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Overview

Memorandum of Independent Contractor Subaward
Understanding (MOU) Agreement (ICA)

nt under $5,000

nt Contractor's Agreement 35,000 and above

] e © zar

Contract Manager is the Research Foundation’s electronic document request and processing system,
which offers users a centralized and streamlined process for requesting MOU’s, ICA’s, and Subawards.
This manual will show you the following:

1.
2.

3.

4.

How to create MOU, ICA and Subaward requests in the Contract Manager System.

How transactions proceed through the Contract Manager System, and how to track

the status of MOU, ICA and Sub-Award requests in real time.

How to create requests for amendments to MOUs, ICAs and Subawards in the Contract Manager
System.

How the Contract Manager System integrates seamlessly with the RF’s E-payment system, to
create a streamlined and simplified payment process.

Contract Manager Home Screen

Below

are the full qualifications for each, Memorandium (MOU), Independeant Contractor (ICA) and

Subward.

Memorandum of Understanding (MOU) Contracts under $4,999

1.

ok w

The Memorandum of Understanding (MOU) is an Independent Contractor Agreement used when
the total cost of services from a contractor is under $5,000 for the calendar year. It is a legally
binding contract entered into by the Research Foundation on behalf of the associated CUNY
College/Office and an Independent Contractor.

MOUs are reviewed and executed by the Research Foundation’s Procurement and Payables
Department.

MOUs must be fully executed before the commencement of any services.

Requests for payments must be submitted after the MOU is fully executed.

If a request for an MOU brings the total compensation to the Independent Contractor across all
MOUs issued in a calendar year to $5,000 or more, an Independent Contractor Agreement (ICA)
must be requested.
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Independent Contractor Agreement (ICA) Contracts over $5,000

An Independent Contractor is an individual or firm providing specific personal services free from the
direction and control of performance including the means and methods used to accomplish the work.
The general test is one of control i.e. that an individual is an Independent Contractor if the entity for
which the services are performed has the right to direct only the result of the work and not control the
means or method of accomplishing that result.

Subaward

1. The Subrecipient must comply with the sponsor requirements of the prime award (e.g. effort
reporting on federal awards).

2. The Subrecipient exercises programmatic control over how the sponsored work is performed. It
makes independent decisions regarding how to implement the proposed activities, as opposed
to providing goods or services to the prime award Principal Investigator.

3. The Subrecipient is responsible for substantive programmatic work or for conducting a
significant portion of the project.

4. A Principal Investigator has been identified at the Subrecipient who functions as a “Co-PL.”
Publications may be created or co-authored.
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Accessing the Contract Manager System/Features

To access Contract Manager, log into the RF’'s website, and hover over the Electronic Tools tab ® and
select Contract Manager ® from the drop-down menu. This will take you to the Contract Manager Home
Screen as seen in figure 2 on page 4.

P 3N TEST SITE

Agout PRINCIPAL INVESTIGATORS EMPLOYEES PARTHERS ELECTROMIC TOOLS RESOURCES TRAINING

ACH File Management

Calendar

Contract Manager 9

Digital Mailbox (Human Resources)
Document Tracking - Legal
Document Tracking - 0TPS
Etfort Reporting

Electronic I-9

Employee Wage Title Designator
Event Payment

FileShare

Mandatory Training Course
(IMPORTANT)

P-Card Reconciliation System
Payment Request

Personnel Action Form
(PAF)/Calculator

Personnel Yacancy Notice (PVN)
ANNOUNCEMENTS Property Management
PSC-CUNY Grants Proposal

FOUNDATIONS WILL INCREASE RESEARCH FOUNDATION STATEMEN RF Onboard - New!
SUPPORT FOR HIGHER EDUCATION ON RACIAL INJUSTICE Summer Salary

Several foundations have announced Research Foundation Statement on Time and Leave (Payrofl

that they will increase grant making by Racial Injustice Admisistration)

$1.7 billion to support nonprofit Virtual Office
institutions in higher education, the arts Web Reports (Kuali 7/1/2013)

and the humanities.... Web Reports (0ld - 6/30/2013)

Figure 1
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Contract Manager Home Screen Features
The MOU, ICA, and Subaward portals each include the following features:

The learn more © blue icon @ gives you detail information regarding MOU, ICA, and Subawards; By
hovering over the icon, users can access helpful information for that item.

The Request New @ portal, for creating a new contract request.

The View Pending © portal, which allows users to see the status of all pending transactions, including
real time status updates. Pending transactions are those which have not yet completed all necessary
approvals in Contract Manager.

The View/Amend Processed @ portal, which allows users to view and/or create amendments to
processed agreements. Transactions move from Pending to Processed once they have completed all
the necessary approvals in Contract Manager.

Memorandum of Independent Contractor Subaward
Understanding (MOU) Agreement (ICA)
©Q 0o ] 0
)
o
o

Figure 2
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Creating an MOU Contract Request

Under the MOU portal onthe Contract Manager home screen,

click Request New ©. This will take you to the first screen, Memorandum of
Classification ®. Home ©, this will return you to the Contract Manager Understanding (MOU)
home page. MOUs @, which is outlined to show that this the section

you are currently accessing. Pending ©, is where you can view and

access all pending MOU transactions. Processed 0, is where you can

access all processed MOU transactions.

This is where you will indicate if the requested Contractor is An
Individual @ or A Company . If you select Individual @, a drop-down

list of twenty questions will appear, which you will be required to L=
answer before you can proceed. If you do not answer all the questions, (1) 2/ st N

the system will prompt you to answer the question by providing red text Oy

© under the unanswered question(s). After answering the questions,

click the Initiate Request button ® and continue to the next step.

Fiaure 3
Please Note: For MOU requests for individuals, you may receive a
warning that the proposed contractor may not meet the IRS requirements to be classified as an
Independent Contractor, depending upon the answers. The warning will not stop you from submitting
the request. The RF staff will closely review the request to ensure proper classification under the IRS
guidelines.

Classification @ (3] 09 (6

$ Ageement Detals

Figure 4




ARFN

RESEARCH
FOUNDATION CUNY

Contract Manager Steps/Features

After clicking on Initiate Request, a green success banner @ will appear in the figure 5 below stating you
have moved to the next step successfully. If the system indicates the requirements are not met for an
MOU contract, a warning sign @ will appear. The system will allow you proceed, and the RF staff will
review this closer to assist you.

There are three steps in completing a contract. The first is Agreement Details ® . This is where the
contract details like the Agreement Amount, Performance Place and Dates are required prompting the
Project Account number and other details to be filled in. To know which section you are in, this will be
indicated by the bold bars on both sides of the section name. This is shown with the two arrows below
in the Agreement Details title @. Contractor © section, this is where you first search to see if the RF has
established a business relationship with the contractor. If the contractor has an established business
relationship with the RF, they will have an existing vendor profile. The contractor's name will appear in
the system when you search for it. If the contractor in not in the RF system, you can create a new
contractor profile in this section. Supporting Information ® page which allows you to upload all
supporting documents required and add notes.

The Classification Type @ indicates which type of contract you have, Individual or Company to initiate
the application process.

The Audit © feature maintains an audit trail which allows users to track the progress of requests, and
provides users with the up-to-the-minute status of all pending requests submitted, including who has
worked on the request and the last action performed upon it.

The Help © link provives telephone numbers and emails for assistsance regarding your chosen contract,
MOU, ICA, and Subaward.

$ Agreement Details v

(3] e 6] 7] (8] ©

v Success o

ication questionnaire saved successfully

Agreement Amount

Figure 5

$ Ageement Detals

(2 I

Figure 6



ARFN

RESEARCH
FOUNDATION CUNY

Agreement Details

The first step is to enter the Agreement Amount ©. If, in addition to payment for services, the contractor
will also be reimbursed for travel expenses, those travel expenses should be you can add an amount for
travel expense by clicking the + Add Travel Expense link ® below. A Consultant Travel box © will appear,
where you can enter the amount for travel. If you choose not to add travel expenses once the Consultant
Travel box is open, you can collapse it by simply clicking the red x Remove Travel Expense @.

Once you complete the Agreement Amount section, the Performance @ section will appear, prompting
you to enter the Performance Place, which is the country where services will be performed. Next, select
the Performance Start date and End date, using the drop-down calendar for each field. Once you have
completed this section, the Agreement Amount Allocation © section will appear.

You will begin by entering the Project Number and selecting the project from which you will fund the
MOU. Once you select the project, the Project Number, Project Name and availability will be displayed on
the transaction @. If you wish to change the Project, click on Change Project ®, which will return you
back to the Project Number search box ®. Once you have selected the Project Number, you must enter
the amount of funding you wish to allocate to that Project in the Agreement Amount® box.

Contract Manager allows users to allocate the total agreement amount to one or more Project Numbers,
so you must enter the amount allocated on each Project Account. If you are going to be funding the MOU
from more than one Project Number, allocate the amount to the first Project Account selected, and then
click + Add Another Project ©, select the next Project Number, and enter the allocation amount for that
Project. Continue this process until you have distributed the entire agreement amount.

Once the entire agreement amount has distributed to the applicable RF account(s), the Principal
Investigator's @ Name, Email, College and Phone Number will appear. If the Pl displayed is not the
correct PI for this MOU, click the Change Principal Investigator link @, and Select Box @ will appear.
Click the arrow @ to access a drop-down menu of all available Pls for the selected project account(s).
Select the applicable PI for this request. If you wish to cancel the change of PI, click on the Cancel ®
link. Once you select the PI, scroll down and click Save & Continue @. The system will now proceed to
the Contractor section.
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Memorandum Of Understanding Home el el

§ AgreementDetalls & Con Supporting Information o Classificatio Company : Ao Trell @ Help
Agreement Amount O Performance
Agreement Amount @ Consultant Travel Performance Place Performance Start Performance End
@ | 5200000 $000 3] United States x| |07/2312021 07/29/2021

9 + Acd Trevel Expenses

® Remove Travel Expenses

© Agreement Amount Allocation @ Principal Investigator
R 2t S @ £ Cnange Principel nvestigstor
— Project Number: 40625-00 12 ' Forward Funding @ @ OChengeProjsct  Neme: Pl TesterPl | BCS e
0 Project Name: MRI: ACQUISITION OF MOBILE ROBOTS Emalk yicizna_rodriguez@ricuny.org Phone: 212-417-8367
I— Availability: $991,000.00 @ Budget Perlod: 03/01/2020 - 09/30/2021  College: BROOKLYN COLLEGE @ N .
Principal Investigator
Project Number
(61K P.IName @Cancel @
Agreement Amount €@ _ @

L0l —
+ Add Another Project ()
GO TesterGO (TS1)
Judith Manget (MYG)
Nick TesterGO (GBZ)
| Tesw=rPl (BCA)
Sebrina Cerezo (CSG)
Sean TesterGO (GDC)
Yong Tes1erGO (GEG)

Figure 7
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Agreement Amount Allocation Details

The Agreement Amount Allocation @ section provides three blue information circles. The first, Project
Number ®. When you hover over the blue information circle, all the RF Project Administrators contact
information will display. Second, the Availability ®. When you hover over the blue information circle, its
displays Fund Amount, Pending Amount and Total Amount. There is also a link titled Project Budget &
Expense Report O to view Object Code, Description, Budget, Encumbrance, PTD Activity and Available
Balance in detail, click on the link and a pop-up Project Budget & Expense Report © will display. The
third is Agreement Amount @. This explains the portion you are allocating is part of a larger budget
amount.

You have the ability to Change Project @ by clicking the link, the current information closes, and the
Agreement Amount request box appears where you can re-enter a Project Number to locate the new
one. If you choose to Cancel, just click on the Cancel link ® in figure 9. You can choose to

+ Add Another Project © by clicking on the link. This will open a section where you can enter a new

Project Number. If you wish to Cancel, click on the red Remove Project link ® as seen in figure 10.

Contact information

@ Agreement Amount Allocation

efi';]é:'. Number: 40G25-00 12 | Forward Funding  ©

Project Name: MRI: ACQUISITION OF MOBILE ROBOTS

© Availzbility: $991,000.00 Q

Budget Perlod: 03/01/2020 - 09/30/2021

@ Agreement Amount @—— P Agreement Amount
$ 30
The Agreement Amount is the ne agresment @
that will be encumbers &
© + Aca Another Project
Project Budget & Expense Report 9
Figure 8
Agreement Amount Allocation o
! @ _Cancel P Nun @ xzec roject
Agre t Am e Agre n e
$ $

Figure 9 Figure 10

Please Note: Yellow warning banners may appear to inform you
of issues/errors. In the example to the right, the warning banner is
alerting us that the amount requested/allocated to the Project
Account exceeds the total Agreement Amount requested.
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Contractor Section

This this is where you first search to see if the RF already has established a business relationship with
the contractor. If the contractor has an established business relationship with the RF, and already has an
existing vendor profile, the contractor’'s name will appear. If the contractor in not in the RF system, you
can create a new contractor profile in this section.

For this example, we are using an existing contractor. The next step is to locate the contractor by typing
in the Contractors name @. By typing in a few letters, a list of contractors will automatically appear under
the name to choose from. Once you have located the vendor, check the Vendor ID ® to make sure it is
the correct vendor. You then click on the blue Select ® button to proceed. If you need to add a
Contractor, click on + Enter New Contractor ® and it will bring you to the Contractors Details Information
section on page 11 where you can enter the new Contractors information.

Located on bottom of the screen are the amount of screen pages © with vendors listed to search from.
The Save & Continue @ button functions later in the process. You can Delete @ the contract at this point
if required. The Submit ® button will function once the steps are completed. If you try and submit the
contract before completion, a Submit Request © window will appear as part of the normal procedure.
You can close out and it will keep you in the same section. If you click proceed, the Error ® banner will
appear with instructions preventing you from submitting. The Print @ option at the stage will print out
the following: Transaction Number, Transaction Type, Contractor Type, Agreement Amount,
Performance Period, Project Number, Project name, Budget Period, Remaining Agreement Amount, and
the Pls information.

Memorandum Of Understanding (CM00003088-00) MOUs
& Contractor v
Contractor Search
0 -
+E
e ©
=
BE=
Submit Request @
(5]
a
(6] (7] (8) o
P T T -
A Error @
Please enter your contractor’s name in sext box below or enter his/ner information by clicking the ‘Entel
Figure 11

Figure 11 A
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11

Contractor Details

After you have selected the Contractor, the Contractor Details will appear.
Please Note: there are two tabs in this section, the Contractor Details ® and Contractor Official ®. The
tab highlighted in blue @ informs you which tab you are viewing.

