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Grant Subcontract Requisition- Getting Started

Who is able to create a grant subcontract requisition?
Users with Requester role.
What rules apply to grant subcontract requisitions?

Note: before creating a subcontract, verify that there has not been a previous subcontract where F&A has already been applied.
(Check Commitment Control> Budget Overview)

F&A is only applied to the first $25,000 of expenses. If grant subcontract is $25,000 or more:

e The first $25,000 of expenses for each sub-recipient must be properly assigned to the correct chart string and category
subcontract $25,000 or less (typically account 78640) in line 1 of the requisition. F&A applies to first line only.

e Any additional dollars for this contractual agreement must be properly assigned to the correct chart string and category
subcontract greater than $25,000 (account 78650) in line 2 of the requisition. F&A does not apply to 2" line.

e See F&A Charges on

When should a grant subcontract requisition be created?

Once a subcontract is fully executed, a requisition for the full awarded amount must be created in NUFinancials to process
payments to the subcontractor. The fully executed subcontract should be attached to the requisition. A subcontractor in this
context is primarily another University doing work related to a grant.

When should a grant subcontract requisition not be created?

When spending on a grant or sponsored project is not to a subcontractor (i.e. other University). A grant subcontract requisition
should not be created to place orders to suppliers when grants funds will be used to pay for the items or service.

How are payments made on subcontracts?

Subcontractor must send per contracts invoices to ASRSP. ASRSP reviews, adds a certification statement, logs invoice then
sends to the department for Pl for approval signature. The schools/department Receiver enters a receipt document for the full
amount of the invoice on the correct line item. By selecting the appropriate lines to receive on, F&A will automatically be
generated by the F&A process. Pl reviews, signs, and emails a scanned copy back to ASRSP.

Additional Resources

Accounting Services for Research and Sponsored Projects 847-491-3385
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Grant Subcontract checklist:
Do you have the following?

Fully Executed Agreement (FEA) as a PDF from OSR.

Completed Single Source Justification (SSJ) form.

Confirm the supplier Remit To address is current and active in NUFinancials.
The chart string for the subcontract.

NP

Hot Tip! Make sure you enter the same supplier ID (Supplier ID and Address line) on both lines to ensure only 1 PO is created for the
subcontract. Have the FEA (Fully executed agreement) in hand to reference the supplier when creating the subcontract requisition to
reference the correct supplier address for payments. If you don't see the correct address listed, then submit a Modify Supplier Request to
add the correct address to the supplier record.

Hot Tip! Before you begin, remember to check to see if there was a previous Subcontract Requisition for this contract that may have already
captured F&A.
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Subcontract Workflow for First and Subsequent Years

Requisiti PO is not sent lo
ASRSE n;‘Dm'"'m"’“ MDep.al_uneto‘u is sent via ASRSP reviews (be;”b' atchople s o
receive fication minisira use ven
| ] orkflow R roves - =
OSR that subcontract | . creates W ASRSP'O am&‘;ﬂm will have do not
(either for first year or Requisition dispatch method
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Y Depal
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sends invoice to |————»| for PO Number |———s»f Invoice to Dept for [———ef S97= B0 S80S0 L g i o
ASRSP and logs into Excel Pl certification ASRSP appropriate lines
tracking log on the PO
ASRSP mails
Check process
. ASRSP sends check to vendor
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receiver entered  —Yes—p nole 10 send check = voucher for =i check payments, EFwolos
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Subcontract Workflow for Amendments to Existing Purchase Orders

Adrministrator initiates PO

PUALmIN Initates OSKR-7
for amendment of the sub-
award and routes to OSR
(via InfoEd)

Reques? form 10 PRS to madify the
Purchase Order (PRS requests
approval ASRSP) if within a
penod. Create new SubiK REQ if for

a new budge! period
NCE can go on exdsting PO

ASRSP approves request
and 2 is routed 1o PRS.

