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1 Setting Up Sponsors

1 Setting Up Sponsors

In this chapter, you will learn how to:
« Create anew sponsor (LOC and non-LOC)

« Add multiple 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 the method of payment.

Federal Sponsors

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

« any subsidiary of the Federal government

« 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:

« state organizations
« foundations
« for-profit industry groups

« not-for-profit (NFP) organizations

Non-LOC Sponsors

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

e check

o electronic fund transfer (EFT)

« automated clearing house (ACH)
e Wwire

e 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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« how often the University may draw on the funds within a particular time
period

¢ the minimum and maximum amount the University is allowed to withdraw

« how often the University must submit a reconciliation of the letter of credit,
associated documents, and amounts drawn

Additional Resources

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

« Forinformation on creating a new sponsor in the system, see Creating a
New Sponsor, page 6


http://research.unc.edu/offices/osr-intranet/working-resources/sponsor-guidelines/
http://research.unc.edu/offices/osr-intranet/working-resources/sponsor-guidelines/
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Creating a New Sponsor

Overview

The Grants module maintains 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 Data Management Group then uses the sponsor number assigned by RAMSeS
to enter that sponsor’s information in ConnectCarolina.

The only time the Data Management Group would enter a sponsor directly in
Connect Carolina is if the RAMSeS Web Service is down. However, even when this
occurs, the sponsor must first existin 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:

« how often the University may draw on the funds within a particular time
period

¢ the minimum and maximum amount the University is allowed to withdraw

« how often the University must submit a reconciliation of the letter of credit,
associated documents, and amounts drawn

This task document covers:
+ Steps—Creating a New Sponsor, page 6

o Steps—Entering Contact Information, page 13

Related Reference

For more information on this task, see:
« About Sponsors, page 4
« Adding Multiple Addresses for a Sponsor, page 19
o Aboutthe RAMSeS Web Service, page 1

Menu Path

Main Menu > Finance Menu > Grants > Sponsors > General Information

Steps — Creating a New Sponsor

Follow these steps to create a new sponsor:
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1. Choose this menu option:
Main Menu > Finance Menu > Grants > Sponsors > General Information
Sponsor General Page

2. Clickthe Add a New Value tab.

3. Complete the fields:

In this field: Do the following:

SetID SetlID groups together values such as vendors, chartfields, and customers,
and may 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 the Add button.

Sponsor General
Find an Existing Value Add a Hew Value
SetlD: chosr 1
Customer 10:(20029 )
Add

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,

Name 1 Enter the official name of the sponsor.

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

State, not-for-profit (NFP), or Other from the list box.

Note: The short name can be a maximum of 10 characters.

Currency Code Enter usd for United States dollars.

Rate Type Enter crrnt for current rate type.
General Info Details Attributes Bill Te Options Ship To Opticns Sold Toe Opticns Miscellaneous General Info
SetlD: CHOSR  Sponsor: 20029 General Info Links: | ...Maore

=Status:

*Date Added:
*Hame 1:
Name 2:

Currency Code:

Active ' Lewel: QE;LJE"

01/01/1801 |([=) *Since: (01011901 *Type:

Business and Ing

Marathon Pharmaceuticals *Short Mame: |Marathon P

S0 Q Rate Type: [CRRNT i)

2. Inthe Roles section, ensure the following checkboxes are marked:

Bill To Customer to designate this sponsor as a bill-to customer.
Ship To Customer to designate this sponsor as a ship-to customer.
Sold To Customer to designate this sponsor as a sold-to customer.

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

Remit From Customer to designate this sponsor as the paying entity.
The system marks this checkbox automatically when you mark the Bill To
Customer checkbox.

Corporate Customer to designate this sponsor as a corporate
customer.

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

Grants Management Customer to designate this sponsor as a Grants
sponsor.
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Holes
[+] Bill Te Customer l:c}rrespl:}ndence Customer
Bill Te Selection Comespondence Selection
Ship Te Customer Flemit From Customer
Ship Te Selection Remit From Selecticn
S5old To Customer Ec}rpc}rate Customer
Sold Te Selection Corporate Selection
[ | Broker Customer L_|Conselidation Customer
[ indirect Customer [¥] Grants Management Sponsor

3. Inthe 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 you must specify at
least one default support team.

Support Teams Perscnalize | Fin
Team Code Drefault Description
A-1 Lo} Support Team Members

4. Inthe 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. Inthe Address Locations section, ensure the following checkboxes are
marked for the primary address:

e Bill To

o Primary (next to Bill To)
e Ship To

¢ Primary (next to Ship To)
e Sold To

e Primary (nextto Sold To)

o Correspondence Address



1 Setting Up Sponsors

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

Address Locations Find | View All First B 1 of 1
—— " Bill To Primary [eroker [ Primaryf
= [] ship To ] Primary [indirect [ Primary
P— Conv Address
Description: Sold To Primary |Cnrr25pnndenc'.e Address |

6. Inthe Address Details 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 Choose Active 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 add more than one address, refer to Adding Multiple
Addresses for a Sponsor, page 19.

