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The purpose of this document is to provide an overview of how to set up the Grants and Projects
application to run the necessary inquiries.

Some of the images and examples provided in this document are for informational purposes and
may not completely represent your LEA’s process.

This guide assumes you are familiar with the basic features of the ASCENDER Business system and
have reviewed the ASCENDER Business Overview guide.

Prerequisites
Prerequisites

O Update Security Administration to access the Grants and Projects application. You can create a new
role or add to an existing role. For the process covered in this document, you will need access to the
GL Inquiry and Grant/Project Profile pages.

Role Name: | Grant Setup

MANAGE PERMISSIONS:

=) Grants And Projects Delete Role

8 Inguiry

Cancel

Maintenance
1) m Reports

=) TabLes
Grant/Project Profile

-[y] Manage Users {read-only [_])

i " SSA Alternate Approvers (read-only [:]}
S5A Approval Path (read-only E]|

| b m SSA Grants (read-only [_])

= SSA Members (read-only Dj

2] Utilities

e District Administration > Maintenance > User Profiles > Grants and Projects is used to assign
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specific grant codes to individual users. After a grant code is assigned to a user, the user has
permission to view the details associated with the grant code in the Grants and Projects
application. This permission should be added to the role that assigns permissions in District
Administration.

Grants and Projects > Tables > Grant/Project Profile is used to define grant codes that can be
tracked in the Grants and Projects application. This permission should be added to roles that will
establish grants and projects.

Grants and Projects > Inquiry > GL Inquiry is used to perform the inquiries for specific
grant/project codes. This permission should be added to roles that will inquire and run reports
for grant reporting and administration.

. Set up grants.
Set up grants
Grants and Projects > Tables > Grant/Project Profile
This page is used to define grant codes that can be tracked in the Grants and Projects

application. Each grant code is assigned fund/fiscal years and file ID information allowing
information to be combined across file IDs for a complete inquiry or report.

Grant/Project Code: [TITLE122 |} Description: [TITLE 1A 2021-2022 l [ Add |

Seatus: NOGAProjectNbe croaNb: [ ] Begin Date: [07-01-2021 End Date: [09-30-2022

Delete  GLFilelD  Fund Func Obyj Sobj Org FY Pgm Ed Span  Proj Descrigtion
- E30 Y e )¢ (] (: | )
ETEND I =30 LI €3 E e L = L P N 30 L €30 L - | J
i E]' A
Field Description

Grant/Project Code Type a grant/project code, or click i to select a code from the Grant and
Project Codes lookup.

Description The grant/project code description is displayed.

O Click Retrieve. The grant record is displayed.

O Click Add to clear the fields on the page and add a new record.

Grant/Project Code|Type a grant/project code. This code is user-defined and can be a
maximum of ten alphanumeric characters. This field is required.

Description Type a description for the code. It is recommended to add a date or year
in order to easily identify the grant (e.qg., Title 1A 2022). This field is
required.

[ Update the following fields:
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Status Click ¥ to select the code status (A - Active or I - Inactive).

NOGA/Project Nbr(Type the Notice of Grant Award (NOGA) or project number. This field is
optional.

CFDA Nbr Type the Catalog of Federal Domestic Assistance (CFDA) number that was
assigned to the grant when awarded by the Federal government. This field
is optional.

Begin Date Type the beginning date of the grant or select a date from the calendar.
This field is optional.

End Date Type the ending date of the grant or select a date from the calendar. This
field is optional.

Note: Grants often overlap fiscal years and file IDs so you can add as many lines as needed
to ensure complete data is retrieved in the application. Be sure to consider file IDs, and
fund/fiscal year details.

In the grid:

O Click +Add to add rows as needed.

GL File ID Select the one-character file ID.

Note: Duplicate account entries are allowed for different file IDs.

Account Code|Type all or some of the desired account code, or click { in each field of the
lookup to select the appropriate account code components from the Account
Codes lookup. The selected account code component is populated in the
corresponding Account Code field.

Description |The account description is displayed.

O Click Save.

2. Set up user profiles.
Set up user profiles
District Administration > Maintenance > User Profiles > Grants and Projects
This tab is used to assign specific grant codes to individual users. After a grant code is

assigned to a user, the user has access to view the details associated with the grant code in
the Grants and Projects application.

O Click ™ to select an employee and click Retrieve User.
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= ]

[FERGHT VADERE Po0615 v]|  Reeveser || Lootupiser [ tdduser || seteetiser [ RemoveProcess |
ACCOUNTS  PERMISSIONS  PURCHASING PERMISSIONS 5 REQUESTORS  PURCHASING RESTRICT CAMPUSTHERT  PURCHASING CREDIT CARDS  GRANTS AND PROIECTS  AUDIT LOG
Grant . N
Delete Code Description  Active

Ho Rows

O Click +Add to add a grant code to user. The Grants and Projects Directory is displayed.