ASRSP rejects change order
reques: and communicates

reason for rejection with
Department

notifications are sent 1o Dept

and ASRSP

Note: For training purposes, the example below is for a grant subcontract greater than $25,000.
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Navigate to Grant Subcontract Requisitions
1. Log in to the NUPortal
a. Alternatively, you can login from the NUFinancials Overview page.
2. Click the Requisition tile.
3. Click Create New Requisition.
ManageIRequisitions
Keywora Search
| = Search Requisitions
To locate requisitions, edit the criteria below and click the Search button
Business Unit NWUNV Q Requisition Name Q
Requisition ID Q Request Statel All but Complete VI Budget Status VI
Date From 03/17/2017 [z1 Date To |03/24/2017 [51)
Requester EDX1470 Q Entered By Q PO ID Q
Search | Clear | Show Advanced Search
[ Requisitions ]
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
Req ID Requisition Name BU Date Request State Budget Total
REQ1044730 REQ1044730 NWUNV 03/24/2017 Pending Valid 12.00 UsD [[Select Action] v]l.co.l
REQ1044704 REQ1044704 NWUNV 03/20/2017 Open Error 320.00 USD [[Select Action] v] _co |
Create New Reguisition Review Change Reguest Review Change Tracking Manage Receipts Reaquisition Report
Grant Subcontract Requisition © 2017 Northwestern University Page 6 of 23
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4. Click Special Requests to create a Grant Subcontract Requisition.
Create Requisition 2
Welcome DiSanto,Liz
Home /" My Preferences Requisition Seftings | 2 OLines
Reguest Options search | A/ v| Search Advanced Search
Enter search criteria or select 4 : A :
0ir e s oF e Hatl @ Web [ﬂ; Special Requests > Favorites
begin creating your requisition. Browse Supplier Website Create a non-catalog request Browse Favorite ltems and Services
iBuyNU
Templates U@ Recently Ordered
Browse Company and Personal View recently ordered items and
Templates services
Grant Subcontract Requisition © 2017 Northwestern University Page 7 of 23
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Step 2: Enter Grant Subcontract Information Fields

Requisition Detalls:

These fields provide information that NUFinancials includes in the purchase order after the requisition is approved. Required fields are
denoted by the asterisk *.

Note: The University does not use the Due Date field.

Enter Line Item 1 for F&A ($25,000 or less, based on fully executed agreement):
1. Enter *Item Description. Enter F&A description and performance period.
2. Enter *Price. $25,000 or less. Enter US dollars and decimal. Zeros after the decimal are system-supplied.
3. Enter *Quantity. For all grant subcontract requisitions, always enter 1.
4. Enter *Unit of Measure. For all special requisitions, always enter EA.
5. Click the *Category Make certain the Category for line 1 is Subcontracts < 25K.
Special Ra.=.~r:|ues,t5l 2
Enter information about the non-catalog item you would like to order:
Item Details
@*Item Description
*Currency USD
@ *Unit of Measure &'}
Q e .
Grant Subcontract Requisition © 2017 Northwestern University Page 8 of 23
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Supplier Information

6. In Supplier Name, type the institution with which Northwestern has established the subcontract.

Supplier ID &%
Supplier Name L Suggest Mew Supplier

Supplier ltem 1D

SEppIier

Reminder: Make sure you select the same Supplier ID and address row on both lines to ensure only 1 PO is created for the subcontract.

7. In Supplier Item ID — N/A

Manufacturer Section - NOT in Use.

Additional Information Section:

8. If needed, type comments in Additional Information.
a. Comments are applicable to the line item and not the entire requisition.
9. Click the Send to Supplier checkbox if the comments should be sent to the supplier on the purchase order.
a. Show at Receipt box is not typically used or generally recommended.
b. Show at Voucher is not used.

When you are finished:

10. Click Add to Cart to add the item to your shopping catrt.

Grant Subcontract Requisition © 2017 Northwestern University Page 9 of 23
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Enter line item 2 for remaining amount (over $25,000, based on fully executed agreement)

1. Enter *Item Description. Enter F&A description and performance period.

2. Enter *Price. Remaining balance of the award amount. Enter US dollars and decimal. Zeros after the decimal are system-
supplied.

3. Enter *Quantity. For all grant subcontract requisitions, always enter 1.

4. Enter *Unit of Measure. For all special requisitions, always enter EA.

5. Click the *Category Make certain the Category for line 2 is Subcontracts > 25K.

Note: The non-catalog item fields you entered are saved. When this happens, the fields go blank, so that you can enter another line item.