Any required information will be marked with a red asterisk. If you need to select a different contractor,
click the Change Contractor ® link, which return you to the Contractor Search screen @ in
figure 11 on page 10.

If you do not complete any required fields or fail to answer any required questions, the system will
highlight those fields in red @ and those questions will be indicated by red text ® when you click the
Save & Continue @ button. Once you have completed all required areas, click Save & Continue O to
proceed to the Contractor Official tab.

Please Note: The steps in the Contractor Details section will be the same whether you select an existing
contractor or if you enter a new Contractor.

Memorandum Of Understanding (CM00003091-00)
& Contractor .
(1 (2]
Contractor Official

Contractor Details

100356

o I N N -

Figure 12
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12

Contractor Official

Once you have completed all required information in the Contractor Details section a green Success
banner @ will appear, and the system will proceed to the Contractor Official ® tab. The red asterisks
indicate all required information and a blue information icon © to explain what information is required
for that field. Here you will provide the following information:

1. Authorized Official Name ® which is the name of the person authorized to sign the Agreement
on behalf of the Contractor. The Authorized Official should be a person who has the legal
authority to sign the agreement on the Contractor’s behalf.

2. Authorized Official’'s Email ® should be the Authorized Individual’s direct email address, not a
general email inbox (such as “questions@” or “info@,” as these inboxes are often accessible by
multiple people. The RF utilizes DocusSign, a third-party electronic document signing platform, to
electronically sign agreements. DocuSign validates the identity of the signer by only allowing
signature access through the direct email address for the signer.

3. Authorized Official's Phone number ® and extension if applicable.

Once you have completed all required areas, click Save & Continue @ to move onto the next section,
Supporting Information.

Please Note: If you are missing any information, that section will be highlighted in red as shown in ©,
and you will not be able to proceed until you provide that information.

Memorandum Of Understanding (CM00003094-00) F—
Status : Pending Pl Approval
& Contractor v
' Success o
Contractor Details saved successfully
(2]
ntractor Details
Authorized Official Name Contractor's Authorized Official
[4)
\ | ©
(6

Figure 13
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13

Supporting Information//Uploading Documents

Once you have provided all required information in the Contractor section and click Save & Continue, you
will see the green Success banner 0, and the system will proceed to the final section of the request
creation process, Supporting Information. Here, you will provide supporting information and documents.
First, answer the questions in the Additional Details ® section. As you answer each question, they are
saved, and green Success banner will appear.

Next, upload all required documents in the Attachments section ©. Required documents are marked
with a red asterisk, and you also can upload additional optional documents you wish.

In the example below, the following documents are required, and are thus marked with a red asterisk:
1. Appendix A Scope of Work and Deliverables
2. Contractor's Dated Client List or Advertisements
3. CV or Resume
4. RFCUNY/CUNY Employment Details

To upload a document(s) click on the Upload button @. That will bring you to figure 15 on page 14.

Memorandum Of Understanding (CM00003094-00)
o v Success
9 Additional Details
eAttachmemS
o
==
==
E=D
EE=
Notes
e & Add Note

Figure 14
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Uploading Supporting Documents

To upload an attachment, click the Browse button @ to search your computer @ for the applicable
attachment. Once you locate and select the document ©, click the Open button @ to attach the
document. You will then have the option to Remove © the selected file, Upload ® the file, or Browse @
to select a different file. Once you have located and attached the file, click Upload. When a document is
uploaded successfully, you will receive a green Success banner, as shown in figure 18 on page 15.

Upload Appendix A - Scope of Work and Deliverables
Browse to upload the desired document
Figure 15
€ Open
4 B > ThisPC > Desktop v | 0 O Search Desktop
Organize v New folder (3] E ~« M@ o
A — PS -
3 Quick access : B Col
‘ Downloads + mE Ma
e \l
[=| Documents * " -~ 2l Par
i em— ol ) Re
(B Pictures o Contract cross-register Thi
(2] [l Desktop + Manager ol
Payment Request ill
Contract Manager - wi |
onl
Contract Manager B %
—] dis|
Master Final ME | full
P&P e-Payment Guide 1 EXE
‘ J Yo+
@ Creative Cloud Files v EEISAFT-Contract Ebby v
File name: | Contract Manager Payment Request v ’ All Files v
Figure 16

Upload Appendix A - Scope of Work and Deliverables

Browse to upload the desired document

B Contract Manager Payment Request.docx W Remove ORI @ Browse ..
X Close

Figure 17
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+ Success

Appendix A - Scope of Work and Deliverables * Contract Manager Payment Request docx m

Figure 18

After you have uploaded a document, the document name will appear @ and the Upload button will be
replaced by a red Delete button @. If you wish to replace that attachment, click the Delete button. Once
you delete the attachment, the Upload button will return, and you can search and upload a different
document.

If you wish to add a note, click on the +Add Notes button ®. See Notes section on page 17 for more
details on adding notes.

After you have uploaded all documentation and added any note(s) as necessary, you can submit your
request, by clicking on the Submit button @. A pop-up Submit Request window © will appear, with some
certification statements. Once you have reviewed the certification statements, and wish to submit the
request, click Proceed O.

Please Note: If you try submitting the request without attaching all required documents, an Error
message will appear.

Additional Details
=
==
Attachments
(1) (o) dose |
EZR
E=
==
BTl
Notes
Submit Request @
EEe
(4]
ECEETS - ;

Figure 19
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After submitting the request successfully, a green Success @ banner will appear. The request has now
entered the next step in the workflow. In this section you will see details such as Status @ will appear
indicating the next step in the process for the contract. All pending definitions are located on page 18
under Pending Detail Information. Not all transaction will follow the same workflow. The information
below describes all the pending statues in detail. You will also see the name of the required documents
© that are attached to the contract submission. If you have written any Notes @, you will see them at
the bottom.

After the request had been submitted, you will see Recall ® button appear. This recall button will appear
in different sections of the process. Anytime you see the recall button, you can go back into the request

to make changes with the information, delete or attach documents depending on the section you are in.

If the request has been approved and moved into the next step in the process, it cannot be recalled. You
would need to locate the status in the system and contact the RF. When you recall the request, it will go

into the My Action List section described in the next Pending MOUs Section.

The recall function is only available while the request resides in the next step of the workflow, and once
the RF has advanced the request into the next step in the process, it cannot be recalled. You would need
to locate the contact person based upon the current status in the system and contact that person if any
changes or corrections are required.

Memorandum Qf Understanding (CM00003094-00)

o v Success

Additional Details

Attachments

Notes 9

Figure 20

Once you have successfully submitted your request, no further action is required. You can monitor the
progress of your request by viewing the status under the View Pending section under the MOU portal on
the Contract Manager Home Screen.
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Notes

On the bottom left-hand side of is the Supporting Information page, you will see the Notes © Section. To
add a note, simply click on the Add Note ® button, which opens the note window ©, and enter your note,
and click Add General Note @ to post your note. Once posted, the note details will be displayed ©, and
you have the option to add an additional note ® button. If you wish to edit or delete your original note,
click on the highlighted note @ to open the note, make any necessary edits, and click Update Note ®. To
delete the note, click the red Delete © button.

After you finalize your note(s), your request is ready to be submitted. To do so, click on the green Submit
button @.

@ Notes

e

Notes

Notes

9 09/18/2020 11:06:03 AM Note Type: General Role: Principal Investigator Pl TesterPl (BC6)

Z=m o

Notes

# Updste Note il Delete

Figure 21
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Pending Details Definition

Pending PI Approval
A Preparer has created the transaction, and it is now in the Pl's action list for Pl approval.

Pending GO Approval

Pl has created or approved a transaction at a GO-driven school, and the transaction is now in the Grants
Officer's action list awaiting approval. If a GO creates a transaction but has not yet submitted it to the
RF, the status will also show as Pending GO Approval.

Pending FF Approval
The MOU was requested on an RF forward funded account and is with the RF's finance department
pending approval to use forward funding for this transaction.

Pending Budget Review

The MOU amount requested exceeds the available balance of the account selected. Transaction is with
the account's Project Administrator, who must first resolve any budget issues before the transaction is
processed.

Pending P&P Approval
The MOU is undergoing review with the RF's P&P department.

Pending PA Approval

The transaction is with the RF Project Administrator, awaiting fiscal approval/encumbrance of the
funding. This is the last step in the approval process for all CM transactions. After PA approval, the
request moves from the pending to the processed section.
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Pending MOU

Section Details
Next to the Pending MOUs @ banner at the top, the user’s total number of MOUs pending in the system
will appear in parenthesis.

Users can quickly switch between the different CM portals by hovering over the Pending MOUs ©
banner. The blue drop-down menu will appear, where users can access the Request New MOU, View
Pending MOUS, and the View/Amend Processed portals.

The system displays the different pending statues ®. The number of pending requests in that particular
status is displayed in the grey circle next to each status. To view all requests in a particular status,
simply click on that status. The total numbers in each section will equal the number indicated in the
parenthesis next to the section title.

Find Transaction By ® is where you locate your pending MOU.
My Action List @, which displays the MOUs that are in your queue awaiting your action. This list will
consist of the following:

1. transactions created and submitted by a Preparer to the user for approval.
. transactions the user has initiated that have not yet submitted to the RF for processing.
3. transactions that were submitted by user but were returned to the user for some action by the
next person in the workflow. Returned transactions will include a note under the Supporting
Information tab, explaining the reason for the return.

You can also view all pending transactions by clicking the All ® option. You can also locate your request
by clicking on Transaction Details ®. See Transaction Details section on page 21.

The following action buttons appear above the list of pending transactions: Submit, Return, Recall and
Delete @. By clicking the check box ® next to a transaction, the available actions will become active. It
is important to note that in some cases, users may have no available actions on a transaction, so these
action buttons may remain inactive. See the section titled Action Buttons on page 21.

For each transaction, the system will display the following information:

e Transaction Number

o Pl Name

e Submitted: which indicates the date the transaction was submitted

¢ Performance Period

¢ Remaining Amount

e Type: which indicates if it is a New MOU or an Amendment to an existing MOU

e Contractor Name

e Status: If you have a question regarding the current status, you can see the appropriate person to
contact by hovering over the contact icon © next to the status. A pop-up box will appear with the
contact information for who at the RF can advise you on the current status.

The Audit Trail icon ® will give you the full Audit details, including all actions taken upon the request
and who performed those action. See figure 25 on page 20 for an example of the audit trail.
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e Find Transactions By ©

Pending MOUs (6)?

Action List Tra

() MyActionList @ Al

# Request New MOU

& View Pending MOUs

13 View / Amend Processed

20

Home

ICAs Subawards

Fifter by: A Results Founa:
Remaining
Trans# ol Submitted Performance Period Amount Type ! Contractor Status Audit
e ] CMO00003170-00 Pl TesterPl = 12/12/2020 - 12/12/2020 $4.000.00 Pending Pl Approval ‘E

7\ CM00003110-00 Pl TesterP| 09/22/2020 09/23/2020 - 09/30/2020 $2,000.00 New ASHKAHN PAJOOH! Penaing FF Approval Ej ‘_ @
[] cMo0003109-00 Pl TesterPl 09/22/2020 09/23/2020 - 09/29/2020 $2.000.00 New ALMACY. JOHN DAVID Pending FF [ aton
N y0u rave any auestons soout e situs of

|  cM00003108-00 Pl TesterP| 09/30/2020 09/23/2020 - 09/30/2020 $2.000.00 New ADAMSKI, JOHN K Pending FF | 2"acior. pease cortact

wardFunding@reunyorg
| CMO00003094-00 Pl TesterPl 09/24/2020 09/17/2020 - 09/23/2020 $2.000.00 New ADAMSKI, JOHN K Pending FF Approvsl [ ‘E
| CM00003088-00 Pl TesterPl 10/09/2020 09/12/2020 - 09/30/2020 $2,000.00 New ABLESAFERY CONSULTING: Pending FF Approval E <

LLc

Figure 22
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Transaction Details

the Transaction Details section @, you have the choice of searching by Transaction Number, Contract
Types, Project Number, Contractor and Contract Status to search by ®. Once you have filled in the area
in which to search, click Filter ® and the system will locate the contract. You can collapse the Find
Transaction By section by clicking on Hide Filter @.

Transaction Details o

Find Transactions By

(2] : ©

Filver by Results Found:

Figure 23
Action Buttons

Next to each transaction, you will see a check box @, which corresponds to a list of actions above. When
you click the check box next to a transaction, the system will activate the available actions you can take
upon that transaction. In figure 24 below, the available actions on the selected transaction are to

Submit @ or Delete ® the transaction, which can be done by clicking the applicable action. The available
actions on a transaction will vary depending upon where it resides in the workflow, and in some cases,
users may have no available actions they can take. In these instances, the user should check the status
and contact person, as show in figure 22 on page 20, and reach out to the applicable contact person for
assistance with any changes or corrections they may need.

If you wish to make changes within the request, click on the Transaction Number @, and you will be
taken to the Memorandum of Understanding section where you can make any necessary changes
before submitting the request on page 8 in figure 7.

o= OEZme

Submittad

$4.000.00 New Penaing 21 Approval
00 9 Pl TesterP 09/22/2020 09/23/2020 - 09/30/2020

ASHKAHN PAJOOHI Penaing FF Approval B

ALMACY, JOHN DAVID Penging FF Approval B8

Figure 24
Please Note: Project administrator approval is the last step in the Contract Manager review
process. Upon PA approval, an encumbrance is created to fund the MOU, and the request moves from
Pending MOUs to Processed MOUs. At this time, the DocuSign workflow is initiated, where the MOU
agreement is generated and circulated via email for electronic signature.
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Audit Trail

Contract Manager maintains a detailed audit trail for each transaction, including details of the
agreement amounts and PRSYs associated with each transaction. The audit trail allows users to see not
only “who” made changes and “when” they were made, but also “what” was changed. Additionally,
changes continue to be documented in the audit trail after transactions are fully executed, allowing
users to easily access encumbrance details, payments, adjustments, and other actions that impact the
total value and remaining balance of the MOU right from the audit trail. The audit trail provides users
with a clear breakdown of the expenditures for each transaction and allows users to easily understand
how a transaction came to be in a specific state. It also allows users access to this great level of detail
all within Contract Manager, without the need to seek information from other RF systems, such as Kuali,
Web Reports or the Payment Request system. Figure 25 displays who created the transaction, the
amount, and the date and time of creation @. You can expand the to see additional transaction details
by clicking the arrow to the left ®, which opens a dropdown display with further details. The most recent
action taken on the transaction (including the current status) will appear at the bottom of the list ®. To
exit the Audit Trail, click the Close @ button.

