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The Sponsored Programs Administration office (SPA) has requested a custom Notification Report to be
generated from the PS Grants Module in order to enhance the communication to the Research community and
campus departments on pertinent Award Information like Award Setup, Contract Amendments, Award Terms &
Conditions, Budget details and other important status updates relevant to the Grant/Contract during the life of
the Award.

The Grant Voucher or Notification Report is generated by the SPA Research Award Accountant (RAA) or any
member within the SPA office, when it is deemed necessary to inform the Award Pl and the Award Department
Contacts (mentioned in detail below) on Award Data that either has been newly setup or modified.

This Job Aid is intended for the Department Financial Administrators, Financial Managers, Administrative
Coordinators to maintain a list of Grant Voucher Report Recipients/Department Financial Contacts, as
determined and maintained by the Department Financial Manager or Department Administrator.

Please note that, by default, the Award PI will always be notified and therefore should not be added as a
Grant Department Contact.

The Department contacts are maintained by the respective research department Financial
Manager/Administrator/Coordinator, within the PS Financials Grants module pages: Main Menu > PeopleSoft
Financials > Grants > Departments > Contacts

Menu > Grants

Departments

= Department General Information

" = Department Contacts ef—

The Department Contacts are setup based on the Grants’ Project Department ID.

The first step is to identify the Department ID which has been associated for your Grant and then navigate to
Main Menu > PeopleSoft Financials > Grants > Departments > Contacts

Any individual who actively manages the Sponsored Research for a department can request the PS Security Role
of UT D GM Department Contacts via a ServiceNow Request to the PS Security Team and having this PS Role will
grant you access to view/edit and add department contacts to the Grants > Departments > Contacts page.
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In order for the Grants Notification Report to be received by the Financial Administrators and their intended
internal departmental staff (Business Analysts, Admins etc.), the Financial Manager has to add users to each of
the Department IDs for which they have Grants associated to.

Addition of Department Contacts:

IDepartment Contacts
SetlD  SHARE Department 410011 Description  AN-Pediatric Anesthesiclogy
Department Contacts As Of | Q | View All
*Effective Date |05.f01.f2022 Z| “Status | Active h | | + | | _|
Search for the EmplID and add as
) Department Contact —
Contact Details | | Q |
*Empl ID |113552 Q | | + | | —|
Taylor,Robyn Dena —
Job Code (9228 Q|
MGR FINAAFF
“Location |CS02613 Q| o
Sprague Clinical Science BEldg
Email |CAMP Q|
Robyn Taylor@UTSOUTHWESTERN.EDU
Approval Authority This section can be left blank
CJ Unlimited Threshold BT | Qa |
[ Legally Bind Institution Threshold Amount | |
Phone Official
1_1 ::: 4 |
Y _ LITEY _
| View Al View All
“Type Phone Type
| al =] g L+ =]

“EmplID | 171627 Q|
Job Code 4362 Q|
“Location [HP03310C Q|

Email |CAMP Q|

Mills, Tamara Dee
MGR RESCH PRGMS

Professional Office Building 1

Click the Add button to add more
Department Contacts—p|T| |—|

After all the Contacts are added, click

il Save .
and exit.
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uUT Southwestern

Madical Centar

Grant Notification Report

Notification Reason: Award Activation/Award Amendment,Terms and Conditions Change

AWARD INFORMATION:
Asward PI:

Awwrard Tithe:

Avward 1D

Ref_ fvard Mumber
Sponsaor Names:
CFOA &:

Project Start Date:
Project End Date:
Fay Method:

Avwrard Stabus:

Total Froject Amount: Sum of Awand Modificotion Amoust from Aword Profile poge

Total Current Budget Amownt (To-Date): Totel Posted Budget (Sum of ol Posted Froject Budgers)

AMENDMENTS

a Type Frooess Date Status

Certifications:

Certification Code Certification Date  Project id Approwal Date

Additional Information:

IRBfIACLIC & Exempticn &

EXEMFTION_NBR

Commaints

Type: Primary Sponsor

Prime Spnsr Ref
Awsard Now

Allow Fre
A 5

Guaranbesd Source Funding

iz M — Primary Spanm 0, lame

Frime Spcnice AR Aeed ¥

T Advonce Acooant, Deparimeid & for
Suorovsined fource of Funding

Project Details:

Project ID:
Project Description:
Department 10
Depariment Name:
Project Pi:

Project Perikod:
Project Team:

Terms & Conditions

Term ID Dhs criprtion Expl it

Project Activity Details:
Project Actidiy:

Start Date:

End Darbe:

OAS ACCT &

Efs Details:

