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University Roles in the NCDOT Grant Management System (GMS)

The North Carolina Department of Transportation (NCDOT) makes use of a statewide, web-based Grant
Management System to administer the financial aspects of our Research Projects. This system is used by
many other business units across NCDOT and in other state agencies. Access to the GMS is free and
available to contract officers and grant managers at our Research Partners.

Requesting Access
Prior to using the NCDOT Grants Management System, you will need to

1) Submit a signed security form with the appropriate vendor number to jmastin@ncdot.gov
requesting access to the Research Module of the GMS. Forms are university specific and made

available on request.

2) Alogin ID for the EBS portal will be provided by NCDIT and sent directly to the user.

3) Once you have received confirmation that access has been granted, login as indicated below by
using the EBS portal at https://ebs.nc.gov

4) Click the DOT Grants tile to get started.

5) If you have access to more than one Grants Module be sure to choose the R&D Link when the
GMS launches:

SALd

Select a business role:

. GHSP SR Appl., Claim & CR
. PTD SR Claim & Change Req.

. R&D SR Appl., Claim & CR _

Project/Grant Application

After a project has been selected for funding by NCDOT and a project authorization (PA) document has
been executed by all required parties at the university and NCDOT, the university must initiate the
project in the GMS by creating an “application” as detailed in the user guide below. The signed PA
documents should be attached as supporting information and the budget should be entered carefully
per the instructions below. Approved applications become agreements and the agreements are the
basis for further activities (such as claims) with a specific research project.

Applications should be submitted using the current, active research program. For instance, as of
12/9/2020, the active research program in the GMS is labeled: FY2022 _NCDOT_RESRCH_PG. The project
number assigned to the project indicates fiscal year. RP2022-NN indicates FY2022, RP2021-NN would be
the FY2021 program. The application may be submitted by someone at the departmental or college
level but can also be submitted by a sponsored programs or contracts office. That decision is left up to
each university.
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Reimbursement Claims for Payment

Invoices are handled completely through the GMS for projects beginning with FY2020 (Project Start date
of July 1, 2019) and onward. The invoice is entered electronically and a supporting PDF invoice may also
be attached. Invoices are only paid when the related Quarterly Progress Report (QPR) has been received
from the Principal Investigators (Pl). QPRs are due 10 days into each fiscal quarter. The Pl typically
submits the QPR directly to the NCDOT Research project manager and the PM attaches the QPR to any
incoming claims. The university may also choose to have the Pl submit a copy of the QPR to their
contracts office and attach that to their created claim. This has the advantage of insuring supporting
documentation is in place for an invoice.

All invoice documents attached to the system should reference the assigned RP number — Typically
RPYYYY-NN, where YYYY is the projects starting fiscal year and NN is the sequential project number, and
the GMS Agreement Number. The RP number is assigned on the Project Authorization documents and
the agreement number is automatically assigned by the GMS when a new project is created.

Claims should be submitted by appropriate post-award contract officers.

Change Requests (CR)

Modifications to project terms are accomplished using Change Requests. These change requests may be
initiated by department or college level business officers or may come from central offices.

Line item change - If the change to a project is only moving funds across line items, and the
total budget and duration are staying the same, the change can be completed electronically
within the GMS. A budget justification document should be attached to the CR and appropriate
notes made in the system.

Extension, Pl, scope or budget increase — If a project is being extended, whether no-cost
or with additional funds, an updated project authorization must be created and signed prior to
creating a change request. Similarly, if additional funds are being requested, the project scope is
changing significantly or the Pl is changing, a revised PA must be created and signed. Research
Project Managers assist with this process. Once the updated Project Authorization is signed, the
university contract office or designee can begin the CR process in the system.
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General Workflow Overview

Project
Authorization
documents signed

via DocuSign
(initiated by
NCDOT)

University creates
an application in
GMS using correct
FY and attaching
PA Documents

Application
reviewed and
approved by

NCDOT and an
agreement is

created

A Note on Browsers:

At present time, Google Chrome and Microsoft Edge work fine for general use and are the best solution
for the new Application Module. However, both claims and change requests require Internet Explorer

The university may

begin creating
claims or change
requests in the
system

11.
Assistance
For additional information or clarification, contact any of the Research and Development staff listed
below.
Neil Mastin Research Manager 919-707-6661 jmastin@ncdot.gov
John Kirby Environment, Hydraulics, 919-707-6662  jkirby@ncdot.gov

Stormwater

Mustan Kadibhai

Pavement, Materials,
Maintenance, Structures,
Construction, Geotech

919-707-6667

mkadibhai@ncdot.gov

Curtis Bradley

Implementation, Tech Transfer,
Planning, Multi-Modal

919-707-6664

cbradley8@ncdot.gov

Lisa Penny

Mobility, Safety, Roadway Design

919-707-6663

lepenny@ncdot.gov

Lamara Williams-Jones

Research Librarian

919-707-6665

Icwilliams2@ncdot.gov

Research Office

919-707-6660

research@ncdot.gov
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Log On R&D System

To log on the R&D System, you will need your EBS
user ID and password. If you have forgotten your ID

or password, call the NCDOT Help Desk at 919-861 i .

