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Subaward Work Instructions for Workday

The purpose of this document is to explain the Subaward processes in the Workday system for New
Subawards and Modifications. The GCO will complete Workday activities at Execution of New
Subaward or Modification.

To see quick-find sections, click the View tab and check Navigation Pane.

Create a New Supplier Contract:
1. Create Supplier Contract task
a. Enter “Create Supplier Contract” in search bar. Click “Create Supplier Contract” task.

Q. crea supp con

Create Supplier Contract
‘ Task
v

Create Supplier Contract Amendment
Task

AL e
o A
3 1
< "Yi { ? i

2. Enter the “Create Supplier Contract” fields according to the guidance below.
a. Supplier = Search by Supplier ID (S-######; found in MasterStore)
b. Contract Type = “Subrecipient Award”

Notes:
i. If GCO is setting up multiple Supplier Contracts under the same grant, a shortcut

is to use the Copy Details from Existing Supplier Contract radio button in the
Create Supplier Contract screenshot below.

Create Supplier Contract X

D

Company * | X Arizona State University (:-+)

Supplier * | X Intent Brands Inc (-+2)

Contract Type * | X Subrecipient Award (---)

° Create Blank Supplier Contract

Copy Details from Existing Supplier Contract

4
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ii. If Subrecipient is not in Workday, they will need to register as a supplier via
PaymentWorks. See the Subawards Team OneNote for work instructions on how
to initiate supplier registration (Training > Workday > PaymentWorks Supplier
Registration) and FAQs about using PaymentWorks (Training > Workday >
PaymentWorks FAQs).

1. After the subrecipient has registered in PaymentWorks, you’ll need to run
the “Create Subrecipient” task in Workday. To do so,
a. Type “Create Subrecipient” in the search bar, and then
b. Click “Create Subrecipient.”

Q crea subrecipient ® (®) D@ é

Simplified Search is Disabled (I

Tasks and Reports

Create Subrecipient
Task

Didn't find what you were looking for?

Try searching under More Categories.

More Categories

iy P
c. In the new window that appears, type in the supplier ID number (S-
#iHHH#), press Enter, and then OK.

Create Subrecipient X

Supplier *

d. Click “OK” at the bottom of the new window.
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Create Subrecipient

Subrecipient Intent Brands Inc
Subrecipient ID S-060271
Tax ID 991521854
Subrecipient Address 12437 N 80th Pl Scottsdale, AZ 1=
X 85260-5204 United States of
America

Unique Entity Identifier ‘ WAMJYKHUSY59 ‘

DUNS Number (empty)

DUNS+4 ‘ ‘

3. Enter Contract Information and Terms and Amounts according to the guidance below. All
other fields auto-populate.

Contract Name = ASUB # (full number with zeros)

Start Date and End Date = POP dates from subagreement

Contract Signed Date = Fully executed date from subagreement

Total Contract Amount = Total Obligated Amount from subagreement

o oo
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+ Contract Information + Terms and Amounts
Company % X Arizona State = Start Date % 05/18/2018 £
University
Contract Signed Date 05/18/2018 [
Supplier * X KANSAS STATE =
UNIVERSITY End Date 12/31/2018 [

Contract Specialist % X Valerie Wildemann =
Total Contract Amount 40,000.00

Contract T * % Sub t Award =
ontract Type HprECiplent fuwar Line Extended Amount  40,000.00
ContractName %  ASUB000D004S Line Tax Amount 0.00
Contract Reference Update Tax
On Hold
Currency * X USD =
Default Tax Code % Non Taxable (0%) =

Default Payment Type Check

Override Payment Type

Credit Card empt
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4. Scroll down to add Service Line. Click (+) to enter fields according to the guidance below. All
other fields will auto-populate.
Note: The page defaults to “Goods Lines”. GCO needs to click “Service Lines”.

Line Number = “01” for first account, “02” for second, etc.

