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Task Assignment and Verification of Subaward Tasks

Student Worker / GCO will review all incoming subaward tasks in the subawards@asu.edu box, once the

email is categorized under a GCO’s name. The email will request for the student to create an ERA
Agreements task, and assign the task based on email categorization.
Student Worker / GCO will perform the following steps:

1. An email request for ERA task creation will be sent to the subawards@asu.edu inbox and
categorized under a GCO’s name, indicating that the task is ready for ERA task creation and
verification. The same GCO should be assigned all of the tasks under the same prime award.

Thu 5_-"31._-"2-0].8 4:00 PM .
noreply@asu.edu

Request Subaward modification for 16-977

To subawards @asu.edu

eIf there are problems with how this message is displayed, click here to view it in a web browser.

m Knowledge Enterprise - A
Development —

\Award ID: AWDO00029678

\IAward Status: Active

lAward Sponsor: MNASA: Goddard Space Flight Center

Funding Proposal ID:

Title/Brief Description: Cosmic Dawn with WFIRST
|Subrecipient Name: Texas ARM University (TAMU)
\iAward Subaward ID: 16-977

James Rhoads / 480/727-7132 / D150 Earth and Space

IniEEnalEIBane. Exploration, School of (SESE)

[Current RA Listed: Teresa Robinette / 480/965-4935

IAMT GCO: Michael Padden / 480/965-6237

AMT GCO named above recently requested a Subaward modification for the above referenced Award
Subaward.

AMT Notes/Comments:

5/31/18 MP: Mod revises end date of the award to 3 years from effective date (5/2/19. all other T&RC
remain unchanged. PI approval is on hand. Ready for activation.

2. Click on the Award ID and Subaward ID linked in the email to view information on the prime

award and subaward. Check existing tasks in ERA Agreements to ensure that a duplicate is not

created. Create a Task Request in ERA Agreements.

Create Task Request


mailto:subawards@asu.edu
mailto:subawards@asu.edu
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3. Input the ERA Awards information into the ERA Agreements task request fields (it's best to have

both systems open on separate screens in order to perform this function)
a. Select the “Agreement Type” first (additional fields will show once the agreement type is
selected).

i. For Agreement Types Subaward Agreement for New or Pending, Subaward
At Risk, or Subaward Other enter the Funding Proposal Reference Number (only
when Proposal Number starts with FP######4#), Award Number, Pl, RA,
Agreement Type, AMT GCO, Subrecipient, Sponsor/Outside Party, and Prime
Sponsor.

ii. For Agreement Types Subaward Modification Bilateral and Subaward
Modification Unilateral enter the Funding Proposal Reference Number (only
when Proposal Number starts with FP########), Award Number, Pl, RA,
Agreement Type, AMT GCO, Subrecipient, Sponsor/Outside Party, Prime
Sponsor, ASU Subaward Contract Number, and the Modification Number.

1. When determining if a subaward modification should be unilateral or
bilateral, check the original agreement, which can be found in ERA.

a. If this is not in the agreement, that means the subrecipient did not
agree to unilateral amendments, and bilateral agreements will be
used. The previous modifications will also indicate whether
unilateral (SMU) or bilateral (SMB) will be used.

7 The FTE may issue non-substantive changes to the Perad of Perfarmance and budget Unilalerally E
Unilalaral moediiication shall ba considarad valid 14 days allar recaipl unkass olherwise mdicaled by Subracipienl when
sent o Subracipient’s Administialive J Lontact, as shown in Attachmant 30,
Please indicate if request is needed by a specific time frame:

® o

Attach any Sponsor provided emails/documents:
+ Add

Name Version
There are no items to display

Notes/Comments:

ontinue Finish
Click . This will take you to the Task Confirmation page, once there Click -.
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5. Locate the task created in ERA Agreements Unassigned and click “Assign Owner” to assign
yourself and to initiate the verification process.