-3840 or 1-800-368-2778. Tell the Help Desk Tech- V6 : il

nician that you are an external user for the R&D £ 1\'?;3:;.:_ Entel’pl’lse D
System, and give them the eight-digit number en- §| # f1ﬁ|:" BusS Pessuord

tered on your access authorization form. 14\ 75 DUSINESS

,Qi Paszwords are case sensifve
()
.

Vol

1. Navigate to http://ebs.nc.gov
The EBS portal log on screen
displays. (Figure 1)

Services _ wa |

2. Enter your EBS user ID in the User ID field. :
Figure 1

3. Enter your EBS password in the Password 5 @
field.

Partner Applications Help

4. Click 2o | The Applications screen dis- o Grarts
plays. (Figure 2)

5. Click. The DOT Grants Partner Applications
tile/screen displays.

Help

Fartner Applications Portal FAQ Portal Tutorials My Profile

DOT Grants

Figure 2
Figure 3
6. New session opens to create/Search and Display grrmm o G
Applications, Claims & Change Requests for R& D [ ]| i —————
Department. Home
NOTE: New applications are best created in — .

Chrome or the latest MS Edge browsers. Howev- || b

View R&D Agreements

er, Internet Explorer 11 is the most compatible leviDfeoeratir
browser with claims and change requests until g;tggg{g‘g::;;gmg
it 1ange Reques

fU r th el’ n O ti Ce- View RED Change Requests

Figure 4
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System Navigation

 Click H to hide the Navigation
panel on the left side of the

screen or click H to display it.  [HESEEONETCE]

Welcome Garret Nelson

i . GRANTS
(Figure 1) ;
- Click 882"l to navigate to | ==
the previous screen or click

El-lto navigate to the next
screen. (Figure 1)

H . .
o Click a link in == fecentiems | g

open a recently accessed
document. (Figure 1)

e Click GrantsHome {5 retyrn to
the Grants Home screen.
(Figure 1)

e Click * to the left of a heading
to expand a section or click * | N
to Co"apse a SeCtlon (Flgure ZR&DRESEARCHPROGRA... R & D Research Program 2016  Grantor Management GMP ... 02/22/2018

1000005454 [ GMS - Transportation R&D R & D Application 0672612018

Greated By
Pathanjali Chivukuia

Status
Released

Date

gl

(Figure 2)

e Click ® Expand o, B Collapse g

display or hide additional rows.
(Figure 2)

e Click 4Back Foward} or g
highlighted page number to
display additional table rows.
(Figure 2)

Garret Nelson L2 R&D Approved
2 ) 2000007794 GMS - Transportation R & D R&D Agreement 0812812018 Ali Mohammed Confract Management Appro.
0300608429 0300608429 Earmar ked Funds Document.
0300608430 0300605430 Earmarked Funds Document..
« Click Bl to automatically scroll
back to the top of the screen. g ,

North Carolina Department of Transportation
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Customized Displayed Data

Lists of data display in customizable tables. | .. o —
To change the navigation and/or layout of a - e
table, click ™ in the table header. (Figure 1) | - s TR
Make changes using any of the steps listed " - o o s
below, then click | Save | - e e 2 e
Figure1
Table Navigation—the method by which [ Table Navigation
g . e Mavigation: O Scrolling O i
additional table rows are displayed may be Number of Visible Rovs Befors Saoling:
selected, and the number of rows to display Number of Rows Before Paging
at one time may be Set (Figure 2) Available Columns Displayed Columns
Up Down
1. Select one of the following radio buttons: | Name | Name s B L
. . GCleared Amount Item No &7px &
« Scrolling—allows additional table Released Amout Expense Type 3480
rows to be Holdback Reflt... Start Date 263px
displayed by moving a scroll bar on the Aooumuatea - e 2roe
. " . Advance Ref ltem Authorized Amount 176px
rlght Slde Of the SeCtlon Authorized Clai... COpen Balance 180px o
« Paging—allows additional table rows e I
to be A |
displayed a page at a time by clicking
Forward b or 4Back value o be rendered comectly.
. . Sorting Definition
2. Enter the number of rows to display in the
Number of Visible Rows Before Name Diecion
Scrolling or Number of Rows Before -
Paging field, if desired. .
Save || Reset fo Default || Cancel

Figure 2

North Carolina Department of Transportation
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Customize Displayed Data, cont.