Description = “ORSPA Subawards”

Spend Category = “Subagreement Sponsored Use Only”

Tax Applicability = “Non-taxable”

Extended Amount = Total Obligated Amount (Same as 3. d. Total Contract Amount

above) in most cases. For multi-account or phased projects, each line may have

specific amounts that match the amounts obligated in corresponding grant accounts and

add up to the total contract amount above.

f. Start and End Dates = Period of Performance (For multi-account or phased projects,
each line may have specific dates of performance)

g. Grant = GR#####

i. By entering the Grant, the Cost Center and Additional Worktags will auto
populate

®©oo oW

Note: GR# should be included in ERA subaward task in the child account field. This is also
included in the ASUB page within the AWD.

Goods Lines Service Lines Projegt-Based Service Lines Tax Attachments Note
Service Lines 1 item & =@,
Line Number Contract Line “Description and Category Tax Tax Recoverabify Cost Renevi
01 Company for Invoices Item Tax Applicability * Zero Rate for Conversion: ARIZONA DE Extended Amount * Do Not Auto-Renew
) Arizona State University ‘ 5‘ ‘ Y —— — | PARTMENT OF REVENUE (0%) ‘»,u 10000
OnHold x Nonrecoverable + no =
‘7‘ Description % Tax Code Allocation Renewal Amount
o - — 0.00
ORSPA Subawards ‘ ‘ X Non Taxable (0%) = ‘
Spend Category *
x Subagreement =
Sponsored Use Only
,
Goods Lines Service Lines Proj B d S Li T Attachments Nots
=8 .
Service Lines = @
Project Gift Grant “Cost Center Program *Additional Worktags
X CC0022 BDI- X Fund: FD3000 Spensored ~
Pathfinder Center Funds
% GR34266 ZTEST AH
031918 - X Campus: Downtown Phoenix
Collaborati
orasorstve X Activity: A2200 Individual
Research: Ontogeny
o and Project Research
v
< >
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5. Click Submit and below screen appears. This completes the process for Subawards.
a. Save this page by clicking on the printer icon that will appear in the top right corner. This
will allow the GCO to download a PDF. Upload in the required Financial Summary

Report field in ERA subaward task.

W Q create supplier cont

You have submitted

Supplier Contract: SCON-P300000089 for Supplier: KANSAS STATE UNIVERSITY starting on 05/18/2018 (astors)

Up Next

Check Budget (Financial) for Supplier Contract Event - Batch/Job: Run Budget Check

> Details and Process

@ Edit ASU_SubawardChange - Internet Explorer

s=]E=]

This activity captures all modifications made to the Subaward including At Risk and original contract. When ~

complete the Subaward will move back to an Active state.

Please fill in the following required information: Displsys on Subswards workspace under the Subaward Change History

tab.
* agreement Task that processed modification: null
* Modification Number: |DO ‘ If not mod, input 00
* Effective Date: |?f15.f2018 ‘E Executed Date
Payment Basis: |Cost Reimbursable V|
Risk Assessment: |Low Vl
Obligated:
* Amount Obligated/Deobligated this action: |$926,322.00 ‘
* Total Obligated Amount: [$326,322.00 |
Obligated Start Date: [11/21/2014 | =
Obligated End Date: [s/30/2018 L
Anticipated:
Total Anticipated Amount: [$926,322.00 |

Anticipated End Date: |

‘

Cost Share:
Cost Share: Oves Ono Clear

Total Cost Share Amount: |

Purchase Order #: ‘SCON—IB-ODDDODT? Update if needed

* Comments: Copy fram Agreement Finalize Subaward Task - Final Brisf comments field

7/16/18 WW: Executed Subaward. Created Supplier Contract for Total Obligated Amount.

* Required | 0K and Add Another || Cancel | (V]

Updated: August 2025 6
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The SCON # will need to be
entered into the ERA
Subaward Task under the
“Supplier Contract (SCON)”
field in Finalize Subaward
Task Request. This will auto-
populate into the Subaward
Change History entry when
the task is finalized and the
Update ASUB box is
checked. If the Subaward
Change History entry isn’t
automatically entered, this
will need to be entered
manually here under
“‘Purchase Order #”.
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Modifications to an Existing Supplier Contract:
There are two methods for navigating to the Create Supplier Contract Amendments task in Workday:

e Searching for the Create Supplier Contract Amendment task
e Searching for the SCON number and selecting Amend Supplier Contract from the menu
actions

Once the GCO enters the Supplier Contract Amendment task, the functions are the same.