© Audit Trail for MOU CM00003110-00
(2]

» Pl TesterP! (Role: Pl, Userld: BC6) Created this transaction of $2,000.00 on 09/22/2020 at 1:56 PM
v Pl TesterPI (Role: Pl. Userld: BCé) Updated Attachments on 09/22/2020 at 1:58 PM
Uploaded Appendix A - Scope of Work and Deliverables
Uplozded Contractor's Dated Client List or Advertisements
Uploaded CV or Résumé
9) Pl TesterPl (Role: PI. Userid: BCé) Updated Attachments on 09/22/2020 at 1:59 PM

Pl TesterPI (Role: Pl Userld: BC6) Submitted this transaction on 09/22/2020 at 2:41 PM | Pending FF Approva!

Figure 25

Incomplete/Complete Submission Messages

The system will not allow users to submit incomplete requests. If a user tries to submit an incomplete
request, the system will prompt users with a red banner @, which will detail all missing required
information. Once you have provided all required information and submit the request successfully, you
will receive a green Submitted Successfully ® banner. You also have the option to Undo Submission © .

Remaining
Trans# Pl Submitted Performance Period Amount Type Contractor Status Audit

o % This contractor is missing Tax-1D.

CM Pl TesterPl ~ 09/12/2020 - 09/30/2020 $2.000.00 New Penging Pl Approval
Remaining
Trans# Pl Submitted Performance Period Amount Type Contractor Status Audit
2« Submitted successfully! | *D Undo Submission
CMO00C03108-00 Pl TesterPl = 09/23/2020 - 09/30/2020 $2,000.00 New ADAMSKI, JOHN K Penoing FF Approval T

Figure 26
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Processed MOU

Once an MOU has completed it will move from the Pending portal to the Processed portal. From the
Contract Manager Home screen, if you click the View/Amend Processed portal under MOUs, you will be
able to view all processed MOUs, and create an amendment request to an MOU, if required.

The user’s total number of Processed MOUs in the system are displayed next to the Processed MOUs
header @. Users can quickly switch between the different CM portals by hovering over the Processed
MOUs banner. The blue drop-down menu will appear, where users can access the Request New MOU,
View Pending MOUS, and the View/Amend Processed portals.

Number @ is the Search feature. You can search by Transaction Number, College, Project Number,
Contractor, Performance Start Date and Performance End Date. Each MOU request is assigned a
Transaction Number ©. The Processed MOUs screen displays the following information for each
transaction, @: PI, Submitted date, Performance Period, Remaining Amount, Type, the Contractors
name, and Completion Status. If an agreement has been fully executed, a green check mark and the
executed date will be displayed ©. Agreements that were sent out for signature but are not yet signed will
display a Sent @ icon. See Sent Details on page 24.

Users can access the Audit Trail by clicking the icon under the Audit Column @. Users can create an
amendment to an MOU by clicking the Amend Icon ® which is explained in further detail in the MOU
Amendment section below.

Please Note: When an MOU has been signed by all and is fully executed, Contract Manager will send a
notification to all approvers in the MOU request’s workflow.

View Pending MOUs
Processed MOUs (7) - O [ ng MOUs
(2 QR : : : : Q Fier
A Results Founa
Remining (7]
Trans# Pl Submitted Performance Period Amount Type Contractor Executed Date Audit Amend
= D 2 ASHOT IN THE DARK MEDIA GROUP
CMO00003166-00 Tes | 2 202 2020 - 12/31/2020 4 New Sent
e C Pl TesterP! 12/08, 0 10/01, 0 0. $4,000.00 e @
- BRIGHT VIEW TECHNOLOGIES
Pl TesterPl 12/08/2020 10/01/2020 - 12/31/202 3,500.00 Ni CORPORATION
Pl TesterPl 12/08/2020 11/01/2020 - 12/31/2020 $2,500.00 New ARCHIVAL MICROFILMING SERVICES ~ Sent
AN £T-000 ALLAN HUNTER SHOEMAKE
CMO00003162-00 | Tes | 2 202 2 2020 - 12/31/2020 $1,800.0 =
C Pl TesterP! 12/08, 0 12/01, 0- 12, 02 200.00 PHOTOGRAPHY INC
Pl TesterPl 12/08/2020 12/08/2020 - 01/08/2021 $2,500.00 New ADVANCED LOCKSMITH. INC.
&= Pl TesterPl 10/14/2020 09/10/2020 - 06/30/2021 $4,000.00 GAFNEY, LEOJ 10/23/202: :,' @
Pl TesterPl 10/09/2020 10/01/2020 - 11/18/2020 $3,500.00 New TEK CONTROL CONSULTING, LLC 10/23/2020 @ e =
Fully Executed
' - - 2 -
Conaract is Fully Executed

Figure 27



ARFN

RESEARCH
FOUNDATION CUNY

Sent Details

In the Contract Status © pop-up window, you have the DocuSign Workflow Summary ®, which shows

the signature workflow details, including all signers in the workflow and the signing order, which

signer(s) have completed their signing role (including date and time when they signed), who is next to
sign, and the email address where the DocuSign email was sent ©.

The History ® section provides a more detailed audit trail for the DocuSign envelope, including the Time,
Action, Description, and Status ©. The History provides all details form the creation of the envelope to
full execution of the MOU. Once you have completed viewing the Contract Status, you may exit by

clicking on the Close button @.

Contra

2>

History @

tatus O

00316 en

Summary @

1. Signed by Elizabeth Gonzslez{Elizabeth_Gonzslez@rfcuny.org] | 12/8/2020 12:53 PM 6

2. Next to sign Daniel Rhodes|daniel_rmodes@rfcuny.orgl

3. Awsiting signature from Elizabeth Gonzalez|Elizabeth_Gonzalez@rfcuny.org)

Time @ Action Description Status
12/08/2020 Registered  The envelope was crested by Contract Mansger Created
12:45PM
12/08/2020 Senmt Contract Manager sent an invitation to Elizabeth Gonzslez [Elizabetn_Gonzslez@rfcuny.org Procurement] Sent
12:48 PM Invitations
12/08/2020 Opened Elizabeth Gonzalez opened the envelops [documentsMOU Original Template; Sent
12:53PM APPENDIXASCOPEOFWORKANDDELIVERABLES.cocx: MOUAppendixB-revisea-1.00cx]]
12/08/2020 Vieweo Elizabeth Gonzalez viewed the envelope [cocuments:(MOU Original Template: Sent
12:53PM APPENDIXASCOPEOFWORKANDDELIVERABLES.docx: MOUAppendixB-revisea-1.0ocx]]
12/08/2020 Approved  Elizabeth Gonzalez approved:Approve ebésed30-05a1-4624-8386-bc7007c08a7 1 Sent
12:53PM
12/08/2020 Signed Elizabeth Gonzalez signed the envelope Sent
12:53PM

- P . . - & N v
12/08/2020 __Sent Contracs Manaser &0t an invitation ta Daniel Rhores [danisl rmaces@cfouny ars Contrartor Sens

@ X Close

Figure 28
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MOU Contract Amendment

To create an amendment, click View/Amend Processed ® under the MOU portal on the Contract
Manager Home screen, which will take you to a list of all your Processed MOUs ®. To the right side of
each MOU, you will see the Amend icon ®. To create an amendment to an MOU, click the

Amend icon ©. This will bring you to the Amendment Details screen presented in Figure 31 on page 26.

Please Note: If the Amend icon is not active, it means that the MOU cannot be amended. If you hover
over the icon, the system will display the reason(s) why the MOU cannot be amended. There are two
primary reasons why an MOU cannot be amended, which are as follows:

1. The original agreement is not yet signed. You will
need to wait until the original has been signed
before you can submit an amendment request. Memorandum of

2. A Payment Request has been created in the RF’s Understandlng (MOU)
E-Payment System and is still pending. Since
payment requests place a hold on the
encumbrance, amendments requests cannot be
created when there is an unprocessed payment
request in the system. Users should either wait
until a payment request has been processed or
delete any pending payment requests in order to
submit an amendment request.

Figure 29
@® Processed MOUs (1) -
Resut
Remeining
Trans# Pl Submitted Performance Perfod Amount Type Contractor Executed Date Audit Amend
CMO0003072-00 Pi TesterPl 09/30/2020 09/10/2020 - 09/30/2020 $2,000.00 Ney GAFNEY. LEOJ 09/30/2020 @ = 9

Figure 30
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MOU Amendment Details

In this section we can start to Amend the agreement. Notice that the number 01 @ has been added to
the end of your reference number. That states the number of times the agreement has been amended.
The current agreement Status ® appears at the top of the page.

The first screen in the amendment creation process is the Agreement Details ® section. Here the
system will display the Project Number, Project Title, Availability of funds and Budget Period @ for the
Project. There is a blue Information circle next to the project number. By hovering over the information
icon, you can view the contact information. If you hover over the information icon next to Availability, the
system will display the Project Funding Availability and a link to view the Project Budget & Expense
Report. By clicking the Previous Contracts © link, users can view a list and access all previous contracts
as seen in figure 33 on page 27. The Amendment ® amount is where users can increase or decrease
the amount being allocated. When you add or subtract an amount, the Subtotal and New Agreement
Balance will reflect the change in amount. If travel expenses need to be added, click the Add Travel
Expense link @, and enter the travel amount in the box that appears. To allocate the additional funding
to a different project account, click Add Project ©, enter the Project Number in the Project Number box
as show in figure 32 below, select the Project Account, and click Save & Continue. If required, you can
modify the Performance Period © If necessary, you can select a different Principal Investigator © for
the amendment. Once you have made all necessary changes to these sections, click Save & Continue @
at the bottom of the screen. The system will then proceed to the Contractor details tab, which is
discussed in detail on page 27.

Memorandum Of Understanding (CM00003072-01) @ --MOUS
Status : Pending Pl Approval
9 § Agreement Detslls
Amount Allocation 9 Previous Contracts o B o
o Project: 40G25-00 12 Forward Funding é‘ MRI: ACQUISITION OF MOBILE ROBOTS d
Avellat 0@ | Budget Perlod: 03/01/2020 - 09/30/202

Project Funding Availability 4—'

9 Performance

@ Principal Investigator < Chsnee Brncips! Investie:

Figure 31

New Agreement Balance $4,000.00

Figure 32
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All Previous Contracts

You will have the Transaction Number, Type, Processed Date, Adjustment Agreement Amount,
Encumbrance Amount and Adjusted Consultant Travel @ information listed in the top row. If you click
on the Transaction Number @, it will bring into the Memorandum of Understanding section where you
can view the details but cannot make any changes.

All Previous Contracts

Transaction # Type Processed Date Adjusted Agreement Amount Encumbrance Amount Adjusted Consultant Trave!

02"?
@ crioo 2-01

Figure 33

Contractor Details

In the Contractor @ section you can click on Save & Continue @ if there are no changes to be made with
the information previously filled. The same applies to Contractor Official section. Contractor Details ©
tab is linked to the RF's established vendor profile information, changes to that information must be
made by the RF's Procurement & Payables Department. Please contact the RF’'s Procurement &
Payables Department at CM-Inquires-P&P@rfcuny.org to request corrections or updates. The
information in the Contractor Official @ can be updated if needed. Make any necessary corrections here
and click Save & Continue ®. A green Success banner ® will appear. The system will proceed to the
Supporting Information © section, where you can upload any supporting documents, such as a revised
Scope of Work if necessary, or add a note if you wish. If no new documents or notes are necessary, you
can simply click on the Submit @ button. The Submit Request ® pop-up window will appear, prompting
the user to certify the information listed in figure 36 on page 28. Click the Proceed © button to submit
the amendment request.

+ Success @ bt
» Additional Details
o=y - O —
Contractor Details
ttact
¢ =
=
==
=z
E==
Notes
=3 (7]
A — Figure 35
Figure 34 O EEEOEEREEN -
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© Submit Request

w

Figure 36

After clicking the Proceed button, you will receive the green Success banner @, letting you know that
your request has been successfully submitted. If you need to make any changes or corrections to the
submission, you can use the Recall button @ to recall the transaction back into your queue. You will
then be able to make any necessary changes and re-submit the request.

 Success o

Additional Details

Attachments

Notes

I

Figure 37
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Amending an MOU which Converts into an ICA

29

An MOU is an independent contractor agreement for an amount under $5,000.00. If an amendment
increase causes the MOU amount to surpass the $4,999.99 maximum MOU threshold, or if the contractor
has already had combined agreement amounts which exceed the threshold amount, the system will
require the user to convert the agreement to an Independent Contract Agreement (ICA), which is a
contractor’s agreement for amounts of $5,000 or above. In the forthcoming example, we will
demonstrate the process of creating an MOU amendment, which requires the user to convert the MOU

into an ICA.

From the Processed MOU section ©, locate the MOU you wish to amend then click the Amend icon to
the right ®. This will open the Agreement Details section as seen in figure 39 on page 30.

©@Processed MOUs (8)
Resutes Fox
Remelning
Trans# Pl Submitted Performance Perlod Amount Type Contractor Executed Date Avdrt Amend
00003164-00 Pl TesterP! 10/01/2020- 12/31/2020  $4000.00 Ne Vo INTHEESREMEDR B0
CMD0003164-00 Pi Testerp| 10/01, 31/2020  $3500.00 Ne 200
CM00003163-00 Pl TesterP| 11/01. 2/31/2020 500.0¢ Ne ARCHIVAL G SERVICE!
,,,,,,,,,, Pt Testerp! 0 12/01 3220 $18000 Ne B T INTER S WA
,,,,,,,,,, P Testerp) 0 12/08/2020-01/08/2021  $2500.X Ne ADVANCED LOCKSMITH, INC
""""" Pi Teseerpl 4 9/10/2020-06/30/2021 54,0000 GAFNEY, LEO o 20
,,,,,,,, P Testerpl 0 1001 18/2020 500,00 Ne: TEK CONTROL CONSULTING, LLC 20 @ B
Fem Chan 01/2 500 Ne LAW OFFICES OF ANDREW L FAIR 18 @ 5]

Figure 38
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Once the Amendment window is open, you can add or subtract funding in the Amendment @

section. In the example below, we are increasing the agreement amount by an additional $1,000, which
is causing the agreement amount to exceed the $4,999.99 MOU threshold amount. For this reason, the
system will prompt the user to convert this Agreement from an MOU to an ICA. After you have entered
the increase amount and made any other necessary changes to the Agreement Details page, click on
the Save & Continue button @®. At that time, a pop-up window will appear, prompting the user to
Convert to ICA ©. Click on the Convert to ICA button @, and system will convert the MOU to an ICA,
and the transaction will move from the MOU portal into the ICA portal ©, as seen in

figure 41 on page 31.