Add or Remove Columns—columns may be
added to or removed from a table. Column
headings that may be added to the table dis-
play in the Available Columns section. The
Displayed Columns section displays column
headings that are currently included in the ta-
ble. (Figure 3)

1. Click to the left of one or more column
headings to move.

2. Click " lor! */to move the column
heading (s).

Rearrange Columns—columns are
rearranged in the table by reordering the list
of column headings in the Displayed
Columns section. (Figure 3)

1. Select a column heading to move in the
Displayed Columns section.

2. Click YP to move the column to the left in
the table.

3. Click Pown to move the column to the
right in the table.

Adjust Column Width—the width of
columns in the table are adjusted by entering
values in the Width column of the Displayed
Columns section. Enter a larger value to wid-
en a column in the table. Enter a smaller val-
ue to reduce the width of a column.

(Figure 3)

Sort—tables may be sorted by values in a
selected column. (Figure 4)

1. Click ¥ in the Sort By field to select a
column heading.

2. Click the Ascending arrow to sort table
rows in alphabetical or numerical
order.

3. Click the Descending arrow to sort table
rows in reverse order.
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Table Navigation

Table Navigation: () Scroling ) Paging @ Both
Mumber of Visible Rows Before Scrolling:

Mumber of Rows Before Paging:

Available Columnz Dizplayed Columns

Up Down
| Name % | Name Width | Fi... | Fil...

Cleared Amount ltem Mo &7px &
Released Amo... Expense Type 348pw

Holdback Refl... ‘ Start Date 268px

Accumulated ... End Date 273px

Advance Reflt... Authorized Amount 176px

Authorized Cla. .. Open Balance 180px | o
Holdback Amo...

Recoverable A...
Billing Plan
Expense Group

F
value to be rendered comectly.

Sorting Definition

Hame Direction

Save || Reset to Default | Cancel

Figure 3
Table Navigation
Table Mavigation: () Scrolling () Paging @ Both
Number of Visible Rows Before Scrollir
MNumber of Rows Before Paging:
Available Columns Displayed Columns
Up Down
| Name | Name Width | Fi... | Fi...
Cledred Am.. . Item Mo 8Tpx | &
Released A .. . Expense Type 348px
Holdback Re. .. Start Date 268px
Accumulated. .. End Date 273px
Advance Ref.. Authorized Amo...  176px
Authorized C... Open Balance 180px | o'
Holdback A...
Recoverable... '
Billing Plan <
Expense Gr...
* Fixed columns need an absclute (pixel) width
value to be rendered correctly.
Sorting Definition
Mame Direction
Expense Type - +
-
-
Save || Reset to Default | Cancel
Figure 4
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Search for Documents

Click to display all documents of a selected type (Applications, Agreements, etc.) for your
agency. This is the most common way to search.

Specific Document Search
You can search for specific documents using search criteria, if desired. (Figure 1)

Field Operator Value
1. Click ™ to select a Field. v v v
Application 1D ¥ contains - oo
. P D v ith v
2. Click ™ to select an Operator. ogran starts wit “ee
Posting Date v s - oe
3. Enter or select a Value. Status ~ is not - Noe
Note: Click “' to display specific values; Maximum Number of Results: 100
click *2 to display a calendar from which a Clear Save Search As Ho
. - Figure1
date may be selected; or click ¥ to P .
display a list of values from which to = * °°
Program ID - iz - m) -]
choose. Start Date - |is = e -]
Posting Date - is - meoe
4. Click . A list of documents s Nuamber of Reculte (103
matching the search criteria displays in the :
Result List section Clear ISave Search As: [ Include View Savell
Save Specific Document Search Figure 2
Search criteria may be saved for repeated Search Name
use. (Figure 2)

1. Perform a search using desired Fields,

Saved Searches ~ [N ~ | Go | Advanced | @
Operators, and Values.

Figure 3
2. Enter a name for the saved search in the
Save Search As field.

3. Click 21538 | The search name displays in the screen header. (Figure 3)
Use Saved Search
Saved searches may be used at any time. (Figure 3)

1. Click ¥ in the search name field in the screen header, then select the desired search.

2. Click G2/ . A list of documents matching the saved search criteria displays.
Delete Saved Search

To delete a saved search, select the saved search, then click [T . (Figure 3)

North Carolina Department of Transportation
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New Application

NEW APPLICATIONS ARE NOW IN A NEW FORM AS OF Figure 1 - Home
DECEMBER 2020
1. Log on to the Grants System. Note: Refer to Page2.

2. Click Create New R&D Application (Figure 1). The
Search: Application Form window displays.

3. Click Search. All R&D Application Forms are displayed.

4. Click the appropriate R&D Application form from displayed
results. This is the Fiscal Year for which the project is being Figure 2 R&D Application
developed. (Figure 2).

Complete Application Form
5. Complete application form as you normally would.