Your Line(s) will appear as next to the shopping cart icon at the top.
6. When you are finishing adding line items, click Checkout at the top of the page.

Home /¥ My Preferences 3¢ Requisition Setfings 2 1 Line Checkout |

search |Al v| Search | Advanced Search

Special Requests 2

Grant Subcontract Requisition © 2017 Northwestern University Page 10 of 23
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Step 3. Checkout/ Ship To/Chart String Fields

The Checkout-Review and Submit step is where you enter ship to codes, chart strings, budget check, and save and submit the requisition.

1. Enter Requisition Name. This should start with SUBK other naming convention as determined by your school/department so it is

easily recognizable as a grant subcontract when viewing your list of requisitions. Maximum number of characters is 30.
2. Click on the Requisition Type magnifying glass.

a. Select Grant Subcontract.
Requisition Summary
Business Unit NVWUNV
Requester LR

*Currency USD

: Ifg%k Up Requisition Type

SetlD | begins with s ||
QOrigin | begins with s
K
| Look Up Clear |
Lookup

Cancel | Basic

Search Results

View 100 First ' 1sof5 " Last
SetiD |origin| Description
SHARE BELK Blanket Orders

SHARE HLD Hold PO for Further Processing
SHARE OML Standard Reguisition

SHARE SUB Grant Subcontract

T

Marthwestern University

Robbins, Virginia L

Requisition Name |SUBK University of Chicago

O

Requisition Type 'SUB)|

Priority Medium -

Custom Fields

Q Grant Subcontract

Note: All Grant Subcontract requisitions will automatically “Hold PO for Further
Processing” for purchasing to review and release.

Grant Subcontract Requisition
Last Updated 5/2/2017 LD
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Requisition Lines Section

Option: Adding Attachments

For grant subcontracts, attach the FEA agreement or the amendment containing signatures from both parties (OSR version).

3. To add an Attachment, click Add next to the comment bubble.
a. Click Add Attachment.

i. Browse for file to attach.
e EXx. SSJ for amount over $25,000.

Ex. FEA (fully executed agreement) (PDF from OSR email notification) for back-up of subcontract
amount.

4. Once you've uploaded the attachment, click OK.

Requisition Lines (2

% Line Description Item 1D Supplier Quantity UOM Price Total Details Comments Delete
O+ Qr? over $25.000, basad on fully UNIVERSITY OF 1.0000 Each 25000.0000 25000.00 E e Q Add ]j
e CHICAGO WOMEN'S
BOARD

5. To view the hidden section that contains the Ship To and Chart String fields for a line item, click the triangle next to that
line item.

6. Click the magnifying glass next to Ship To: to look up the ship to code.

Requisition Lines (2

Line Description

Iltem 1D Supplier Quantity UomM Price Total Dietails Comments Delete
/er 25,000, based on fully UNINVERSITY OF 1.00000  Each 25000.0000 25000.00 = i
CHICAGO WOMEN'S DE' Q Add
BOARD
FAMIS Part 1D q_ FAMIS WO Q
Shipping Line 1 *Ship To Q Quantity 1.0000 +][=]
AUUTESS Add One Time Address Price  25000.0000 Price Adjustment
Attention To  |DiSanto,Liz
Pegging Inguiry
Due Date El
Penninn ".'\-'nrlrhanr'h
Grant Subcontract Requisition © 2017 Northwestern University
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A Look Up window appears.

a. Inthe Description field, type the first letters of the department name.

b. Click Look Up.

c. Click the Ship To location code that matches your department. If there is more than one location for your department,
select the one that designates the appropriate drop-off location / delivery point.

Look Up Ship To

SetlD SHARE
Ship To Location begins with v | @ =
Description begins with N |
Look Up Clear | Cancel Basic Lookup
Search Res

Only the first 300 results of a possible 980 can be displayed.
View 100 First ' 1-3000f300 ' Last

Ship To L{)cation| Description

wwail c
AAM1860CH ASIAN AMERICAN STUDIES

AAS1860CA AFRICAN AMERICAN STUDIES CROWE

At this time, you can input the Attention To field, if it hasn’t already populated the correct name.