Agreements
e e Unassigned Suspended Canceled A1

Fiter by @ | TaskiD v || sub% BN +rooiter xClearai En

T RA ST yogifieq

ask ID FRID Brief Description Sponsor Prime Sponsor Agreement Type Pl(Last) Lead Financial Unit (13 By o

(Last)

SUB000005TE st 100,000 Strong In~ VA: Carl T. Hayden Veteran's Subaward Agreementfor o Efa";r';“r““sm“me Gates 12512018 Assign

000o The Americas Administration Medical Center New or Pending B e 307PM Ouner

6. Once the task is assigned to you, it will appear in your ERA Inbox in a “Verification State.”

m Verification fegotiating Internal External Signature Process Executed/Awarded All Suspended Canceled
Filter bye Name ¥ | | Enter text to search for n + Add Filter
Sponsor/
- ASU Subaward . Outside
- Days in Modification Prime - Last
Name Task ID FPID Contract Sponsor Subrecipient  Party Award No. Pl(Last)  RA (Last) g
Agreements Number Number Sponsor Reference Modified
No.
XS-Shredder: A Cross-Layer Framework for 091 DOD-NAVY: Office of danckes 1812019
0.00 SUBD000D0S31 FPO0D1092 Naval Research (ONR) Doupe Sadauskas 1113 AM

Remaoving Code Bloat in Web Applications

Edit Task Request
7. Click on the associated task to open it up and then click on
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8. Review the Agreement Task Request page to ensure it includes all relevant information then
select the “Subaward Project Information” page from the Jump To: Field. Input the information
found in ERA Awards onto this page. At a minimum, Subaward Attributes “Child Agency/Org
Account(s),” “ASU Subaward Contract Number,” “Current Obligated Amount,” and “Subaward
Period of Performance” should be completed. The Child Agency/Org Account(s) corresponds to

the ACC# provided in ERA.

Subaward Attributes:

2. Payment basis

Child Agency/Org Account(s)

. ASU Subaward Contract Number:

I. Current Obligated Amount:

. Anticipated Amount: (£

I. Cost Share?

O Yes O Ne Clear

JJ. Subaward Period of Performance

Start Date:

End Date:

1. Anticipated

Anticipated

additional years for Project Period

-

End Date

. Carry forward allowed?

O Yes O No Clear

Subaward Modification Attributes:

Primary Place of Performance:

Foreign:

O Yes @ No cex
Address Line 1
Address Line 2
Address Line 3
City:

State:

Zip Code + 4:

Congressional District:

Project has Capital Equipment >$5K included in budget:

QO Yes (O No Clear

FFATA:

Q ves (O No Clear

0 Vendor Number:
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9. Click

and input the following fields in the Negotiation Information page:

2.0 Brief Task Status — copy and paste the AMT comments in the email.
9.0 & 11.0 Attach all relevant documents located in ERA Proposal Module or task email.
i. From the Task Summary Page, open the ERA Proposal Module if there is an FP

Number.

1. Right click on the FP Number on the Task Summary Page and select
“Open in New Tab.”

Task Summary

FP0O0010921 Awarded

ii. On the Project Information tab click. Attachments

iii. Review the attachments and, if applicable and available, save the Budget,
Budget Justification, Statement of Work, Cost Price Analysis, Institutional Signed
Commitment Form, IRB Approval, and IACUC Approval to the Negotiation
Information Page of the subaward task you have created

11.0(a) Attach Visual Compliance *See instructions below*

Compliance Documentation:

Visual Compliance:

[Mone] | & Upload

10. For new subawards, check if the Workday Supplier ID is listed in the Master Store. Note the result

in the task.

