9.2 Grants Portal

Purpose: Use this document to navigate through the central navigation page in Grants in
ctcLink.

Audience: Finance/Grant Fiscal Staff.

@© You must have at least one of these local college managed security roles:

« Z7Z Grants Portal

If you need assistance with the above security roles, please contact your local college
supervisor or IT Admin to request role access.

The ctclink Grant Portal is a central navigation page in ctclink Grants for award, project,
personnel, and transaction pages. It provides links to key grant management-related
features and enables users to drill down to the details of transactions and documents.

The Grants Portal enables principal investigators (Pl) and project managers (PM) to access
information about sponsored project efforts. The portal provides Pls and PMs immediate
insight into essential information regarding awards so that they can manage fiscal
responsibilities and work more productively when interacting with the ctclink Grants
module.

This QRG will show the following:

+ Adding a Principal Investigator (PI)
+ Viewing Award Date: Summary and Detail
+ Viewing Project Data: Summary and Detail

Grants Portal

Adding a Pl/Project Manager

Navigation: NavBar > Navigator > Grants > Grants Portal > Security Access > Grants Portal
Access
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1. On the PI/Project Manager Access page, enter your Employee ID.
2. Select Search.

Grants Portal Security
PliProject Manager Access

The employees entered in the gnd will be given access 1o al awards and projects that the PYProject Manager entered in the Assigned By Employee ID has access o

Search Criteria
Assigned By Employee ID |101003109 Q Wood, Casey

Employees Granted Portal Page Access 7

F Q 110l

— Award  Project Security

: Last Update Last Update
Fage Page Administraior End Date Date Time of Query Creation

Date/Time User ID

D04 E 10005 43 DOOODOAM

Save

3. Add a line by selecting the add (+) button.
4. Enter or look up the Principal Investigator or Project Manager's Empl ID.
5.

Determine the appropriate access for the employee and select the Award Page and Project
Page checkboxes as needed.

6. You can also add an End Date if desired. Access will end on that date.
7. Select Save.

Grants Portal Security
PliProject Manager Access

The ermployees entered i the grid will be green acoess to all awards and projects that the PUPropect Manager entened n the Assigned By Ermployes 1D has access to

Search Criteria (7
Assigned By Employee 1D 101003109 Q| wood, Casey

Search |

Employess Granted Portal Page Access z

m Q 12002 Views All
Award Project Security Last Update
Empl ID MHams Pags Pags Adminls End Date: DateTims of Duery Creation Date/Time Last Update User ID
=10 [0 1@ [E@ww i o @]
Ry p— ot Ry
101003108 Wiood, Casey =] =] 7| ] OSO4ME 91325 000000AM gﬁ?‘f;a" CTC_KCLARK +

- 10
e
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Viewing Award Summary Data

Navigation: NavBar > Navigator > Grants > Grants Portal > Award Information > Award
Summary

1. On the Award Summary page, select the Refresh button to populate the Detail Section of
the page.

Award Summary

Last Process Date/Time

T ERARGE YOUT SEArch enlena K Sel Seanc 1EhE el Cagreh Criléna Refresh Maximurm Rouws to Retrieve

Financial Calculating Option Burn Rate Indicator
Balances | Boi : Hinciude Fa Y potential Unoer spenaing
Budget Period From ] Through ® Average Rate Spending
Date Selection | As of Daté - Recakulate B Potential Over Spending
tit n & 5 k

N

Select the Demographics tab.

3. Notice the number of rows that are being retrieved are displayed in the Maximum Rows to
Retrieve field. This number can be adjusted if needed.

4. This is where you can select to see the next 50 awards.

5. Select or deselect awards using the checkboxes.

6. If a different selection of awards is chosen, you will need to select the Update Total

Amount button.

