10. Transactions | Cunvalative

Jllee fines ame For Siale o TRE S FERCY TG

ulgs &

a Cash Recsipts
b Cazh Dishursements
& Cagh on Mand [line 3 minug b] $0.00 |
JLlre dines oo for mingle geand repoviingl
Federal Expesditures and Usobligated Balamce:
4 Toral Fodural funds suthorined _____
& Federsl share of cxpenditures $2595 144 .52
£ Federal share of unliguidated obligations
g Tatsl Fedaral share [zam of linez & and £ $295,144 52 |
b Unebilgsted balanes of Fodersd funds (line 4 minuz ] (%295 .144.52]
Recipient Share:
i Tatal recipient share required
i nﬂilﬂit“ zhary Er,.gsngiw;:

k. Remaining recipient share bo be provided [Bae i minus j) $0.00
Program Income:
LT i i fi

m Program meome cxpended in secordance with the dedeetion altemative
n. Program iecoms expended in accordance with the addition altermative

o, l.ln-::-:ﬁerrd!d irc-aral-in-:-:'m-: |ﬁ | minus B m or line o F0.00

Note: The graphic above is reflective of the fields and actions referenced in the table that follows on p.21-22.

Number Field Name Action
10. Transactions Cumulative
10a. Federal Cash: Cash Receipts Amount authorized in the Payment Management System

(PMS)*/ Web Services. Please see RAS PMS Job Aid
(located on Blackboard under SOP 2021) for further
instructions.

*Some RAS units may require a screenshot be

attached from the PMS system with this number.
Consult your RAS Director/Manager for guidance.

10b. Federal Cash: Cash This will always equal 10.e.
Disbursements Recommend putting an equal sign in this cell and then
selecting cell 10.e.

10c. Federal Cash: Cash on Hand Formula that auto-populates once 10a. and 10b. are
(line a minus line b) completed.

10d. Federal Expenditures & Amount authorized in the Payment Management System
Unobligated Balance: Total (PMS)*/ Web Services. Please see RAS PMS Job Aid
Federal Funds Authorized (located on Blackboard under SOP 2021) for further

instructions.
*Some RAS units may require a screen shot be

attached from the PMS system with this number.
Consult your RAS Director/Manager for guidance.
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Job Aid: Award Review Tool (ART)

EMORY

Finance: Grants

and Contracts

10e. Federal Expenditures & Auto-populates from the ART —
Unobligated Balance: Federal It pulls it in from the Award Summary tab of the Template.
Share of Expenditures Please verify. If not accurate, the issue must be fixed in
the Project.Activity tabs so it will automatically pull in the
amount to report.
10f. Federal Expenditures & Most awards won't have this number.
Unobligated Balance: Federal This is a field for unliquidated expenses - expenses
Share of Unliquidated incurred or obligated but not expensed during the budget
Obligations* period (i.e. Training Grants stipends, equipment, etc.).
*Please note that if you have unliquidated obligations,
your remarks (#12) now become a Required field.
10g. Federal Expenditures & Formula that auto-populates once 10e. and 10f. are
Unobligated Balance: Total completed.
Federal Share
(sum of lines e and f)
10h. Federal Expenditures & Formula that auto-populates once 10d. and 10g. are
Unobligated Balance: completed.
Unobligated Balance of Federal
Funds (line d minus line g)
10i. Recipient Share: Total recipient
share required
10j. Recipient Share: Recipient
share of expenditures
10k. Recipient Share: Remaining
recipient share to be provided
(line 10.i minus 10.j)
101. Program Income: Total Federal
Program Income Earned
10m. Program Income: Program
Income Expended in
Accordance With the Deduction
Alternative
10n. Program Income: Program
Income Expended in
Accordance With the Addition
Alternative
100. Program Income: Unexpended

Program Income (line 10.1.
minus line 10.m. or line 10.n.)

Emory Confidential and Proprietary

Last Revised on 3/7/2017
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EMORY Job Aid: Award Review Tool (ART) EMORY

Research Administration Finance: Grants

Services and Contracts

11, lnedliecct :!EEQ
a. Type b Bake F Pericd From | Pemod Ta | 4. Base e, Amoank Charged £ Federal $hare
Pre-Oetermined 04012004 2013 0.00
Fre-Determined

g Totals: F0.00 0,00 F0.00
12, Bamarts A0k o Spian o Soama S RO I Iary S BRI roqred B Fodlorid sponsaring agonsy I complianee Witk geveming fapichitien:

Note: The graphic above is reflective of the fields and actions referenced in the table below.