Tips

o Project Sponsor Legal Name and Address Legal Name and
Address are automatically displayed based on your login.

« Vendor/Contact for Agreements is defaulted from the
logged in user’s profile.

« Enter below fields in the application form il s

_ ) e Required fields have a red asterisk *
e Project Title beside them.

e Period of Performance e Highlighted fields can have information
entered into them.

« Property furnishing department Navigation Basics
o Special Terms ®  Use < Back > button in upper right corner to
go back and forward within the system.

e University and Department conducting work o U b s [ el eree e

« Principal Investigator details open most recent items.

. ®  Select Home on left side of screen to return
o Enter Requested R&D Funds Amounts by entering the ex- to Home screen. (Help is available from any

pense values in the expense code table screen).

e  Take note of dual scroll bars on the right and
adjust each as necessary.

Search Criteria Basics

e Hide all search fields by selecting Hide Search
fields

e  Selecting Search on the Search Application
Form page will return appropriate forms.

7Nrorthr Cérolihé Deioartment of Traﬁs}ortation
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New Application Contd.

Once the new web-based application form is launched, the screen will open for entering
the applicant information, Principal Investigator Information and Budget Information

Applicant Information

| New Application Form [ Back
Iz
o WO & R i
& ) North Carolina Department of Transportation
E:‘ . Research and Development Application Form
oy &
o ,,...6?“? NCDOT R&D Program for FY2020
| outoe
Enter the Project Authorization#,
Applicant Information Project Title and Master Agreement# ]
Project Autherizasion™ / Master Agreement & *
Project Title™ Formal Staicmeat of Work™  FORMAL STATEMENT OF WORK INCLUDED AS ATTACHMENT
BPName*  NC STATE UNIVERSITY *BP Address  OFFICE OF CONTRACTS AND GRANTS R
PO Box 7214 g
RALEIGH. NC 27695-7214
Period of Performance From * BEOL2019 To* 12312089

Enter Name, Email, Phone, Address and Department. All are mandatory
fields and fields should be entered based on format such as email and
Phone or else system throw and error message and will not let you submit .

the application
Name™ Ly E-Mail*
Phone™® Address™

Degartment Conducting Work™

Principal Investigator

Enter Name, Email, Phone, Address and Department. All are mandatory fields and fields should
be entered based on format such as email and phone or else the system will throw an error mes-
sage and will not let you submit the application.

Principal Investigator l

Name*  Robert Saleh E-Mail*  malebfo.org ®

Phone™ 31534554893 Address®™ 315 Higdon Ave, Raleigh, NC 27604

Deparment Conducting Work®  NC Department

Form Validation Errors /

Applicant Page validation errors
Please enter proper value for - E-Mail
Please enter proper value for - Phone Number (10-Digits). Valid format (555) 555-5555, 555 555 5555 ...etc

Error Messages when phone
number and Email are not

Check Save Next ==
entered comrectly

7Nrorthr Cérolirié Department of Trar;sportation
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New Application Contd.

The next step is to enter budget information:

« The budget entry is fairly straightforward. Please selection ONLY those line-items that will be
used for a given project.

« Please note that the system defaults to an F&A percentage of 26%, the standard for NCDOT
research projects. However, that can be adjusted based on higher negotiated rates or for
Federal passthrough funds.

!: New Application Form Dl Back =

Budget Dietails

Would you like 1o change Facilities & Admin Costs Percentages (%) No

IRDO] Salaries & Wages (Pl & STAFF)

|RD02 Salugies & Wages (GRAD & UNDERGRAD) |w|| =~ Selasies2

IRDW Equipment || Eduipment

4 | =

Validations are in place for all fields and will generate system errors if anything is entered
incorrectly.

Some of the validations provided are as follows:
1. Per federal rules, equipment amount should be greater than or equal to $5000.
2. Descriptions are mandatory for each line item and the system will prompt with an er-
ror message if not entered.
3. The system will generate a popup message if an expense which is entered is select-
ed again.

VNrorthr Cérolihé Department of Trar;sportation
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New Application Contd.

Attachments

Once the application has been submitted, the user can attach project documents. A signed Pro-
Ject Authorization Document is required to be attached for all NCDOT research projects.

|‘ New Application Form
N
Application submitted is
displayed as follows
* Attachments, can
be attached here
Your Application has been Submitted successfully. - Application ID - 1000009116
Click browse to select file Browse... || Attach
@ Choose File to Upload X
T > ThisPC > Documents > NCDOT Projects > Problems > 2000009029 vo p
Organize v New folder -~ ™ @
2000012719 A :
Local Agreemen 3 2000009029 - Work Request Acceptance
B This PC [ 6100013232, Fiscal Notes Auth Update fi.. 1
§ 30 Objects ci PM 2000009029 Functional Spec-Fiscal N... 1
g st @33 Production_Ready_Checklist_6100013232,... 1 PM M W
o #02) Test Script 2000009029 Functional Spec-F...  10/22/2019 5:06PM  Microsoft £
D on DESKTOP-£
I Desktop