Effiective Date: Rate:

uUT Southwestern

Madical Cantar

Grant Notification Report

Motification Reason: Award Activation/Award Amendment/Terms and Conditions Change

Activity Budget Detalls: BINDGETS OVERVIEW PAGE

| Subledger Account Dept Fund | Project Act | Budget Expendse Enc Pre Enc Auail Bued
Total
Future Budget Pericd & Funding for Project 300000000
[ Period | start Date | End Date | Funded amt | Status

| To Proj I
|
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From: PeopleSoft UTSouthwestern Sent  Thu 57242015 702 AM

Te: Sy Cole; Wendy Testerman; Wendy Testerman; Wendy Testerman; PeopleSoft UTSouthmestarn
Ce
Suibyjeect: Grant Netification Regort - Award Actiwation - Mo Adion Reguired

] Message | 0| UT_GM_SUBLED.pdr 53 KE)

Dear Research Community,

[ b &R

Your new 5PA subledger has been set up and available for use! Attached please find
the Grant Motification Report of Award Activation providing details related to your new
award. Please referto the highlighted portion of the report.

Please do not hesitate to call or emall your respective Research Award Accountant if you
have any questions or need assistance.

Thank you,
Sponsored Programs Administration

UT Southwestern
Medical Cant
pelE Grant Notification Report

Hotification Reason; *** Pleass cansider this documenl as an official nofice of dward Acivalion, Subledger Creation
and B Satup. ==

Award |nfermation;

A F1: Fices Elbalt kdosion

Amgred Tilks: G Protan-Coupls! Recapion—Sraciumn and Regulstion
Sardl 10 DOFARDG120

Feal, Eward Mumbar SRO1GMIGIASS-T3

Eponsor Nama: MIH-MATIOSEL [T OF GEMERL MED SOIENCER
CFOs & 5550 - Beomasiical Research and Rescar

Prgsd Siart Dain PLTe oF)

Project Endl Dualee 120 5

Py Wit Lo

S Slaus ACTWE
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From: PeopleSoft UTSouthwestern Sent:  Thu9/24/2015 7:01 AM

To! Su Cole; Wendy Testerman; PeopleSoft UTSouthwestam
('
Subject: Grant Notification Report - Award Amendment - No Action Reguired

S| 17 s o

Dear Research Community,

Attached please find the Grant Notification Report of Award Amendment providing
details related to changes which may have been made to your current award, Please
refer to the highlighted portion of the report.

Please do not hesitate to call or email your respective Research Award Accountant if you
have any questions or need assistance.

Thank you,
Sponsored Programs Administration

ur

Medical Center don

Notification Reason: *** Plase consider this cocument as an official notice of Award Amendment. ***

Award Information:
foward PY: Mangeisdorf, Darad John
Amard The: Development of Nudlear Receptors - Admn Core
Ao 1D CPADNOGTOY
Rl Award Numeer: RPINTZ2-AC
Sponsor Name: CANCER PREVENTION & RESEARCH INST OF TX
CFDA®: .
Project Start Dot oavni12012
Proect End Date: os312017
Py Mewod CR3
Amarc Stadas ACTIVE
Amendments:
Hom i e [ o | e fom
ﬁ ;-_’;ER ‘::% SRNSRDY) Copgenty 3 Quiy Chevge -
Misheedfes lO0u | Osge | L= T ]
fEi.-_ | g Tl e e Comgiote | Cote Chvge
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From: PeopleSoft UTSouthwestern Sent: Thu 9/24/2015 7:.02 AM

To: Su Cole; Wendy Testerman; PeopleSoft UTSouthwestern
Ce
Subject: Grant Notification Report - Terms and Conditions Changes - No Action Required

| Message &3 |UT_GM_SUBLED.paf {29 KB}

[» &R}

Dear Research Community,

Attached please find the Grant Notification Report of Terms and Conditions Changes
providing detalls related to updates which may have been made to your current award,
Please refer to the highlighted portion of the report.

Please do not hesitate to call or email your respective Research Award Accountant if you
have any questions or need assistance.

Thank you,
Sponsored Programs Administration

UT Southwestern
Medical Center
Granl Nolilication Reporl

Notification Reason: *** Pleasa consider this document as an official notice of Terms & Conditions change / Other

Information, ***
=

Award Information:
Amaed P Geodman Joal Mitchall
Amard Trie: Tre cof biclogy of lipkd storage
Aomard 1D QPAROOTEM
Ftol, Anard Number 7-15-BS-055
Sponsor Name. ANERICAN DIABETES ASSOCIATION
CFOA R .
Project Start Dale OT0V2013
Propct End Daw Q630206
Pay Matrod: 8CH
Award Status: ACTNVE
Terms & Conditions:
[TermiD__ | Description | Explanation ]

1. Click File | Info tab, and then the Manage Rules & Alerts button.

Rules and Alerts
‘?('\ Use Rules and Alerts to help organize your incoming e-mail
messages, and receive updates when items are added, changed, or
ManageRules removed.
& Alerts

2. Click New Rule... on the Email Rules tab. The Rules Wizard dialog will pop up

——

r,

Emoi Rues | Manage Aerts|

Apply changes to this folder:

aue-mre\ Change Rue v J3Copy... 2 Deiste & + RunRuesNow... Options

Rule (agped in the order shown) Actions
v Clear categories on mai (recommended)

!