Address Details Find | View All Firstlﬂ 1of1 8

l’EﬁEctive Date: 01/01/1901 *Siatus: Active VI

Tax Code: Q Language Code: | English

Physical Nature: | [ Where Performed: |

Alternate Hame 1: Alternate Hame 2:

Country: USA|Q,  United States

Address 1: 104 Airport Drive

Address 2: View Phone Information

Address 3:

|Cit5r: Chagpel Hill I [ in City Limit
County: |F"|:|-5t,a|: 27514 ]

|5tatE: HC R North Esr:}linal

General Info Links: | ...More

& Save | L. Return to Search || [Z] Motify || & Refresh Ey Add |PEUEESiEEEpi #  Include History = Caom|
|

10
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7. Click the Details 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 (P1).
Show Indirect Ensure this checkbox is marked.
Expenses on FFR
[ |Federal [] Allow co-Prs
[us Flag Carrier Required Allowr Multiple PI's
I:IFI}FEigH S5how Indirect Expenses on FFR
2. Choose one of the following options:
e ForanLOC sponsor, go to the next step.
e Foranon-LOC sponsor, go to step 5.
3. Inthe 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 you mark this checkbox, the Letter of Credit Sponsor field
appears.
Letter of Credit Enter the letter of credit sponsor number.
Sponsor Note: Once you complete this field, the Letter of Credit Info section appears.
4. Inthe 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 the Add a new row button to add more LOC numbers, if

necessary.

11
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Letter of Credit Details

Letter of Credit Letter of Credit Sponsor:

5453 Q

Letter of Credit Info Find| View Al First 8 1 of 3 [*] Last
Boo +H—

LOC NHumber: Comments: =1
IH Eavel &L Return to Search | |[[E] Notify || Refresh E+ Add || £ Updates

5. Click the Bill To Options tab to enter the sponsor’s billing information.
Bill To Options Tab

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

In this field: Do the following:
Credit Analyst Enter OSR.
Collector Enter OSR.

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

¢ BillInquiry Phone

« Billing Specialist

« Billing Authority

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

2. Click the General Info tab.

General Info Details Attributes Bill To Options Ship Te Opticns Sold Te Opticns Miscellaneous General Info)
SetlD: CHOSR Sponsor: 20029 Marathon Pharmaceuticals
Customer Bill To Options Find | View All Fir
*Effective Date: 01/01/1501 = *Status: E
Currency Code: usoD Rate Type: CRRENT
Responsibilities:
Credit Analyst: O5R Q_ Collector: OSR
AR Specialist: Q Bill Inquiry Phone:
Billing Specialist: Q. Billing Authority: Qy

12
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General Info Tab
1. Click the Save button.
Result: The system saves the sponsor record.

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

hs Ship To Opticns Sold To Optiens Miscellanecus General Info

mer [0: 20029 General Info Links: | ...More W

tive W Level: | Regular W

noasamna i o nainaanna s [o el

Choose Contact Info (Mew Window) from the list box.

Caution! If you do not complete the sponsor's customer contact information,
the system will 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. Clickthe Add 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 the Add button.

13
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Contact Info

Find an Existing Walue Add a New Value

SetiD: choar |

Contact |D:| 20028 i)

Add

Result: The system displays the contact information entry screen, where you
can add information about communication methods with 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 Choose Active from the list box.

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

Contact Flag Choose External 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 Choose the contact's preferred method of communication from the list box.

Communication

2. Click the Save button.

3. Clickthe Contact Phone and Type link.

14
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Contact
SetiD: CHOSR Contact 1D: 20029
Contact Information Find | View All Firs
*Effective Date: 01/01/1801 |[=3 *Btatus: Active
*HName: Marathon Pharmaceuticals sContact Flag: | External Contact
Title:
Email 1D:
Salutation Code: Q Salutation:
l'F"rEferrEd Communicaticn. | Call VI
Language Code: |E""'E|“5"'I V|
Person ID:
Contact Customer Information
User Profile

Contact Phone and Type
B sSave || &4 Retum to Search ||[Z] Motify Es Add | E] Updste Dizcls F  Include History ]
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 Choose BUSN for business contact.
2. Click the Save button.
3. Clickthe Contact Customer Information link.

