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1 Setting Up Sponsors
In this chapter, you will learn how to:

l Create a new sponsor (LOC and non-LOC)

l Addmultiple addresses to a sponsor
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About Sponsors
Overview

A sponsor is an organization or entity that funds a research project. A sponsor can
be either Federal or non-Federal, and either a letter of credit (LOC) sponsor or a
non-LOC sponsor. The only difference between a non-LOC sponsor and an LOC
sponsor is themethod of payment.

Federal Sponsors

To be considered a Federal Sponsor, sponsorsmust meet both of the following
criteria:

l any subsidiary of the Federal government

l sponsors research using Federal funds

Non-Federal Sponsors

Non-Federal sponsors are any providers of funds that do not belong to a branch of
the Federal government, including the following:

l state organizations

l foundations

l for-profit industry groups

l not-for-profit (NFP) organizations

Non-LOC Sponsors

Typically, a non-LOC sponsor submits payment for reimbursed costs (or advanced
payments) via:

l check

l electronic fund transfer (EFT)

l automated clearing house (ACH)

l wire

l cash

LOC Sponsors

An LOC (Letter of Credit) sponsor sets up a line of credit and allows the University
to reimburse itself. The letter of credit agreement defines:
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l how often the Universitymay draw on the fundswithin a particular time
period

l theminimumandmaximumamount the University is allowed to withdraw

l how often the Universitymust submit a reconciliation of the letter of credit,
associated documents, and amounts drawn

Additional Resources

l For more information on Sponsors, see Sponsor Guidelines. This site
requires permission for the Office of Sponsored Research (OSR)
Employee Intranet.

l For information on creating a new sponsor in the system, see Creating a
New Sponsor, page 6
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Creating a New Sponsor
Overview

TheGrantsmodulemaintains profiles for external sponsors who support research
at UNC-Chapel Hill. Once a sponsor exists in PeopleSoft, you can use that
sponsor's profile to populate and administer awards, forms, reports, and billings.

Usually, Department Research Administrators enter a sponsor in RAMSeS, and
the DataManagement Group then uses the sponsor number assigned byRAMSeS
to enter that sponsor’s information in ConnectCarolina.

The only time the DataManagement Group would enter a sponsor directly in
Connect Carolina is if the RAMSeSWeb Service is down. However, even when this
occurs, the sponsor must first exist in RAMSeS before you can create it in
ConnectCarolina.

This task applies to both LOC (Letter of Credit) and non-LOC sponsors. An LOC
sponsor sets up a line of credit and allows the University to reimburse itself. The
letter of credit agreement defines:

l how often the Universitymay draw on the fundswithin a particular time
period

l theminimumandmaximumamount the University is allowed to withdraw

l how often the Universitymust submit a reconciliation of the letter of credit,
associated documents, and amounts drawn

This task document covers:

l Steps – Creating a New Sponsor, page 6

l Steps – Entering Contact Information, page 13

Related Reference

For more information on this task, see:

l About Sponsors, page 4

l AddingMultiple Addresses for a Sponsor, page 19

l About the RAMSeSWeb Service, page 1

Menu Path

MainMenu > FinanceMenu > Grants > Sponsors > General Information

Steps – Creating a New Sponsor

Follow these steps to create a new sponsor:
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1. Choose thismenu option:

MainMenu > FinanceMenu > Grants > Sponsors > General Information

Sponsor General Page

2. Click theAdd a New Value tab.

3. Complete the fields:

In this field: Do the following:

SetID SetID groups together values such as vendors, chartfields, and customers,
andmay be attached to a single business unit or multiple business units.

Enter chosr for Office of Sponsored Research or gaosr for General
Administration.

Customer ID Enter the sponsor number assigned in RAMSeS.

4. Click theAdd button.

Result: The system displays the sponsor information entry screen, where you
can add or review sponsors' names and level information, assign associated
roles, and enter one or more addresses.

General Info Tab

1. Complete the fields:

In this field: Do the following:

Date Added Enter or change the date you are adding this sponsor to the system.

Note: This field defaults to today’s date.

Since Enter the date the sponsor became active with the University.
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In this field: Do the following:

Type Choose the appropriate category to classify the sponsor, such as Federal,
State, not-for-profit (NFP), or Other from the list box.

Name 1 Enter the official name of the sponsor.

Short Name Enter a searchable, abbreviated name for the sponsor.

Note: The short name can be amaximum of 10 characters.

Currency Code Enter usd for United States dollars.