Number Field Name Action

11. Indirect Expense

11a. Indirect Expense: Type - 4 types:| Pre-Determined is pre-populated on the form;
0 Pre-Determined - most Change to appropriate type (if necessary).

awards fall into this category
o Fixed - outlined in the terms All of Emory's rates are predetermined based upon our

and conditions. F&A agreement, including the 8% for training grants.

o Provisional - rarely used;
used if the F&A were in the
process of being negotiated.

o Final - rarely used.

11b. Indirect Expense: Rate Based upon the institution's indirect rate agreement, there
may be multiple rates being used within one award. If so,
you will need to add rows as appropriate to accommodate
the multiple rate lines needed.

1llc. Indirect Expense: Period From Auto-populated with award end date. If this is not a final
and Period To report, change "Period To" to End Date from #9.
11.d Indirect Expense: Base Derived from Award Summary Tab - Cell H27 (The

Adjusted Award Expenses to Date as of Award End Date
Modified Total Direct Costs)

1le. Indirect Expense: Amount Input formula of "=Base (11d.) x F&A Rate (11b.)"
Charged
11f. Indirect Expense: Federal Share| Check the Award Summary tab - cell H41 (Adjusted

Award Expenses to Date as of Award End Date

Total F&A Costs) should be the same number as
your formula produced in cell 11.e.

If the numbers are different, you will need to reconcile
by going back to the ARRT. If you are not able to

reconcile, you will need to contact your FGC
representative.

11g. Indirect Expense: Total This does not auto-populate — calculate cells down for
each column and across for each row.

12. Remarks This field is not required (unless you completed field
10f.) but you should include notes for the agency as
needed.

i.e.: If you have carryover, or the Pl intends to request
carryover, youwould indicate astatementthat Plwill request
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13. Certification: By siguing thiz report, | certify that it iz tree, complete, and accurate to the best of my knowledge. | am aware that |
amy False, fictiticons, or frandulent information may subject me to criminal, ci or admisistrative penslities. [U.E. Code, Title 218, Se

3. Typad or Prsted Mame snd Title of Authorized Cartifying OFficial & Telephana [Ares code, meabar and extanzion)
404-727-d4240

Bill Lambert, &ssistant Vice President, Finance: Grants and Contracts d. Emaill address
[go@emory edy

b, Siguaturs of Autherized Cortlf ying Offlaial ¢, Telephans [Ares code, mumber nhd extenalon)
40d-727-d240

d. Email address 2, Diate Rapart Submitted | M, Agancy wsa anly

Faei@emary,cda

_——
Note: The graphic above is reflective of the fields and actions referenced in the table below.

Number | Field Name | Action

13. Certification

13a. Typed or Printed Name and Title | Pre-populated with relevant FGC Signatory information.
of Authorized Certifying Official

13b. Signature of Authorized Certifying| To be signed by FGC signatory.
Official

13c. Telephone (Area code, number, Pre-populated with relevant FGC Signatory information.
and extension)

13d. Email address Pre-populated with relevant FGC Signatory information.

13e. Date Report Submitted (Month, To be completed by FGC.
Day, Year)

14. Agency Use Only N/A
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Completing the Review

16.When all of the adjustments have been made in the ART Template:
a. Ensure that all of the adjustments have an explanation in the Notes section of the
project tabs.
b. Save the ART file using a name that includes the award number.

c. Collect all of the supporting documentation.

d. Scan any paper documents and save them with a filename that is descriptive of
the contents and includes the award number.

e. Complete the Financial Status Report Checklist — save it with a filename that is
descriptive of the contents and includes the award number.

f. Attach and submit the approved FSR Checklist, ART Template and supporting
documentation to FGC through Salesforce.

17.Complete any remaining adjusting entries in Emory’s systems so that the university’s
systems are updated with the adjustments you have made in the Template.
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Appendix — Compass Tree of Account Code Categories

The Compass reports use an aggregation of account codes into categories. The relation
between an individual account code and the category to which it belongs, is maintained in
Compass as a “tree”.