Award Summary

Last Process Date/Time 03031201

Clck Set Search Critena Sat Zearch Crilena Raedresh IHMI'\I;J'N Rows Lo Retrieve I °
St

Financial Calculating Option Burn Rate Indicatlor
Balances Balh Elinciude £8 " Potential Under Spending
Budget Pericd From X Through % & Average Rate Spending
Date Selection | As of Dat W Recaiculate B Potential Over Spending

Search Results

Deetail Personalze | Find | View Al 2 B Summary ' 1-3of 50

_m ‘°’
Awrard I

wal Award F !
T Project in  Dawip oo '
P _— -
= CO00D0000C c 1 n F & Spark Viashngion
s —dl
= -el:-'n:n::r 0 0 E seanch 3 = at okary e
o
[ CO00D0D0000000000004 A ghon STEM 00000 i TE! a5 TE} I
< >
Desalect Al Total Amount of Selected ltems
Selested il Expended 10,084 18 2 Invoiced
Funded 15,7084 Encumbered : 2 Racelved
Budgeted 15,708, 40¢ Pre-Ensumbered 6, 316.00 Unpaid 58.130 1
Remaining Balance T 9 I Updale Total Amourt | o
St
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7. Select the Financial tab to view Funded, Budgeted, Expended, Encumbered, Remaining
Balance, Invoiced, Received, Unpaid, Burn Rate and the Grant Administrator.

Award Summary

g, Casey Waod ¥ wve 1 ne

change your Search crena, cick Set Search Criena

Fimancial Caleulatimg Option

Saf Search Criend

Balances | Both B inciuse Fy
Budget Period From o Thraugh ]
Dt Selecton A3 of Dal "
Search Results
Dartall
Awvaard 1L Tanided Bdpeted Enpenced EnCumbered
B s COCO00000000000002 6 582 08 6,582 08 3TE M0 16X
=) SOOO00N000000000003 &,530 00 £.630 00 1= 4] o 6
= G E R EFFF RN - RL .01 o el
€
Cogetriec Al Total Amount of Selecied ems
Swlecied Expanded
Funded Ercumbaned
Budgeted 15, 708,496 35 Fre-Encumbened

Remaining Balance

Lasi Process Cate/Time 0902040 11.00 20PM

Maximam Rows to Reirieve i)

Burn Rats |mdeCator

Y potenbal Uncer Spending
& Agverage Rate Spending

Feecakculate B Potential Ower Spending

Personalae | Find | Viewal | 2| ES Summary 4 1-3ef80 ' Last

Heraanng
]

[-S—— ReLesred Linpaid B Bl Trand Ad
LT M) ) 000 4 00 Grani Ade
£ 630 0 0.00 ) 000 100 00 Grant Adm
4,004 M 0.0 0.0 000 TR0 0K Cranl Ad

»
Ivolced 1,500, 304 0
Received 14217305
Unipadd S5 13013

Updale Total Amaound

8. Select the Compliance tab to view the Protocols that were entered in the Award Proposal.
9. Select the icon to view the entire detail row.

Award Summany

Hello, Casey Wiood You have 1 new fems

To change pour Search criteria, dick Set Search Crileria

Financial Calculating Option

Set Seanch Crileria

Re#esh

Retalmlate

Personalize

Human Protocol

Balances [Bom - Elmcuse ra
Badgat Period From oL Through aQ
Date Selecton | As of Date s W
Search Resulis
Detail \l-.a/ \!—/
pemographics Einanaal E
Award ID
v DO000000000000000002 N
v 000000000 000I000000 3 N
[ v GO0G00000000D0000004 N
Deselec All Total Amount of Selected ems
Selectsd Expemded
Fumge EmCumberad
Budgeted 15,708 456 38

Inatitufien & Sponsor Links

Pre-Encumbened

Remaining Balance

Lasi Process DateTama (V022018 11:00-10PW

Maximum Rows to Retrieve 50
Burn Rate Indicator

¥ Powabal Under Spendsng
® Average Rape Spendang

B Potesbal Dvor Spanding

Fand | View Al | &Y | & Summary ‘4 13050 ‘b Lam

Amsmal Pratocol

N

I ed

Recerved

Unpasd

5812013

Updaté Tolal Amount
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10. The row is too long to fit on one page so the following example shows the expanded row in
two parts.