15
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Contact Phone and Type

SetlD: CHOSR
Contact Information

Effective Date:

*Phone
Type

BUSH 2,

Contact Type
Information

Contact Type

BUSH |3

Contact Information

User Profile

B Save

Contact Phone Information

International Prefix

Description

L4 Return to Search

Contact ID:

20028

Find | Wiew All

01/01/1201 Marathon Pharmaceuticals

Ngn
- - . A i) .
Perscnalize | Find | View Al | B=' | 22 First B8 1 of

Phone Number Extension Primary Phon

555/555-1212

o
Perscnalize | Find | View All | &Y | £ First B 1 of 1 I8 | ast

Contact Customer Information

I

[=] Motify

+ Add

& Include

Contact Customer Tab

1. Complete the fields:

In this field:

Do the following:

Customer SetID

Customer ID
Location

Primary Bill To

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

Enter the sponsor number.
Choose the address number to use for the contact.
Mark this checkbox if this customer is the primary bill-to party.

Note: 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.

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




In this field:

Do the following:
Primary Ship To

1 Setting Up Sponsors

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

page.
Primary Sold To

Notes:

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

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

Note. 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.

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

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. Clickthe Save button.
Contact Customer
SetlD: CHOSR Contact 1D: 20029
Contact Information Find | View All First B8 1 of 1 B8l |_ast
Effective Date: 01/01/1901 Marathon Pharmaceuticals
Link Contact to Customer Personalize | Find | View All | &7 il First 1 of
Customer Self Service Security
=Cust 0 Cust N Locati Primary Bill Primary Fri Sold T
ustomer USTOmEr Name CCation To Ship To rimary o o
20028 Marathon Pharmaceuticals 164 ) Conv Address
Contact Informaticn
Contact Phone and Type User Profile
& Save || &4 Retum to Search || [Z] Motify Es Add & Include History

17
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Result: The system saves the contact information for the sponsor. The sponsor
is now available to assign to an award.

18



1 Setting Up Sponsors

Adding Multiple Addresses for a
Sponsor

Overview

Sometimes a sponsor has more 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:
+ About Sponsors, page 4

+ Creating a New Sponsor, page 6

Menu Path

Main Menu > Finance Menu > Grants > Sponsors > General Information

Steps — Adding Multiple Addresses for a Sponsor
Follow these steps to add more than one address for a sponsor:
1. Choose this menu option:
Main Menu > Finance Menu > Grants > Sponsors > General Information
Sponsor General Page

2. Onthe 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,
and may 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.

19
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3. Click the Search button.

Enter any info

SetlD:
Customer [D:
Name 1:
Name 2:
Telephone:
City:

State:

Postal Code:

Search

Sponsor General
rmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

* zearch Criteria

= W chosr & ]
begins with (/20025 & ]

begins with

r

egins with

(= Il =3
1] in

DIncIudeHist-}r:.r DE-::-rre-:tHist-}r:.r [ casze sensitive

begins with
egins with
egins with

begins with

Clear |BasicSearch [g Save Search Criteria

Result: The

system displays the sponsor information entry screen, where you

can add one or more addresses.

General Info Tab

1. Inthe Address Locations section, click the Add a new row icon.

2. Inthe Address Locations section, complete the fields:

In this field

Do the following:

Location

Description

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.

Enter a short description of the address.

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

e Bill To
e Ship To

e Sold To

20
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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.

Rddress Locations Find | View All First 4 2 of 2 B Last
i ! . [#]
o =z [gill To L] Primary [eroker [ Primary  *
= [¥1 ship Te [ Primary [Mindirect O Primary
S Alt shippin
Description: e’ [15old To O Primary DCDrrEEpnn dence Address

3. Inthe Address Details section, click the Add a new row icon.

4. Inthe Address Details 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 Choose Active 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.
Address Details Find | View All First [« 1of1 8
I‘Effective Diate: 01/01/1901 *Giatus: Active VI
Tax Code: Q Language Code: | English
Physical Nature: | ¥ | Where Performed: |
Alternate Name 1: Alternate Name 2:
Country: USA QL United States
Address 1: 104 Airport Drive
Address 2: Wiew Phone Information
Address 3:
ICi‘qr: Chapel Hill I Clin city Limit
County: |F"n5ta|: 27514 I
|5tate: NC Q. North Carolina I
General Info Links: | ...Mare

& Save | 2. Retumn to Search ||[Z] Notify || Refresh

|
ILIJ
a

7
||
Tl
[
(1!
[
A
[

# Include History || 5 Conm
|

5. Click the Save button.

21
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Result: The system saves the sponsor record.

22



2 Setting Up Principal Investigators (PIs)

2 Setting Up Principal Investigators (Pls)

In this chapter, you will learn how to:
e CreateanewPI
« Add multiple Pls to a project

« Change a Pl on a project

23
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About Principal Investigators

24

Overview

A Principal Investigator (P1) 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 Pl 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

o Formore information on Pl eligibility, see the OSR Policy and Procedures
Manual.



http://research.unc.edu/offices/sponsored-research/policies-procedures/section-200/policy-4/
http://research.unc.edu/offices/sponsored-research/policies-procedures/section-200/policy-4/
http://research.unc.edu/offices/sponsored-research/policies-procedures/section-200/policy-4/
http://research.unc.edu/offices/sponsored-research/policies-procedures/section-200/policy-4/
http://research.unc.edu/offices/sponsored-research/policies-procedures/section-200/policy-4/
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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 (P1) when the
information moves to PeopleSoft Finance. However, if the system is not working
properly, the Pl must be flagged manually by the OSR Data Management Group.