Memorandum Of Understanding (CM00003072-02) o
Status : Pendling Pl Approval
§ Agreemsnt Detalls
Amount Allocation scts
Project: 20G25-00 12 Forward Funding Ol MR ACQUISITION OF MOBILE ROBOTS
A t Bala
+ A
End
Neme: Pl TesterP (BC6) | Email y | Phone: 212-417-8367 | College: BROOKLYN COLLEGE
o IE=DIRE=N
Figure 39
Convert to ICA ©
(4]
% Cancel £ Comvert ToICA

Figure 40
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Once the Agreement has been converted from an MOU to an ICA, make any other necessary changes to
the Agreement Details, Contractor and the Supporting Documents sections.

In figure 41 below, the Warning banner ® appears, to inform you that the available balance is being
exceeded. The next step is fiscal approval by an RF Project Administrator. In cases where this warning
banner appears, RF Project Administrator budget review will be the first step upon submission of the
request.

Once you have made all necessary edits for your amendment click the Submit button @. The Submit
Request ® pop-up window will appear, where you will click Proceed © to complete the submission
process.

© Independent Contractor Agreement (CM00003072-02) ; \CAs

Status - Pening P Approval

Amount Allocation

Project: 4002500 12 | formmafunding. © | MAL ACQLISTION OF MOBLE ROBOTS

20000 | =

Performance

Principal Investigator o crae: s

Figure 41

Figure 42
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A green Success banner @ will appear once the transaction submission is complete. If you need to
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make any changes, you can Recall ® the request and re-submit it. The transaction will now reside in the

ICA portal and is no longer accessible in the MOU portal.

0D Status : Peoding 77 Aopen

Amount Allocation

Project: 40C25 2 | fomwebuntmy  © | MR ACCUASTION OF MOSLE ROBOTS

0=

Performance

Principal Investigator

Independent Contractor Agreement (CM00003072-02) ICA:

Figure 43
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Allocating Funds from Two or More Project Accounts

Contract Manager provides users with the ability to split the total agreement amount among two or
more RF project accounts. The option to split funding among two or more RF project accounts is
available when creating a new agreement request or when creating an amendment to an existing
agreement.

Allocating Funds when Creating a New Contract

When creating a new MOU request, on the Agreement Details tab 0, enter the Agreement Amount ©.
The example in figure 44 on page 34 will display the total amount of the funding is $4000.00, which we
are going to evenly split between two project accounts. After entering the Agreement Amount and Place
of Performance, scroll down to the Agreement Amount Allocation section @.

Here is where you will allocate funding to the applicable project accounts. You will begin by entering the
first Project Number from which you will fund the agreement. Since we will be splitting the amount
evenly between two project accounts, after selecting the first Project Number, and then enter $2000.00
in the Agreement Amount box @. Note that down below the system will then display the Amount Left to
Distribute ©.

In our example, of the $4,000.00 total agreement amount, we have only allocated $2,000.00 to a Project
Account, so the amount left to distribute is $2,000.00. Be aware that the entire Agreement Amount must
be allocated to one or more project accounts before the transaction can be saved or submitted. After
allocating $2,000.00 to the first project account, click Add Another Project ®, and another

Project Number and Agreement Amount box @ will open.

Enter the next Project Number and enter the remaining $2000.00 in the Agreement Amount. This will
bring the Amount Left to Distribute © to $0.00, as the entire agreement amount has now been allocated.
There are links to Remove or Change Project a Project Number ©, if necessary.

Once you have fully allocated the funding to the applicable project accounts, click Save & Continue ©. If
all funding has been allocated and there is no missing information, a green Success banner will appear,
and you will move on to the next step in the request creation process.

Please Note: When splitting funding among two or project accounts, the budget terms of the RF Total
Agreement Term, the Total Agreement Dates must be always covering the Budgets Period Dates of the
accounts without any gaps. If there is a gap, an error message will appear with an explanation to make
adjustments.
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Allocating Funds While in Pending/Amendment Stages
The first step is to go into the View Pending section @. Second, click on the Transaction Number ®,
which will open the Memorandum of Understanding section where you can allocate the funds.
Pending MOUs (8) ~
Memorandum of
Understanding (MOU) o o (-] (-] (-]
Trensé e P Submitted ;;h;r:ﬁm ype ntracts Stetus o
0l TesterP| 00.00
o ¥ Culles 00 LN OFRCER OF ANDR ng Pl A
o Q View Penaing.
B
Figure 46

Figure 45

Users can know which amendment number they are viewing by the Transaction Number. In figure 47
below, the number 02 © at the end of the Transaction Number indicates that this is Amendment
number 2 to this MOU.

In the example we will create an amendment to an MOU that was fully encumbered on one project
number, to allocate an equal portion of the Starting Agreement Balance of $4000.00 @ to a different
project. The first step is to subtract $2,000 from the original project number, by entering - $2000.00 in
the Amendment box ©. This will reduce the remaining amount encumbered on that project to just
$2,000. The system will now display the remaining Subtotal balance of $2,000.00 ®, which is the
amount that needs to be allocated to a different project. Next, click Add Project @ and the Enter Project
Number box ® will appear. Enter the Project Number in the box and select the project you wish to
allocate the remaining balance to.

Memorandum Of Understanding (CM00003072-02) ©

Status : Pending Pl Approval

$ Agrzement Detalls v

Amount Allocation Previous Contracts

Project: 40G25-00 12 | Forward Funding @ ‘ MRI: ACQUISITION OF MOBILE ROBOTS

0@ | Budget Period 03/01/2020 - 09/30/2021

Figure 47
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Once you select the Project Number, the Project information will display @. Enter $2,000.00 in the
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Amendment box @. You now see New Agreement Balance ® matches the Starting Agreement Balance
of $4000.00 @©. Click Save & Continue ®. If no other changed are required, Submit @.

Amount Allocation

Aveilability: $7,499.500.00@ | Bu

Performance

Performance Place

dget Period

-0012  Forward Funding © | MRI: ACQUISITION OF MOBILE ROBOTS
00.00@ | Budget Period: 03/01/2020 - 09/30/2021

o Project: 40E94-02 11 @ | EVOLUTION OF MANDIBULAR

e New Agreement Balence :  $4,000.00

United Stetes
Principal Investigator <c
Name: Pl TesterP| (BC&) | Email: yictans_rodriguez@ricuny.org Phone: 212-417-8367 | College: BROOKLYN COLLEGE

+ Aod Project

Figure 48
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Creating an ICA Contract Request

The process of creating an ICA contract request is essentially the same as creating an MOU, with only
minor differences in the required documentation that is required.

ICA Steps

The first step is to go to the Contract Manger home page. Locate ICA Portal @ and click on Request
New @®. This will open a screen called Classification ©.

The Classification screen ® is where you will indicate if the requested Contractor is An Individual @ or a
Company ©. If you choose Individual @. A drop-down list of twenty questions will appear to answer
before you can click on Initiate Request button ® and move to the next step. If you miss a question, red
text @ under the question will appear prompting you to answer the question. At the end of the process
by clicking on Initiate Request, the system will indicate if the contractor meets the IRS Independent
Contractor qualifications. Once the questions are completed, click on Initiate Request button ® for the
next step. If you choose Company, there are no questions to answer. Click on Initiate Request® to move
to the next section, Agreement Details.

Memorandum of © Independent Contractor Subaward
Understanding (MOU) Agreement (ICA)
0 e o
© LT
Figure 49

Classification ©

ICA request is for services that will be provided by

!

+ irtista Faguest [ 8)

Figure 50



ARFN

RESEARCH
FOUNDATION CUNY

38

Agreement Details

In the Agreement Details section ©, you will first enter the Agreement Amount @. If the amount entered
is less than the threshold amount for an ICA, the system will mark the amount area red and state that the
value must be greater than or equal to $5000 as seen in figure 52 on page 39. You have a choice to add
travel expense. By clicking on the + Add Travel Expense link ©, it will open the Consultant Travel box @
will appear to enter the amount. If you choose not to add the expense once the box is open, you can
collapse it by clicking on the red x Remove Travel Expense under number ®. Once completed, the
Performance © section will appear prompting you to enter the Performance Place, Performance Start
and End date. You will be able to choose the dates with drop-down calendar. Once you have completed
the section, the

Agreement Amount Allocation ® section will appear. You then enter the Project Number @ and the
information located in the brackets ® will automatically pop-up. For the three blue information circle
details, see Agreement Amount Allocation Details Section on page 39. If you wish to change the Project,
click on Change Project ©. This will take to back where you locate the new Project by entering a Project
Number.

Once you have entered the Agreement Amount in ®, the Principal Investigator @ information will
automatically pop-up. It provides the Name, Email, College and Phone Number of the PI. You also have the
option to Change Principal Investigator @. When you click on the link, the currents Pl information will
disappear and a blank box @ will appear to locate the PI. Click on the arrow @ and a drop-down list of PI's
will appear for you choose from. Once you choose a PI, there information will appear as seen in @. If you
wish to Cancel @, click on the link. If no changes are required, you are now ready to click on green

Save & Continue button @ and continue to the Contractor section.

Independent Contractor Agreement
o § Agreement Detalls 3 v
Agreement Amount © Performance
Consultar ce End
$000 (4) -
@ Agreement Amount Allocation @ principal Investigator
oject Number: 40G25-00 12 | Forward Funding . © © Ocnnzepriec  Nome: piTesterdl | BCS @ Pl Ley
- L e MR OB Ry s Phone: 212-417-8367
00 B P
® Prmmpal Investlgator
Agreement Amount €@ ks I—;;l:®
(102 14]
(1] Angels TesterGO (GBO)

GO TesterGO (T51

Figure 51
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$ Agreement Detalls

Agreement Amount

Agreement Amount Allocation Details

Figure 52

The Agreement Amount Allocation @ section provides the following three information ions:

1. Project Number ®: hover over this icon to view the RF Project Administrator’s contact

information.

2. Auvailability ®: hover over icon to display the Project Fund Availability details, including a link @

to the Project Budget & Expense Report ©

3. Agreement Amount O: this Section is where you will enter the amount you are requesting to

allocate to this Project.

You have the ability to change the Project number by clicking the Change Project link @. The current
information will close, and the Agreement Amount request box will appear, where you can select a
different Project number. To allocate a portion of the funding to another project,

click + Add Another Project ©.

@ Agreement Amount Allocation

9 Project Number: 40G25-00

12  Forwerd Funding © 2 Cnang

Contact information

Budget Perlod: 03/01/2020 - 09/30/2021

Agreement Amount

Project Budget & Expense Report 6

Figure 53
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Contractor Section

In this Section, you will enter the Contractor’s information in figure 55 on page 41. The first step is to
search the RF’s vendor list, to see if the RF has an existing vendor profile for the proposed Contractor. If
the contractor has an established business relationship with the RF, you can locate the Contractor’s
profile by entering the Contractor's name in the Search Box ©. By typing in a few letters, a list of existing
contractors will appear, including the RF’'s Vendor ID ® number. If your desired contractor appears as an
existing vendor, click on the blue Select ® button to select that contractor. Once you select the
contractor, the system will display the Contractor Details on page 41. If you need to add a Contractor,
click on + Enter New Contractor @ and it will bring you to the same Contractors Details Information
section where you can enter the new Contractors information. When searching for a contractor, please
note that your search results may be spread among multiple screen pages ©.

Once you have completed the Contractor Section, the following buttons will now appear at the bottom of
the screen, Save & Continue ® button, which you will click after completing all required Contractor
information in order to save the information and move on to the next step. Delete @ which will delete the
entire contract request, if you no longer wish to submit this request. Submit ® which you will use to
submit the request to the RF for processing. Please note that you will not be able to submit the request
until all required steps in the request creation process are completed. If you try and submit the request
before all required steps have been completed, you will receive the Error Message ©® below when you
click the Proceed button in the Submit Request © window.

The Print @ button will generate a PDF summary of the transaction.

Independent Contractor Agreement (CM00003209-00) .
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Contractor Details

After you have selected the Contractor, the Contractor Details will appear in figure 55. There are two
tabs in this section, the Contractor Details @ and Contractor Official ®. The tab highlighted in blue @
informs you which tab you are viewing.

Any required information will be marked with a red asterisk. If you need to select a different contractor,
click the Change Contractor © link, which return you to the Contractor Search @ screen shown in figure
54 on page 40.

If you fail to complete a required field or fail to answer a required question, the system will highlight
those fields in red @ and those questions will be indicated by red text ® when you click the Save &
Continue @ button. Once you have completed all required areas, click Save & Continue @ to proceed to
the Contractor Official tab @.

Please Note: The steps in the Contractor Details section will be the same whether you select an existing
contractor or if you enter a new contractor.

Independent Contractor Agreement (CM00003209-00) .
Status | Fending P Apgronal
& Covtracte v
(1] (2]
Contractor Details
e = g
]
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Contractor Official

Once you have completed all required information in the Contractor Details section a green Success
banner @ will appear and the system will proceed to the Contractor Official ® tab. Here you will provide
the following information:

1. Authorized Official Name ® which is the name of the person authorized to sign the Agreement
on behalf of the Contractor. The Authorized Official should be a person who has the legal
authority to sign the agreement on the Contractor’s behalf. Red asterisks indicate all required
information, and there are blue information icons @ to explain what information is required for
that field.

2. The Authorized Official’'s Email ® should be the Authorized Individual’s direct email address, not
a general email inbox (such as “questions@” or “info@,” as these inboxes are often accessible
by multiple people. The RF utilizes DocuSign, a third-party electronic document signing platform,
to electronically sign agreements. DocuSign validates the identity of the signer by only allowing
signature access through the direct email address for the signer.