Searching for the Create Supplier Contract Amendment task

1. Enter “Create Supplier Contract Amendment” in search bar. Click “Create Supplier Contract
Amendment” task.

W Q create supplier am

Create Supplier Contract Amendment

(—— -

2. Enter Subaward Contract # or SCON in Supplier Contract field.

W Q create supplier contra

Create Supplier Contract Amendment

Supplier Contract *

* SCON-P300000089:
ASUB0DODDD045

Searching for the SCON number and selecting Amend Supplier Contract from the menu
actions
1. Enter the full SCON number in the search bar and press Enter.

Q SCON-22-00000562 ®
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2. Select “More Categories,” if needed. Hover over the right side of the SCON number and select
the ellipses (...). Hover over Supplier Contract and click on Amend Supplier Contract.

SCON-22-00000562: ASUB00001003

-

Supplier Contract

Actions
Supplier Contract
Supplier Contract > Add Note A
Accounting y Add Attachment
Amend Supplier Contract
Favorite >

Close

i L
Lopy

Amending the SCON
Enter Amendment Information and update Terms and Amounts according to the guidance below.

®P20TO

—h

Amendment Type = “Change”
Amendment Date = Today’s date
Amendment Number = Modification number
Amendment Signed Date = Fully executed date of modification
Amendment Description = Description of changes
i. For example: “Mod 5 to Obligate $20,000, new total of $60,000 and extend end date
to 12/31/2019”
Start and End Date = (New) obligated POP, if applicable to modification
Total Contract Amount = Previous “Total Contract Amount” + Amount Obligated/De-
obligated this action, if applicable to modification

Note: “Total Contract Amount” may not reflect the “Current Obligated Amount” shown in the
Subaward. This is the case with Subaward Contract Numbers that are formatted as YY-### rather
than ASUB#H####H#HHE. These subawards were mass converted from Advantage (previous financial
management system) to Workday with the remaining unspent funds at the time of conversion. When
modifying these SCONSs, the GCO will need to add or subtract the amount included in the
modification to the existing amount included in the SCON.

Updated: August 2025 8
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Contract Number ~ SCON-P300000089  Version

~ Amendment Information
Amendment Type %

AmendmentDate % | MM/DD/YYYY

Amendment Number

v Contract Information ~ Terms and Amounts

Company * Arizona State University Start Date

Supplier % KANSAS STATE UNIVERSITY Comract Signed Date

Contract Specialist % X Valerie Wildemann
End Date

Contract Type % | X Subrecipient Award
Total Contract Amount 40,000.00

*  ASUBOD000D4S
Contract Name S Original Contract Amount  40,000.00

Contract Reference Line Extended Amount 40,000.00
On Hold Line Tax Amount 0.00
Currency * UsD

* | 05/18/2018

05/18/2018

12/31/2018

Obperations

Office of Research and Sponsored Projects Administration

Amendment Signed Date MM /DD /YYYY

Amendment Description

v Spend Transactions

Non-PO Invoice Amount 0.00

nwoice Balance Remaining  40,000.00

Update Service Lines fields to reflect changes made to Terms and Amounts

Lines if additional accounts are added.

Goo Service Li Project-Based Service Li T Att t P Hist
Service L
*Contract Line Description and Category ke
Line Number + item Tax Applicability *
1 Ser
Contract Line S
Non Taxable (0%)
Company for Invoices Spend Category *
Lo SRS Subagreement Sponsored Use Only
On Hold
Canceled
<

Extended Amount %

60,000.00

Press SUBMIT and DONE to complete Modifications of a Subaward process.

Note: DO NOT add a service line unless funds are being obligated from a new grant account. A new
grant account will be involved if a new GR# is associated with the new funds.

Updated: August 2025

. Add new Service

Start Date
05/18/2018

End Date




% Knowledge Enterprise )

Development Ovperations

Arizona State University ) ) o )
Office of Research and Sponsored Projects Administration

When finalizing the task, the ERA Awards Subaward Change History tab will automatically update as
long as the Update ASUB checkbox is checked in the Finalize Agreement activity, and the Subaward
Contract Number status is set to “Subaward Review/Update Required”. Any comments added to the
“Final brief comments on transaction for reporting” field within the Finalize Subaward Task Request
smartform in the subaward agreements task will be transferred to the Subaward Change History tab.

