
Carnegie Mellon University 
Sponsored Projects Accounting 
(PA18) Modifications/Amendments – Procedures 
Updated: January 25, 2019 
 
 
Frequency:    As needed 
Responsible Staff:   Sponsored Project Accountant 
Approval Required:   Manager / Assistant Manager, Post Award Accounting 
 
Summary: 
When an award modification is received by the university, SPA receives the documentation from OSP.  The SPA 
accountant updates the award in Oracle and communicates the information to the appropriate people. 
 
Procedure: 

1.  Open the award document in the ECM queue.   
 

 
 
 

2.  When the modification/amendment provides supplemental funds with a different burden rate than the existing 
award, a new award must be set up in Oracle (follow instructions in procedure PA01 Setting Up New Award).  
EXAMPLE:  REU supplement for a National Science Foundation award. 

 
3. When the modification/amendment provides additional funding with the same burden rate as the existing award: 

 Navigate to the Award Management window in Oracle by selecting Awards 
 Enter the award number and click Find 
 Update the award end date and close date 
 Update the funding amount on the installment line 
 Update the installment end date and close date 

 
4. Fund the Project and Task.  If there are multiple projects/tasks… 

 An email is sent to department to confirm which project and task(s) the department wants the funding 
allocated to.    

 A copy of this email is merged to the Modification Agreement. 
 The Modification Agreement should be put on hold for up to 5 business days until the department 

confirms the funding distribution 
 If the department does not respond within seven days, add funding to one task and route mod for approval  
 An email is then sent to the department letting them know which project/task the funding was added to 

and that it can be reallocated at a later time, if they request. 
 

5. With the cursor in the active installment line, click on the Project Funding button.  The Fund Projects window 
appears.  Enter the project number, task number and funded amount (first contact the department to verify 
whether the additional funding should be added to the existing project/task or to a new project/task). 

 
6. Update Award Budgets (follow instructions in procedure PA03 Entering a Budget). 

 
7. From the USA Grants Central Admin Navigator screen, select ReportsRun.  This is also called Requests: 

Submit if in your Top Ten List.   



 
 

Select Single Request.  Click OK. 
 

 
 

Select the CMU Award Setup Information report name.   
Click tab and enter the award number.   
Click OK. 

 



 
 

From Navigator, click ViewRequests. 
 

 
 

Click Find. 
 



 
 

Find and select the completed report and click View Output. 
 

 
 

This “prints” the report to a PDF in the Internet Explorer window.   
 



 
 
Click Print and choose the ImageNow Printer.  Click the Print button. 

 

 
 

The ImageNow Print window appears.  Ensure the SPA ImageNow Printer profile is selected and click OK. 



 
 

The Proposed Keys window appears.  Enter your “Rep#” in Field2.  Click Capture. 

 
 

This will send the report to your ECM queue. 
 

8. While the Award Management screen in Oracle is open to the award you want to link, return to ECM and ensure 
that your modification document is open and in workflow.  With the SPA – Award Linking in Oracle application 
plan selected, click on the yellow key button.  This will populate all Document Keys with the information from 
the Award Management screen in Oracle.   



 
 

9. Select the SPA Modification Agreement as the Document Type.  Click the Route Forward button.  This will send 
the document to the File Away drawer. 

 
 

10. Open the Oracle report you had printed into your ECM queue. 

 
 

11. Ensure that the Award Management screen in Oracle is open to the award you want to link and that the report is 
open and in workflow.  With the SPA – Award Linking in Oracle application plan selected, click on the yellow 
key button.  This will populate all Document Keys with the information from the Award Management screen in 
Oracle.   

 



 
 

12. Select the SPA Award Setup Info – Oracle Report as the Document Type.  Click the Route Forward button.  This 
will send the document to the File Away drawer. 

 

 
 

13. Open the current FY Report Tracker.  Click Award Search and type in the award number.  Click Ok. 
 

14. Review the reports in the tracker and add any additional reports and/or change due dates per the modification 
agreement.  Instructions for adding reports can be found in PA01 Setting up a New Award. 

 
15. Click “Print Report List” 

 
 

16. Complete the Save Records as PDF window.  Choose Create email with file as attachment.  Click Save. 



 
 

17. A draft email window is created.  Send to spa-doc-capture@andrew.cmu.edu.  Add subject line “rep#.”  
 

18. Once the document shows up in your queue, ensure that the Award Management screen in Oracle is open to the 
award you want to link it to.  Open the document and ensure it is in workflow.  With the SPA – Award Linking in 
Oracle application plan selected, click on the yellow key button.  This will populate all Document Keys with the 
information from the Award Management screen in Oracle. 
 

 
 

19. Select the SPA Report Tracker as the Document Type.  Click the Route Forward button.  This will send the 
document to the File Away drawer. 
 

20. Create a New Document by clicking the button in the top left that looks like a sun.  Select New Document. 
 



21. In New Document Window, choose the following options (and see example below): 
a. Application Plan:  SPA – Award Linking in Oracle 
b. Click the yellow key button – this should populate the document keys within the SPA – Post Award 

drawer 
c. Type:  SPA Modification Summary Sheet 
d. Send to workflow queue:  choose your queue 
e. Click OK 

 
 

22. Complete the following sections of the SPA Modification Summary Sheet according to the information in the 
award documents. 

 General Award Information 
o Enter the Modification number as it appears on the sponsor’s paperwork (For example, P00001, MOD1, 

01, etc…) 
o If the Modification is an At Risk Extension, enter RAE in the Modification number field 
o If the Modification is a No Cost Extension, enter NCE in the Modification number field 

 Award Notes 
 Billing Information 

o Enter “Yes” in Route to CM Rep when any of the following is true: 
 Billing Format is EVENT 
 The sponsor is DoD 
 There is a change in billing information from the original agreement 

 
Note:  All fields with an * (asterisk) are required 
 

23. Click the Route Forward button.  This will send the document to the manager queue for review and approval. 
 



24. Upon approval the reviewer will Route Forward to Convert Process.  This will forward the Modification 
Summary Sheet to the Cash Management Rep (if selected Yes) and then the document will go to File Away. 
 