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

Creating a new Pl in the system manually requires the following three steps:

1. Adding the PI to the system and marking them as eligible

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

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

Related Reference

« For more information on queries, see Running Finance Queries, page 1.

Menu Path

Main Menu > Finance Menu > Grants > Professionals > Professional Data

Steps - Creating a New PI
Follow these steps to create a new PI:
1. Choose this menu option:
Main Menu > Finance Menu > Grants > Professionals > Professional Data
Professional Data Page
2. Clickthe Add 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.

25
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4.

Click the Add button.

Professional Data

Find an Existing Value

Employee |0: 700000000

Add

Add a New Value

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

Professional Data

1.

26

In the General Info section, complete the fields:

In this field:

Do the following:

Gender
Personnel Status

Eff Date

Last Name

First Name

Choose the gender of the Pl from the list box.
Choose whether or not the Pl is an employee of UNC from the list box.

Enter the date this person becomes a PlI.

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

Enter the PI's last name.

Enter the PI's first name.

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 Pl's last name.

In the Misc. Info section, complete the fields:

In this field:

Do the following:

Eligible PI

Mark this checkbox to designate this person as a PlI.

Click the Save button.
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Professional Data

Empl ID: 700000000 |'GE"”E“ Femsle V| parsonnel Status: |Employee v|
General Info Find | View All FirstlEl1
*Eff Date: 08252014 E] #\ar Status: | EHI'IQ'E S
Prefix: Q Name Suffix: Q
. nguyen ; .
*Last Mame: auy Middle Name: Address
*First Hame: annie Hame:

Search/Match Data

First Name: ANNIE Last Mame: MGUYEN I
Country Info Find | View Al First
Country: €} *NID Type: Q
Citizenship Info. Find | View All First [«
=Country: a Citizenship Status: i
Phone Info Find | View All First Kl
“Type: Phone:
Email Info Find | View Al First o)
“Type: “Email
Misc. Info Find | View Al First B
*Eff Date: 08/25/2014 E.‘ |:| Howard Hughes Member Workflow Eligible |:| Pre Avward Admi
Rate Type: |F‘-E—nulsr v| | Eligible PI [ conflict of Interest [ Post Sward Sdm
Date Certified: 51 Ethnicity Disability

[@ Save | =1 Notify

i
1
(=1

# Updste/Display || &£ Include Histon

Result: The system saves the PI.

5. Toseta prompt for the Pl to show up as a selectable Pl for an award,
choose this menu option:

Main Menu > Finance Menu > Grants > Professionals > Job and Employment
Data

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

Job and Employment Data Page
1. Clickthe Add a New Value tab.

2. Complete the fields:

27
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In this field:

Do the following:

Empl ID

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

3. Click the Add button.

Job and Employment Data

Empl 10:/ 700000000

-

Add

Find an Existing Value Add a New Value

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

Job Data Tab

1. Inthe Employee Data section, complete the fields:

In this field: Do the following:
Unit Enter uncch.
Department Enter 000000.

2. Click the Save button.

28
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Job Data Employment

Name:

Employee Data

Employee Status:
*Effective Date:

Action:

Position Number:

10
Adtive
08/25/2014 |39
f-'{ Reason Code: Gx

FDepartment: o Q Grants Security
Job Code:

Lecation: a

Annual Rate:

& Save |[=] Motify

700000000
Find | View All First I
Employee Classification:
Effective Sequence: a
Action Date: 08/25/201 4
Unit: uncch |Q
Ey Add || & UpdateDisplay ||& Include History | |5#

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

3. Toverify the Pl is now valid and available for awards, choose this menu

option:

Main Menu > Finance Menu > Reporting Tools > Query > Query Viewer

Result: The system displays the Query Viewer page.

Query Viewer Page

1. Inthe Employee Data section, complete the fields:

In this field:

Do the following:

Search By

begins with

Choose Query Name from the list box.

Enter nc_gm_val_pi.

2. Click the Search button.

Query Viewer

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

| *Search BY [aquery Name v

benins with

nc_gm_val_pi

Advanced Search
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This query is notin TST yet (6/25/2014)
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Adding Multiple Principal Investigators
(Pls) to a Project
Overview
Before you can add multiple Principal Investigators (PIs) to a project, you must

ensure the sponsor is set up to allow multiple Pls. This means both the Allow CO-
Pl's and Allow Multiple PlI's checkboxes must be marked in the Sponsor record.