Grant Subcontract Requisition © 2017 Northwestern University Page 13 of 23
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Step 4: Enter Chart String Fields

Accounting Lines Section (within Requisition Lines Section)

1. To view the hidden section that contains the chart string fields for a line item, click the triangle next to Accounting Lines.

2. Then click Chartfields2.

[] Select All / Deselect All

Shipping Line 1 *Ship To |CHE2145CH Q Quantity 1
Address 2145 SHERIDAN RD Add One Time Address Price 12.
EVANSTON, IL 602038
Attention To  DiSanto,Liz
Due Date El
' » I Accounting Lines
*Distribute By  |Qty v SpeedChart Q
Persong

Accounting Lines

ik

Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Inforn
Line Status Dist Type *Location Quantity Percent Merchandise A
1 Open USE2020SE Q 1.0000 100.0000 12

Select lines to:

[5'4}. Add to Favorites 'Q_EI Add to Template(s) Delete Selected

Grant Subcontract Requisition
Last Updated 5/2/2017 LD
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3. Enter Fund, Dept, Project, Activity and Account for the chart string. Project and Activity are required for grant chart

strings. The Percent field should be 100.

= Accounting Lines

R Distibute By

SpeedChart Q

Accounting Lines Personalize | Find | View Al | 17/ = First ' 4eof1 ! Last
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information | |[F=TH
Fund PC Bus Unit IijE{'.t Activity ICIass Program ChartField 1 Account
110 |@ [610550 |G finwuny Q@ QL QL QL QL a }|73650 QL +] [=]
'ﬂ UNINVERSITY OF 1.0000 Each 25000.0000 25000.00 % Q Add

CHICAGO WOMEN'S

Note: As needed, to enter Project and Activity for Funds 170-199 or 300-899, first confirm that PC Bus Unit contains NWUNV. If PC Bus Unit

is blank, enter NWUNV.

Grant Subcontract Requisition
Last Updated 5/2/2017 LD
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Step 5: Mark Requisition as Amount Only

For each line on Amount —Only Requisitions (Blankets, Grant Subcontracts, and Receiver by Dollar Amount), you must select
the Amount Only checkbox in Line Details.

1. Click the Line Details icon = | (Located at right for each requisition line).
2. Select the Physical Nature (Goods or Services).
3. Select the Amount Only checkbox.
4. Click OK.
- Item Det#
Merchandise Amount  25000.00 USD
Item ID
Category SUBCONTRACTS=<25K
Original Substituted Item
Description
Physical Nature Services -
Buyer VLR Q,

Buyer Information

Configuration Info

[CIrFa Required
Device Tracking

Zero Price Indicator

[¥] Amount Only

Inspection Required

Grant Subcontract Requisition
Last Updated 5/2/2017 LD
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Step 6: Check Budget

1. You can enter Requisition Comments if you like, but it is not required.
2. Approval Justification is also not a requirement. However, the Dean or Approver can be informed as to what this

requisition is regarding if you leave a comment.

3. Scroll down and Click Check Budget.

e The budget check ensures the chart string(s) is valid and has no spending controls against it that would prevent
you from submitting the requisition.

e Successful budget checking pre-encumbers or earmarks the funds.

Requisttion Comments

SOTITCOTTTO 1

[ ] send to Supplier

Approval Justification

[] show at Receipt

Enter approval justiﬁca:?o@ requisition

(] Shown at Voucher

s

3
ﬂft Check Budget [@ Pre-Check Budget
Save & submit ] Save for Later

Budget Checking Status:Valid

‘G’-‘ Add More ltems

63 Preview Approvals

Grant Subcontract Requisition
Last Updated 5/2/2017 LD
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4. A pop-up message appears regarding saving and budget checking the transaction. Click OK.

Note: A processing icon spins while NUFinancials performs a budget check.

Message

Budget Checking will save your requisition in an Open Status. (18036,39)

In order to perform budget checking on this requisition, it must first be saved in an Open Status. Press OK to continue. Press Cancel to return to your requisition without budget

checking.