3. the Authorized Official’'s Phone number ® and extension if applicable.

Once you have completed all required areas, click Save & Continue @ to move onto the next section,
Supporting Information.

Please Note: If you are missing any information, that section will be highlighted in red as shown in ©,
and you will not be able to proceed until you provide that information.

Independent Contractor Agreement (CM00003209-00) : ICAs
States . Pering Pl Approval
& Contracicy v
@ v Success
(2]
Contractor Official
Authorized Official Name Contractor's Authorized Official
5 —0
¢ (3]
l | @
(6]

Figure 56
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Supporting Information/Uploading Documents

Supporting Information

Once you have provided all required information in the Contractor section and click Save & Continue, you
will see the green Success banner @, and the system will proceed to this final section. Here, you will
provide supporting information and documents. First, answer the questions in the Additional Details ®
section. As you answer each question, they are saved, and green Success banner will appear.

Next, upload all required documents in the Attachments section ©. Required documents are marked
with a red asterisk, and you also can upload additional optional documents you wish.

In the example below, the following documents are required, and are thus marked with a red asterisk:
1. Appendix A - Scope of Work and Deliverables
2. Contractor's Dated Client List or Advertisements
3. Sole Source Justification or Bidding Documentation

To upload a document(s) click on the Upload button @. That will bring you to figure 58 on page 44.

Independent Contractor Agreement (CM00003213-00)
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Uploading Documents

To upload an attachment, click the Browse button @ to search your computer @ for the applicable
attachment. Once you locate and select the document ©, click the Open button @ to attach the
document. You will then have the option to Remove © the selected file, Upload @ the file, or Browse @
to select a different file. Once you have located and attached the file, click Upload. When a document is
uploaded successfully, you will receive a green Success banner, as shown in figure 60A below.

Upload Appendix A - Scope of Work and Deliverables
Browse to upload the desired document
0
& Browse ...
X Close
Figure 58
€ Open X
& v 4 Il > ThisPC > Desktop » v 0 Search Desktop
Organize ¥ New folder e sl ¥ 1§ | o
~ ~ 5 ’
v & This PC & . "
J 3D Objects \ . F Q
@®> [ Desktop Scope od Screen setup ShoreTel Summer Test - Time and
Work and Shot Communic 2021 Flex Procureme Leave
= Documents Deliverable | 2021-03-02 ator Time nt Accruals
W sisae v s at 8.34.58 ... Election..  Administ.. PL1.11.20.. ~
File name: v‘ All Files v
O o ] | o
Figure 59
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After you have uploaded a document, the document name will appear ® and the Upload button will be
replaced by a red Delete button @. If you wish to replace that attachment, click the Delete button @.
Once you delete the attachment, the Upload button will return, and you can search and upload a different
document.

If you wish to add a note, click on the +Add Notes button ®. See Notes section on page 48 for more
details on adding notes.

After you have uploaded all documentation and added any note(s) as necessary, you can submit your
request, by clicking on the Submit button @. A pop-up Submit Request window © will appear, with some
certification statements. Once you have reviewed the certification statements, and wish to submit the
request, click Proceed @ as seen in figure 62 on page 46.

Please Note: If you try submitting the request without attaching all required documents, an Error
message @ will appear, as seen in figure 63 on page 46.

Additional Details
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Attachments
o e ==
B
Ees
R
EEET
Notes
+sairoe i3]
(4]
Figure 61




ARFN

RESEARCH
FOUNDATION CUNY

Submit Request @

Figure 62
A Error 0
Attechm r Appendix A of Work snd Dellverables is requirsd

46

Figure 63



ARFN

RESEARCH
FOUNDATION CUNY

47

Once you have completed all required steps and submit the request, the green Success ® banner will
appear. The current Status @ of the request will appear at the top of the screen, indicating the where in
the workflow the transaction resides. All pending statuses are explained in detail in the Pending Detail
Information below. Please note that not all transactions will follow the same workflow. The information
below describes all the pending statues in detail. You will also see the name of the required documents
© that are attached to the contract submission. If you have written any Notes @, you will see them at
the bottom.

After a request had been submitted, you have the option to Recall © the transaction if you need to
correct or cancel the submission. When you recall the request, it will return to the user's My Action List
under Pending ICAs. Please note that the recall function is only available while the request resides in the
next step of the workflow, and once the RF has advanced the request into the next step in the process, it
cannot be recalled. You would need to locate the contact person based upon the current status in the
system and contact that person if any changes or corrections are required.

Independent Contractor Agreement (CM00003215-00) Cha

[ Status : Pendivg FF Approval

Additional Details

Attachments

Notes @

i

Figure 64

Please Note: Once you have successfully submitted your request, no further action is required. You can
monitor the progress of your request by viewing the status under the View Pending section under the
ICA portal on the Contract Manager Home Screen.
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Notes

In addition to uploading documents, the Supporting Information page also allows you to add a note, if
necessary. On the bottom left-hand side of is the Supporting Information page, you will see the Notes
section. To add a note, simply click on the Add Note ® button, which opens the note window @, and

enter your note, and click Add General Note © to post your note. Once posted, the note details will be
displayed @, and you have the option to add an additional note ©. button. If you wish to edit or delete

48

your original note, click on the highlighted note ® to open the note, make any necessary edits, and click

Update Note @. To delete the note, click the red Delete ® button.

After you finalize your note(s), your request is ready to be submitted. To do so, click on the green

Submit button ©.

ou need to submit additional information with your request

e 09/18/2020 11:06:03AM  Note Type: General  Role: Principal Investigator

o

Notes o
e this section if you need to
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Notes
4= Cancel < Add General Note 9
Notes

Pl TesterPl (BC6)

Notes
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Pending Details Definition

Pending PI Approval
A Preparer has created the transaction, and it is now in the Pl's action list for Pl approval.

Pending GO Approval

Pl has created or approved a transaction at a GO-driven school, and the transaction is now in the Grants
Officer's action list awaiting approval. If a GO creates a transaction but has not yet submitted it to the
RF, the status will also show as Pending GO Approval.

Pending FF Approval
The ICA was requested on an RF forward funded account and is with the RF's Finance department
pending approval to use forward funding for this transaction.

Pending Budget Review

The ICA amount requested exceeds the available balance of the account selected. Transaction is with
the account's Project Administrator, who must first resolve any budget issues before the transaction can
be processed.

Pending Legal Review
The ICA request is in the RF's legal department, undergoing legal review. Users can view which member
of the legal department staff is assigned to the transaction by viewing the audit trail.

Pending P&P Approval
The ICA requests are with the RF's P&P Department, pending vendor creation.

Pending PA Approval

The transaction is with the RF Project Administrator, awaiting fiscal approval/encumbrance of the
funding. This is the last step in the approval process for all CM transactions. After PA approval, the
request moves from the pending to the processed section.
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Pending ICA

In this section you can view the status of all your pending ICA requests.

Section Details
Next to the Pending ICAs @ banner at the top, the user’s total number of ICAs pending in the system will
appear in parenthesis.

Users can quickly switch between the different CM portals by hovering over the Pending ICAs @ banner.
The blue drop-down menu will appear, where users can access the Request New MOU, View Pending
MOUS, and the View/Amend Processed portals.

The system displays the different pending statues ®. The number of pending requests is displayed in
the grey circle next to each status. To view all requests in a particular status, simply click on that status.
The total numbers in each section will equal the number indicated in the parenthesis next to the section
title.

Find Transaction By ® is where you locate your pending ICA.
My Action List @, which displays the ICAs that are in your queue awaiting your action. This list will
consist of the following:

1. transactions created and submitted by a Preparer to the user for approval.
. transactions the user has initiated that have not yet submitted to the RF for processing.
3. transactions that were submitted by user but were returned to the user for some action by the
next person in the workflow. Returned transactions will include a note under the Supporting
Information tab, explaining the reason for the return.

You can also view all pending transactions by clicking the All ® option.

Users can search for pending transactions that do not reside their My Action List by clicking the
Transaction Details @ next to Find Transaction By.

The following action buttons appear above the list of pending transactions: Submit, Return, Recall and
Delete @. By clicking the check box ® next to a transaction, the available actions will become active. It
is important to note that in some cases, users may have no available actions on a transaction, so these
action buttons may remain inactive. See Action Buttons on page 52 for more details.

For each transaction, the system will display the following information:

* Transaction Number

= Pl Name

» Submitted: which indicates the date the transaction was submitted

*= Performance Period

* Remaining Amount

» Type: which indicates if it is a New ICA or an Amendment to an existing ICA

= Contractor Name

= Status: If you have a question regarding the current status, you can see the appropriate person to
contact by hovering over the contact icon © next to the status. A pop-up box will appear with the
contact information for who at the RF can advise you on the current status.

The Audit Trail icon ©® will give you the full Audit details, including all actions taken upon the request
and who performed those action. See figure 69 on page 53 for Audit Trail details.
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Transaction Details

The Transaction Details section @ allows users to search for specific transactions by the Transaction
Number, Contract Type, Project Number, Contractor or Contract Status. Users can enter the applicable
search criteria into the search field ®, and click Filter ®. You can collapse the Find Transaction By
section by clicking on Hide Filter @.

Find Transsctions By Tranzaction Detzlls o

24 L ©

Figure 67

Action Buttons

On the View Pending menu under your My Action List, you will see a list of all your transaction pending
your action. Next to each transaction, you will a check box @. By clicking the check box next to a

transaction, you will see the available actions that you can upon that transaction. In the example below,
the user has the option to Submit @ or Delete © the request. The available actions will be the only ones
that become active when you check the box. Please note that in some cases, there may be no available

actions for you to take upon a request, so no action buttons will be activated when you click the check
box.

If you wish to make changes within the request, click on the Transaction Number @, and you will be
taken to the Independent Contractor agreement section where you can make any necessary changes
before submitting the request on page 38.

= o=
2 ; iy ey

(1 3 o
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Audit Trail

Contract Manager maintains a detailed audit trail, which shows all actions taken upon the transaction,
first you will see the details of who created the request @, followed by the Amount, Date and Time the
transaction was created. Expanded details of each step can be viewed by clicking the arrow ® next to
the entry. You can collapse the expanded details by clicking on the arrow. after you are done. At the
bottom of the list, you can view the last step taken on the transaction ®. To exit the audit trail, click
Close O.

Audit Trail for ICA CM00003165-00

op Pl TesterPl (Role PL Userdd: BCS) Created this transaction of $6,000.00 on 12/08/2020 at 11.48 AM

e w PiTestorPl (Roke: PI, Userid BC6| Updated Attachments on 12/08/2020 ot 11.50 AM

Upioadod Agpendx A - Scope of Wark and Doliverabics
Uplcadiod Contracear’s Datod Chont List or Advortisomenes

Uplosded Retraactive Jstincasion

) Pl TesterP] (Role: PL Userid: BCS) Updated Artachments on 12/08/2020 at 11.51 AM

P Tester Pt {Role. P, ton on 12/06/2020 4t 1151 AM |

Userid BCS| Submitted this trassac

Matthew Drost [Roke. ATTY, Userid MD) Assianed Matthew Drast (MO (222-417-8365] to this ransaction on

» Matthew Dvost (Role. ATTY. Userid. MD) Updated Attachments on 017267

9. Matthew Drost (Role. ATTY. Userid. MD) Updated Attachments on 01726/ 2021 ¢

Figure 69

Incomplete/Complete Submission Messages

The system will not allow users to submit incomplete requests. If a user tries to submit an incomplete
request, the system will prompt users with a red banner @, which will detail all missing required
information. Once you have provided all required information and submit the request successfully, you
will receive a green Submitted Successfully ® banner. You also have the option to Undo Submission ©
if changes are required, which will recall the transaction back into your My Action List, which will allow
you to edit/correct the request.

Remaining
Trans# Pl Submitted Performsnce Period Amount Type Contractor Status Audit
o % This contractor is missing Tax-1D.
CM00003088-00 Pl TesterPl e 09/12/2020 - 09/30/2020 $2.000.00 New Pending Pl Approval -
Remaining
Trans# Pl Submitted Performance Period Amount Type Contractor Status Audit

2 R Gk ks R ——

CMO0O0C03108-00 Pl TesterP| 09/23/2020 - 09/30/2020 $2,000.00 New ADAMSKI, JOHN K Pending FF Approval

Figure 70
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View/Amend Processed ICA

Once an ICA has completed all approvals at the RF, it will move from the Pending portal to the Processed
portal. From the Contract Manager Home screen, if you click the View/Amend Processed portal under
ICAs, you will be able to view all processed ICAs, and create an amendment request to an ICA, if required.

The user’s total number of Processed ICAs are displayed next to the Processed ICAs header @. Users
can quickly switch between the different CM portals by hovering over the Processed ICAs as well. The
blue drop-down menu will appear, where users can access the Request New ICA, View Pending ICAs, and
the View/Amend Processed ICA portals.

Users can apply any of the following search filters @ to locate specific transactions: Transaction
Number, College, Project Number, Contractor, Performance Start Date and Performance End Date.

Each ICA request is assigned a Transaction Number ©. The Processed ICAs screen displays the
following information for each transaction, Pl, Submitted date, Performance Period, Remaining Amount,
Type, the Contractors name, and Completion Status @. If an agreement has been fully executed, a green
check mark and the executed date will be displayed ©. Agreements that were sent out for signature but
are not yet signed will display a Sent ® icon. See Sent Details on page 55.

When an ICA has been signed by all and is fully executed, Contract Manager will send a notification to all
approvers in the ICA request’s workflow.

Users can access the Audit Trail by clicking the icon under the Audit Column @. Users can create an
amendment to an ICA by clicking the Amend Icon ® which is explained in further detail in the ICA
Amendment section on page 57.

L
Processed ICAs (7) ~ -
(2]
o
A Resus Fow
J\
[ | 2]
Tranes P Suuvittad Portormance Rerdod Aot Tyoe Contracter Covocton Rata Aot Anend
9 z S s IS ASSOCL NG Sent @
SednaCorcro O9AA/000  07/01/2020 - 09/3vX020 $7.5 c B
P ™ 000X L. ey ] B @
P Ty HOR FCCO s
P 2 s HAPPY MEDIUM PROCUCTION t
FonCw s7. g NG NG, :':.».;-r:noe B
- IS ASSOCY &« Sent l
n Fully Executed

Coniract is Fully Executed Figure 71
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Sent Details

By clicking the Sent, the Contract Status @ pop-up window will appear, which shows you the DocuSign
Workflow Summary @ for the pending agreement, including all signers in the workflow and the signing
order, which signer(s) have completed their signing role (including date and time when they signed), who
is next to sign, and the email address where the DocuSign email was sent ©.