Related Reference

+ To see ifthe appropriate checkboxes are marked for a sponsor to allow
multiple Pls, see Creating a New Sponsor, page 6

Menu Path

Main Menu > Finance Menu > Grants > Awards > Project

Steps - Adding Multiple Pls to a Project
Follow these steps to add more than one PI to an existing project:
1. Choose this menu option:

Main Menu > Finance Menu > Grants > Awards > Project
Project General Page

2. Onthe Find an Existing Value tab, complete the Business Unit and as many
fields as necessary to refine your search results.

Completing the Business Unit 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 the Search button.
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Project General

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

Find an Existing Value || Add a New Value

= Search Criteria

Business Unit: = v| CHOSR a,

Project ID: begins with 5032884 L
Description: begins with

Program: = V| | Detail Project V'|
Processing Status:l N V| Active v|

(include History [ correct History [ case Sensitive

Glear |Basic Search [& Save Search Criteria

Find an Existing Value | Add a Mew Value

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 Pls to. Then, the system displays the Project page.

General Information Tab

4. Clickthe Project Team link.
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General Informaticn || Project Department " Project Costing Definition ” Primavera ” Manager " Location ” Phases
Project ID: 5032884 | AddtoMyProjects |
*Description: Cells for Transport of Therape O Program Processing Status: Activy
Project Status: Open
FIntegration: CHOSR a Office of Sponsored Research
Project Type: FED Q Federal Contract Number: A13-0138-001
Percent Complete: 0.00 As Of:
Project Health: As Of:
Project Schedule
*=5tart Date: 07/01/2012 |3 *End Date- 08/20/]
Description
Date/Time Stamp: 08/30/14 5:42:28AM User ID: nijjar
Description:
Cells for Transport of Therapeutic Polypeptides Aoross t
Long Description:
Cells for Transport of Therapeutic Polypeptides Aooss t
Save as Template | | Copy Project
Go To: My Projects Project Waluation Project Team Project Activities
Team Tab
5. Clickthe Add Team Member button.
| Team " Team Detail |
Project 1D: 5032884 Description: Cells for Transport of Therape
Start Date: oF1/2012 End Date: 08/30/2014 Processing Status:
Project Team Members Personalize | Find | View All [ Y | B8 First [ 1 4
. Project . :
EmplID Mame Project Role Manager Email Notify S5tart Date End Date
ELEMA T
720377252 BATRAKOVA Pl i |w av/01/2012 08/30/2014

Job Code

Add Members Using Job Code

a

Remove Members Using Job Code

S

Default Project Ro Job Code

Add Team Membars |

Add Team Member | |

Import from Template |

.‘i‘qu’e as Template | |
A

\The primary/leadPlis already listed, and
hasthe Froject Role of Fl.
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Result: The system opens a new Pl record on the Team Detail tab.

Team Detail Tab

1. Inthe Team Member section, complete the fields:

In this field: Do the following:

Employee ID Look up the Principal Investigator'sPID.

2. Inthe 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-Pl will be active for the project. The default
end date is the project end date. Correct this value, if necessary.

3. Click the Save button.
Result: The system saves the additional Pl to the project.

4. To add additional Pls, click the Add a new row icon and complete steps 1
through 3 for each co-PlI.

5. Clickthe Return to Project Team Summary link to verify the additional
Pls were added to the project.
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Click the Add a new row button to add more co-Fls.

&l

I]Hsaue[lﬂ Return to Search || Refresh |

CINE

Team " Team Detail
[Team Member Find | View All
Project ID: 5032284 Description: Cells for Transport of Therape
Start Date: o7F01/2012 End Date: 08/30/2014  Processing Status: Active
*Employee 1D: TO00ZTZ04 Q Hame: Rose Virginia Lane
Email 1D: Ernail Notify for 5tatus Change
Percentage: Credit % Acad: Cal: Sumr:
Description
3 . -
Awvailability dates Personalize | Find | View Al | 2 | & First Bl 1 o 1 I ol
Schedule *Project Role Project Manager *5tart Date *End Date
1 flinvest Q | I forio12012 [ [oersorz014 [ |
- L]
Activity Team Personalize | Findl\n"iewAlllﬁl i Fil‘Etm 1 of 1 H Las|
RActivity Description Start Date End Date
| Add Member to Adtivity Team |
[HE‘turn to Project Team Summary ]

Result: The system returns to the Team tab.

Team Tab

6. Verify the additional Pls appear in the Project Team Members section.

| Team " Team Detail |
Project 1D: RO32884 Description:
Start Date: 07012012 End Date:
Project Team Members
EmplID Mame Project Role
700027204 “irginia Rose INWEST

ELEMA

720377252 BATRAKOVA Pl

Cells for Transport of Therape

08/20/2014  Processing Status:
Fersonalize | Find | View All| Y | B2 Fimst
;;:fgfr Email Notify Start Date End Date
¥ 07012012 06/30/2014
v 07012012 08/30/2014

35



2 Setting Up Principal Investigators (PIs)

Changing a Principal Investigator (PI)
on a Project

36

Overview

When a Principal Investigator (P1) leaves the University, the Office of Sponsored
Research (OSR) Data Management Group must do one of two things:

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

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

When changing the Pl on an award, you must first update the effective date for the
existing P1, and then add the new team member and their effective date.