Rate Type Enter crrnt for current rate type.

2. In the Roles section, ensure the following checkboxes aremarked:

l Bill To Customer to designate this sponsor as a bill-to customer.

l Ship To Customer to designate this sponsor as a ship-to customer.

l Sold To Customer to designate this sponsor as a sold-to customer.

l Correspondence Customer to designate this sponsor’s name and
address information to be used in statements, invoice, and letter headers.
The systemmarks this checkbox automatically when youmark the Bill To
Customer checkbox.

l Remit From Customer to designate this sponsor as the paying entity.
The systemmarks this checkbox automatically when youmark the Bill To
Customer checkbox.

l Corporate Customer to designate this sponsor as a corporate
customer.

Note: Corporate customers act as an umbrella over multiple customerswith
other role designations. The systemmaintains credit information for both
corporate customers and bill-to customers.

l Grants Management Customer to designate this sponsor as aGrants
sponsor.
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3. In the Support Teams section, complete the fields:

In this field Do the following:

Team Code Enter the code for the team that supports the ship-to customer.

Default Mark this checkbox to specify the support team to be referenced on sales
orders and quotes.

Note: You can enter more than one support team, but youmust specify at
least one default support team.

4. In the Address Locations section, complete the fields:

In this field Do the following:

Location Enter 1 for the primary location.

Description Enter a short description of the address.

5. In the Address Locations section, ensure the following checkboxes are
marked for the primary address:

l Bill To

l Primary (next to Bill To)

l Ship To

l Primary (next to Ship To)

l Sold To

l Primary (next to Sold To)

l Correspondence Address
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Note: You can enter several addresses for the sponsor, but youmust assign at
least one as a primary address for the bill-to, ship-to, and sold-to addresses.

6. In the AddressDetails section, complete the fields:

In this field: Do the following:

Effective Date Enter or change the date you are adding this address to the system.

Note: This field defaults to today’s date.

Status ChooseActive from the list box.

Country Enter the sponsor’s country code.

Address 1 Enter the sponsor’s street address.

City Enter the sponsor’s city.

Postal Enter the sponsor’s zip code.

State Enter the sponsor’s state code.

Note: If you want to addmore than one address, refer to AddingMultiple
Addresses for a Sponsor, page 19.
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7. Click theDetails tab at the top of the page.

Details Tab

1. Complete the fields at the top of the page:

In this field: Do the following:

Federal Mark this checkbox if the sponsor is a Federal sponsor.

Allow Co-PI’s Mark this checkbox if a sponsor allows awards with more than one principal
investigator (PI).

Allow Multiple PI’s Mark this checkbox if a sponsor allows awards with more than one principal
investigator (PI).

Show Indirect
Expenses on FFR

Ensure this checkbox is marked.

2. Choose one of the following options:

l For an LOC sponsor, go to the next step.

l For a non-LOC sponsor, go to step 5.

3. In the Letter of Credit Details section, complete the fields:

In this field: Do the following:

Letter of Credit Mark this checkbox to indicate the sponsor uses letters of credit (LOC) to
provide funding for awards.

Note: Once youmark this checkbox, the Letter of Credit Sponsor field
appears.

Letter of Credit
Sponsor

Enter the letter of credit sponsor number.

Note: Once you complete this field, the Letter of Credit Info section appears.

4. In the Letter of Credit Info section, complete the fields:

In this field: Do the following:

LOC Number Enter the letter of credit document number found on the award.

Comments Enter any relevant comments about the LOC.

Note: Click theAdd a new row button to addmore LOC numbers, if
necessary.
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5. Click theBill To Options tab to enter the sponsor’s billing information.

Bill To Options Tab

1. In the Customer Bill To Options section, complete the fields:

In this field: Do the following:

Credit Analyst EnterOSR.

Collector EnterOSR.

Note: The following fields are completed when setting up the bill plan:

l AR Specialist

l Bill Inquiry Phone

l Billing Specialist

l Billing Authority

For more information, see Setting Up and Activating a Contract.

2. Click theGeneral Info tab.
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General Info Tab

1. Click theSave button.

Result: The system saves the sponsor record.

2. In the General Info Links field, chooseContact Info (New Window) from
the list box to enter the sponsor's contact information.

Caution! If you do not complete the sponsor's customer contact information,
the systemwill issue a contact sequence error when the Finance Reporting
Group runs the billing process.

Result: The system opens a new window and takes you to the Contact Info
page.