Edit External Organization Details
Master ID: 55266
ASU ID: |5266

Is Active:

Is Publicly Traded:

Date Created: Tuesday, March 19, 2013 10:51:57 PM Date Modified: Tuesday, September 04, 2018 4:26:37 PM

Interface Details:

Workday Supplier ID:

Grantor Code:
Name and Category Information:

Name:

424 Name/Legal Name:

50001692

Texas A&M University (TAMU)

Texas A & M University

The 424 Name is only used on Federal Sponsors that
accept grants.gov proposals and it MUST BE the EXACT
same spelling as the agency name on Grants.gov.
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11. Go into Visual Compliance and click on “Restricted Party Screening”

EOITTON e » ECUSTOMS)

ITARUSNL lrmewrsory nes Kegulatizng Schedule 2 Husources Horme

-~ - y
N o liaice » A
M' : CrUECTy

»

\ :
l WEILCOME "KRISTY GRAHAM"
4%F /| S [ARIZ 5YS - ARIZOMA STATE UNIVERSITY (BILLING
) > v ’,7' ; ) COMPANY)]
s Comiplioggs )

RESEARCII EDITIO|

» CONTROLLED GODDS (CCL/ECCN)
* U.S. MUNITIONS LIST (ITAR/USML)
» CLASSIFICATION INVENTORY

® ADMINISTRATIVE SCREENING

» FEDERAL REGULATIONS, RULES, and NOTICES
» RECENT FEDERAL DOCUMENTS

» EXPORT INDUSTRY NEWS HEADLINES

* GLODAL TRADL RCSOURCLS

Yol i_' ;j ® IECH DATA AND HARDWARE EXPORTS
| OMms
¢ y - v
e . - -
g .‘ i‘-: QI A I cl 18
Baur Pracricec Resolunion Misager Deerred & Hard-Corried Toch Datx & Hardwars Eaport Docunencs
7 t 1 o
Copyryght £ 1581-2013 wCuatorra [re, LOC OFF @ * 9 Q l @ ' o m
TERMS UF USE LONFALT US Leat Upcate: NOV 7 013 Calize Decaic Bezeses  Change  Laer LT Cext  Tranitg Lodetes
Help Tree Malz  Pazwwzed Prefile Nansges Praczices Faac

12. Insert the name of the Subrecipient in the “Company” field. If the Subrecipient is not a University
or if they are a foreign entity, you must also insert the name of their Pl in the “Name” field. If the
Subrecipient is a foreign entity, a Visual Compliance screening must be conducted for their bank
as well. If a foreign entity, combine the bank and entity Visual Compliance screenings into a
single PDF document and attach the single document to 11.0 (a).

INDIVIDUAL AND COMPANY SCREENING

MName:

Company:

Address:

L I Ll

oy Select muntr,,.-ﬁapphcable R R R

:-:n;-nment- ' E:]
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13. Click on the radio button “Fuzzy Level” and choose 1 then click on “Screen”.

N |
Exact Phonetic ® Fuzzy Level :_1 _________ '
Stemming Thesaurus ¥/ Field Specific

#| Remove business words Weighted

ECCHN for country controls check:

Select ECCH ... ¥

‘SCREEN

Ld Export #| Sanctions ¥ Gsa

¥ Palice ¥ pEp/OIG #| International

GSA data is updated in full every business day direct from SAMFEPLS.

Fuzzy searches including GSA are autoema

Business endings is not selectable when already set as your profile default.
Fuzzy or phonetic search with thesaurus often produces erratic results.

tically fimited fo lewvel 2.

]
{i‘? Reset Defaults

14. If there are findings that appear in the search, please contact research.integrity@asu.edu and
attach the Visual Compliance report for further instructions. If there are no findings, right click on
the image and scroll down to “print” choose “Adobe PDF” and click on “print”.

SAWISU Fo e — ——
= 41 ESEARCH EDITION

[ T CCL/ECEN || ITAR/USML Inventery RPS Regulstions Schedule B

NO MATCHING RECORDS FOUND

database failed to return any records.

Search criteria: Name: n/a

Company: Clark University
Address: n/a
City: n/a
State: n/a
Country: n'a
Search type: For Fuzzy [1] matches.

Field Specific on, Business words removal
[Export, Sanctions, G5A, Police, PEP and Intel

Search same
Your search of the Visual Compliance Restricted Party Screening keywords again

rnational data groups.*]

G5A data is updated in full every business day direct from SAM/EPLS.

