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Overview 

 
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. How to create MOU, ICA and Subaward requests in the Contract Manager System. 
2. How transactions proceed through the Contract Manager System, and how to track 

the status of MOU, ICA and Sub-Award requests in real time. 
3. How to create requests for amendments to MOUs, ICAs and Subawards in the Contract Manager 

System. 
4. 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. 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. 

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

3. MOUs must be fully executed before the commencement of any services. 
4. Requests for payments must be submitted after the MOU is fully executed. 
5. 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‐PI.” 
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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 1 



4 
 

 

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.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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, 
Classification . Home , this will return you to the Contract Manager 
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 , 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 
answer before you can proceed. If you do not answer all the questions, 
the system will prompt you to answer the question by providing red text 
 under the unanswered question(s). After answering the questions, 
click the Initiate Request button  and continue to the next step. 

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. 

 

 

 

 

 

Figure 3 

 

  

 
    

  

 

 

Figure 4 
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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. 

 

 
 

 

Figure 5 

Figure 6 
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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 ⓫ Name, Email, College and Phone Number will appear. If the PI displayed is not the 

correct PI for this MOU, click the Change Principal Investigator link ⓬, and Select Box ⓭ will appear. 

Click the arrow ⓮ to access a drop-down menu of all available PIs 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 ⓯ 

link. Once you select the PI, scroll down and click Save & Continue ⓰. The system will now proceed to 

the Contractor section.  
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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  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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 


 


 




 



 



 

Figure 8 

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 ⓫ 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 PIs information. 
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Figure 11 A 
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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  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. 

 
 

 



 



 



 

Figure 12 
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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. 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 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. 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 



 

 



 



 


 

Figure 13 
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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 , 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 



 


 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 16 



 



 



 

 



 



 



 

Figure 15 



 

Figure 17 
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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 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 . 

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

message will appear. 

  
 

 

 





Figure 19 

 

Figure 18 
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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. 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

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.  

 



 



 



 



 



 

Figure 20 
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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 .  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Figure 21 
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Pending Details Definition 
 

Pending PI Approval 

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

Pending GO Approval 

PI 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. 

2. 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:  

• Transaction Number 

• PI Name 

• Submitted: which indicates the date the transaction was submitted 

• Performance Period 

• Remaining Amount 

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

• 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 25 on page 20 for an example of the audit trail. 
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Figure 22 

 

 

 

  

 

 

 

 
 



21 
 

 

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 .  

 

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. 

 

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. 

 

Figure 23 

 

 



 



 


 

Figure 24 



 



 

 



 



22 
 

 

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. 

 

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  .  

 

Figure 23  

 

 

  

Figure 26 

Figure 25 
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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. 

 

 

 

 

 

 

Figure 27 
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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 .  

 

 

 

 

 

 

 

 

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. 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 29 

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 ⓫ 

at the bottom of the screen. The system will then proceed to the Contractor details tab, which is 

discussed in detail on page 27. 
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Figure 31 

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.    

 

 

 

 

 

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.  

 

 

 

 

 

      

    

 

 Figure 33 

 

 
 

 

 

  

 

 

 

Figure 34 

Figure 35 
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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.  

 

 

 

 

 

 

 

 

 

 

 

 

Figure 36 

 

 

 

 

Figure 37 
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Amending an MOU which Converts into an ICA 

 
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.  
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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.  
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Figure 39 

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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 41 
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A green Success banner  will appear once the transaction submission is complete. If you need to 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 , 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.  

 

 

 

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. 

 
 

 

 

 

 

 
 

  

 

Figure 45 
Figure 46 

Figure 47 
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Once you select the Project Number, the Project information will display . Enter $2,000.00 in the 

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 . 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Figure 49 

Figure 50 
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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 ⓫ 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 ⓬. When you click on the link, the currents PI information will 

disappear and a blank box ⓭ will appear to locate the PI. Click on the arrow ⓮ 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 ⓯, click on the link. If no changes are required, you are now ready to click on green  

Save & Continue button ⓰ and continue to the Contractor section. 
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Agreement Amount Allocation Details 

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

to the Project Budget & Expense Report  

3. Agreement Amount : 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 .  

 

 

 

 

 

 

 

 

 

 

 

 

Figure 52 
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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 ⓫ button will generate a PDF summary of the transaction.  
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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. 
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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. 
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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.     
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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. 
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Figure 59 

Figure 60 

 Figure 60A 
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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. 
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Figure 63 
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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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 

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 .  
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Pending Details Definition 
 

Pending PI Approval 

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

Pending GO Approval 

PI 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. 

2. 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 

▪ PI 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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Figure 66 
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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 .  

 

 

 

 

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. 
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Figure 68 
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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 . 

 

 

 

 

 

 

 

 

 

 

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.  

 

 

 

 



  

 

 

 

  

Figure 69 

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, 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 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.  
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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 .  

  

 

 

 

 

 
 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Figure 73 

Figure 74 
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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 .  

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 ⓫ if necessary. You can select a different Principal 

Investigator ⓬ for the amendment. Once you have made all necessary changes to these sections, click 

“Save & Continue” ⓭ 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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Figure 75 

Figure 76 

 Figure 77 

 



59 
 

 

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  

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.  

 

 

 

 

 
 

 

 

Figure 78 

Figure 79 
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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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 81 

 

 



 

Figure 80 
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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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Figure 82 
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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 Independent Contractors Agreement section where you can allocate the funds. 

 

 

 

 

 

 

 

 

 

 

 

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.  

 

 

 

 

 

 

 

 

Figure 85 

 

 

 

 

Figure 84 

Figure 83 
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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  

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

are required, Submit . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 ⓫ 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 ⓬. When you click on the 

link, the currents PI information will disappear and a blank box ⓭ will appear to locate the new PI. Click 

on the arrow ⓮ 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 ⓫. If you wish to Cancel ⓯, 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 ⓰. You will 

then be in the Subrecipient Search section where you need to locate the Subrecipient.  
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 ⓰ 

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  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 ⓫. 
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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 ⓫ 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 PI information. Once you click on Save & Continue   

and it will bring you to Subrecipient Details section. 
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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. 
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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.  
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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 I 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). 
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Figure 96 

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 .  

Please Note: If you try Submitting the request without adding the required documents, an Error message 

will appear as seen in figure 100 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 



 



 



 

 

 

 

 

Figure 98 

Figure 99 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 





 



 

 Figure 101 



75 
 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 







 



 

 













 

  

 

Figure 102 
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Pending Details Definition 
 

Pending PI Approval 

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

Pending GO Approval 

PI 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.  

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 
  

 

 

 

  

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 .  

 

 

 

 

 

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 104 

Figure 105 



79 
 

 

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 . 

 

 

 

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. 
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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 

. 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, 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 . 

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.  
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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. 
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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 .  

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 ⓫ for the amendment.  

If you have a FAN Number ⓬, 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 ⓭ 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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Figure 112 

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. 
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Figure 116 

Figure 114 
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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.  
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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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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. 

 

 

 

 

 

 

 

 

 

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. 
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After entering the Project Number, the Project information will automatically appear . Then, enter the 

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

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

click Save & Continue  or Submit . 

 

 

 

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. 

 

 

 

 

 
 









 

 

  

Figure 123 
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Notes 

 

 

 

 