Viewing Award Detail Data

Navigation: NavBar > Navigator > Grants > Grants Portal > Award Information > Award
Detail

1. On the Award Detail tab of the Award Detail page, you are able to choose a specific
Award.

2. Enter or look up a Business Unit.

3. Enter or look up an Award ID.

4. Select Search.
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Awrard Detail Demagraphic

Searching Option

Braject

Busimess Unit JJva17o @

Financial Calculating Option (2

Balances

Budget Peniod From

Both

Q

Date Selection  As of Date

Award Title

Contact P
Department
Award Status
Award Type
Purpose

Burn Rate

Total Funded fumiount "

Ames Linda Dianne
El Chicz 2008-2009
Accepted

Grang

8,00
9025000

Budget Status

Last Process DateiTime 0032018 11:00:10PM

wmard 10 |o0000000000000000314 ] 4. ciice grant

Inchade FA

Through Q
= | Recalculate
Sponsor Stale Board for Comm & Tuch Colleges
RelAwd & 117-elc-18
Federal Awd IDF
Grant Administrator Ot Administator
Begin Date  0TOW2016
End Date  D630R027
l gl achimen

5. Select the Demographic tab.

6. This tab includes the Pl and the Project(s) associated with the award, the type of contract
associated with the award, the Primary Project and any Amendments associated with the
contract.

e s | s
Last Process Date/Time 09032018
00100
Se: q & Cal Op
Init  WATTD Award 1D DOHO00000000000003 14 ehowics grant
Through
te Selection  As of Dae
Professional R
5 Q
PC Business Unit Project Team Member Name Project Role Deseription % Effort
WAITD 101001822 Tucksr, Fiyra El Principle Invastigator

Terms and Condition

% q

PC Business Unit Terms & Conditions Explanation

Amendment Tyrpe  Reason Description
ACTV
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7. Select the Project tab. Notice that this tab shows all of the projects associated with the
Award/Contract. Also, all of the items that are marked in blue are links so that you are able

to drill in further if needed.

Award Dutpd Demographis Busgn Suatus
- I SOrTiE
Searching & Calculation Oplion
Busimess Unit  WAITT Aaard 10 RROQOOOOQo000003 14
Budget Period Through
ste Lelection As of Date
Dretail
" Q
m:""“"“ Froject Activity Description Fraject Type
WAITD C Dept of Education-Fed

- gEant

Status Start Date
COpen aTON2008

ant Process Date/Tims

End Date

02032018 11:000 0P

Facilities and Admin

083 20T Faciinies and Admir

8. Select the Budget tab. On the Budget tab you will find information on the Budgeted
amount, Expended amount and the Remaining Balance for the award.
9. The Total Expended number is in blue, which indicates that it is a link used to drill down to

the expenses.

UNKNOWN

ost 8
m Q

Budget em

—
) 00000000000000000314 shovics grant
f Date
Budgeted Expended Encumbered Pre-Encumbered
19,000.00 2 0.00 0.00
00 084 0.00 0.00
0.00 n 0.00 0.00
1,244,000.00 107 852.70 .00 0
4829000 0.00 0.00 0
Budgeted Expended Encumbered Pre-Encumbered Rem
0.00 o 0.00 20
0.00
29.290.00 P
- 0.00 E - d
82.357.30

Remaining Balance

0.00
0.00
0.00
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Viewing Project Summary Data

Navigation: NavBar > Navigator > Grants > Grants Portal > Project Information > Project
Summary

© When you open this page it will be blank until you Refresh the page.

—

. On the Project Summary page, select the Refresh button to display data.

2. On this page you will notice the Project, Project Title, Award ID, Award Title, Start Date,
End Date, Sponsor, Contact Pl, Department and Grant Administrator.

3. Projects may be selected or deselected and the total amount can be recalculated by

selecting the Update Total Amount button.

Reclculsts

Viewing Project Detail Data

Navigation: NavBar > Navigator > Grants > Grants Portal > Project Information > Project
Detail

Select the Project Detail tab on the Project Detail page.
Enter or look up the PC Business Unit.

Enter or look up the Project.

Select Search to view project details.

Eall
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Demographics Activities Subcontracts Budget Status
ey Last Process DateTime 0800312018
11:00:10PK
Searching Option
PC Business Unit llvatro Q@ Project |Dnnmm26 QI 3IFWE 161 WF SF Work Study
I Saarch I
Financial Calculating Option (2
Balances Bofth Inchude FA
Budge! Period From a Through [+
Date Selection = As of Date w £ Recalculats
Project Title
00000000 54 A Workdirst
Award I Award Title
Contact Pl SenfLora Sponsgr S1ate Boardfor Comm & Tech Calleges
Department  Dean Bus,Ps &Widc Ed Start Date  OTO12015
Dept Contact End Date 0GQ02018
Project Type 66099 Project Status  Open
Burn Rate =35.00 Funded Amouni | 0-038.00
i ion & Spo Projict For Project Vasiance Projoct Attachrmant Repoit

5. Select the Demographics tab to view Professional Resources, Department Allocation and

Certifications.