Steps – Entering Contact Information

Follow these steps to enter contact information for the sponsor:

Contact Info Page

1. Click theAdd a New Value tab.

2. Complete the fields:

In this field: Do the following:

SetID Enter chosr for Office of Sponsored Research or gaosr for General
Administration.

Customer ID Enter the sponsor number.

3. Click theAdd button.
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Result: The system displays the contact information entry screen, where you
can add information about communicationmethodswith this sponsor.

Contact Tab

1. Complete the fields:

In this field: Do the following:

Effective Date Enter the date this contact is added to the system.

Status ChooseActive from the list box.

Name Enter the name of the sponsor's contact person.

Contact Flag ChooseExternal Contact from the list box to indicate this contact is a
consumer, customer, or business partner, and not an employee of UNC-
Chapel Hill.

Preferred
Communication

Choose the contact's preferredmethod of communication from the list box.

2. Click theSave button.

3. Click theContact Phone and Type link.
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Contact Phone and Type Tab

1. Complete the fields:

In this field: Do the following:

Phone Type Choose the type of phone number.

Phone Number Enter the contact's phone number.

Primary Phone Mark this checkbox if this is the contact's primary phone number.

Contact Type ChooseBUSN for business contact.

2. Click theSave button.

3. Click theContact Customer Information link.
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Contact Customer Tab

1. Complete the fields:

In this field: Do the following:

Customer SetID Enter the sponsor's SetID - either chosr for Office of Sponsored Research or
gaosr for General Administration.

Customer ID Enter the sponsor number.

Location Choose the address number to use for the contact.

Primary Bill To Mark this checkbox if this customer is the primary bill-to party.

Note: You can have numerous current contacts for a customer, but youmust
designate one of them as the primary contact for each role. You can override
the primary contact by selecting another contact.

Caution: If you select a Primary Bill To, Primary Ship To, or Primary Sold To
that wasn't selected as a primary bill to, ship to, or sold to on the General
Information - Address Page it will override the information on the Address
page.

16

1 Setting Up Sponsors



In this field: Do the following:

Primary Ship To Mark this checkbox if this customer is the primary ship-to party.

Note. You can have numerous current contacts for a customer, but youmust
designate one of them as the primary contact for each role. You can override
the primary contact by selecting another contact.

Caution: If you select a Primary Bill To, Primary Ship To, or Primary Sold To
that wasn't selected as a primary bill to, ship to, or sold to on the General
Information - Address Page it will override the information on the Address
page.

Primary Sold To Mark this checkbox if this customer is the primary sold-to party.

Notes:

l You can have numerous current contacts for a customer, but you
must designate one of them as the primary contact for each role. You
can override the primary contact by selecting another contact.

l The primary sold to contact appears as the default on sales orders,
contracts, returnmaterial authorizations (RMAs), and quotes.

Caution: If you select a Primary Bill To, Primary Ship To, or Primary Sold To
that wasn't selected as a primary bill to, ship to, or sold to on the General
Information - Address Page it will override the information on the Address
page.

2. Click the Save button.
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Result: The system saves the contact information for the sponsor. The sponsor
is now available to assign to an award.
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Adding Multiple Addresses for a
Sponsor

Overview

Sometimes a sponsor hasmore than one billing or mailing address. You can store
multiple addresses for a sponsor in their record.

Related Reference

For more information on this task, see:

l About Sponsors, page 4

l Creating a New Sponsor, page 6

Menu Path

MainMenu > FinanceMenu > Grants > Sponsors > General Information

Steps – Adding Multiple Addresses for a Sponsor

Follow these steps to addmore than one address for a sponsor:

1. Choose thismenu option:

MainMenu > FinanceMenu > Grants > Sponsors > General Information

Sponsor General Page

2. On the Find an Existing Value tab, complete the fields:

In this field: Do the following:

SetID A SetID groups together values such as vendors, chartfields, and customers,
andmay be attached to a single business unit or multiple business units.

Enter chosr for Office of Sponsored Research or gaosr for General
Administration.

Customer ID Enter the sponsor number assigned in RAMSeS.

Name 1 Leave this field blank.

Name 2 Leave this field blank.

Telephone Leave this field blank.

City If you know it, enter the sponsor's city.

State If you know it, enter the sponsor's state.

Postal Code Leave this field blank.
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3. Click theSearch button.

Result: The system displays the sponsor information entry screen, where you
can add one or more addresses.

General Info Tab

1. In the Address Locations section, click theAdd a new row icon.

2. In the Address Locations section, complete the fields:

In this field Do the following:

Location Enter a number to identify the additional address.