The History ® section provides a more detailed audit trail for the DocuSign envelope, including the Time,
Action, Description, and Status ©. The History provides all details form the creation of the envelope to
full execution of the ICA. Once you have completed viewing the Contract Status, you may exit by clicking
on the Close button G.

L)l Contract Status
Summary 9
1. Signe Elizabet rgl | 12/8/2020 12:53 PM
onzalez@rfeuny.org)
Description Status
The envelope was crestec by Contract Mansger Created
Contract Manager sent an invitation to Elizabeth Gonzslez [Elizabetn_Gonzslez@rfcuny.org Procurement] Sent
Elizabet Ser
APPEN
Elizabe Sent
APPEN
Elizabeth Gonzalez approved:Approy Sem
Elizsbeth Gonzalez signed the envelope Sent
: z -
12/08£2020_ Sent Contract Manaser sent. an invitarinn 20 Daniel Rhores [daniel_manes@rfriny are Contractoc Sent
@ X Close

Figure 72
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ICA Amendment

To create an amendment, click View/Amend Processed © under the ICA portal on the Contract Manager
Home screen, which will take you to a list of all your Processed ICAs @. To the right side of each ICA,
you will see the Amend icon ©. To create an amendment to an ICA, click the Amend icon ©. This will
bring you to the Amendment Details screen presented in figure 75 below on page 58.

Please Note: If the Amend icon is not active, it means that the ICA cannot be amended. If you hover over
the icon, the system will display the reason(s) why the ICA cannot be amended. There are two primary
reasons why an ICA cannot be amended, which are as follows:

1. The original agreement is not yet signed. You will need to wait until the original has been signed
before you can submit an amendment request.

2. A Payment Request has been created in the RF’'s E-Payment System and is still pending. Since
payment requests place a hold on the encumbrance, amendments requests cannot be created
when there is an unprocessed payment request in the system. Users should either wait until a
payment request has been processed or delete any pending payment requests in order to submit
an amendment request.

9 Processed ICAs (7) ~
Independent Contractor

Agreement (ICA)

Trans# P Submitted Performance Period Amount Type Contractor Completion Stss

© fesmmore

& View Penang

[T Fiqure 74

a

Figure 73
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Amendment Details

The first step in the amendment creation process is to provide the amendment details. Here you will
indicate any changes to the amount (increase or decrease), changes to the dates of performance, or
changes to the allocation(s)/PRSY numbers. The number 01 @ appears at the end of the transaction
number. This means that this is Amendment # 1 to the ICA. The current agreement Status ® appears at
the top of the page.

Agreement Details © section, here the system will display the Project Number, Project Title, Availability
of funds and Budget Period @ for the Project. There is a blue Information circle next to the project
number. By hovering over the information icon, you can view the contact information for the RF Project
Administrators who administer the account.

If you hover over the information icon next to Availability ©, the system will display the link to view the
Project Budget & Expense Report O.

By clicking the Previous Contracts @ link, users can view a list and access all previous contracts, as
seen in figure 77 on page 58. The system will display Transaction Number, Type, Processed Date,
Adjustment Agreement Amount, Encumbrance Amount and Adjusted Consultant Travel information for
all previous contracts under that transaction. If you click on the Transaction Number, it will bring into the
Independent Contractors Agreement section where you can view the details of that transaction.

The Amendment amount @ is where users can increase or decrease the amount being allocated. When
you add or subtract an amount, the Subtotal and New Agreement Balance will reflect the change in
amount.

If travel expenses need to be added, click the Add Travel Expense link ©, and enter the travel amount in
the box that appears. To allocate the additional funding to a different project account, click
Add Project @, enter the Project Number in the Project Number box as seen in Figure 76 on page 58.

You can modify the Performance Period @ if necessary. You can select a different Principal
Investigator @ for the amendment. Once you have made all necessary changes to these sections, click
“Save & Continue” @® at the bottom of the screen. The system will then proceed to the Contractor details
tab, which is discussed in detail below.
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Independent Contractor Agreement (CM00003062-01) @

9 States . Fording P Appioval -~

Contact Information Amount Allocation
For questions regarding fiscal approval or budget ST - N OF MANCNELLA
sllocation pleasa contact e Project: 90E76-01 11 @ | EVOLUTION OF MANDIBULAR
$575,155.000 | E A
Linda Chung (98) | (212) 417 8423
Project Funding Avallahfity »
A A t Balas
sliProject Buaget & Ex R
o4 | @ rerformance
@ Principal Investigator < o Rl incagas
| E % | Pho

New

Travel Balance :  $400.00

Figure 75

Enter Project Number

New Agreement Balance :  $4,000.00

Figure 76

All Previous Contracts

Figure 77
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Contractor Details

In the Contractor © section, the system will carry over the Contractor details from the original
transaction. If there are no changes required to the Contractor Official @, you can click on

59

Save & Continue @. If any changes are required to the Contractor Official information, please make any
necessary updates and click Save & Continue @.

If any changes are needed to the Contractor Details ©, please contact the RF's Procurement & Payables
Department at CM-Inquires-P&P@rfcuny.org.

After verifying the Contractor Details ® and the Contractor Official @ information, click Save & Continue

@®. A green Success banner ® will appear, and the system will then proceed to the Supporting

Information © section. Here you will upload any additional documentation, such as a revised Scope of
Work. If you have no additional documents, you wish to upload click on the Submit @ button. At that
time, the Submit Request ® pop-up window will appear asking you to certify the information detailed in
figure 80 on page 60. Click the Proceed © button to move forward with submitting the amendment.

¥ Success o

Contractor Details

© I IR -

v Success @

Additional Details

Attachments

Figure 78

Figure 79
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O Submit Request

w

Figure 80

After clicking the Proceed button, you will receive the green Success banner @, letting you know that
your request has been successfully submitted. If you need to make any changes or corrections to the
submission, you can use the Recall button @ to recall the transaction back into your queue. You will
then be able to make any necessary changes and re-submit the request.

¥ Success o

Additional Details

Attachments

Notes

b

Figure 81
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Allocating Funds from Two or More Project Accounts

Contract Manager provides users with the ability to split the total agreement amount among two or
more RF project accounts. The option to split funding among two or more RF project accounts is
available when creating a new agreement request or when creating an amendment to an existing
agreement.

Allocating Funds when Creating a New Contract

When creating a new ICA request, on the Agreement Details tab @, first enter the Agreement Amount ©.
In the example in figure 82 on page 62, the total amount of the funding is $5,000.00, which we are going
to evenly split between two project accounts. After entering the Agreement Amount and Place of
Performance, scroll down to the Agreement Amount Allocation section ®. Here is where you will
allocate funding to the applicable project accounts. You will begin by entering the first Project Number
from which you will fund the agreement. Since we will be splitting the amount evenly between two
project accounts, after selecting the first Project Number, and then enter $2500.00 in the Agreement
Amount box @. Note that down below the system will then display the Amount Left to Distribute ©. In
our example below, of the $5,000.00 total agreement amount, we have only allocated $2,500.00 to a
Project Account, so the amount left to distribute is $2,500.00. Be aware that the entire Agreement
Amount must be allocated to one or more project accounts before the transaction can be saved or
submitted. After allocating $2,500.00 to the first project account, click Add Another Project @, and
another Project Number and Agreement Amount box @ will open. Enter the next Project Number and
enter the remaining $2,500.00 in the Agreement Amount. This will bring the Amount Left to Distribute ©
to $0.00, as the entire agreement amount has now been allocated. There are links to Remove or Change
Project a Project Number ©, if necessary. Once you have fully allocated the funding to the applicable
project accounts, click Save & Continue ©. If all funding has been allocated and there is no missing
information, a green Success banner will appear, and you will move on to the next step in the request
creation process.

Please Note: When splitting funding among two or project accounts, the budget terms of the RF Total
Agreement Term, the Total Agreement Dates must be always covering the Budgets Period Dates of the
accounts without any gaps. If there is a gap, an error message will appear with an explanation to make
adjustments.
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Status - Pending P! Approrad

[ | IS

© Agreement Amount
Agrecment Avcant @

€

+h

(2] Agreement Amount Allocation

Project Number: 40G2

Project Name: MRI: AC

Avatabiity. $59¢1 0

Independent Contractor Agreement (CM00003214-00) fas
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Performance Place Sta Performance B
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Email v kg riour R Phone 2124178347
Colkege: SROCKLYN COLLEGE

Budget Perlod. O

O xroesme

s
-

Figure 82



ARFN

RESEARCH
FOUNDATION CUNY
63

Allocating Funds While in Pending/Amendment Stages

The first step is to go into the View Pending section @. Second, click on the Transaction Number ®,

which will open the Independent Contractors Agreement section where you can allocate the funds.

Pending ICAs (26) ~
Independent Contractor
Agreement (ICA) o o () 0 (-] o
L]
# Request New
o = =
Fi ure 83 16-00 P Teste $15.00¢
g 096- 9 Seorina Cer 0 §7.50000
a
Figure 84

Users can know which amendment number they are viewing by the Transaction Number ©. In figure 85
below, the number 01 at the end of the Transaction Number indicates that this is Amendment number 1

to this ICA.

In this example, we will create an amendment to an ICA that was fully encumbered on one project
number, to allocate an equal portion of the Starting Agreement Balance of $4000.00 @ to a different
project. The first step is to subtract $2,000 from the original project number, by entering - $2000.00 in
the Amendment box ©. This will reduce the remaining amount encumbered on that project to just
$2,000. The system will now display the remaining Subtotal balance of $2,000.00 ®, which is the

amount that needs to be allocated to a different project. Next, click Add Project @ and the Enter Project

Number box ® will appear. Enter the Project Number in the box and select the project you wish to
allocate the remaining balance to.

Independent Contractor Agreement (CM00003062-01)© ICAS ]

Soma  Desaing 21 Agpronel

§ Apwemecs Detaty

Amount Allocation

Propect S0694-05 12 O 1 EVOLUTION OF MANDIBULAR
L

Figure 85
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Once you select the Project Number, the Project information will display @. Enter $2,000.00 in the
Amendment box ®. The Subtotal is now $2,000.00 ©. You now see New Agreement Balance @

64

matches the Starting Agreement Balance of $4000.00 ©. Click Save & Continue @. If no other changed

are required, Submit @.

Amount Allocation

Performance

Propect: S0GI5-00 12 | Foresed Fanding | & | MR ACOUISITION OF MOSILE ROBOTS

by 3 ]

Q... 34 +
Progect: 087602 11 | EVOLUTION OF MANDISULAR

“ . Do |
+
...... e
e

Please Note: If you click on the same Project Number to distribute funding from, a banner will appear
informing you “Duplicate distribution for the same Project”, meaning, you must choose another Project

Number allocate the funds from.

Figure 86
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Creating a Subaward Contract Request

The steps in creating a Subaward contract request are the similar to an MOU and an ICA. In creating a
Subaward, there are no questions to answer for qualification.

Subaward Steps

The first step is to go to the Contract Manager home page. Locate Subaward Portal @ and click on
Request New ®. This will open a screen called Agreements Details section as see on the next page.

Memorandum of Independent Contractor © Subaward
Understanding (MOU) Agreement (ICA)

L] (-] o
# Focyest Now # Rocust Mow 9 # Racuest New
S view Panaing 2 view Fandng O \view Panding

Figure 87
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Agreement Details

In the Agreement Details section ©, you will enter the Agreement Amount ®. After entering the
Agreement Amount, the Performance © section will appear prompting you to enter the Performance
Place, Performance Start and End date. You will be able to choose the dates with drop-down calendar.
Once you have completed the section, the Agreement Amount Allocation @ section will appear. For the
six blue information circle details in this section see figure 89 on page 67.

You then enter the Project Number ©. The information located in the brackets ® will automatically
appear after you have entered the Project Number. You also have a choice to Add Another Project ©. By
clicking on the Add Another Project, it opens another Project Number © where you can enter the Project.
If you wish to remove the project, click on Remove Project ©.

The next step is to enter the Agreement Amount @. Once you have entered the Agreement Amount, the
Principal Investigator @ information will automatically pop-up. It provides the Name, Email, College and
Phone Number of the PI. You have the option to Change Principal Investigator @. When you click on the
link, the currents Pl information will disappear and a blank box @ will appear to locate the new PI. Click
on the arrow @ and a drop-down list of PI's will appear for you choose from. Once you choose a PI, there
information will appear as seen in @. If you wish to Cancel @, click on the link. Once you have chosen
the PI and if there are no changes to be made, you are now ready to click Save & Continue @. You will
then be in the Subrecipient Search section where you need to locate the Subrecipient.

Subaward
o 4 Agrzement Detslls

Agreement Amount © Performance

Agreement Amount @ . p formsnceStat  Performance End
@ 5400000

@ Agreement Amount Allocation @ Principal Investigator

Project Number @ principal |nveStigat0r

e
0 e Pl Name @ Cance @
S (14}
© + 200 2comer et -
ey © Angela TesterGO (GBO)
i | LR GO TesterGO (TS1
Juaith Mandet (MYG
nt @ ®

Figure 88
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Agreement Amount Allocation Details

The Agreement Amount Allocation @ section provides four blue information circles. The first, Project
Number ®. When you hover over the blue information circle, all the RF Project Administrators contact
information will display. Second, the Availability ®. When you hover over the blue information circle, its
displays Fund Amount, Pending Amount and Total Amount. There is also a link titled Project Budget &
Expense Report O to view Object Code, Description, Budget, Encumbrance, PTD Activity and Available
Balance in detail, click on the link and a pop-up Project Budget & Expense Report © will display. The
third is Agreement Amount @. This explains that the portion you are allocating is part of a larger budget
amount. The fourth is the FAIN Number @, Federal Award Identification Number comprised of numbers
and letters assigned by each federal agency to every financial assistance award.

You have the ability to Change Project © by clicking the link, the current information closes, and the
Agreement Amount request box appears where you can re-enter a Project Number to locate the new
one. If you wish to Cancel, just click on the Cancel link. You can choose to + Add Another Project © by
clicking on the link. This will open a section where you can enter a new Project Number ®. If you wish to
Cancel, click on the red x Remove Project @®.