3. Inthe area marked Step 1: Select a template, choose the template that most closely resembles the
action you would like to take. Ensure you select a template from the Stay Organized or Stay Up to Date

sections
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Rules Wizard 2

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
4*3 Move messages from someone to a folder
-_B Mowve messages with specific words in the subject to a folder
.E__i Mowve messages sent to a public group to a folder
T Flag messages from someone for follow-up
_E_I Mowve Microsoft InfoPath forms of a specific type to a folder
™} Move RSS items from a spedific RSS Feed to a folder
Stay Up to Date
& Display mail from someone in the New [tem Alert Window
4§l Play a sound when I get messages from someone
i Send an alert to my mobile device when I get messages from someone
Start from a blank rule
=1 Apply rule on messages I receive
‘=1 Apply rule on messages I send

Step 2: Edit the rule description (dick an underlined value)
Apply this rule after the message arrives
with spedfic words in the subject
move it to the specfied folder
and stop processing more rules

Example: Move mail with Project in the subject to my Project folder

< Back [ Next > I I Finish I

4. In the area marked Step 2: Edit the rule description, click on the underlined text specific words. A “Search
Text” pop up will appear; type in “Grant Notification Report”. Then click the “Add” and “OK” button.
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Rules Wizard

Start fiom a template or from a blark rule
Step 1: Select a template

| Stay Organized

Search Text

T ———— A — - —

Spedfy words or phrascs to scarch for in the subjoct:

[Grant Notification Report

Step 2: Edit the rule dcscrpbon(cidtm underlined vdue)

Apply thic rule after the message arrives
with specific words in the subject

move it to the spedfied folder

and stop processing more rules

Example: Move mail with Project in the subject to my Project folder

|W|A<.Bad-:

J [ Fosh |

4. Select any additional criteria you would like to set Step 2: Edit the rule description by clicking on the
specified folder and adding in your criteria. Click on Inbox then on the right-hand side, click on New... to

create a new folder for the emails to go.
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z
Rules and Alerts = ’L .
you are out of office, on

Choose a folder: -mail messages.
4 14 FifiNguyen@UTSouthwestern.edu I oK | [ =
L Inbox (1)

[2 Drafts ;]W
=] Sent Items =
. (&) Deleted Items (195) . A

f - N I
2 Calendar Create New Folder &
84 Contacts
3 Conversation History Name:
u Journal Grant Notifications
L@ Junk E-Mail =old .
] Notes -
B2 Outbox Mail and Post Items v
< l . | Select where to 'jm the folder:
TR T R 4l .:Frfn.Nguyen@UTSouthwestem.edu -
Start from a blank rule -1 Inbox (1) 1
- 2 Drafts E
= Apply rule on messages I receivi ,
‘=4 Apply rule on messages I send =] Sent Items
. & Deleted Items (195)
3 Calendar
Step 2: Edt the rule description (cick an| ;!33 §°"t““t_ -
Apply this rule after the message arriv¢ 'u : onve:sa ton Hstory -
with Grant Notification Reportin the su| | I e m l N
move it to the spedfied folder '
and stop processing more rules
| ok || cancel |
Example: Move mail with Projects. — __— — — —————— . y
e () (]

6. Click OK, and then click NEXT.

7. Specify the conditions for those criteria in the Step 2: Edit the rule description box by placing a tick mark
from people or public group. Once ticked, this will include a line in Step 2: Edit the rule description box. Click
on the people or public group and locate PeoplesoftUTSouthwestern in the Global Address Book. Click OK.
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e Ly " Rule Address | 8 ]

Which condition(s) do you want to chedk?