Note: The number 1 is reserved for the primary address, so use any
sequential number other than 1.

Description Enter a short description of the address.

2. In the Address Locations section, mark the applicable checkboxes for the
new address:

l Bill To

l Ship To

l Sold To
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Caution! Do not mark any of the Primary checkboxes for the additional address
(es); this is reserved for the primary address only.

3. In the AddressDetails section, click theAdd a new row icon.

4. In the AddressDetails section, complete the fields:

In this field: Do the following:

Effective Date Enter or change the date you are adding this address to the system.

Note: This field defaults to today’s date.

Status ChooseActive from the list box.

Country Enter the sponsor’s country code.

Address 1 Enter the sponsor’s street address.

City Enter the sponsor’s city.

Postal Enter the sponsor’s zip code.

State Enter the sponsor’s state code.

5. Click theSave button.
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Result: The system saves the sponsor record.
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2 Setting Up Principal Investigators (PIs)
In this chapter, you will learn how to:

l Create a new PI

l Addmultiple PIs to a project

l Change a PI on a project
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About Principal Investigators
Overview

A Principal Investigator (PI) is an employee who has overall responsibility for the
technical and fiscal management of a sponsored project from the proposal
development stage through closing out the award. A PI reviews and certifies that a
proposal is true, complete, and accurate including scientific, administrative, fiscal,
and ethical performance. Day-to-day financial management may be delegated to
administrative staff, but accountability for compliance with University and sponsor
requirements ultimately rests with the PI.

Additional Resources

l For more information on PI eligibility, see theOSR Policy and Procedures
Manual.
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Creating a New Principal Investigator
(PI)

Overview

When a new employee is hired and a record is created in PeopleSoft HCM, that
employee is automatically flagged as a principal investigator (PI) when the
informationmoves to PeopleSoft Finance. However, if the system is not working
properly, the PI must be flaggedmanually by the OSR DataManagement Group.

Before the Award process can begin, the OSR Pre-Award group determines the
PI’s eligibility. That employee can be chosen as the PI when a proposal is created in
RAMSeS, and the employeemust be flagged as an eligible PI in PeopleSoft
Finance before an award can be set up.

Creating a new PI in the systemmanually requires the following three steps:

1. Adding the PI to the system andmarking them as eligible

2. Setting up the PI to show up as a selectable PI for an award

3. Running a query to verify the PI is now valid and available in the system to
assign to an award

Related Reference

l For more information on queries, see Running FinanceQueries, page 1.

Menu Path

MainMenu > FinanceMenu > Grants > Professionals > Professional Data

Steps - Creating a New PI

Follow these steps to create a new PI:

1. Choose thismenu option:

MainMenu > FinanceMenu > Grants > Professionals > Professional Data

Professional Data Page

2. Click theAdd a New Value tab.

3. Complete the fields: 

In this field: Do the following:

Employee ID Enter the nine-digit PID of the person you want to add as a PI.
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4. Click theAdd button.

Result: The system displays the Professional Data entry screen, where you
can set up the PI's profile.

Professional Data

1. In the General Info section, complete the fields:

In this field: Do the following:

Gender Choose the gender of the PI from the list box.

Personnel Status Choose whether or not the PI is an employee of UNC from the list box.

Eff Date Enter the date this person becomes a PI.

Note: This field defaults to today's date. Change as necessary.

Last Name Enter the PI's last name.

First Name Enter the PI's first name.

2. In the Search/Match Data section, complete the fields:

In this field: Do the following:

First Name Enter the PI's first name.

Last Name Enter the PI's last name.

3. In theMisc. Info section, complete the fields:

In this field: Do the following:

Eligible PI Mark this checkbox to designate this person as a PI.

4. Click theSave button.
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Result: The system saves the PI.

5. To set a prompt for the PI to show up as a selectable PI for an award,
choose thismenu option:

MainMenu > FinanceMenu > Grants > Professionals > Job and Employment
Data

Result: The system displays the Job and Employment Data search criteria
page.

Job and Employment Data Page

1. Click theAdd a New Value tab.

2. Complete the fields:

27

2 Setting Up Principal Investigators (PIs)



In this field: Do the following:

Empl ID Enter the nine-digit PID of the person you just added as a PI.

3. Click theAdd button.

Result: The system displays the Job Data tab, where you can enter
department information for the PI.