Related Reference

o For more information on changing a Pl on an award, see the OSR
Policies and Procedures on Award Transfers: Changes in Pl and/or
Institutional Ownership.

« Forinformation on adding multiple Pls to a project, see Adding Multiple
Principal Investigators (Pls) to a Project, page 31.

Menu Path

Main Menu > Finance Menu > Grants > Awards > Project

Steps - Changing a Pl on a Project
Follow these steps to change a Pl on an existing project:
1. Choose this menu option:

Main Menu > Finance Menu > Grants > Awards > Project

Project General Page

2.  Onthe Find an Existing Value tab, complete the Business Unit and as many
fields as necessary to refine your search results.

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


http://research.unc.edu/offices/sponsored-research/policies-procedures/section-500/policy-23/
http://research.unc.edu/offices/sponsored-research/policies-procedures/section-500/policy-23/
http://research.unc.edu/offices/sponsored-research/policies-procedures/section-500/policy-23/
http://research.unc.edu/offices/sponsored-research/policies-procedures/section-500/policy-23/
http://research.unc.edu/offices/sponsored-research/policies-procedures/section-500/policy-23/
http://research.unc.edu/offices/sponsored-research/policies-procedures/section-500/policy-23/
http://research.unc.edu/offices/sponsored-research/policies-procedures/section-500/policy-23/
http://research.unc.edu/offices/sponsored-research/policies-procedures/section-500/policy-23/
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In this field: Do the following:

Business Unit
UNC-Chapel Hill.

Administration.

Processing Status Leave this field blank.

The business unit represents schools, divisions, or departments within

Enter chosr for Office of Sponsored Research or gaosr for General

Project ID If you know it, enter the project number.
Description Leave this field blank.
Program Leave the default value of Detail Project.

3. Click the Search button.

Project General

Add a Mew Value

Find an Existing Value

= Search Criteria

Business Unit: = W CHOSR 3,
Project ID: begins with “||5032884 Lo 3

begins with W

v| | Detail Froject

Description:

Program:

Active

Processing Statu5:| - Vl

include History DEGFFEGtHiEtGF}I’ [ case Sensitive

Search Clear |Basic Search Sawve Search Criteria

Find an Existing Value | Add a Mew Value

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

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 Pls to. Then, the system displays the Project page.

General Information Tab

4. Clickthe Project Team link.
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38

Description:

General Information Project Department Project Costing Definition FPrimavera Manager Location Phases
Project ID: R032884 Add to My Projects
*Description: Cells for Transport of Therape | Program Processing Status: Activ
Project Status: O
~ - pen
FIntegration: EHOSR e ! Office of Sponsored Research
Project Type: FED Q, Federal Contract Number: A13-0138-001
Percent Complete: 0.00 As OF
Project Health: As Of
Project Schedule
*Start Date: 07/01/2012 |[4 *End Date: 06/30/]
Description
Date/Time Stamp: 0530/14 5:42:26AM User ID: nijjar

Cells for Transport of Therapeutic Polypeptides Aoross t

Long Description:

Cells for Transport of Therapeutic Polypeptides Aooss t

Save as Template Copy Project
Go To: My Projects Project Waluation Froject Team Froject Activities
Team Tab
5. Clickthe Team Detail tab.
Team I Team Detail |
Project |D: 5022854 Description: Cells for Transport of Therape
Start Date: Q7012012 End Date: 08/30:2014 Processing Status:
Project Team Members Personalize | Find | View all |2 | B First B 4
EmplID Name Project Role !:ar:i?:r Email Motify Start Date End Date
720377252 EIE:E:.’:KDVA FI o 07012012 06/30/2014

Team Detail Tab

1. Inthe Team Member section,verify the record of the PI you want to remove
from the project is shown.

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

Do the following:

End Date

Enter the date this Pl is being removed from this project.

3. Inthe Team Member section, click the Add a new row icon to add the
replacement PI's information.

Werify thisis the Plyou wantto remove fromthe project.

Team Team Detail
Team Member Find | Wiew All First B8 1 of 1 B8l Las
- . +(]=
Project ID: 5032854 Description: Cells for Transport of Therape
Start Date: O7/01/2012 End Date: 08/30/2014 Processing 5tatus: Active
*Employee ID: [r20377252 x|Q Name: BATRAKOVAELENA V
Email 1D: Email Motify for Status Change
Percentage: Credit % Acad: Cal: Sumr:
Description
)2
P o
Availability dates Fersonalize | Find | View All | B~ | & First B8 1 of 1 B8 |_ast
Schedule *Project Role Project Manager *5tart Date *End Date
1 Pl Q | 07012012 H 106/20/2014 21 | =

Result: The system opens a new team member record.