North Carolina Department of Transportation
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Edit Application

1. Log on to Grants System. Note: Refer to Log On Docu-
ment.

Figure 1—Home: Change Application

2. Click Edit Existing R&D Application (Figure 1). The
Search: Applications window displays.

3. Select Search (Figure 2). All Applications submitted by
your agency display. Note: If your agency has many appli-
cations, you can enter selection criteria to limit the results
list. A maximum of ten applications per page will be dis-
played, with paging options provided below the list of ad-

" . Figure 2—Search: Applications
ditional pages that are available. & PP

$earch: Grantor Applicafions

4. Select the Application ID from the results displayed that

you would like to open. Note: You can change applica- 222" “B . °c
tions that have a status of In Process by SR or Returned.
5. The Edit Application window displays. Make any neces-  iwwo pran

0 Noresult founc

sary changes.
Check, Save and Submit Buttons (Figure 3)

6. Check—Click Check to ensure you have completed all |Adding Attachments

required fields. Follow below process to attach doc-

7. Save—<Click Save if you cannot complete the application [umentation to a previously submit-
in one sitting or if you would like to save the application |ted application.
for review within your agency before submitting. 1. Click Edit Existing R&D Appli-

8. Submit—Click Submit to submit application to R&D. cation from Home page.
Once an application has been submitted, it cannot be > Click Search.

changed.
3. Select the Application ID. The
Application Form displays

4. Select Attachment. Note: At-
tachment is located beneath Ap-
UNIVERSITY OR RECIPIENT AGENCY AUTHORIZING SIGNATURE . . .
Isﬂsgﬁer;?r?;gd;)(ﬁ;patﬁt;:ni'lssizl:(zuirrl]((iellg)er;sl g; :;z Ig:z&llggz;g-ng and attached the Grant Agreement. The information pl ICatIon Deta |IS .
Name: Date:

[ = Emd |

9. Attach documents following on screen instructions.

5. Select Browse.

6. Navigate to document you would
like to upload and double click.

10.Click Home to start the workflow process. 7. Select Attach. Repeat steps 4-7

_ _ to add additional documents.
Figure 3—Check, Save and Submit Buttons

North Carolina Department of Transportation
Revised: 20201209 11



Display Existing Application

1. Log on to the R&D Grants System. Note: Refer to Log
On Document.

2. Click View R&D Applications (Figure 1). The Search:
Applications window displays.

3. Select Search (Figure 2). All Applications submitted by
your agency display. Note: If your agency has many ap-
plications, you can enter selection criteria to limit the re-
sults list. A maximum of ten applications per page will
be displayed, with paging options provided below the list
of additional pages that are available.

Figure 1—Home: Display Application

Figure 2— Search screen

Search: Grantor Applications

4. Select the Application ID from the results displayed

Agicalion D vis M oo

that you would like to open. e - o
[Searcn]
Status Meaning
Submitted Application has been submitted and is under review by R&D

department

Returned to SR

Application has been returned to the Sub recipient for addi-
tional action. An email with instructions would also have been
sent to the contact person.

L1 Approved

Application has been approved by L1 Project manager and is
sent to L2 for next level of approval

L2 Returned to L1

Application is returned by L2 project manager to L1 Project
manager for additional action. Instructions will be updated in
Notes type by L2 Project manager.

L2 R&D Approved

Application has been approved and funded. A letter is sent out
to the contact person. This is the final level of Approval for Ap-
plication.

Rejected

Application was not approved and funded. Application is Re-
jected

North Carolina Department of Transportation
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New Reimbursement Request (Claim)

1. Log on to the Grants System. Note: Refer to Page2. Figure1 - Home

2. Click New R&D Reimbursement Req. (Figure 1). The
Search: Grantor Claim window displays.

3. Click Search. All R&D Reimbursement Req. for the agree-
ments are displayed.

4. Click appropriate R&D Reimbursement form from displayed
results (Figure 2).

Complete R&D Reimbursement Form Figure 2 R&D Reimbursement Claim

5. Complete R&D Reimbursement form as you normally
would.

Tips
e Project Sponsor Legal Name and Address are automatical-
ly displayed based on your agreement.

o Enter below fields in the Reimbursement form

¢ Invoice Number

o Date Prepared

. . Reimbursement Claim Basics
e Invoice Period From and To Dates
e Required fields have a red asterisk * be-

o Final Invoice Indicator side them.
« . T o Highlighted fields can have information
« Enter “Total Expenses This Period” in the expenses table. L e

« At present, Internet Explorer 11 must be used to access the |Navigation Basics
claim form. Eventually, this will be replaced with a form sim- |® Use < Back > button in upper right corner

. , , to go back and forward within the system.
ilar to the application form.
e Use Recent ltems on left side of screen

to open most recent items.

e Select Home on left side of screen to
return to Home screen. (Help is available
from any screen).

e Take note of dual scroll bars on the right
and adjust each as necessary.