Peogsct Detal Aciles Sebconliads Buaps Makus
Searching & Calcullation Oysiicn
PC Business Lmit  WATTD Project 0000001030
(i} ot Peviod Thiough
Dete Sedecton A% of Dby
Prodossional Resowrce
m a
Taam barnise Hame Project fucle
104001005 Rogers, Mydzoa PROJ_MAMACER
Department Aliscation
= oa
Deparimean Daparsssat i s Adlecation
Dan Bus, Ps LWIC Ed a4
Cenification
N a
Ceruhoatan Cose [ ol oy CertiNcason Dals Experatios D9 .lw[wu M
0042018 0042013
oy A Sponied Links Proisel Forscasl

Lasd Process DaleTeme 0502018
TP

BPWS 161 WF SF Wiare Study

180.00

Assurance [xamption
Muftiter Muimits

Renew Tipe Comments

6. Select the Activities tab to view the activity for this Project. Select the blue links to drill
down further in a particular area.
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Broject Detail Demographics Subconfracs Budiget Stahs

wallc, Caiay Wood ou have 1 e e in your worklin:

Last Process DateTime Q0035018
11:00-10P 1

Searching & Calculation Option

PC Business Unit  WAITD Project 0000001026 IFWE 161 WF 3F Work Study
Budgil Period Through

Date Sedacton  AS of Dale

Activities
R Q 1-10f1
IWE Description Aciivity Type Aciivity Siates Stari Dabe End Daie Facilities and Admin
4- 3FWE 161 WF SF Work Study 072015 DEIN2018 Facilities 2nd Admin
Insfitution & Sponsor Links Project Forecast Project Vanancs Project attachmend Reports

7. Select the Subcontracts tab to determine if the Grant was designated as a subcontract.

Erojec Detan Damographics Actiities Budget Status

Hallo, Casay Wood o hawe 1 naw Bama in your wondi Last Process DateTme 0032018
1100 10PM

Searching & Calculation Option

PC Business Unit  WATTO Progect 0000001026 AFWE 161 WF 5F Work Shady
Budget Penod TErough

Date Selection  As of Dale

Subcontract

m Q 1-1 001

Subrecipient i) Subconiract Typs Medhnd Chosen Stan Date End Dabe Third Party Amaownt

Tatal Armownt

Instbution & Sponsor Links Progect Forecast Project Variance Project Aflachmant Reports

8. Select the Budget Status tab to view the budget for the project.
9. The blue links allow you to drill further into the Expended amount if needed.
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s || s | [ || aens |

(R — Vo hn 1 o B 1 ot it Last Process Date/Time  08/032018
11:00:10PM
Searching & Calculation Option
PC Business Unit  WAITO Project 0000001008 AFWS 181 WF SF Work Study
Budget Period Through
Date Selection  As of Date
sponsor
w q 15015 [
Budget ltem Budgeted Expended Encumbered Pre-Encumbered Remaining Balance
BENEFITS 1518400 25747 000 000 10.207.53
GOODSASERVICES 500.00 27 000 000 a0z
SALARY 83.720.00 412878 0 000 1958822
SOFTWARE 3800 e 0s0 800 834
UNKNOWN 000 22m 2 000 000 220222
Totai Direct 803800 L1 000 80210
Total FA 000 000 0.00 =
Totals, 78.038.00 0.00 0w 2801210
Owerall Cost Share
" Q niof 1 (86
Budget ltem Budgeted Expended Encumbered PreEncumbered Remaining Balance
o0 000 LY o0 000
Total Direct a0 0.00 000 a0 a0
Total Fa o 0.00 000 [ 000
Totals 0.00 0% 000 0.00 L1
Budget Totals
Budgeted 78.038.00 Expanded 50,025.90
Encumbered 000 PreEncumbered 000
Remaining Balance 301210
Ingtitution & Sponsar Links Project Forscast Project Variance Froject Arschment Regorts

10. Process complete.
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