Job Data Tab

1. In the Employee Data section, complete the fields:

In this field: Do the following:

Unit Enter uncch.

Department Enter 000000.

2. Click theSave button.
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Result: The system saves the PI's job department information, and now
appears as a selectable option for the PI in an award.

3. To verify the PI is now valid and available for awards, choose thismenu
option:

MainMenu > FinanceMenu > Reporting Tools > Query > Query Viewer

Result: The system displays the Query Viewer page.

Query Viewer Page

1. In the Employee Data section, complete the fields:

In this field: Do the following:

Search By ChooseQuery Name from the list box.

begins with Enter nc_gm_val_pi.

2. Click theSearch button.
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This query is not in TST yet (6/25/2014)
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Adding Multiple Principal Investigators
(PIs) to a Project

Overview

Before you can addmultiple Principal Investigators (PIs) to a project, youmust
ensure the sponsor is set up to allow multiple PIs. Thismeans both the Allow CO-
PI's and Allow Multiple PI's checkboxesmust bemarked in the Sponsor record.

Related Reference

l To see if the appropriate checkboxes aremarked for a sponsor to allow
multiple PIs, see Creating a New Sponsor, page 6

Menu Path

MainMenu > FinanceMenu > Grants > Awards > Project

Steps - Adding Multiple PIs to a Project

Follow these steps to addmore than one PI to an existing project:

1. Choose thismenu option:

MainMenu > FinanceMenu > Grants > Awards > Project

Project General Page

2. On the Find an Existing Value tab, complete the BusinessUnit and asmany
fields as necessary to refine your search results.

Completing the BusinessUnit and Project ID fields will take you directly to the
project

In this field: Do the following:

Business Unit The business unit represents schools, divisions, or departments within
UNC-Chapel Hill.

Enter chosr for Office of Sponsored Research or gaosr for General
Administration.

Project ID If you know it, enter the project number.

Description Leave this field blank.

Program Leave the default value of Detail Project.

Processing Status Leave this field blank.

3. Click theSearch button.
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Result: The system displays the search results list, or goes directly to the
Project page. If a search results list appears, click on the project you want to
add PIs to. Then, the system displays the Project page.

General Information Tab

4. Click theProject Team link.
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Team Tab

5. Click theAdd Team Member button.
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Result: The system opens a new PI record on the TeamDetail tab.

Team Detail Tab

1. In the TeamMember section, complete the fields:

In this field: Do the following:

Employee ID Look up the Principal Investigator'sPID.

2. In the Availability dates section, complete the fields:

In this field: Do the following:

Project Role For an additional PI for this project, but not the Lead PI, enter invest.

Start Date Verify the beginning date the co-PI will be active for the project. The default
start date is the project start date. Correct this value, if necessary.

End Date Verify the ending date the co-PI will be active for the project. The default
end date is the project end date. Correct this value, if necessary.

3. Click theSave button.

Result: The system saves the additional PI to the project.

4. To add additional PIs, click theAdd a new row icon and complete steps 1
through 3 for each co-PI.

5. Click theReturn to Project Team Summary link to verify the additional
PIs were added to the project.
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Result: The system returns to the Team tab.

Team Tab

6. Verify the additional PIs appear in the Project TeamMembers section.
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Changing a Principal Investigator (PI)
on a Project

Overview

When a Principal Investigator (PI) leaves the University, the Office of Sponsored
Research (OSR) DataManagement Groupmust do one of two things:

l Close the award if the sponsoring Agency has agreed to transfer the
award to another institution.

l Change the PI on the award if the award is staying at the University. This
task pertains to this option.

When changing the PI on an award, youmust first update the effective date for the
existing PI, and then add the new teammember and their effective date.

Related Reference

l For more information on changing a PI on an award, see theOSR
Policies and Procedures on Award Transfers: Changes in PI and/or
Institutional Ownership.

l For information on addingmultiple PIs to a project, see AddingMultiple
Principal Investigators (PIs) to a Project, page 31.

Menu Path

MainMenu > FinanceMenu > Grants > Awards > Project

Steps - Changing a PI on a Project

Follow these steps to change a PI on an existing project:

1. Choose thismenu option:

MainMenu > FinanceMenu > Grants > Awards > Project

Project General Page

2. On the Find an Existing Value tab, complete the BusinessUnit and asmany
fields as necessary to refine your search results.

Completing the BusinessUnit and Project ID fields will take you directly to the
project
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In this field: Do the following:

Business Unit The business unit represents schools, divisions, or departments within
UNC-Chapel Hill.