If the subaward has multiple accounts, please note which GR was increased in the “Final brief
comments...” field. If the GCO is amending a subaward that was mass converted from Advantage to
Workday, note what the Workday “Total Contract Amount” is now.

Note: Subawards that were mass converted from Advantage to Workday will have a Workday
“Total Contract Amount” reflective of their unspent funds at the time of conversion.

Note: If a Supplier Contract was created for a new subaward, the “Total Contract Amount” does
not need to be noted. The Supplier Contract “Total Contract Amount” will be the same as the
“Total Obligated Amount” in the subaward.

s

@ Edit ASU_SubawardChange - Internet Explorer == | =]

This activity captures all modifications made to the Subaward including At Risk and original contract. When A
complete the Subaward will move back to an Active state.

Please fill in the following required information: Displsys on Subawards workspace under the Subaward Change History

tab.
* Agreement Task that processed modification: null
* Modification Number: |D:l | If not mod, input 00
* Effective Date: |?,-’:l 6/2018 | Executed Date
Payment Basis: |Cost Reimbursable V|
Risk Assessment: |Low V|
Obligated:
* Amount Obligated/Deobligated this action: |$10,DUQ |
* Total Obligated Amount: [5926,322.00 |
Obligated Start Date: [11/21/2014 |
Obligated End Date: [10/30/2018 | =
Anticipated:
Total Anticipated Amount: [$226,322.00 |
Anticipated End Date: | 'EI
Cost Share:
Cost Share: Oves Do Clear

Total Cost Share Amount: | |

Purchase Order #: |SCON-19-00000077 | Update if nesded

* Comments: Copy from Agreement Finalize Subaward Task - Final Brief comments field
7/16/18 WW: Mod 01 - Obligate $10,000 and extend date to 10/30/2018

Amend Supplier Contract - increased Line 1 (GR265 by $10,000.
Workday "Total Contract Amount” = §526,322.00

* Required | OK || OK and Add Another || Cancel v}
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Workday Help

The purpose of this section is to address common Workday questions.

(N The Supplier ID is not in the MasterStore. How can | find this in Workday?

The Supplier ID should be housed in the MasterStore. The GCO can search for a Supplier ID in
Workday either via the Supplier Detail report or the Find Suppliers report. The Supplier Detail
report shows a list of the suppliers and select the relevant listing before clicking OK. Find Suppliers
will show all suppliers that match the keywords entered. Both reports show similar information, but
Find Suppliers is more simplified.

1. Enter “Find Suppliers” in search bar. Click Find Suppliers report.

(Q find suppliers| @)

—  Find Suppliers <:I .
o Report -
) ¥

2. Search for Subrecipient name in the “Supplier Name” field and select OK. Note: multiple
supplier records may appear. It's best to search for a portion of the subrecipient name instead
of their full entity name. This will show more results in case the entity name was entered
differen;ly than they appear in ERA. -

Find Suppliers X

Supplier

Supplier Name rayn| <:]

Updated: August 2025 11



% Knowledge Enterprise )
Development Obperations
Arizona State University

Office of Research and Sponsored Projects Administration

If there are multiple potential supplier matches, verify the supplier by “Remit-to Address”
compared to their subrecipient commitment form.

e
Customer Supplier Parent IRS 1099
Supplier  Supplier Name Supplier ID Supplier Status Supplier Category Supplier Group AccountNumber  DUNSNumber  Alternate Name = Gontacts Supplier Supplier Remit-To Address
Q George Francis Rayner Elis 5024989 Inactive Not Declared Foreign Individua No 4 Montrose St Flat 523 Montebello
Newlands
Q Jessica Traynor $-038620 Active Not Declared Foreign Individual No 21 Brookwood Rise
Independent Contractor D3
DOSESRS
Ireland
Q Nathaniel Raynor 5021213 Inactive Not Declared Independent Contractor Yes 1206 18th St
Alamogordo, NM
United State;
Q Rayn Hookala S-017864 Inactive Not Declared Independent Contractor 1000155995 Yes olan Dr
Chandler, AZ 85249
United States of America
Q Rayn Innovations LLC 5014010 Inactive Scientific Supplies/Services Conflict of Interest 1201017432 080123702 Yes 5701 W Dublin Ln

Chandler, AZ 85226

Independent Contractor
United States of America

3. Copy the Supplier ID into the Subrecipient Profile in ERA.

Updated: August 2025 12
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Il The Subrecipient is not listed as a Supplier in Workday. What do | do?