Complete the field:

In this field:

Do the following:

Employee ID

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

In the Availability dates section, complete the fields:

In this field:

Do the following:

Project Role

Start Date

Enter one of the following options for the Pl role:
o Ifthis is the Lead PI or the only PI for this project, enter pi.
o Ifthis is an additional PI for this project, but not the Lead PI, enter
invest.

Enter the date the Pl becomes active for this project.

Note: This is usually the same date that the previous Pl was removed from
the project.
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In this field: Do the following:
End Date Enter the date the Pl becomes inactive for this project. This is usually the
same as the end date for the project.
Team Team Detail
Team Member Find | View All First [ 2 of 2 Il | ocf
_ = F=
Project ID: 5032284 Description: Cells for Transport of Therape A
Start Date: O7FM01/2012 End Date: 08/30/2014  Processing Status: Active
*Employee [D: 700021710 Q | Name: HOGAN,SUSAN L
Email 1D: Email Motify for Status Change
Percentage: Credit % Acad: Cal: Sumr:
Description
|

Availability dates

Schedule *Project Role

—
Personalize | Find | View Al |2 | &

Project Manager *5tart Date *End Date

1 |PI

First -ﬂ 1 af1 lﬂ Last

Q | ] | 06/30/2014 [H |os/30/2015

40

6. Click the Save button.

Result: The system removes the original Pl and saves the new Pl to the

project.
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3 Setting Up Subrecipients

In this chapter, you will learn how to:

« Add or Modify a Subrecipient
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About Subrecipients

42

Overview

The University may 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 the Office of Sponsored Research
(OSR) Policies and Procedures on Outgoing Subcontracts.



http://research.unc.edu/offices/sponsored-research/policies-procedures/section-500/policy-11/
http://research.unc.edu/offices/sponsored-research/policies-procedures/section-500/policy-11/
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Adding or Modifying a Subrecipient
Overview

If the subrecipient of an award is missing from RAMSeS, Department Research
Administrators notify OSR Award Management about the need to add the
subrecipient to RAMSeS. OSR Award Management 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 Award Management completes the Vendor Request formin the
system (see Requesting a New Campus Vendor, page 46).

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

3. OSR Award Management 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

Main Menu > Finance Menu > 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 this menu option:
Main Menu > Finance Menu > Grants > Subrecipients > General information
Subrecipients Page

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

results.

In this field: Do the following:

Set ID A SetlID groups together values such as vendors, chartfields, and
customers, and may 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 the Search button.

Subrecipients

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

Find an Existing Value

= Search Criteria

SetlD: = W uncch o),
Vendor ID: begins with “¢||/0000000024

Short Vendor Hame: begins with W o]
Owr Customer Number:| begins with % 3

DIncIudEHiEtnrg,r DCurrectHisturg.r [ case Sensitive

Search Clear |BasicSearch [g Save Search Criteria

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 the Subrecipient tab.

Summary ldentification Address Location Contacts Subrecipient Certificg
SetlD: UMNCCH
Vendor D 0000000024
Vendor Short Name: AFPPLIED IM APPLIED IN-DD01
Vendor Hame: APPLIED IND TECHHOLOGIES
Subrecipient Tab

2. Complete the fields:

a4
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In this field: Do the following:
Institution Type
Institution, or University Hospital.
Subject to A133
Compliance

institutions.

Choose the subrecipient's type of institution, such as Corporation, Federal

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

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.

Click the Save button.

Summarny ldentificaticn Address Location Contacts
SetlD: UNCCH Vendor: Q000000024
Hame 2:

Shortlame: APPLIED IN  APPLIED IN-001

Classification: Vendor Status:

Marketplac
Sub-recipient Info
06/26/2014 |[5]

Effective Date: *Status:

Subrecipient

Certifications Attributes |_I'

APPLIED IND TECHMOLOGIES

Persistence AR

Approved

Fin First B8 1 of

View All

Active

W

*Institution Type: FPO|QL  o. ForProfit Crganization (Ot Subject to A133 Compliance
Comment: L2
& Save || L. Return to Search ||[Z] Motify & Include History | | [ Cof

Result: The system saves the subrecipient record. OSR Data Management

can now add the subrecipient to the award.
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Requesting a New Campus Vendor

46

Overview

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

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

« creating Web 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
then must correct the errors and resubmit the request.

Related Reference

o Tosearch for vendor record to verify whether it already exists or not, see
Reviewing Vendors.

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

o The Campus Vendor transaction can also be used to request changes to
existing vendors. For instruction see Requesting Changes to a Vendor.

