9.2 Closing or Reopening a Grant or Project

Purpose: Reference this QRG to learn how to close a Grant Award at the 'Project’ or
'Activity' levels and reopen/reactivate them in the ctcLink Grants Module.

Audience: Finance/Grant Fiscal Staff.

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

« ZC Awards Processing
« ZZ Awards Processing

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

When should you close a Project or Activity?

You can control incoming transactions at the project or activity level. Projects and activities
that have an inactive processing status do not appear in the prompt lists of PeopleSoft cost
feeder systems. Inactivating a project or activity effectively shuts off the flow of all
transactions to Project Costing for that particular project or activity. Projects/Activities can
be inactive and then made active again if necessary.

When should you close a Contract?

It is rarely recommended that you close a Contract. Closing Contracts is a one way flow;
once a Contract is closed it cannot be re-opened, which will limit your ability to bill for any
previously unknown expenses. There are no systems checks that prohibit you from
changing the status of a contract from Pending to Closed. Closing at the Project or Activity
level is recommended.
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Closing a Grant or Project

@ Suggested to never close a Contract. Once a Contract ID# is closed, it can never be
opened again. Closing at the Project or Activity level is recommended.

Data fields enterable

Pricing allowed to perform pre-award analyses on
No other processing allowed

No edits performed validating data entered

Pending

Data fields enterable through amendments
Active » Processing allowed
Edits performed validating data entered

Data fields not enterable

» No processing allowed
—> Closed « Edits performed validating other contract
components (revenue plans and billing plans) to
ensure thal processing is complete

Closing Best Practices

@ Closing a Project or Activity ensures that no additional expenses or other transactions
can occur for that Projector Activity.

+ Before closing a Project or Activity, reconcile your actual expenses to reimbursements/
revenues received. Make any adjustments needed prior to closing of the fiscal year and
also the closing of project and/or activity. When a project or an activity is closed, no
further adjustments can be made unless it is re-opened.

* In the Contract you can reduce the Billing Limit to zero and keep the Contract open in
case a transaction is inadvertently associated with a project. It is best to keep Contracts
active and close them at the Project or Activity level.
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Closing an Award at the Project Level

Navigation: NavBar > Navigator > Grants > Awards > Project

1. On the Project General search page, enter or look up the Business Unit.

2. Enter or look up the Project.
3. Select Search. The Project General page will display.

Project General

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

Find an Existing Value Add a Mew WValue

Search Criteria

Business Unit| =~ WATTO &1

Project| contains W | 2002 6]

Descrnption| begins with

Program| = ’ | 1 *-»'E
Processing Status| = vl vl
D Include History L Lormmect History D Lase Sensive

a
Search Clear | BasicSearch & Sawe Search Criteria

4. On the General Information tab, select the Project Status link "Open". The Status Page

will display.

9.2 Closing or Reopening a Grant or Project

Page 3



Ganeral Infarmaton Froygct Department Frogect Costing Definiion Frimayera Manager Locaton Fhasas Spproval Jusidcation Uiser Fiedds Rates E}

Project DBO0GOZONZ L Addta My Projects ] f Project Hisrarchy
~Description [Proposal Tile [l erogram Processing Status Active
“miegration INTGRTH_TMQ, W17 Temglate
Project Type 85099 Q Irfercollege Resmbursement
Percent Complate oo AsOf
Projact Hoaltn | ~] AsOf Contract Number: 000000000000000003470)
Project Schedule (7
*Start Date (012018 |5 "End Date 08212020 & wymuona Dates
Description Find | View AR First ‘A 1of1 ‘& Last
Dat/Tima Stamp 0958 11581240 UseriD CTC_KCLARK *].=]
D& SCOPUOR;
[Proposal Title
234 characters remaining
Long Description:
Proposal Long Descriplion [ E1]
Save as Templaka Copy Projed
My Projects Prajedt Valustion Preged Taam Projact Achalties GoTa [Mate ~]
Wl Save | [ Retwn fo Search it Refresh L Add I pdat pla xl Include History | |5 Comract History
5. Select the plus sign (+) icon.
Project 0000002002 Description  Proposal Tile
Project Status o] 1001 = Wiew Al
Effective Date 09042018 Sequence 0 +
.
Status 0 Open
Priority ]
Interast Calculation Factor 0.00
Commeanls r—"l
Raturn to Project Ganeral
E | Return to Search | | Hotity Refrash Update/Display Include History

6. Enter an Effective Date, Change the Status (a comment can be added if needed).
7. Select Save.
8. Select the Return to Project General link.
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Status

Project 0000002002 Description Proposal Title
Project Status Q | 1012 E[ BOM | Viewan
Effective Date [a/0r2018 Sequence 0 + =
Priarity 0
Interest Calculation Factor 0.00
Comments il

IRstum o Project General I

i' Mmmmllmjlmm Update/Display hm-ml

A You may receive a warning message, this message is just informing you of the start
and end date of the project as determined in the proposal.