Enter chosr for Office of Sponsored Research or gaosr for General
Administration.

Project ID If you know it, enter the project number.

Description Leave this field blank.

Program Leave the default value of Detail Project.

Processing Status Leave this field blank.

3. Click theSearch button.

Result: The system displays the search results list, or goes directly to the
Project page. If a search results list appears, click on the project you want to
add PIs to. Then, the system displays the Project page.

General Information Tab

4. Click theProject Team link.
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Team Tab

5. Click the Team Detail tab.

Team Detail Tab

1. In the TeamMember section,verify the record of the PI you want to remove
from the project is shown.

2. In the Availability dates section, complete the field:

38

2 Setting Up Principal Investigators (PIs)



In this field: Do the following:

EndDate Enter the date this PI is being removed from this project.

3. In the TeamMember section, click theAdd a new row icon to add the
replacement PI's information.

Result: The system opens a new teammember record.

4. Complete the field:

In this field: Do the following:

Employee ID Enter the new Principal Investigator's person identification number (PID).

5. In the Availability dates section, complete the fields:

In this field: Do the following:

Project Role Enter one of the following options for the PI role:
l If this is the Lead PI or the only PI for this project, enter pi.
l If this is an additional PI for this project, but not the Lead PI, enter

invest.

Start Date Enter the date the PI becomes active for this project.

Note: This is usually the same date that the previous PI was removed from
the project.
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In this field: Do the following:

EndDate Enter the date the PI becomes inactive for this project. This is usually the
same as the end date for the project.

6. Click theSave button.

Result: The system removes the original PI and saves the new PI to the
project.
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3 Setting Up Subrecipients
In this chapter, you will learn how to:

l Add or Modify a Subrecipient
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About Subrecipients
Overview

TheUniversitymay pass grant funds to another entity, known as the subrecipient of
the grant funds. In this situation, the original recipient of the funds (the University)
has a responsibility to monitor the subrecipient to ensure the grant funds are being
used for authorized purposes as identified by the grant agreement, as well as
applicable regulations.

In the system, a subrecipient exists as a vendor.

For more information about subrecipients, see theOffice of Sponsored Research
(OSR) Policies and Procedures onOutgoing Subcontracts.
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Adding or Modifying a Subrecipient
Overview

If the subrecipient of an award ismissing fromRAMSeS, Department Research
Administrators notify OSR AwardManagement about the need to add the
subrecipient to RAMSeS. OSR AwardManagement adds the subrecipient to
RAMSeS, attaches that subrecipient to the award in RAMSeS, then checks the
ConnectCarolina system to see if the subrecipient exists there. If not, adding a new
subrecipient to the system involves the following steps:

1. OSR AwardManagement completes the Vendor Request form in the
system (see Requesting a New CampusVendor, page 46).

2. Accounts Payable sets up the vendor in the system.

3. OSR AwardManagement updates the subrecipient record in the system
with grants-related (institution type and A-133 Form) information.

This task details the third step.

Menu Path

MainMenu > FinanceMenu > Grants > Subrecipients > General information

Steps - Adding or Modifying a Subrecipient

Follow these steps to add a new subrecipient to the system, or modify an existing
one:

1. Choose thismenu option:

MainMenu > FinanceMenu > Grants > Subrecipients > General information

Subrecipients Page

2. Complete the SetID and asmany fields as necessary to refine your search
results.

In this field: Do the following:

Set ID A SetID groups together values such as vendors, chartfields, and
customers, andmay be attached to a single business unit or multiple
business units.

Enter uncch for UNC-Chapel Hill or uncga for General Administration.

Vendor ID If you know it, enter the vendor number assigned to the subrecipient when
Accounts Payable created the subrecipient record in the system.

Short Vendor Name Leave this field blank.
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In this field: Do the following:

Our Customer Number Leave this field blank.

Name 1 If you know it, enter the subrecipient's company name.

3. Click theSearch button.

Result: The system displays the search results list, or goes directly to the
Subrecipient page. If a search results list appears, click on the subrecipient you
want to update with grants-related information. Then, the system displays the
Subrecipient page.

Summary Tab

1. Click theSubrecipient tab.

Subrecipient Tab

2. Complete the fields:
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In this field: Do the following:

Institution Type Choose the subrecipient's type of institution, such as Corporation, Federal
Institution, or University Hospital.

Subject to A133
Compliance

Mark this checkbox if the subrecipient is subject to A133 audits. A133
audits are audits of institutions of higher education and other non-profit
institutions.