Search Criteria Basics

o Hide all search fields by selecting Hide
Search fields

e Remove unnecessary Search Criteria
fields by selecting the minus symbol (-)
beside them.

e Selecting Search on the Search Reim-
bursement Claim Form page will return
appropriate forms.

North Carolina Department of Transportation
Revised: 20201209 13




New Reimbursement Request Contd.

Check, Save and Submit Buttons Figure 3 Attachment screen

o Check—Click Check to ensure you have completed all
required fields.

mmmmmmmmmmmmmm

o Save—~Click Save if you cannot complete the Claim in ;
one sitting or if you would like to save the Claim for re- ===
view within your agency before submitting.
e Submit—Click Submit to submit Reimbursement Claim
to R&D. Once a Claim has been submitted, it cannot be
changed.
« Attach documents following on screen instructions (Figure 3). Figure 4 Select Document
(] C“Ck On browse bUtton and |Ocate the flle yOU WISh tO Up- Chckheretonp\oaaanachmenlslobocnmem‘Otnerwwsec\ick'Home'hnkonllleleﬂmenn‘

load and double click on the name ( Figure 4).

Perform the following steps to attach files:

. 1) Click on Browse button, locate the file you wish to upload, and double click on the file name.
o CIle on the 2) Click on Select button.

3) Repeat process for additional files as needed

Y - 1 N |
|C-\USE'5‘ ivukla\Desktop'Praject Auth Document. pdf Browse... | I Selact I 4)When all files have been identified, click Attach Selected Files bution

SeIeCt Button . 5)Ifyou want to remove any of the files, select the line and click the Remave button below.

Browse. Seledt

e Repeat the

above two steps to select additional files.

. ) . Figure 5 Attach Selected Files
o Click “Attach Selected files* button to upload the files

(Fig u re 5) Perform the following steps to aftach files:
1) Click on Browse button, locate the file you wish to upload, and double click on the file name.
2) Click on Select button
1 3) Repeat process for additional files as needed
o Click Home to start the workflow process. ) sl s 8an At cHck ain Sl s oton

5) If you want to remave any of the files, select the line and click the Remave button below.

Adding Attachments

List of Files to be uploaded

Document_to _upload.doc

If you do not add attachments after selecting submit, you can ... rem e ssmens
follow the below process to attach documentation to a previ-
ously submitted Claim.

Attach Selected Files | | [ Remove
1. Click Review Reimbursement Req. from Home page.
2. Click Search.

3. Select the Claim ID from the displayed list.

4 Click Attachment. If you have any questions about
[~ Atachmen®nghl; Anachment [ URL | Adenced 5. Click Browse. filling out the Claim, please call
R&D Office.

6. Navigate to the document you would like to upload and
double click.

7. Select Attach.

8. Repeat steps 4-7 to add additional documents.

North Carolina Department of Transportation
Revised: 20201209 14




Edit Reimbursement Request (Claim)

1. Log on to Grants System. Note: Refer to Log On Docu-
ment.

Figure 1—Home: Change Claim

2. Click Edit R&D Reimbursement Req. (Figure 1). The
Search: Grantor Claim window displays.

3. Select Search (Figure 2). All Claims submitted by your
agency display. Note: If your agency has many Claims,
you can enter selection criteria to limit the results list. A
maximum of ten Claims per page will be displayed, with
paging options provided below the list of additional pages
that are available.

Figure 2—Search: Claims

4. Select the Claim ID from the results displayed that you — ssewe
would like to open. Note: You can change Claims that =
have a status of In Process by SR or Returned.

5. The Edit Claim window displays. Make any necessary
changes.

Check, Save and Submit Buttons (Figure 3)

6. Check—Click Check to ensure you have completed all | Adding Attachments

required fields. Follow below process to attach doc-

7. Save—<Click Save if you cannot complete the Claim in umentation to a previously submit-
one sitting or if you would like to save the Claim for re- ted Reimbursement Claim.

view within your agency before submitting. | Click Edit R&D Reimbursement

8. Submit—Click Submit to submit Reimbursement Claim Req. from Home page.
to R&D. Once Claim has been submitted, it cannot be .
2. Click Search.
changed.

3. Select the Claim ID. The Claim
Form displays

4. Select Attachment. Note: At-
UNIVERSITY OR RECIPIENT AGENCY AUTHORIZING SIGNATURE taChment IS |oCated beneath
| hi d and t te d dit f th t fund d attached the Grant A it. Th ifi it . .

supplied i this application 1 true fo.the best of my knowledge o o areement. The imformaton Claim Details.