Date of search: Thursday, November 7, 2013
Time of search: 06:05 PM EST

E-MAIL THESE RESULTS

EGUStoms)

Home

2

New
Search


mailto:research.integrity@asu.edu
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15. Save the pdf to your desktop and name it according to the appropriate naming convention (e.g.
ACC#-01--VC) and then attach it in ERA Agreements to:

Compliance Documentation:

Visual Compliance:

[Non

e] | & Upload

**Please put a note in Negotiation Comments box if any search returns a result & inform a

Grants & Contracts Officer**

16. If the subaward is being issued from ASU, when performing verification, go into the ERA Master

Store to ensure subrecipient data is

available.

a. Go to ERA Agreements, click on “My ERA,” then “Maintenance.” Select “External

Organizations.”

Knowledge Enterprise
Development

BsU

=A

Grants

Maintenance

Agreements

m External Organizations
————

Filter by & [Name

|

|

ASU
D

Edit MIDO001389 7840

Edit ID

Company

DUNS Name Category

VA: Carl T.
Hayden
Veteran's

Sponsor

Sponsor Sponsor
Grouping Type

Other
Federal

City

Federal

Search for the subrecipient by filtering by name. Place “%” before keywords search bar to

ensure that more results pop up. After finding the correct subrecipient name, click “edit.”

Filter by & [Name

M |Col0rado State University

|| Go || Clear |Advaf

ASU

Edit ID D DUNS MName
Edit 51572 1572 785979618 Colorado
State
Universit
1 items

Company

Sponsor

Category Grouping Sponsor Type City State/Prov
Sponsor Other Domestic Non- Fort Co
ABOR Collins
¥ University

4 pageofl *
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c. Scroll to the bottom of the window that pops up, to “Subrecipient Financial Audit and Risk
Assessment Data.” Check to ensure that the current fiscal year audit is completed. If the
fiscal year audit is outdated or missing, make a note in “Brief Task Status” on the ERA
task negotiation information page.

i. Inthis example, the fiscal year audit has been completed for the current fiscal year

(FY17).
Subrecipient Financial Audit and Risk Assessment Data:
| Add
Fiscal Year Status Risk Assessment Date Certification Received Last Modified
View | 2017 Complete - Findings Low 3/30/2018 8/15/2018 Delete
[ view | 2016 Complete - No Findings  Low 6/30/2017 9/15/2017 | pa

[l
| =
m

ii. Inthis example, the fiscal year audit has been completed for 2016. This one would
need to have an audit requested for the current fiscal year (FY17).

Subrecipient Financial Audit and Risk Assessment Data:

Add
Fiscal Year Status Risk Assessment  Date Certification Received Last Modified
2016 Complete - Findings  Low 3/21/2017 9/5/2017 Delete

d. To ensure that the SAM registration data is current, look for “Subrecipient Data” on the
same window and click “update.”

Contact Info:

Add
- Last
Type Name Phone Email Update
Subaward Administrative  Vincent "Bo" 970-491-  bo.bogdanski@colostate.edu 2/27/2017
Contact Bogdanski 5574
Subrecipient Data: Public/State Controlled Institution of Higher Educaticni Update L Lelete
Date Created: 11/30/2016

Date Modified: 2/14/2018
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e. Scroll down on the Subrecipient Data window that appears and look for “SAM.” Look for
the SAM Expiration Date.

3. SAM: www.sam.gov

Registered in SAM: ®vyes ONo Clear

SAM Expiration Date: [11/16/2018 | &

Save current and previous year SAM documents for Audit purposes:

MName Description
WAS0139-C2-CSU SAM REG TO 12-7-17.pdf

f. If the SAM Expiration Date has Eassed, go to the SAM website to find the updated
information. Go to , located near the top of the page, and look for the
subrecipient through the DUNS Number Search. The DUNS can be found in the ERA
Master Store.