Search: @ Mameonly | More columns  Address Book
Step 1: Select condition(s)

7 with specif i the subs pecplesofiutsouthwestern ]L_ﬂ Global Address List - fifi.nguyenButsouthwes = Advanced Find
i fompegoleoroblicaroe ||

ﬂ'm#lﬂ'!ﬂmmm Title Busness Phang Location

] sent only o me fig Penny Wilkams Sr D Care Mngmnt System 656275 K4233 a
[] where my name is in the To bax £ PeopleSoft BI Portal

[_] marked as mportance

[] marked as gersitivity

[ flagged for action

] where my name is in the Cc box

] where my name is in the To or Cc box
[T where my name is not in the To boo
[] sent to people or public group

] with specific words in the body
S e a— :Wmﬁ m
E m@:xrmm § Pepper Wedgewood EDU COORD SR 214-648-2775 03102
[] with specific words in the ssnder's address § Perca Tats Community Hih Worker 214-645-0027 K08 100
[] assigned to category category § Performance Appraisals
I-IMM -

Step 2: Edit the rule description (dick an underinedy | | « I ] ]
et | (o ] eopst smaen

Grant Notification Report
w:de:f:hmmfﬂmfn::uﬁm | oo || coxed |
and stop processing more rdes .

8. Click on Next
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L.

[ Rules Wizard

What do you want to do with the message?
Step 1: Select action(s)

stop processing more rules

move it to the specified folder

[] assign it to the cateqory category

[] delete it

| | permanently delete it

[C] move a copy to the specified folder

[] forward it to people or public group

[] forward it to people or public group as an attachment
[] redirect it to people or public group

[] have server reply using & specific messane
[] reply using a specific template

[ ] flag message for follow up at this time

[7] dear the Message Flag

[] dear message's categories

1 mark it as importance

[] print it

[] play & sound

[] start application

Step 2: Edit the rule description (dick an underlined value)

Apply this rule after the message arrives
from PeopleSoft UTSouthwestern

and with Grant Motification Report in the subject
move it to the Grant Notifications folder

and stop processing more rules

1]

| cancel

J |

<= Back

| mext >

)

Finsh |

9. Click on Next

10. Select any exceptions to the rule and specify the details for those criteria in the Step 2: Edit the rule
description box (optional)

Sponsored Programs Administration: Page 11 of 14



Rules Wizard [ X ]

Are there any exceptions?
Step 1: Select excemon(s) Gf necssay)

D‘ xcept if from peor : it
Dcx&otwumnmmhsmﬁm F
[ 7] except through the specified account
[T] except if sent only to me

[T] except where my name is in the To box
[T] except if it is marked as importance

["] except if it is marked as sensitivity

[] except if it is flagged for action

[ "] except where my name is in the Cc box
[ ] except if my name is in the To or Cc box
| ] except where my name is not in the To box p-
[_] except if sent to people or public group

[T] except if the body contains specific words

[] except if the subject or body contains specific words

[7] except if the message header contains specific words

[] except with specific words in the recipient’s address

7] except with spedific words in the sender's address

[ ] except if assigned to category category -

Step 2: Edtﬁ\eniedesabhm(did(mu'ldeindvahe)r

Apply this rule after the message arrives

from PeopleSoft UTSouthwestern

and with Grant Notification Report in the subject
move it to the Grant Notifications folder

and stop processing more rules

>

| Finish

:

cancel | | <Back

13. Click on Next

14. Type a name for the rule in the box for Step 1: Specify a name for this rule
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Rules Wizard | =

Finish rule setup,

Step 1: Spedfy a name for this rule
PeopleSoft UTSouthwestern

Step 2: Setup rule options

[ Run this rule now on messages already in “Inbox™
[¥] Turn on this rule

[] Create this rule on all accounts

Step 3: Review rule description (dick an underlined value to edit)

Apply this rule after the message arrives
fromiPeopleSoft UTSouthwestern;

and with Grant Notification Report in the subject
move it to the Grant Notifications folder

and stop processing more rules

15. Tick the box next to Run this rule now... if you want to apply the rule to messages already received
16. Review the settings you have selected in Step 3: Review rule description.
17. When you are certain of the details of the rule and want to commit to it, click Finish.

18. Your rule will now appear listed, with a description of the settings, in the Rules and Alerts dialog box
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Rules and Alerts

E-mail Rules | Manage Alerts |

Apply changes to this folder: | Inbox [fifi.nguyen@utsouthwestern. edu] E

%y NewRule... ChangeRule~ 3 Copy... X Delete | « ¥ RunRulesNow... Options
| Rule (applied in the order shown) | Actions |A
PeopleSoft UTSouthwestern ,_B

Rule description (dick an underlined value to edit):

Apply this rule after the message arrives
from PeopleSoft UTSouthwestern

and with Grant Notification Report in the subject
move it to the Grant Notifications folder -

»

Enable rules on all messages downloaded from RSS Feeds

Version Control
8-31-22:

e Updated screen shots and PeopleSoft naming conventions consistent with most recent PeopleSoft

system updates.
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