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[bookmark: _GoBack]GM – Facilities & Administration (FA) Update 1.0
Supplemental Job Aid

Date: 10/05/2016 

Target Audience:  Grant Processor 

Purpose: This Supplemental Job Aid provides the instructions for adding new FA rate to Project Activities 

Prior to processing the adding new FA rate to Project Activities, a Configuration Modification Request (CMR) to add new FA Rate needs to be summited to Fiscal Service Center (FSC) and processed. Once FSC add the new rate and notify the department that the new rate has been added, the Department PC Maintainer perform the steps below to update all the project activities to reflect the new rate. 


Step 1: Navigate to the Add/Update Project Activity FA Rates page:
· Navigation: Main Menu  FI$Cal Processes  FI$Cal Extensions  GM  Update Project Activities FA Rates
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Step 2: Click the Add a New Value tab 
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Step 3: Enter Run-Control ID (user-defined) value and click on “ADD” button
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Step 4: On the F&A Rate Update:
Enter:
· Business Unit
· Facilities Admin Rate
· Rate Effective Date
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Step 5: 
Click:
· Save
· Run
 
Step 6: On the Process Sheduler Request Page:
Click OK 
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Step 7: Select Process Monitor link.
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Step 8: Monitor the process until the Run and Distribution Statuses show “Success” and “Posted” successfully.
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Step 9: There are 2 ways to verify that the new F&A rate was processed correctly. You can either:
1. Verify on-line by each Project Activity: Login as GM Processor

On Main Menu: Grants > Awards > Project Activity

Enter: Business Unit
           Project
           Activity

Click Search
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Click on FA Rates tab: Funded Rate was changed as of 7/1/2016
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· 2.  Use a Query: Login as PC Viewer

On Main Menu > Reporting Tools > Query > Query Viewer

Type in ZZ_FA and Click Search

Once ZZ_FA_Rate-Funded is populated, Click on Excel
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Enter:  Business Unit
Click View Results
[image: ]
The Query will show the new rate effective 07/01/2016 for all the Activity IDs.
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