Cancel |

5. When finished budget checking, a Budget Checking Status appears.

= Budget Checking Status:Valid
f@. Check Budaget @ Pre-Check Budget @ dg s S ¥ane

L?g Save & submit (] Save for Later ar Add More ltems 69 preview Approvals
Note

= Valid: All spending controls are successfully passed.

= Warning: Some spending controls are encountered, but you are OK to submit the requisition.

= Error: You cannot submit the requisition. Your chart string may not have been set up or budgeted.
= See Resolve Combination Budget Check Errors, if you encounter errors.

6. Click Save & Submit.

Grant Subcontract Requisition © 2017 Northwestern University Page 18 of 23
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Step 7. Save & Submit
Confirmation
1. After you save and Smeit, a Confirmation page YYour requisition has been submitted.
appears. Requested For DiSanto,Liz Number
Total 4

a. The Requisition ID is available on this page.
This is for internal use ONLY.
b. The Requisition is submitted to workflow for
approval.
i. See FMS804 Approvals and Workflows
more information.

quisition Name REQ1044744
1a
Requisition ID REQ1044744

Business Unit NWUNV

Status Pending

Priority Medium

Budget Status Valid

&

‘f Edit This Reguisition

I Chartstring Review o

LINE_NBR: 1ACCOB

View printable version

Path1

Pending
@ Multiple Approvers
Department Levell

Path1

Pending
@ Multiple Approvers
Department Level1

*73010 DEPTID: 4001200 PROJECT_ID::Pending

LINE_NBR: 2ACCOUNT: 73010 DEPTID: 4001200 PROJECT_ID::Pending

Pre-Encumbrance H

i

ﬂﬁ Check Budget

Grant Subcontract Requisition
Last Updated 5/2/2017 LD

© 2017 Northwestern University

Page 19 of 23



NUFinancials
Purchasing

Appendix
What is F&A rate?

F&A stands for Facilities and Administration; it is the abbreviation for the costs incurred by an institution for the use of its facilities
and administrative support of research. These are expenses that cannot be identified specifically with a sponsored project or
other major function and are in addition to the actual cost to do the research project. F&A costs are sometimes referred to as
indirect costs or overhead costs. Examples might be custodial services, building utilities, copy machine usage and administrative
support compensation.

A Facilities & Administration (F&A) rate is the percentage rate used to calculate charges to sponsors for the reimbursement of
the use of facilities and administrative support. The percentage rate is multiplied against the base dollar amount of actual costs
and is listed on proposal budgets to the sponsor. For various federal agencies, a negotiated F&A rate reimburses the University
for these Indirect Costs. Non-federal agencies may or may not apply the same negotiated rate; they may reimburse at a lower
rate, by lump sum or not at all depending on the terms and conditions of the proposal. For subcontracts, sometimes there is an
agreement to waive F&A reimbursement or the F&A is prepaid at another institution.

How is the F&A rate set?

For federal agencies, the University negotiates a rate every 3 to 4 years to be in place for the next time period.
Why is it important to Northwestern?

It is important for Northwestern to account for the University's own costs contributed to the sponsored research to be able
request the most accurate reimbursement rate from federal agencies.

Sometimes F&A reimbursement is waived, meaning sometimes the University does not collect reimbursement for costs incurred
for the use of facilities and administrative support. Nonetheless, the waived amount should be a part of the overall calculation
when the F&A rate is being negotiated.

Grant Subcontract Requisition © 2017 Northwestern University Page 20 of 23
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How is it related to subcontracts?

In general, sponsors allow institutions such as Northwestern to charge F&A costs for managing subcontracts on grants, but
many times, it caps the amount allowed to be charge to the first $25,000 of the direct costs and sometimes the allowance for
F&A charges is waived entirely. Even if the charges are waived, it is important for Northwestern to quantify the amount as part of
the periodic negotiation for the F&A rate. In NUFinancials, we use account codes divide out the first $25,000 of subcontract
direct cost which will earn F&A reimbursement, divide out the remaining subcontract direct cost which will not earn F&A
reimbursement and to calculate the waived F&A on a subcontract.