Name: Date:

[ = Emd |

9. Attach documents following on screen instructions.

5. Select Browse.

6. Navigate to document you would
like to upload and double click.

10.Click Home to start the workflow process. 7. Select Attach. Repeat steps 4-7

Figure 3—Check, Save and Submit Buttons o add additional documents.

North Carolina Department of Transportation
Revised: 20201209 15



Display Reimbursement Request (Claim)

1. Log on to the R&D Grants System. Note: Refer to Log  Figure 1—Home: Display Claim
On Document.

2. Click Review R&D Reimbursement Req. (Figure 1). The
Search: Grantor Claims window displays. :

3. Select Search (Figure 2). All Claims submitted by your
agency display. Note: If your agency has many Claims,
you can enter selection criteria to limit the results list. A
maximum of ten Claims per page will be displayed, with
paging options provided below the list of additional pages
that are available.

Figure 2— Search screen

5. Select the Claim ID from the results displayed that you
would like to open.

mmmmmmmmmmmmm

Status Meaning

Submitted Claim has been submitted and is under review by R&D de-
partment

Returned to SR Reimbursement Claim has been returned to the Sub recipient

for additional action. An email with instructions would also
have been sent to the contact person.

L1 Approved Reimbursement Claim has been approved by L1 Project man-
ager and is sent to L2 for next level of approval
L2 Returned to L1 Reimbursement Claim is returned by L2 project manager to

L1 Project manager for additional action. Instructions will be
updated in Notes type by L2 Project manager.
L2 Approved by R&D Reimbursement Claim has been approved by L2 Project Mgr.

Rejected Reimbursement Claim is Rejected

L3 Returned to L2 Reimbursement Claim is returned by Contract Manager to L2
Project manager for additional action. Instructions will be up-
dated in Notes type by Contract manager.

L3 Contract Manage- Reimbursement Claim has been approved by Contract man-
ment Approved ager and claimed by the SR.

7Nrorthr Cérolihé Deioartment of Traﬁs}ortation
Revised: 20201209
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Create New R&D Change Request

Log on to the Grants System. Note: Refer to Page2.

Click Submit R&D Change Request (Figure 1). The
Search: Change Request form window displays.

Click Search. All R&D Change Request Forms for the
agreements are displayed.

Click appropriate R&D Change Request form from dis-
played results (Figure 2).

Complete R&D Change Request Form

5. Complete R&D Change Request form as you normally

would.

Tips

Sub Recipient is automatically displayed based on your
agreement.

Enter below fields in the Change Request form
o Budget Revision or Program Revision
e Reason for Change

Enter “Change Amount (+/-) in the expenses table.

7Nrorthr Cérolihé Deioartment of Traﬁs}ortation

Figure 1 - Home

Figure 2 R&D Change Request

R&D Change Request Basics

Navigation Basics

Search Criteria Basics

Required fields have a red asterisk * be-
side them.

Highlighted fields can have information
entered into them.

Use < Back > button in upper right corner
to go back and forward within the system.

Use Recent Iltems on left side of screen
to open most recent items.

Select Home on left side of screen to
return to Home screen. (Help is available
from any screen).

Take note of dual scroll bars on the right
and adjust each as necessary.

Hide all search fields by selecting Hide
Search fields

Remove unnecessary Search Criteria
fields by selecting the minus symbol (-)
beside them.

Selecting Search on the Search Claim
Form page will return Change Request
forms.

Revised: 20201209
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Create New R&D Change Request Contd.

Check, Save and Submit Buttons

e Check—Click Check to ensure you have completed all
required fields.

Figure 3 Attachment screen

o Save—Click Save if you cannot complete the Claim in
one sitting or if you would like to save the Change Re-
quest for review within your agency before submitting.

e Submit—Click Submit to submit Change Request to
R&D. Once a Change Request has been submitted, it
cannot be changed.

« Attach documents following on screen instructions (Figure 3).

o Click on browse button and locate the file you wish to up-
load and double click on the name ( Figure 4).

e Click on the
select Button.

| UsersigchivukiaiDeskiap Project Auth Dacument paf Browse | | Select ||

e Repeat the
above two steps to select additional files.

o Click “Attach Selected files* button to upload the files
(Figure 5).

o Click Home to start the workflow process.
Adding Attachments

If you do not add attachments after selecting submit, you can
follow the below process to attach documentation to a previ-
ously submitted Change Request.

1. Click View R&D Change Requests from Home page.
2. Click Search.
3. Select the Change Request ID from the displayed list.

4. Click Attachment.
l - Anachmenﬂ*( Anachment [ URL

8% 5 Glick Browse.