Main Menu - »  Tree Manager= > TreeViewer
SetlD EMUMNY Last Audit “Valid Tree
Effective Date 09/01/2009 Status Active
Tree Hame ACCOUNTROLLUP Account Rollup

l—g LIABILITIES - Liabilities
: l—g CURRENT_LIABILITIES - Current Liabilities
: l—.& ACCTS_PAY_AMD_ACCRD - Accts payable & accrued liab.
| " 4 [16000] - Other Suspense - Clearing
S 121000 - 21140]
2 [21160] - SJH One In Spirit
S 121170 - 21239]
B2 21241 - 21369]
B [21371 - 22279]
B2 (22031 - 22530]
BB (22541 - 22705]
B 122900 - 24104]
B2 24106 - 24500]
BB 125150 - 25199]
i - [25510 - 25530]
l—.& LIAB_FOR_DERIVATIVE - Liab for Derivative Instrument
J= 121150] - DERIVATIVE INSTRUMENMNTS LIAB
l—.& SECURITIES OM LOAM P - Securities on Loan Payable
. " & [21370] - Securiies On Loan Pay
IB LIAB_FOR_BEMEFITS - Workers comp reserne
: JB [21240] - Accr - Vacation Leave
JB [22280] - Accr - Healthcare IBMR
! S 125010 - 25149]
l’é INTEREST_PAYABLE - Interest payable
| 2P [25200 - 25299
13 ANMUITIES_PAYABLE - Annuities payable
| 2P 25300 - 25309
l’é DEFERRED_REVEMUE - Deferred revenue
| " AP [22540]- Deposits
JF [22800] - Refund Due to Sponsor
B2 25330 - 25500]
S 125531 - 25700]
J= [25710] - REFUNDS TO GRAMT EXPEMNSES
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== BOMDSES_MOTES_CURR - Bonds, notes & mortg pay-curr
E B 26000 - 26854]
J= [26856 - 26899]
IE DERPOSITS_HELD - Deposits held in custody
L P (27120 - 27129]
IE GOVT_ADVW_FED_LOAMS - Govt advances fed loan progrms
| P (27250 - 27250]
IE DUE_TO_OTHER_FUMDS - Due to other funds
J2 [24105] - EJC InterCo Debt
J= [26855] - Due/To EU_EJC_MOB
: ~ @2 [28100 - 282909]
& NONCURR_LIABILITIES - Moncurrent Liabilities
IE BOMDS _MOTES_LT - Bonds notes & mortgages pay-LT
| " 8% [20510 - 20519]
IE OTHER_LIABILITIES - Other liabilities

o [28500 - 28599]
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Appendix — Caveats

Maintenance of the ART Template:

ART is, by definition, a personal productivity tool. It is offered to you as an aid in performing the
Final FSR/Final Invoice review but it is your responsibility to ensure that the numbers in the
template are accurate and complete.

*Always start your reconciliation with a fresh copy of the Template. Do not re-use a file from a
previous reconciliation as the adjustments and notes you made there will not be deleted or
overwritten by importing the Compass reports, and you may not be using the most recent
version of the template.

Integrity of Data:

The two Compass reports are part of the institution’s system of record and they should be a
totally accurate representation of the data residing on ledger in Compass. If you feel that there
are any discrepancies between data in Compass and the EUOGC16A or EUOGC16B reports,
please notify your team leader of this immediately.

Timing of Data:

In Compass, the data tables used in the ART Template are updated throughout the day but
there may be a delay between making journal entries and being able to capture them in the
16A and 16B reports due to approval workflow in the system.

The 16A report pulls from a Compass table that contains a summary, by account code for each
monthly period. Therefore using an ‘As Of Date’ that is earlier than the period end date does
not create a report for a partial month.

Modification of Data During Review Process:

It cannot be overstressed that any adjustments that need to be made during the review
process MUST be put into the adjustment columns on the Project.Activity tabs and
explanations noted in the section below the numeric tables.

If you directly edit any of the numbers in other columns or in the EUOGC16A or EUOGC16B
tabs, the Award summary tab or the FSR Report tabs then the data in the ART template will

not accurately reflect what is stored in Compass and when submitted to FGC, will most likely
result in the template being returned.
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