Abbreviation Full Name Budget Expense

A SUBK<25K Subcontracts up to $25000 78641 78640
B SUBK>25K Subcontracts over $25000 78651 78650
C SUBWAIVED<25K Subcontracts with Waived F&A 78643 78642

A word about account codes

When you are setting up a grant subcontract requisition in NUFinancials, on the chart string lines, you should divide the
subcontract out by line into different Account codes to distinguish between subcontract costs that F&A can be charged on and
subcontract costs above the $25K threshold where F&A cost is not charged. You may need to use a third Account code instead
if the F&A has been waived.

Scenario: Subcontract with F&A on first $25,000, remaining amount with no F&A.

O Put the first $25,000 on Account code budget 78641, expense 78640 (line A in the chart above). These account codes are
set up automatically to accumulate the F&A cost as an expense against the line item on the Subcontract requisition.

O Put the remaining subcontract dollars on Account code budget 78651, expense 78650 (line B in the chart above). These
account codes are set up to automatically not draw F&A costs.

Grant Subcontract Requisition © 2017 Northwestern University Page 21 of 23
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Accounting Lines Personalize | Find | View All | &2 | [55 First ‘4 10of1 '* Last
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information | |[[F=5H
Fund Dept PC Bus Unit Project Activity Class Program ChartField 1 Account
610 Q4011400 | [NWUNV (3, 60000073 Q | Q Q Q Q | Q *] [=]
Req ID Requisition Name BU Date Request State Budget Total
REQ1044850 SUBK University of Chicago NWUNV  04/14/2017  Qpen Valid 45000.00 USD [Select Action] v Go
Requester Robbins,Virginia L Entered By Robbins,Virginia L Priority Medium
Pre-Encumbrance Balance 45000.00 UsD
% =3 felet - s
=) e g
Requisiti Anoroval | : tory Purchase Change Recei Ret o Pavment
eguisition \pprovals nventary Orders F\'EqLIESt BCenng eturmns moice aymen
Request Lifespan:
i - L ——— SubK <$25K
Line Information Personalize | Find | " | s First account: 78640
Line Description Status Price Currency Quantity uom Supplier // ‘
LIMNIN YOI
1 2* SubK <§25K line Open 25000.0000 USD 1.0000 EA égﬁggsm OF CHICAGO M ¥
SubK =525K
1 IR ] [0 .
2 2® SubK >$25K line Open 20000.0000  USD 1.0000 EA ég’;&gsm LEiel account: 78650

There are times when F&A is waived on subcontracts. Northwestern still incurs costs associated with managing the subcontract
but we are not reimbursed for the costs.

Scenario: Subcontract with waived F&A on first $25,000, remaining amount with no F&A

Put the waived F&A amount on Account code budget 78643, expense 78642 (Line C in the chart above). These account
codes are set up to automatically not draw F&A costs.

Put the remaining subcontract dollars on Account code budget 78651, expense 78650 (line B in the chart above). These
account codes are set up to automatically not draw F&A costs.

Grant Subcontract Requisition © 2017 Northwestern University Page 22 of 23
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These Account codes assist with including waived costs in the calculation of total costs to the University for Facilities and
administrative support in the future negotiations. Use the chart below to identify the F&A type and the budget code procedure for
F&A charges on the subcontract.

To use the budget codes:

Type* Budget Code Procedure

TDC Northwestern would normally charge F&A on the entire subcontract, both over and under $25,000.
When F&A is waived instead, the entire subcontract amount should be put in the SUBKWAIVED<25K
category.

MTDC Northwestern would normally charge F&A on the first $25,000 and no F&A on the budget $25,000. The

first $25,000 should be put in the SUBKWAIVED<25K budget category and the remainder of the
subcontract in the SUB>25K category as normal.

TRAIN Same as MTDC

NOFA (no F&A) Northwestern would normally not charge F&A on anything. Use the normal SUBK<25K and
SUBK>25K categories

MANL Same as NOFA

STIP Northwestern would normally not charge F&A on subcontracts. Use the normal SUBK<25K and
SUB>25K categories

*Type can be found in NUFinancials by navigating to Grants > Grants Center > Manage Award > Project Activity. In the F&A
Rates tab, review the Funded FA Base.

| Funded
Funded Rate Find | View All First ' 1of1 " Last
FA Base TDC Eff Date 01/01/1900 FA Rate % 26.00
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