Menu Path

Main Menu > Finance Menu > UNC Campus > Campus Vendor

Steps - Requesting a New Campus Vendor
Follow these steps to request a new campus vendor:
1. Choose this menu option:

Main Menu > Finance Menu > UNC Campus > Campus Vendor


http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
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Campus Vendor Page

2. Clickonthe Add a New Value tab.

3. Complete the fields:

In this field:

Do the following:

SetID

Vendor Type

TIN or PID

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

include:

SetlD for a vendor is a classification of who uses the vendor. Options

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

Choose the option you want:

Employee Vendor if you are creating a vendor to enable
payment to a University employees or faculty.

Other Vendor if you are creating a vendor that is a business
or independent contractor.

Student Vendor if you are creating a vendor to enable
payment to a student.

Choose one of the following nine-digit numbers:

TIN(Tax Identificaiton Number) Enter the corporate tax 1D
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.

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 the Add button.

Campus Vendor

Eind an Existing Walue

P

SetlD: UNCCH|

Add a NHew Value

Vendor Typs:| Cther Vendor

TIN or PID: | 63636836836

Add
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Result: The system displays the Vendor Data tab.

Vendor Data Tab
1. Inthe header area of the Vendor Data tab, complete the fields:
In this field: Do the following:
Independent Verify the value the system defaults. If you are creating a new independent
Contractor? 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

Vendor Class

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.

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

Vendor Data

SetlD:

Vendor 1D

TIN or PID:

“Wendor Hame]

B85

Veandor &

AAdr

UNCCH Request |D: MEXT Request Status: On Hold
NEXT Vendor Type:  Other Independent Contractor? Yes @ No
836383838 Vendor Clasg: | Cutside Party b
Sixty Three LLC
Find | Wiew All First 1of1 L4

2.

Note: If you are

In the Vendor Address section, complete the fields:

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.

Vendor Address

Seq. Num:

Country:
Address 1:
Address 2:
Address 3:
City:
County:

State:

Email 1D:

[* Add Phone

Timi@sixtythree.com

Find | View All First B 1 of 1 B9 |ast
+ -
USA | United States
63 G3rd S5t
Camboro
Crange Postal: 27510

=% Morth Carclina

l:lrder From Flemit To

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

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

Contact Name

Enter the telephone extension, if applicable.

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.
e 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.
e ACH if the vendor address is marked as remit-to and is to be paid by
automated clearing house (ACH).
e 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 or Wire option, the Bank Information link
will appear to the right of the Payment Method field.
T TT= Add Phone Find | View All First B8 1 of Last
*Phone Type: Telephone: Phone Extension: +—
Business Phone W |836/8368-8383 83
= Add Vendor Contact Details Find | View All First B 1 of Last
[#[=
Contact Name: Tim hothy

Email 1D

B Save | |[=] Motify

Payment Methoo:

All vendors are paid by checx unless you choose ACH or Wire.

ImageMow Attachments

timi@sixtythree. com

Bank Informaticn

Submit

Note: A vendor may have more than one contact that is maintained in the
system. If you need to enter an additional contact for the vendor, click the Add
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. Ifyou selected ACH or Wire 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 or Wire.
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1.

2.

On the Vendor Bank Accounts screen, complete the fields:

In this field:

Do the following:

Default Election
Description
Country

Bank Name
Branch Name

Bank ID Qualifier

Ensure the checkbox is marked if this is the vendor's default payment account.
Enter either ACH or Wire.

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

Enter the name of the remit-to bank.

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

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

Account Type Choose Check 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
(DF1).
DFIID 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:
o If the remit-to bank is in the United States, leave this field blank.
o If the remit-to bank is outside the United States and has an International
Bank Account Number (IBAN), enter the IBAN.
Click OK .
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Vendor Bank Accounts

Scroll Area Find | View All
— &
= Default Election
Description ACH Search
L= =

Country: Usa |Q United States

Bank Hame: Coastal Federal Credit Unicn

Branch Hame: Raleigh

Bank ID Qualifier: 001 /& United States Bank Account Type: Ehedk Acct

Bank 1D:

Bank Account Humber: iadet s il

OFI Gualifier: 01 [Q  Transit Number OFI 1D

IBAN:IBAN Digit:

Ok

253175494

253175494

View [BAM

Cancel

Adding More than One Vendor Address

A campus vendor record may have more than one address maintained in the
system. For example, there may be an order-from address that is used for
requisitions or purchase orders in ePro, a second address as the mailing
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. Toenter an additional address for the vendor, click the Add 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.
endor Address Find | View All First 4 1 of 2 B Last
Seq. Hum: 2 +|
Country: USA "%,  United States
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 documentation must be attached to the new campus vendor
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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.

Click Save to save your campus vendor request.

Click Submit to send the request to the Vendor Coordinator.

All vendors are paid by chedt unless you choose ACH or Wire.
ImageMow Attachments Submit
ol Save ||=] Motify

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 the menu path Main Menu > Finance Menu
> UNC Campus > Campus Vendor. 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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