Note: Circular No. A133, issued by the Office of Management and Budget
(OMB), sets forth standards for obtaining consistency and uniformity
among Federal agencies for the audit of states, local governments, and
nonprofit organizations expending Federal awards.

3. Click theSave button.

Result: The system saves the subrecipient record. OSR DataManagement
can now add the subrecipient to the award.
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Requesting a New Campus Vendor
Overview

Department personnel use this transaction to request a new campus vendor record
in ConnectCarolina. A valid vendor recordmust exist prior to performing payment-
related activities in the system, such as:

l creating a campus voucher to pay businesses, independent contractors,
students University faculty, staff, and affiliates

l creatingWeb Travel requests for advances, airfare, or travel expense
reimbursement.

A new campus vendor request includes remit-to information, contact information,
and supporting documentation electronically attached. Once saved and submitted,
the new campus vendor request is forwarded via workflow to the Vendor
Coordinator in Disbursement Services.

After examination, the Vendor Coordinator in Disbursement Services adds the
vendor to the system, and the system notifies the requesting department via email
that the vendor has been added and activated. If irregularities exist in the new
campus vendor request, the Vendor Coordinator denies the request in the system
with comments and the system notifies the requester of the denial. The requestor
thenmust correct the errors and resubmit the request.

Related Reference

l To search for vendor record to verify whether it already exists or not, see
Reviewing Vendors.

l For new independent contractors, independent contractor
predetermination stepsmust first be completed. For more information see
Completing New Independent Contractor Predetermination Process

l TheCampusVendor transaction can also be used to request changes to
existing vendors. For instruction see Requesting Changes to a Vendor.

Menu Path

MainMenu > FinanceMenu > UNC Campus > CampusVendor

Steps - Requesting a New Campus Vendor

Follow these steps to request a new campus vendor:

1. Choose thismenu option:

MainMenu > FinanceMenu > UNC Campus > CampusVendor
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Campus Vendor Page

2. Click on theAdd a New Value tab.

3. Complete the fields:

In this field: Do the following:

SetID Look up, or enter, the vendor's SetID.

SetID for a vendor is a classification of who uses the vendor. Options
include:

l uncch for UNC-Chapel Hill vendors
l uncga for UNC-Chapel Hill General Adminstration vendors
l SHARE: Do not use.

Vendor Type Choose the option you want:
l Employee Vendor if you are creating a vendor to enable

payment to a University employees or faculty.
l Other Vendor if you are creating a vendor that is a business

or independent contractor.
l Student Vendor if you are creating a vendor to enable

payment to a student.

TIN or PID Choose one of the following nine-digit numbers:
l TIN(Tax Identificaiton Number) Enter the corporate tax ID

number of the business or social security number of
independent contractor. Ente the TIN if you've selected Other
Vendor in the Vendor Type field.

l PID (Person ID number) Enter the person ID number of the
employee or student. Enter the PID if you've selected either
Employee Vendor or Student Vendor in the Vendor Type field.

Note: The system requires the TIN or PID number be nine digits, or
you will get an error.

3. Click theAdd button.
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Result: The system displays the Vendor Data tab.

Vendor Data Tab

1. In the header area of the Vendor Data tab, complete the fields:

In this field: Do the following:

Independent
Contractor?

Verify the value the system defaults. If you are creating a new independent
contractor vendor, the system will default Yes if the required system steps for
setting up an independent contractor have been completed. For more
information see Completing New Independent Contractor Predetermination
Process.

Vendor Name Enter the business name, name of the independent contractor, or name of the
individual.

Note: If you are creating a vendor for a new independent contractor the system
will fill iwill fill in the address values for you based upon the information entered
in the Completing New Independent Contractor Predetermination Process.

Vendor Class Choose the vendor class. The options available are based upon the Vendor
Type you initially selected.

2. In the Vendor Address section, complete the fields:

Note: If you are creating a vendor for a new independent contractor the system
will fill in the address values for you based upon the information entered in the
Completing New Independent Contractor Predetermination Process process.

In this field: Do the following:

Country Look up, or enter, the vendor's country.

Address 1 Enter the vendor's mailing street address.

Address 2 Enter any additional address information such as Suite number, Attention: or
Building.

City Enter the vendor's city.

County Enter the vendor's county.
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In this field: Do the following:

Postal Enter the vendor's mailing zip code.

State Look up, or enter, the two-letter abbreviation for the vendor's state.