1. Search for the supplier using the instructions in Question 1 to verify that the supplier does not
exist.

2. If Supplier does not appear, request additional information from the subrecipient to initiate the
supplier registration request via PaymentWorks.

Il The Subrecipient is listed as a Supplier in Workday, but they’re inactive. What do |
do?

1. Search for the supplier using the instructions in Question 1.

2. Under the Supplier Group column in Find Suppliers determine if they have “PaymentWorks”
listed. If “PaymentWorks” is not listed, the supplier is likely inactive because they haven't
registered in PaymentWorks. Request additional information from the subrecipient and initiate
the supplier registration request via PaymentWorks.

3. If “PaymentWorks” is listed under the Supplier Group column and they are still inactive, this
may be related to a conflict of interest or other risk mitigation technique implemented by ASU
Supplier Admin. In this case, the GCO should reach out to Supplier.Admin@asu.edu with the
Supplier ID and request that they temporarily reactivate the supplier ID. This will allow the
GCO to update the SCON.

IV.  Check Budget (Financial) Workday Inbox Item

Sometimes after creating a new supplier contract or updating an existing supplier contract, the GCO
will receive a Check Budget (Financial) for Supplier Contract Event item in their Workday Inbox. This
error typically occurs when we are creating a supplier contract for a future start date. For example, if
we've fully executed a new subaward on 11/2/2023 and the start date is 12/1/2023, this will likely
create this error. The GCO may need to wait until after the period of performance begins to clear the
error.

Check Budget (Financial) for 09/21/2023 <7
Supplier Contract Event

Due: 09/22/2023

The error code will look like:

Updated: August 2025 13
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Error

1. Page Error

Check to ensure

1) The ledger pericd is open for the transaction
2) Account posting rules have been configured or

3) The appropriate ledger has been created.  (Check Budget (Financial) for Supplier Contract Event)

To resolve this, click on Modify. This will open the SCON detail view.

Transactions 1 item

Transaction Modify

SCON-24-00000213: ASUB00007443 Modify

Review the Workday SCON information against the original subagreement / subaward modification to
ensure all information is submitted correctly and click
This should clear the item from the inbox.

V. Error: “The supplier for the supplier contract does not match the subrecipient on the
award line for this grant”

Error

1. Page Error
- ASU_SC_2 The supplier for this supplier contract does not match the subrecipient on the award line for this grant. Please review and make necessary corrections. Thank you!

If the above error populates, this means the subrecipient’'s Supplier ID listed in the ERA MasterStore
subrecipient page does not match Grant Line in Workday. This often occurs with new subrecipients
where the subrecipient was not registered in Workday before AMT issued the task. This can also
happen if the subrecipient changes slightly during negotiations and the parent company has a
different Supplier ID than the child company (for example). Please submit a “ServiceNow” request to
have the Supplier ID (found in the ERA Subrecipient Profile) tied to the Grant Line in Workday.
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Knowledge Enterprise

% Development

Arizona State University

VI.

Obperations

Office of Research and Sponsored Projects Administration

How to Submit a ServiceNow Request

1. Select “Services” on my.asu.edu homepage

ﬂl Arizona State
University

My ASU

Resources Service Profile

Teaching

ASUHome = My ASU  Colleges and Sch

e Announcements | Security | News | Sports | Arts | State Press

This holiday season, the gift of wrapping paper

AASU honored with digital learning innovation award

2019 Open Door deadline approaches

ASU Police Department's newest four-legged member will comfort crime victims

ASU Events | Academic Calendar | Holidays | Payroll Calendar

Dec 24, 2018: Winter Holiday May 27, 2019: Memorial Day

Dec 25, 2018: Winter Holiday Jul 04,2019:  Independence Day
Jan 01, 2019: New Year's Day Sep 02, 2019: Labor Day