6. Navigate to the document you would like to upload and
double click.

7. Select Attach.

8. Repeat steps 4-7 to add additional documents.

7Nrorthr Cérolihé Deioartment of Traﬁs}ortation

Figure 4 Select Document

Click here to upload attachments to Document. Otherwise click "Home' link on the left menu.

Perform the following steps to attach files:

1) Click on Browse button, locate the file you wish to upload, and double click on the file name.
2) Click on Select button.

3) Repeat process for additional files as needed

4)When all files have been identified, click Attach Selected Files button.
5)Ifyou want to remove any of the files, selectthe line and click the Remove bution below.

Browse. Seledt

Figure 5 Attach Selected Files

Perform the following steps to attach files:

1) Click on Browse button, locate the file you wish to upload, and double click on the file name.
2) Click on Select button

3) Repeat process for additional files as needed

4) When all files have been identified, click Attach Selectad Files button

5) If you want to remove any of the files, select the line and click the Remove button below.

Browse.. | ; Select |
List of Files to be uploaded
Document_to _upload doc

All Drawdowns by Program year and Status xIsx

Attach Selected Files | | [ Remove

If you have any questions about

filling out the Change Request,
please call R&D Office.

Revised: 20201209




Edit R&D Change Request

1. Log on to Grants System. Note: Refer to Log On Docu-
ment.

Figure 1—Home: Modify Change Request

2. Click Edit R&D Change Requests (Figure 1). The
Search: Grantor Change Request window displays.

3. Select Search (Figure 2). All Change Requests submitted J
by your agency display. Note: If your agency has many :
Change Requests, you can enter selection criteria to limit
the results list. A maximum of ten Change Requests per
page will be displayed, with paging options provided be-
low the list of additional pages that are available.

Figure 2—Search: Change Requests

4. Select the Change Request ID from the results dis- seemmmme

fy change Requests that have a status of In Process by .
SR or Returned. z

5. The Edit Change Requests window displays. Make any
necessary changes.

Check, Save and Submit Buttons (Figure 3) Adding Attachments

6. Check—Click Check to ensure you have completed all | Follow below process to attach doc-
required fields. umentation to a previously submit-

7. Save—Click Save if you cannot complete the Change |ted Change Request.
Request in one sitting or if you would like to save the | Click Edit R&D Change Re-
Change Request for review within your agency before quest from Home page.

submitting.
ubmitting 2. Click Search.

8. Submit—Click Submit to submit Change Request to
R&D. Once Change Request has been submitted, it can-
not be changed.

3. Select the Change Request ID.
The Change Request Form dis-

plays
4. Select Attachment. Note: At-
| ' .
Is#a?reRrE(a;éPaIEy .arc%g;;rtlgrﬁlsz Ia:g folgg{lg\g ?)F the grant funding. Those terms and conditions are incorporated into taCh m e nt IS Iocated be n eath

this contract change, as executed by the pin number entered below.

Change Request Details.

Name: Date: 08/16/2018

[ Submit [ Save [ Check |

5. Select Browse.

6. Navigate to document you would

9. Attach documents following on screen instructions. like to upload and double click.

7. Select Attach. Repeat steps 4-

10.Click Home to start the workflow process. .
7 to add additional documents.

Figure 3—Check, Save and Submit Buttons

North Carolina Department of Transportation
Revised: 20201209 19



Display R&D Change Request

1. Log on to the R&D Grants System. Note: Refer to Log  Figure 1—Home: Display Change Request
On Document.

2. Click View R&D Change Requests (Figure 1). The
Search: Grantor Change Request window displays.

3. Select Search (Figure 2). All Change Requests submitted -
by your agency display. Note: If your agency has many
Change Requests, you can enter selection criteria to limit
the results list. A maximum of ten Change Requests per
page will be displayed, with paging options provided be-
low the list of additional pages that are available.

Figure 2— Search screen

4. Select the Change Request ID from the results displayed

mmmmmmmmmmmmm

that you would like to open.

Status Meaning

Submitted Change Request has been submitted and is under review by
R&D department

Returned to SR R&D Change Request has been returned to the Sub recipient

for additional action. An email with instructions would also
have been sent to the contact person.

L1 Approval R&D Change Request has been approved by L1 Project man-
ager and is sent to L2 for next level of approval
L2 Returned to L1 R&D Change Request is returned by L2 project manager to

L1 Project manager for additional action. Instructions will be

updated in Notes type by L2 Project manager.
L2 Approved by R&D R&D Change Request has been approved by L2 Project Mgr.

Rejected R&D Change Request is Rejected

L3 Returned to L2 R&D Change Request is returned by Contract Manager to L2
Project manager for additional action. Instructions will be up-
dated in Notes type by Contract manager.

L3 Contract Manage- R&D Change Request has been approved by Contract man-
ment Approved ager and additional funding is added to the agreement.

North Carolina Department of Transportation
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