Email ID Enter the vendor's email address.

Order From Mark this checkbox if this vendor address is valid for use in ePro requisitions or
purchase orders.

Remit To Mark this checkbox if the address is valid for remitting payments.

3. If they are collapsed, click the arrow to expand the Add Phone section and
the Add Vendor Contact Details section.

4. In the Add Phone and Add Vendor Contact Details sections, complete the
fields:

In this field: Do the following:

Phone Type Choose the phone type.

Telephone Enter the vendor contact telephone number for the chosen Phone Type.

Phone Extension Enter the telephone extension, if applicable.

Contact Name Enter the name of the vendor's primary contact person.
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In this field: Do the following:

Contact Email ID Enter the contact person's email address.

Payment Method If this vendor address is relevant for payment, choose the payment option you
want for the vendor.
l Blank: Leave blank if the vendor is to be paid by check to the address

or if the address entered is not relevant for remit-to payments.
l ACH if the vendor address is marked as remit-to and is to be paid by

automated clearing house (ACH).
l Wire if the vendor address is marked as remit-to and is to be paid by

wire transfer.

Note: If you've chosen either the ACH orWire option, the Bank Information link
will appear to the right of the Payment Method field.

Note: A vendor may havemore than one contact that ismaintained in the
system. If you need to enter an additional contact for the vendor, click theAdd
a New Row button in the Add Vendor Contact Details section. You can
navigate between the contacts using the First and Last links and the arrow
buttons located in the upper-right corner of this section.

5. If you selected ACH orWire as the vendor's payment method, click the
Bank Information link to the right of the Payment Method field to enter
bank data. This option will not be available if the Payment Method is left
blank.

Note: If you are requesting a vendor that is to be paid by ACH or wire, be sure
to scan and attach the banking information provided by the vendor to the new
vendor request.

Vendor Bank Accounts Page

This screen is only available when the vendor will be be paid via ACH orWire.
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1. On the Vendor Bank Accounts screen, complete the fields:

In this field: Do the following:

Default Election Ensure the checkbox is marked if this is the vendor's default payment account.

Description Enter either ACH orWire.

Country Look up, or enter, the country identifier for the remit-to bank.

Bank Name Enter the name of the remit-to bank.

Branch Name Enter the name of the branch of the remit-to bank.

Bank ID Qualifier Enter the bank ID qualifier 001 for United States banks. The available options
correspond to the country you enter.

Account Type ChooseCheck Acct.

Bank ID Enter the bank's nine-digit ABA Transit Routing number for the remit-to bank.
This is a unique identifier for every bank in the United States.

DFI Qualifier For United States banks, enter 01 for transit. The DFI Qualifier is a code
identifying the type of identification number of Depository Financial Institution
(DFI).

DFI ID Enter the DFI identification number that corresponds to the DFI Qualifier you
entered.

For United States remit-to banks, enter the same ABA Transit Routing Number
you entered in the Bank ID field.

IBAN: IBAN Digit: Choose one of the following:
l If the remit-to bank is in the United States, leave this field blank.
l If the remit-to bank is outside the United States and has an International

Bank Account Number (IBAN), enter the IBAN.

2. ClickOK .
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Adding More than One Vendor Address

A campus vendor recordmay havemore than one addressmaintained in the
system. For example, theremay be an order-from address that is used for
requisitions or purchase orders in ePro, a second address as themailing
address, and a third as the remit-to address for payment. When requesting a
new vendor, you can enter more than one address for the vendor.

1. To enter an additional address for the vendor, click theAdd a New Row
button. Navigate between the vendor's addresses using the First and Last
links and arrow buttons located in the upper-right corner of the Vendor
Address section.

Result: The system allows you to add additional Vendor Address information.
Enter the vendor data for the additional address as detailed previously in this
instruction.

Vendor Data Tab

1. Revelant documentationmust be attached to the new campus vendor
request submission. At aminimum, this includes the vendor'sW9 form. Click
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the ImageNow Attachments link to attach forms to this request.

For specific instruction on uploading attachments, see Attaching Documents
Using ImageNow.

2. ClickSave to save your campus vendor request.

3. ClickSubmit to send the request to the Vendor Coordinator.

Result: A notification is sent to the vendor coordinator to review your
submission.

To review your entries, check on the status of your request or make changes
using this same transaction, follow themenu pathMainMenu > FinanceMenu
> UNC Campus > CampusVendor. Then select the Find an Existing Value
Tab and search for the record you want, then click on it to display or change.
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