QUILK SEARUH:
Filter by @ |Name V||Colorado State University || Go || Clear |Adval Eartre vorer speaiSe scarch b
. ASU Company Sponsor . LEsample of ssend men Gcludss the wativy s e, sie]

Ediu it D DUNS Mame Category Grouping Sponsor Type City State/Prov

Edit 51572 15/2 785979618 Colorado Sponsor  Other Domestic Non- Fort ~ CO MRS Memmer Swarchs | 2o 68 e !
State ABOR Collins o e
University University CAGE Code Search: Eninr CAGE a0 LINLY

1 items | page of1 ¥

Enml rioad Mk |

g. Click on “View Details.”

Save PO Fapmtt Spsits I Print
BT Ficalii=il Nisin e Di=zszmrading B

TILTER RESTILTS Yuur ssarid meluroed e flowing resulie..,
By Becard Statns o
_ LA FLATE URIVERSITE ot
AT 5 TRl 3 -
HTE ELrE S i Delaks
O tascies Iax acthe ezt M TRORAL:
Expiatiom Catei s} wleiad e Dbt i CRET Ne
By Becord Tepe Prrpoms of Regbriswiaa: ALl Asards

~ | Enlry Depalrabee
| Eadasesa

Apply Filtars


https://www.sam.gov/portal/SAM/#1%231%231
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h. Download the information page as a PDF and upload it under SAM documents on
Subrecipient Data in ERA.

L]y SR R

Y K om S ary

Burw: COLORADD SEATL URIVLIIS Y
Dalig Bestiods As: Spead Fgrane
Trreinenn Ty 105 Tebs St

Las | Updated Be: Du

Laperali Dale: @ee aak

Exchiskn Summan

Arthoe. Fxrhaeian Rererdel e

17. Once this information has been captured, select “OK” on the Subrecipient Data window. This will
close the Subrecipient Data window. Click “OK” on the “Edit External Organization” window. This
will close the External Organization window and bring you back to ERA Masterstore.

EET ST

Filey by o Han w | =
P A R e - o Coire 18 b Nesprus
cak m = WS SaTe panezr Typa I StalsFrosine Countrs 0 Mo fisd Cute fir'my
=f MILDEEY e war LAl | HEvde e ain's sl st EERL

Merlca Carier
=£it AL s =L B s, DL e 1 eliide e L usa ET]
Safumd halisd KA1
=rk HINIw 18G5 32530 " ICATE-CRTIE Skl == nhin U L& A N
=k HINZWIZMT N HOT IISF Titter Fetemad Fraboral Tt ar LRz ar wmrrnandyy, AR 15 SN
SrmnizztaTs FOLEAAS 3] M

18. Select “Agreements” near the top of the window and go to “All” to search for the task that you just
created.

Craabe Task Regusst

5 o
R [ rerebo | wertbeaton | negedaing | ireersal [ eamad | sonre ireess | et | a0 | yessendd
L TFe TR Villsr by & 3 I N
. Ry Lea Pt
B mak: 10 P I firiet Dipmariptian paTear Sebracizent Staie _na_.;:-_w e T e
S -
COMIDOIDOL MPOI000IE0 HIE Kamoyulsms CRC o Fize s vl Cowodbed)fraditsal Wiight  Meicdolh Walmilel Cwd ard
-G Wasteraradagy tinkwrely Srierer FFrra ronims?
Frove e "k Traimesnt SnarrHzr Fry e

Mzt
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19. Click on the task and you will be brought to the Task Summary page.

20.

21.

22.

23.

reni Achonm U r 1 ey

GEDEREH A+ FO

Go to the “Negotiation Information” section and update the “Brief Task Status” with the date, your
initials, indicating that you created the task and completed verification, as well as the assigned
GCO Agreement Reviewer

(ex: 6/4/18 ES: Created task, completed verification, uploaded G210 and VC. Assigned to KM).

. Reassign Owner

Click on &t and select the correct GCO (as indicated through email

categorization) as the “GCO Agreement Reviewer.”

Once verification is complete, go to the original task email in the subawards inbox and forward
the email to the assigned GCO.

Categorize the task email as "Recently Completed" in the subawards inbox.