Waming — Dabe: 2020-09-10 is not betwaen Project Stan date: 2018-09-01 and Project End dabe: 2020-08-31, (13100.455)

Pleas ¢ change dale or madify Progect Stad of End dales.

9. Note that the Project Status link is now "Closed"
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General Information Progect Departmen

Projeci DDOOO0Z002Z

‘Description Proposal Tk

“Integratien FTGRTH_TW O

Project Typs Ga0o0
Percent Complete
Project Heann

Project Schedule
“Start Cate 0Q012018 i
Description
OuteiTime Stamp 00518 1158 1240

Description
Proposal Tilke

239 characiers remaning
Long Descriphon;

Proposal

Save as Template

My Projects

Projec] Valuabicn

1l Save i Retum o Search o Refresh

Copy Project

Aadd 10 My Prosed1s

:_. Program Processng Status L
arrplale
ege Rembursement
As OF
Contract Number: 0000000000000000034T
“End Date &3/
Ena <ei s Addibonal Dates
Findl | View Al First ‘4 1041

UsariD CTC KCLARK

Progec! Team Progec! Actibies

* il

b Last

#]| =

GoTo [Mose

x] NCiude Hadory

5% Brogect Merarchy

FCOrmect Hisiony

¢ If you need to reopen a project you can do the same steps as above, but select a status

of Open (O).

+ Itis suggested that the open date be the day after the close date.

* Projects can be closed and opened as many times as needed.

Closing an Award at the Activity Level

Navigation: NavBar > Navigator > Grants > Awards > Project Activity

1. On the Project Activity search page, enter or look up the Business Unit.
2. Enter or look up the Project.
3. Select Search. The Project Activity page will display
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Project Activity

Ertler any informaion you hawe and cick S=arch. Leave fields blank for a list of a2l values,

Fimdl &n Exiatimg Valee Suid & Mew alue

* Search Critaria

Dusiness Unit | = |~ IWM-.-.] D‘I
Project | heging wih | |un-)m:ozun:: o,l
Aciiity | beging wih | a

WHSID | beging wih |

Projact Dasciphon | begins with |~

BActivily Descriplion | beging wih |~

Activity Type | hegins wih |~ =]
Procassing Status | = b £

Actnnity Cwenes | beging wih | » Q
Hew Mibestone | = L £

Dluuu'.l! Higtory Df_ullu\.l Hislary DE‘uu Sensalive

4 o ~
= Save Seaich Ciileria

4. On the General Information tab, select the Processing Status to inactivate the activity.
5. Select Save.

General Information Deefinition EARates Location Attachments Quality User Flelds Rales Budgel Merts | »

Froject 0000002002 Description  Proposal Trle

Activity  ACT_1 “Description  Proposal Tille

Activity Type Percent Complete 000

Processing Siatus -

System Source | PPC

Activity Owmer | 101003108 Q Casey VWood
Activity Schedule (&
*StartDate 09012018  [ef *End Date | 083112020 [
Baseline Start Date Baseline Finish Date
Earty Start Date Early Finish Date
Actual Start Date e Actual Finish Date
Late Stari Date = Late Finish Date
Description @ = 101 | View Al
+ -
Date/Time Stamp 09110118 11:58'57AM Userill  CTC_KCLARK
Description z
254 characlers remaining
Long Description 2
Go To: ACIiTY Team ACTvily Stalus ong
E Return to Ssarch Refrash Add Update/Display Include History Correct History
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¢  You can then make an activity active or inactive as many times as needed.

6. Note that the Processing Status is now "Inactive".

Project Activi

Emier any information you have and chick Search. Leave fisids biank for 2 st of all vakmes.

Find an Existing Value  A22 3 Mew Value

¥ Search Criteria

Business Unit | = | % warTo Q
Projes! | begins with | | | 000000200 (=1
Activity | begins with | ~ | [ACT_1 Q

WE3 ID | begins with | W
Project Description | begins with | ™

Activity Description | begins with |

hotivity Type | begins with | a
Pracessin g Status | = w I
dectiurty Cvner | bagins with | | a

new wiesione [+ [] =

D inctude i story Dearrest History Cease ensitve

E Chear | Basie Seares B Save Seaven Crilera

Saarh Results

iew All t-iofi [

Business Unit Project Rowt Humber WES 1D Aetivity Project Deseription ketivity Description  Activity Type Procecsing Status Activity Owner New Milestane

WATTD 0000002002 1 1 ACT_1 | Proposal Tite Fropasal Tite {blani) 10003108 (Blank)

N

Process complete.

@ If you need to reopen an activity you can do the same steps as above, but select a status
of Active.
+ Activities can be inactivated and reactivated as many times as needed.
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