Jan 21, 2019: Martin Luther King Day Nov 11,2019: Veterans Day

View More

Teaching & Student Support Tools

Digital Portfolios
Refer a Student
Clickers @ ASU
Grading Policies and Info
Roster Contacts
Eval & Educational Effectiveness
Course Evaluations

Blackboard/Canvas Course Reguest
Bock Adoption & Syllabi Management
Curriculum ChangeMaker

Graduate Admissions File Review
Academic Catalog

Class Search

CRM (Salesforce)

iGrad

Academic Persnnnel

2. Select “Service Catalog”
My ASU

Resources Service Teaching

My Tasks
TODOs:

2018 ASU Police
ASU Info Securit
ASU United Way

My Employment
Time | Payroll

View Paycheck
Direct Deposit

Job Openings | HF

Research Tools

Profile

IT Services

Request Services
Get assistance with your IT needs from an ASU representative.

| jve Chat [+] icket My Service Portal

You can also call u 0) 965-6500 or 1-855-278-5080.

Service Catalog
Search all of our services for what you need.
Access Requests

Initigte or manage user access to Various services.

ServiceMow Training

Become a ServiceMow

expert.

© Report an

3. Select “Workdé;/ App-I%i'c_éut'ion Support”

under the Departmental Catalogs category

4. Select “FMS and Budget System Support Request”

Updated: August 2025
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Financial Management System

Service requests related to Financial Management System.
How To Request:

Adaptive Planning - Revoke Role Request Adaptive Planning Budget System Role Request FMS and Budget System Support Request
Use this form ta request role removal associated with Adaptive Use this form to request access to the Adaptive Planning budget FMS and Adaptive Planning Help/Support Catalog Item
Planning system.

View Details View Details View Details

Revoke Role Request - FMS Workday Role Requests ~
FMS - Revoke Role Request FMS Role Request Landing Page

Note: This link can also be bookmarked.

5. Complete request form with the GCO’s information and click “Order Now”
a. Request type = Grants
b. Description = Subrecipient Name, Supplier ID, GR#, and Award # in addition to a
description of the error (copy/paste the error from Workday into the body or attach a
screenshot) and request to tie the supplier to the award line or otherwise resolve the
Workday error.

Note: Currently, it’s best practice to add a note like “**** Please assign to Tara Jenkins
e at the top of the description. Tara in AMT manages these tickets, but other Service
Now team members at ASU (outside of ORSPA) assign the tickets. This will help
ensure that the ticket reaches Tara sooner.

Vil. How to Utilize the Budget to Actuals — Grant Summary Report:

Th Budget to Actuals — Grant Summary report is used to verify funds are in the account prior to
executing a subaward or creating a supplier contract. This should align with the funds found in the
Account in ERA.

1. Search for “budget to actuals” in the search bar and select Budget to Actuals — Grant
Summary

Updated: August 2025 16
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(O budget to actuals| @)

Budget to Actuals - Gift
Report

[iiid

Budget to Actuals - General Operating
Report

[iiid

Budget to Actuals by Grant
Report

[iiid

Budget to Actuals - Grant - Ledger Detail
Report

[iiid

Budget to Actuals - Grant - Payroll Redistribution
Report

[iiid

Budget to Actuals - Programs and Gifis
Report

[iiid

Budget to Actuals - Grant Summary
Report

[iiid

2. Enter Grant account number (GR#), press Enter to populate, and select OK.

Budget to Actuals - Grant Summary

Instructions  To limit the report by Pl or Fiscal Delegate, enter the Pl or Fiscal Delegate
combination of GRANT HIERARCHY and Pl or GRANT FISCAL DELEGATE"

Period *| x 2025-Jul =

Award =

Grant w GR41157 SC USGS PHASEE =
- THEMIS PHASE E BUDGET

3. Verify Grant Start Date and Grant End Date match the task request. This is the sub period
of performance (POP).

Updated: August 2025 17
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4. Click into the Available Balance Amount (font is in blue) to see breakdown of ASU F&A and
the Funds available to the Sub.