Contact Information
© Agreement Amount Allocation
0
@ Project Number: 40G25-00 12 | Forward Funding @ # Chenge Project
Project Name: MRI: ACQUISITION OF MOBILE ROBOTS
9 Avallabiirty: $991,000.00 ? Budget Perlod: 03/01/2020 - 09/30/2021 Project Funding Availability
>
@ Agreement Amount @— 0 FAIN Number @
© + Add Another Droject | ENeen o
Project Number @ ® Remove Project *
@ Project Budget & Expense Report 6
ent Amount @ FAIN Nu L
A ent A t
ftTo
Figure 89
Agreement Amount Federsl Award Identification Number

Agreement Amount Allocation

Project Numbe:

Figure 90
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Subrecipient Section

This this is where you first search to see if the RF already has established a business relationship with
the subrecipient. If the subrecipient has an established business relationship with the RF, and already has
an existing profile, the subrecipient’s name will appear. If the subrecipient in not in the RF system, you
can create a new subrecipient profile in this section.

For the purpose of this example, we are using an existing Subrecipient. The next step is to locate the
Subrecipient by typing in the @ name. By typing in a few letters, a drop-down list of Subrecipient will
automatically appear under the name to choose from. Once you have located the subrecipient, check the
Vendor ID ® to make sure it is the correct Subrecipient. You then click on the blue Select button © to
proceed. If you need to add a Subrecipient, click on + Enter New Subrecipient @ and it will bring you to
the Subrecipient Details Information section where you can enter the new Subrecipient information into
the RF system.

Located on bottom are the amount of screen pages © with vendors listed to search from. The Save &
Continue @ button functions later in the process. You can Delete @ the contract at this point if required.
The Submit ® button will function once the steps are completed. If you try and submit the contract
before completion, a Submit Request © window will appear. Close out and continue the process. If you
click proceed, the Error ® banner will appear with instructions preventing you from submitting.

The Print @ option at the stage will print out the following: Transaction Number, Transaction Type,
Contractor Type, Agreement Amount, Performance Period, Project Number, Project name, Budget
Period, Remaining Agreement Amount and the Pl information. Once you click on Save & Continue @
and it will bring you to Subrecipient Details section.

Subaward (CM00003221-00) Subswards
& Siecciiont
Subrecipient Search
(1]
oy
e ®
©
EE=S
=3
3
Beg
==
=
B33
Submit Request @
1_1_1
&
6] (7] (8] (11)
T I R
A Eror @
Please anter your contractor's name In text box below or enter his/ner information by clicking the ‘Enter New Contrector” link Figure 91
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Subrecipient Details

After you have selected the Subrecipient, details of the Subrecipient will appear. There are two areas in
this section, Subrecipient Details ® and Subrecipient Official ®. The tab highlighted in blue informs you
which section you are in.

You have a choice to change Subrecipient by clicking on the link Change Subrecipient ®. That will bring
you to the number one in figure 91 on page 68 where you can locate and change Subrecipient. The next
step is to verify that the information is correct and fill in the information where the red asterisk @
indicates. By hovering over blue information circle ©, a pop-up box appears stating the Subrecipients
name is the main company or individual performing the services. With the Entry Type, Tax ID Type, State
and Country, you have drop-down menu'’s ® to choose the answer.

If you are missing information in a field, it will be indicated by the red filled area @. The Foreign Entry ©
is if the Subrecipient is a company, answer “Yes” if the company is based outside the United States. If
the Subrecipient is an individual, answer “Yes” if the individual is not a U.S. Citizen/Resident Alien. The
DUNS Number © is the Data Universal Numbering System run by Dun and Bradstreet (D&B) that assigns
each business entity a unique number to identify it. The Federal Government requires that all
Subrecipients have a DUNS Number as a condition of receiving Federal funding. Once you have
completed all required areas, click on Save & Continue ® which takes you to the next tab

Subrecipient Official ® to complete.

Please Note: Follow these same procedures if you were adding a new Subrecipient that is not in the RF system.

Subaward (CM00003222-00)

Status . Pending FI Approal

as

Subrecipient’s Name

Foreign Entity

Data Universal Numbering System (DUNS)

Figure 92




RESEARCH
/T<IF™\ FOUNDATION CUNY
70

Subrecipient Official

You are now in the Subrecipient Official section @, the next step is to fill in all the information where the
red asterisks @ are located. In this case, all the information below needs to be filled in. The first part is
the Subrecipient’s PI's ® information. The next section is the Subrecipient’s Authorized Official
information section @. The Authorized Official name @ is the individual who is authorized to sign the
agreement on behalf of the contractor. The email listed here is where the Subrecipient will be sent an
email for signature ®. Once you have completed all required areas, you then press Save & Continue @
to move onto the next step, Supporting Information.

Please Note: The Authorized Official’'s Email ® should be the Authorized Individual’s direct email
address, not a general email inbox (such as “questions@” or “info@,” as these inboxes are often
accessible by multiple people. The RF utilizes DocuSign, a third-party electronic document signing
platform, to electronically sign agreements. DocuSign validates the identity of the signer by only
allowing signature access through the direct email address for the signer.

Subaward (CM00003223-00)

States . Fending P Appeo
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Supporting Information/Uploading Documents

Supporting Information

Once you have completed the Contractor section successfully, the next step is to add supporting
information and documents. You start off by answering all three questions in Additional Detail @
section. With the first question Does the subaward support a clinical trial? @, if the answer is Yes, a
drop-down box will appear asking if the clinical trial is Traditional or Non-Traditional ©.

After answering the three questions, you will need to upload the following four documents in the
Attachments section @. They are marked with a red asterisk. Other documents are optional if
applicable. Additional documentation may be required, such as “3. Sponsor Approval.” In cases where
sponsor approval is required on a project, the Project Administrator will set the PRSY attribute to Y1 on
the project account. When the PRSY attribute Y1 is selected, Contract Manager will require that sponsor
approval as a required attachment before the request can be submitted to the RF.

1. Appendix A Scope of Work

2. Appendix B Budge

3. Sponsor Approval

4. Subrecipient Commitment Form

To upload a document(s) click on the Upload button ©. That will bring you to figure 95 on page 72.
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Uploading Documents

Click on the Browse button @ to locate the document(s) on your computer. In this case | saved it on my
Desktop ® to make it easy to locate. Once you have located and clicked on the document(s) ©, click on
the Open @ button to attach the document(s). You have uploaded successfully when you see the
document(s) name in the box ©. You then have the option where you can Remove @, attach other
required document(s) by clicking on the Browse button @. When you are complete uploading
document(s), click on the Upload button ® to finalize the document(s) upload. Repeat the process for
the rest of the required document(s).

Upload Appendix A - Scope of Work

(8]

se to upload the desired document

0
& Browse
X Close
Figure 95
™ > ThisPC » Desktop » v [¢) Search Desktop
Of Back (Alt + Left Arrow) = v [ @
= —— — T T D
B3 This PC Communications @ Arch
8 3D Objects - AN N AN
Deskt P = —_—
[=| Documents
¥ Downloads .
01 1. Scope of Work 2. Budget 3. Subrecipient 3
N Music X P R S
File name: |1, Scope of Work v| All Files v
o oo | | e
Figure 96

Upload Appendix A - Scope of Work

Browse to upload the desired document

(6] (8] (7]
O B 1 Scope of Work.do B Remove W Browse
X Close

Figure 97
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After you have uploaded the required documents, you will see the documents name in the center @. You
now have the choice to Delete ® the document if it's incorrect and replace it.

Before Submitting the request, if you have any notes to add click on the +Add Notes button ©.
See Notes section on page 75 for details.

After adding Notes, you are ready to proceed, click on the Submit button @. A pop-up Submit Request
window @ will appear, click Proceed G.

Please Note: If you try Submitting the request without adding the required documents, an Error message
will appear as seen in figure 100 below.

Subaward (CM00003226-00)

Status | Pending P Appro:

Additional Details

[-]
11
:

Attachments

e
o

QO0A0GRE

Notes

Figure 98

Submit Request @

Figure 99

A Error

Attachment for Appendix A - Scope of Work snd Dellverables is required

Figure 100
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After submitting the request successfully, a green Success @ banner will appear. The request has now
entered the next step in the workflow. In this section you will see details such as Status @, indicating the
next step in the process for the contract. Not all transactions will follow the same workflow. The
information below describes all the pending statues in detail. You will also see the name of the required
documents © that are attached to the contract submission. If you have written any Notes @, you will see
them at the bottom.

After the request had been submitted, you will see Recall ©® button appear. This recall button will appear
in different sections of the process. Anytime you see the recall button, you can go back into the request

to make changes with the information, delete or attach documents depending on the section you are in.

If the request has been approved and moved into the next step in the process, it cannot be recalled. You
would need to locate the status in the system and contact the RF. When you recall the request, it will go

into the My Action List section. You can view details of this in figure 103 on page 77.

Independent Contractor Agreement (CM00003215-00)

03 ' Status : Fendieg FF Approval

o v Success

Additional Details

Attachments

Notes @

Figure 101
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Notes

If you need to add a note, click on the + Add Notes @ button. When you click on the button, it opens this
note window ® where you can type in your note. After you have completed the note, click on Add
General Note © to finalize the note. You are then able to see the note details at number ®@. You then
have the option of adding an additional note by repeating the process by click on the Add Note ©
button. If you wish to edit the note, click on the highlighted note ® and it will open to make changes.
Once you are complete with the changes, click on Update Note @ to finalize. You also have the option
to Delete © the note.

The next step is to Submit © the contract and follow the given procedures from figure 98 and 99 on
page 73.

Notes

+AdaNote [1)

Notes

Notes

@ 09/18/202011:0603AM  Note Type: General  Role: Principal Investigator Pl TesterP (BC6)

Emo

Notes

# Upaste Note il Delete

Figure 102
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Pending Details Definition

Pending PI Approval
A Preparer has created the transaction, and it is now in the Pl's action list for Pl approval.

Pending GO Approval

Pl has created or approved a transaction at a GO-driven school, and the transaction is now in the Grants
Officer's action list awaiting approval. If a GO creates a transaction but has not yet submitted it to the
RF, the status will also show as Pending GO Approval.

Pending FF Approval
The MOU was requested on an RF forward funded account and is with the RF's finance department
pending approval to use forward funding for this transaction.

Pending Budget Review

The MOU amount requested exceeds the available balance of the account selected. Transaction is with
the account's Project Administrator, who must first resolve any budget issues before the transaction is
processed.

Pending P&P Approval
The MOU is undergoing review with the RF's P&P department.

Pending PA Approval

The transaction is with the RF Project Administrator, awaiting fiscal approval/encumbrance of the
funding. This is the last step in the approval process for all CM transactions. After PA approval, the
request moves from the pending to the processed section.
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Pending Subawards

In the Pending Subawards section, you can check the status of all your submitted requests or submit a request.

Pending Details

When you hover over Pending Subawards @, the blue square with Request New Subaward, View Pending
Subawards, and View/Amend Processed box will appear under the Pending Subaward title. Here you can choose
any of the three sections you wish to enter. The number twenty-two in parenthesis indicates how many Pending
Subawards you have in the system.

Next you will see different pending statues ®. The number in the grey circle next to each status indicates how
many you have pending in each section. The total numbers in each section will equal the number indicated in the
parenthesis next to the section title @. To go into a section, simply scroll over the name and the two bold bars
shown on Pending Submission to RF will indicated that the section is live. Then click on the name and you will
enter the section. The Pending Details Definition are located on page 76.

Find Transaction By © is where you locate your pending Subaward. If you check My Action List circle @, it will only
display the contract(s) that need actions taken by the user in order to be submitted. If you check the All ©, all
twenty-two pending Subawards will appear as seen below. You can also locate your request by clicking on
Transaction Details ®. For details, see Transaction Details in figure 104 on page 78.

There are four greyed out action buttons @. Submit, Return, Recall and Delete, which become active depending on
the transaction once you click in the box ® next to the Transaction Number of the request. See figure 105 on page
78 for details. Next to the box you have the Transaction Number, PI's name, submitted: which indicates the date
this transaction was submitted, Performance Period, Remaining Amount, Type: which indicates if its New or
Amended, Subrecipients name, Status: here you can see the pending status of your Subaward. If you have a
question regarding the status, hover over the contact icon © and a pop-up box will appear with the person you
need to contact. The Audit ® icon will give you the request process details. To view full Audit details, click on the
icon and a pop-up window will appear as seen in figure 106 on page 79. Once you have completed the

submitting process, the transaction moves into the Processed Subaward section.

Pending Subawards (22) 9 Subawards
9 Q Pending Submission to RF o o
9 Find Transactions By - Action List @
e MyAcionUist g Al e
Fllzer by Results Found:
(7]
Remsining
Trans# Pt Submitted Performance Period Amount Type Subreciplent Status Audrt
(8] CMO0003227-00 Pi TesterP| x 08/25/2021 - 08/31/2021 $4000.00 New ANDREWJOHNBENTHAM  Penaing Pt Agprove
CM00003226-00 Pt TestarPl 5 08/24/2021 - 08/31/2021 $4000.00 New ANDREWJOHNBENTHAM  Penaing Pt Agprove
Pi TesterP| 1 $400000 encing Pt Agpron
CMO0003224-00 Pt TesterP| 1 $4000.00 b Pending Pi Agpro
CM00003223-00 Pi TesterP| - 08/20/2021 - 08/26/2021 $4.000.00 New Andrew Jonn Bentham Contact Information
Pt TesterPl 4,000.00 Andrew Jonn Benhem ks
P Testerp| 5400000 ,
Pt TesterPl $2000.00 Ne Pending Pt Agprove
Pi TesterP| 02/22/2021 02/24/2021 - 04/29/2021 52000000 New CHERYLMONACO Penang Leget Review 15 @) (10}
CM00003184-00 Pi TesterPl 02/22/2021 03/01/2021 - 06/30/2021 $10000.00 Ne R WS 0F
Figure 103
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Transaction Details

In the Transaction Details section @, you now have the choices of searching by Transaction Number,
Contract Types, Project Number, Contractor and Contract Status to search by ®. Once you have filled in
the area in which to search, click Filter ® and the system will locate the contract. You can collapse the
Find Transaction By section by clicking on Hide Filter @.

o

Find Transsctions By Transaction Detalls o

e L ©

Figure 104

Action Buttons

Once you have checked a box @, you will see the available actions that can be taken in order to submit
the request. You can choose Submit ® or Delete ©. Your choices will appear in color. In this example
you can Submit or Delete the request.

