How to Run Department Status Report

1. Loginto PeopleSoft via MyAccess.
2. Inthe left hand menu, navigate to Reporting Tools > Query > Query Viewer.

Search:
&
[ My Favarites
[ Department Role Maintenance
[ Customers
[ Grants
[ Customer Contracts
[ Allocations
[ Set Up Financials/Supply
Zhain
[ Worklist

— Reporing Tools
— Query 2

— Qluery Viewer
— Schedule Query

— Report Manager
[- PeopleTools

— SpeedType Srch & COA

Validator
— My Personalizations
— My Systemn Profile

— My Dictionary

3. Type ZGM_OSR_SUB_REQUESTS_OPEN in the search box. Select Search and click Run to HTML
for the first query. NOTE: The system works most efficiently if you HTML first, then download
the query to Excel.

Query Viewer

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

*Search By: Query Name -~ begins with ZGM_0DSR_SUB_REQUESTS_OPEN
2
Search |Advanced Search

Search Results

*Folder View: — Al| Folders — -

First BN 12 or 2 I Last

Des=scription —— M
- = - Favorites

Open subaward
requests

Open subaward
requests by Dept

ZGM_0OSR_SUB_REQUESTS_OPEN Fublic 3 HTML Excel XML Schedule Fawvorite

ZGM_OSR_SUB_REQUESTS_OPEM_DEPT Fublic HTML Excel XML Schedule Favorite

Rev. 11/20/2015



4. Type % in the OSR Division box. Select View Results, then click Excel Spreadsheet to download
the report in Excel.

ZGM_OSR_SUB_REQUESTS_OPEN - Open subaward requests

In Procss »#Days (ex. 0 or 30); 0

O5R Division: 1 |rh',

View Results | 2

Download results in : Excel SpreadSheet CSVTextFile XMLFile (364 kb)
3

Wiew All

5. The report pulls all subaward activity for UCSF. Filter by department or Dept ID by selecting the
Data tab and clicking Filter. Then select the column and filter you want to sort by.
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How to Read Department Status Reports

6. Columns G and H have been recently added. Column G (Status) shows the status of this request.
Click here for definitions of RAS Statuses and Comments. Column H (Expedited) shows when a
transaction has received approval for expedited processing.

& H
Status ~ [Expeditec - |
Active M
Active M
Active hd
Active Y

7. Column | (OSR Recvd) shows the date the complete request was received by the Sub Out Team
in the CGSubOutTeam@ucsf.edu email.
Column J (Dept Req Sent) if applicable, shows the date that the assigned Subaward Analyst
requested information or documentation from the department.
Column K (Dept Req Complete) shows the date the full complete request was received. If the
request was complete at the time of submission to the CGSubOQutTeam@ucsf.edu email, this
date will be the same as the date in Column I.
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http://osr.ucsf.edu/sites/osr.ucsf.edu/files/RAS-Subward%20Action%20Definitions%2011092015.pdf
mailto:CGSubOutTeam@ucsf.edu
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8.

Column L (Sub Sent) shows the date the agreement documents were sent to the subrecipient
central research office for review and signature.

J K

|OSR Recwve - [Dept Req Sent - [Dept Req Complete - (Sub Sent -~

9112015
10F29/2015
10/22/2018
102272015

9112015

10/22/2018
10/22/2015

10/27/2015
10/27/2015

For more information on a specific subaward, navigate to Grants > UCSF Reports > Subrecipient

Report by Dept.

Search:
[ My Favarites

[ Department Raole Maintenance
[ Customers
— Grants 1
[ Proposal Express
[ Proposals
[ Awards
[ Institutions
[ Sponsars
[ Garamendi
[ Subrecipients
— UCSF Reports 2
— Proposal Report by
Depantment
— Award Synopsis
— Awards Report by Dept
— Award Budaget Inguiry
— Single Award Report
— Awards Master Inguiry
— Campus Proposals By
Tipe
— Campus Awards By Type
— Development Office
Awards
— CGX Report for UCOP
— Duplicate Ref Awd

Mumbers
— Subrecipient Subcontracts
Subrecipient Report by

3 Dept
— Grants Center
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9. Take the 4 digit tracking number from Column E of the report and type it into the Subcontract #
field. Select Run and click on the Subcontract #. NOTE: You must include SC at the end of the
number.

Subrecipient Report By Dept

Dept ID: Q

UCSF Award PL: Q
Award ID: Q Business Unitt  SFCMP
Subcontract # 123458C O 1

Subrecipient Institution: begins with |

Sub PI Name: begins with  + |
*End Dt Status: All Subcontracts -
ARRA Type: -

Include Child Dept ID

Subcontract |Subcontract
Begin Dt End Dt

UCSF Award ID UCSF Project ID | Subcontract® |Subrecipient Institution

A123456 0000  122456A 123455C 3 Research University 1012015 01312016

10. Comments field will show the date of entry, first initial and last name of analyst and a
standardized descriptor of the subaward’s current status. Click here for definitions of RAS
Comments and Statuses.

Subrecipient Subcontract

Sequence: 10 Subcontract# Status  Active *  Location: @ u.s. [international
Subrecipient: | SubPl: | Subrecipient Document Page
Subrecipient ID: ,—Q University of Washington ARRA Subrecipient Info Page
sub Contact: | Sub Phone: Sub Email ID: |
Scope of Work Start Dt: [#  UCSF OSR Analyst: |Cami0.Felician0 M. &, Subrecipient Voucher Detail Page
Scope of Work End Dt: [+  Total Estimated Budget: 1710612 Number of Budget Periods: l—
Comment:

11/5/15 ssharma - Basic review intake.
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