5. Review 7201: Subagreements “Available Balance” to verify that funds are in the account.
—_— L (4 =
I
s et e [ - 'E,'E P— mn.;?".% s st R o

FOM00 Sporsoned  ASLSNT00 0 4371 ] 20830885 o e,

Furds !

[ s
Toeal 9650100 LR T E 8 MM o Iz Gt Beriod s || bt O Avelatie
. : PUMOUIN | < garean| T RRLTD & eseres Hecerses  Becerves Baiwece

o A VGRS I TIUTE  HDgs S S UMpATIIM ot Mo DRTTAINTY UbRVEINS — 4950100 0 1% SITAHT00

TECHNG Securmy {[#45]
TOTAL Ao Macarewsas U5 Department of Momeland saoam? 06732018 MTDC - Standard DHMS Agreement FY7 - $606.541.00 0.00 ST 000 S04 3466 69 000 5T 00
Security (D) PFI0 o 1500)

6. Once a Supplier Contract is created or amended, the funding will move from “Available
Balance” to “Encumbrances & Reserves.” This makes the new funding available for

invoicing.
nenn & . o &
R S0 = ok |
5
Ledges Accousm Graen Fung Cumem Budger uE.:':E Expenses LTD m.:::E: E"“‘"::::: u.,:: ";:‘:::
T2 Subegreemenns 525400 577573 68 "

i = oo v
1183671 o s sries o oo ) e pain T | raiait
Y e Comenttuges L meneatro i (st by oo Bt
UTE 01, L 0.00 51189671 Qoo S5TISTI9 Qoo £0.00
TOTAL Fioss Maciepewsti US Department of Hometand oWOT20T 08I0/2019 MITDC - Standard DHNS Agreement FY17. 5696.541.00 000 S118967.31 000 SSTTSTIAY .00 50.00

Securty (DHS) FY2i (07011 900)

VIll. How to Cancel a Drafted Amendment

1. Search for Draft and open by clicking Magnifying Glass
~ Report Criteria

Contract Name  16-956

Supplier Contracts 2 items

!
Stupphies Contract Number Contract Name Supplier Contract Type Status
Contract
Q SCOMN-19-00000079 16-956 Subrecipient Award Canceled
SCON-19-00000708 16-956 Subrecipient Award Amendment In Process

2. Click [...] to the right of “Supplier Contract Amendment,” hover over “Supplier Contract Ame..”
and select “Cancel Amendment.” Submit to finalize.
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View Supplier Contract Amendment
Current Amendment 09 for Contract: SCON-19-00000108: MIGN LLC 10/01/2015 (version 2) (=)

Fee o Suppleey Comiract An <
~ Amendment Information 250 Supplier act Amendment
3 SuppherContract Ame 3 Caneel Amendemant ment 09 for Contract: SCON-19-00000108: MMA DESIGN LLC 10/01/2015 (version 2)

Supphier Contract Amendment Trpe  Cribnge

Amensdment Numise

Amendment Diescription

~ Contract Information Commpany

IX. How to Close an SCON

Research Administrators (RAs) or members of the Fiscal Operations Team (FOT) will occasionally
reach out requesting an SCON to be closed because the subaward is being closed out with the award
and all final invoices have been received. They will typically provide the Subaward Contract Number
and SCON that needs to be closed.

This should only be done when the subaward'’s period of performance has ended and when AMT or
the post-award RA has confirmed that they’ve received the final invoice.

Seach for the SCON in Workday using the search bar

Click on More Categories if needed to see the SCON results

Click on Related Actions by hovering over the blue SCON hyperlink and selecting the [...].
Hover over Supplier Contract and click Close.

wn =

SCON-19-00001018 : 16-811
Supplier Contract

Actions

Supplier Contract ’
Accounting 2
Favorite ?

Roles >

Note: If “Close” is not an available option, there is something still processing on the backend of
Workday. The GCO should make a calendar reminder a couple weeks out to re-check this
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SCON and see if the Close option becomes available. Continue to move out the calendar
reminder until the Close option appears and the SCON can be closed.

Click OK. No override dates need to be entered.

Click the PDF option to download a copy of the closed SCON confirmation. Add the SCON
number to the end of the file name and send to the requestor as confirmation that the SCON
has been closed.

oA
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