If you wish to make changes within the request, click on the Transaction Number ® and it will take you
to the Subaward section as seen in figure 88 on page 66 where you can make the changes then move
forward in the request process.

Figure 105
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Audit Trail

Below are the details of the transaction from start to the last step taken. First you have the

PI's name @, the Amount and Date the transaction started followed by the time. You can expand the to
see transaction details by clicking on the triangle ®. This will open downward to display a list. You can

collapse the list by clicking on the triangle after you are done. At the bottom of the list, you can view the
latest step that needs to take place ©. At the end of the sentence, you can see that this next step is @.

To exit, click on Close ©.

Audit Trail for Subaward CM00003227-00

o » Pl TesterPl (Role: P1, Userld: BCS) Createa this trensaction of $4,000.00 on 08/24/2021 st 9:09 AM
b Pl TesterPl (Role: Pi, Userld: BCS) Upastza Additional Detslls on 08/24/2021 st 9:11 AM
ev Pl TesterPl (Role: P1, Userla: BCS) Upastaa Attachments on 08/24/2021 st 9:11 AM
Uploaoed Appendix A - Scope of Work
Uploaced Appendix B - Budget
b Pl TesterPl (Role: Pi, Userld: BCS) Upasted Attachments on 08/24/2021 at 9:14 AM

Pl TesterPl (Role: Pi. Userld: BC&) Submitted this wranssction on 08/24/2021 st 9:18 AM | Pendin

Pl TesterPl (Role: P, Userid: BCS) Recalled this wranssction on 08/24/2021 st 9:19 AM | Pe

Pl TesterPl (Role: P1. Userld: BC6) Submitted this trensaction on 08/24/2021 at 9:19 AM | Pe

Pl TesterPl (Role: P, Userld: BC6) Recalled this transsction on 08/24/2021 st 9:19 AM | Pendin pprova

Pl TesterPl (Role: Pi. Userld: BC6) Submitted this wranssction on 08/24/2021 at 9:20 AM | Pending FF Approve

epl TesterPl (Role: P4, Userid: BCS) Recallea this ranssction on 08/24/2021 st 9:43 AM | Pending Pl Approve 9

9 x Cioze

Figure 106

Incomplete/Complete Submission Messages

If you submit a request and its incomplete, the system will notify you with a red banner @ and the
require information as seen below. Once you have submitted the request successfully, a green
Submitted Successfully ® banner will appear. You also have the choice to Undo Submission © if
changes are required. Once complete, the transaction has now moved into the Processed ICA section.

Remaining
Trans# Pl Submitted Performance Period Amount Type Contractor Status Audit
o ¢ This contractor is missing Tax-1D.
CM00003088-00 Pl TesterPl = 09/12/2020 - 09/30/2020 $2,000.00 New Penaing Pl Approval «
Remaining
Trans# Pl Submitted Performance Period Amount Type Contractor Status Audit
2« Submitted successfully! | 'O Undo Submission
CMO00C03108-00 Pl TesterPl = 09/23/2020 - 09/30/2020 $2,000.00 New ADAMSKI, JOHN K Penging FF Approval «<

Figure 107
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Processed Subaward

In this section you will be able to view the Status, Audit Trail and Amend an Subaward if required.

The user’s total number of Processed Subawards are displayed next to the Processed Subawards header
0. Users can quickly switch between the different CM portals by hovering over the Processed Subawards
as well. The blue drop-down menu will appear, where users can access the Request New Subaward, View
Pending Subawards, and the View/Amend Processed Subawards portals.

Users can apply any of the following search filters @ to locate specific transactions: Transaction
Number, College, Project Number, Contractor, Performance Start Date and Performance End Date.

Each Subaward request is assigned a Transaction Number ©. The Processed Subaward screen displays
the following information for each transaction, Pl, Submitted date, Performance Period, Remaining
Amount, Type, the Contractors name, and Completion Status @. If an agreement has been fully executed,
a green check mark and the executed date will be displayed ©.

Users can access the Audit Trail by clicking the icon under the Audit Column @®. Users can create an
amendment to a Subaward by clicking the Amend Icon @ which is explained in further detail in the
Subaward Contract Amendment section on page 81.

# Request New Subaward

B View Pending Subawards

1 Amend Processed
Processed Subawards (4) -@ i
A Results Founc:
Remaining @
Trans# Pl Submitted Performancs Perlod Amount Type Contractor Completion Ststus Audit Amend
e = CM00003059-01 Pi TesterP| 02/10/2021 09/01/2020 - 03/31/2021 $0.00 UNIVERSITY OF RHODE ISLAND 02/12/2021 @ = 0
Pi TesterP| 09/16/2020 10/01/2020 - 06/01/2021 $20,000.00 CONNECTICUT COLLEGE Pending Full Execution
Fully Executed
CMO0003054-00 Pi TesterP| 08/31/2020 07/01/2020 - 06/20/2021 $48,000.00 New COLUMBIA UNIVERSITY 09/16/2020 @
Coniract is Fully Executed
Angels Test2rGO - 06/01/2021 - 06/03/2021 $15.00 New STAPLES. DOREEN D Pending Full Execution

Figure 108
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Subaward Contract Amendment

Once you are on the Contract Manager home page, click View/Amend Processed ©. This will bring you
to all your Processed Subawards ® agreements. On the right side of the screen, you will see the Amend
icon ©. After clicking on the Amend icon, it will bring you to the Amend Details screen in

figure 111 on page 83.

Please Note: If the Amend icon is not active when you click on it, this means there something
incomplete in the process. By hovering over the icon, you will see the reason(s). There are two primary
reasons why, one is the original agreement is not signed, second, the Payment Request is still pending
which places a hold on the encumbrance.

@Prrocessed Subawards (4) -

Subaward

Pi Testerp| 02/10/2021 09/01/2020-03/31/2021  $0.00 UNIVERSITY OF RHODE ISLAND 02/12/2021 @

52000000 CONNECTICUT COLLEGE

54300000 New COLUMBIA UNIVERSITY

CMO00 Ang B 31500 New STAPLES. DOREEN D. Pending Full Execution
S a
o 3 View / Amend Processed

Figure 110

Figure 109
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Amendment Details

The first step in the amendment creation process is to provide the amendment details. Here you will
indicate any changes to the amount (increase or decrease), changes to the dates of performance, or
changes to the allocation(s)/PRSY numbers. The number 01 @ appears at the end of the transaction
number. This means that this is Amendment # 1 to the ICA. The current agreement Status ® appears at
the top of the page.

Agreement Details © section, here the system will display the Project Number, Project Title, Availability
of funds and Budget Period @ for the Project. There is a blue Information circle next to the project
number. By hovering over the information icon, you can view the contact information for the RF Project
Administrators who administer the account.

If you hover over the information icon next to Availability ©, the system will display the link to view the
Project Budget & Expense Report O.

By clicking the Previous Contracts @ link, users can view a list and access all previous contracts, as
seen in figure 113 on page 83. The system will display Transaction Number, Type, Processed Date,
Adjustment Agreement Amount, Encumbrance Amount and Adjusted Consultant Travel information for
all previous contracts under that transaction. If you click on the Transaction Number, it will bring into the
Subaward Agreement section where you can view the details of that transaction.

The Amendment amount © is where users can increase or decrease the amount being allocated. When
you add or subtract an amount, the Subtotal and New Agreement Balance will reflect the change in
amount.

To allocate the additional funding to a different project account, click Add Project ©, enter the Project
Number in the Project Number box as seen in figure 112 on page 83.

You can modify the Performance Period ®© if necessary. You can select a different
Principal Investigator @ for the amendment.

If you have a FAN Number @, you enter it in the box. If you are unsure of the definition of the FAN
Number, hover over the blue information icon for the definition.

Once you have made all necessary changes to these sections, click Save & Continue @ at the bottom of
the screen. The system will then proceed to the Contractor details tab, which is discussed in detail
below.
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Subaward (CM00003054-01) @

Stetus : Penaing Pl Approvel

©:-

nent Detalls &

Contact Information < Amount Allocation

For questions regarding fiscal approval or budget o Project: 4
allocation please contact: Avetial

Linda Chung (98) | (212) 417 8423

Project Funding Availabity

eement Belence :  $40,0

A

()

Federal Award Identification Number

Figure 111

Enter Project Number

New Agreement Balance : $4,000.00

Figure 112

All Previous Contracts

ement Amount

Encumbrance Amount

Figure 113
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Contractor Details

In the Contractor © section you can click on Save & Continue ® if there are no changes to be made
within the Contractor Details ® information previously filled. The same applies to Contractor Official @
section.

Please Note: If any changes are needed to the Contractor Details ©, please contact the RF's
Procurement & Payables Department at CM-Inquires-P&P@rfcuny.org.

After checking the information and clicking Save & Continue button in the Contractor section you will
arrive in the Supporting Information © section where you will see a green Success banner @. If no new
documents need to be uploaded, click on the Submit @ button where the Submit Request ® pop-up
window will appear asking you to agree with the terms and conditions in figure. Click the Proceed ©
button to complete the process of amending the Agreement.

ac s @ Supporting Infanmation 9
+ Success @
¥ e o o Additional Detals
3 =
Contreotor Detail Contractor Offio “
Contractor Details
" Attachments
e
. E=
o E==3
EZ=0
g
=] p—
T o
K= =
Figure 115
Submit Request @
0 KNS -

Figure 114 = The charges 10 be Incurred sre eppropriate and suthorized against the project(s) selected

Figure 116
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After clicking on the Proceed button, the window will close leaving you in the Additional Details @ page
below where you can Recall ® the agreement to make any changes. If changes are made in the previous

pages, continue moving forward and follow the procedures then click Save & Continue until you have
reached the last step in figure 118 below.

Additional Details o

Attachments

Notes

Figure 118
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Allocating Funds from Two or More Projects

This section details the ability to split the total agreement amount among multiple RF projects. There are
two ways of completing this. The first is when you are in the process of creating a new contract. The
second is when the contract is in the Amendment stages.

Allocating Funds when Creating a New Contract

Once you are in the Subaward section @ of the process and have completed the Agreement Amount and
Performance you will be in the Agreement Amount Allocation section @. Here is where you can split the
funding between projects. In this example the total amount of the funding is $4000.00 ©. We are going
to evenly split the $4000.00 into two projects. The first step is to place $2000.00 into the Agreement
Amount box @, you will then see the amount balance down to $2000.00 in the Amount Left to Distribute
section ©. Then click on Add Another Project ®. That will open another Project Number and Agreement
Amount box located within the brackets @. Next, add the Project Number, the Project information will
automatically appear as seen in ®. Then, enter the remaining $2000.00 in the Agreement Amount. This
will bring the balance to zero in the in the Amount Left to Distribute section ©. If you need to Remove or
Change Projects, you have those option in this area ®. You are now ready to click the

Save & Continue ©. A green Success banner will appear informing you the funding distribution was
successful and you will move into the next section.

Please Note: When splitting funding amount between projects, keep in mind that the Total Agreement
Term, the Total Agreement Dates must be always covering the Budgets Period Dates of the accounts
without any gaps. If there is a gap, an error message will appear with an explanation to make
adjustments.
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© Subaward (CM00003226-00)

States . Perding P Approval

$ Agcement Detais g

© Agreement Amount
Agreement Amount @

$ 2000.00

@ Agreement Amount Allocation

Projoct Numder: 40525 00 12 | fowand funding | ©

Project Name: MRL A

FAM Numzer @

@ +200soner et

Agreement Amount @ FAN Numoer @

< Name FI T B
Em !
College: EROOK LLEG
Budget Period. 2020 09/30/202 »

@ ® Remove Project 2 Changs P

cement Amount

Figure 119
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Allocating Funds when the Contract is Processed

The first step is to go into the View/Amend Processed section ©. Second, click on the Amendment Icon
@®, do not check the box. In this example, an Amended Subaward does not exist. We need to create an
Amendment in order to add a New Project. After clicking on the Amendment icon, this will open the
Subaward Agreement Details section ® where you can allocate the funds.

Processed Subawards (4) - Subawards
Subaward

Trpe Contractor Completion Stetus At Amend

e Y2)
e Angzls G 6/01/2021 5150
# Request New n
0 View Penang
O NN
Figure 121
Figure 120

In the Subaward Agreement Details section, you will see that this contract has just been amended once
in order to add a New Project. This is indicted by the number zero one at the end of the
Transaction Number ©.

In this example, we are subtracting $5000.00 from the Starting Agreement Balance $48,000.00 © and
adding it into a New Project. First, subtract the amount we are deducting by placing -$5000.00 in the
Amendment box @. We now see the remaining Subtotal balance $43,000.00 @. Next, click on

Add Project ® and the Enter Project Number box © will appear. Enter the Project Number in the box you
wish to allocate the remaining balance to.

Subaward (CM00003054-01) @

Status : Pending Pl Approval

9 § Agreement Detalis -

Amount Allocation Previous Contrects

Project: 20E96-01 11 @ | EVOLUTION OF MANDIBULAR
allsbiity: $879.185.00 @ | Buaget Perioc: 02/01/2020 - 06/30/2021

e- 32300000 @ FAIN Number : @

Figure 122
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allocated funding amount $5000.00 in the Amendment box ®. You now see New Agreement Balance O

matches the Starting Agreement Balance of $48,000.00 ©. Your options to complete the request are,

click Save & Continue ® or Submit @.

Subaward (CM00003054-01)

Status - Pending P! Approval

Amount Allocation View Detslls | Previous Contracts

Project: 20E96-01 11 @ | EVOLUTION O
Avallenibty: $879 | Budget Pe

9?,5‘,‘

o Project: 40E96-02 11 @ | EVOLUTION AR
Avallsniity: §7.459.500.00@ | Buaget Perioo: 02/01/2020 - 06/30/2021

Name: P TestarPI (BCS) | Emait: yiclens_roarigusz@rfcuny.org

Please Note: If you click on the same Project Number to distribute the funding, a banner will appear,
informing you that there is a duplicate distribution for the same Project. This means you must allocate

the funds to a different Project Number.

When splitting funding amount between projects, keep in mind that the Total Agreement Term, the Total
Agreement Dates must be always covering the Budgets Period Dates of the accounts without any gaps.

If there is a gap, an error message will appear with an explanation to make adjustments.
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