Grants and Projects Directory E]
5ean:h:[ ]
[] Grant Code Description Active
E] TITLE 1 22 TITLE 14 2021-2022 E
[ 0K J [ Cancel ]

o Select one or more grant codes to assign to the selected user. Only active grant codes
that exist on the Tables > Grant/Project Profile page in the Grants and Projects application
are displayed.

o Type data in the Search field to narrow the list of grant codes displayed in the list.

o Click OK to continue and return to the Grants and Projects tab.

o Click Cancel to return to the Grants and Projects tab without making a selection.

[ [EEE ']l ]I Lock - Jl_ JI Dl e “ i i J

ACCOUNTS PERMISSIONS PURCHASING PERMESSIONS. PURCHASING ADDRESSES. PURCHASMNG REQUESTORS PURCHASIMG RESTRICT CAMPUSTEPT PURCHASING OREDHT CARDS. GRANTS AMD PROIECTS ALIDIT LDG

Grant.
Curiete Cott Cuscripeion Active

TITLE 1A20 TITLE 1 PART A 2021-2022 EI

Field Description

Grant Code The user-defined grant code is displayed.
Description|The user-defined grant code description is displayed.
Active Indicates the grant code status.

[ Click Save.

3. Run GL inquiry.
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Run GL inquiry

Grants and Projects > Inquiry > GL Inquiry

This page is used to perform inquiries for specific grant/project codes for the entire grant
period regardless of the file ID.

GL INQUIRY

Retrieval Options
Exclusions

(] Exclude Objects 61XX
D Exclude Accounts with Mo Transactions

Description
O Reason
(® Vendaor Name

Grant/Project Code{ TITLE 122 |} [TITLE 1A 2021-2022 ]
Fund Fune  Obj Sobj  Org ———i———
Account Code:(o0x )i (xx )§ [ooo )i [ )i (o] [x )]s P )i [ remiewe ] | Reset
%
Detail Account Code Description Rlzd Rev Encum Expenditure Balance
O 211-00-1110.00-000-200000 CASH AND TEMPORARY INVESTMENT 000 000 000 -539358
O 211-00-1110,00-001-200000 CASH AND TEMPORARY INVESTMENT 000 000 0.00 0.00
O 211-00-2110.00-000-200000 TRADES PAYABLE 87-88 000 000 0.00 0.00
D 211-00-2161.00-000-200000 ACCRUED WAGES PAYBELE 000 000 000 -1318.44
0O 211-00-2171.00-000-200000 DUE TO GENERAL FUND 199 000 000 0.00 0.00
O 211-00-2171.00-001-200000 DUE FROM 000 000 0.00 0.00
O 211-00-2171.99-000-200000 DUE FROM 000 000 0.00 0.00
0 211-00-2211.11-000-200000 ACCRUED FEDERAL DEPOSIT 000 000 0.00 -102.19
0O 211-00-2211.12-000-200000 ACCRUED FEDERAL CARE 000 000 0.00 -16.48
O 211-00-2211.14-000-200000 FICA / MEDICARE ACCRUED 000 000 0.00 -16.06
D 211-00-2211.16-000-200000 ACCRUED EXPENSES 000 000 0.00 -405.01
0 211-00-2211.19-000-200000 EMPLR TRS CARE ACCRUED 000 000 0.00 992
O 211-00-4310.00-000-200000 RESERVE FOR ENCUMBRANCES 000 000 0.00 0.00
O 211.00-4310.01-000-200000 RESERVE FOR ENCUMBRANCES 000 000 0.00 0.00
0 211-00-5929.00-000-200000 TITLE 1, PART A -80B309 000 000 3172191
O 211-11-6119.00-001-224000 SALARIES 000 000 0.00 0.00
D 211-11-6129.00-001-224000 SALARIES--SUPPORT PERSONMEL 000 000 973987 -16501.13

O Under Retrieval Options, select any of the following fields to include/exclude in the inquiry:

U Under

Exclusions:

Field

Description

Exclude Objects 61XX

Select to exclude all object codes that begin with 61.

Exclude Accounts with No
Transactions

Select to exclude all accounts that do not have associated
transactions. Only accounts that have zero balances with
account transactions are displayed.

O Under

Description:

Reason

Select to display the reason for each account transaction.

Vendor

Name

Select to display the vendor name for each account transaction.
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Grant/Project Code Type a grant/project code, or click i to select a code from the Grant and
Project Codes lookup.

Account Code Type an account code for each of the account code components or click

f to select a code.

Masked account code components (Xs) will retrieve any digit in that
account code position.

For example, the account mask XXX-XX-63XX-XX-XXX-XXXXXX would pull
all grant expenditure amounts for supplies.

Encumbrances for student activity fund accounts are displayed in class
2XXX object codes.

O Click Retrieve to process the inquiry based on the values selected. The account inquiry
results are displayed.

0 Click © to view a list of transaction details for a specific account. A pop-up window opens
with a list of balances and transactions for the selected account.
Grant totals:

The following screenshots provide an example of general ledger inquiries from finance file IDs 1
and C, then a GL inquiry from Grants and Projects to show the combined totals:

File ID 1:
Finance > Inquiry > General Ledger Inquiry > General Ledger Account Summary

211/1
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GENERAL LEDGER INQUIRY  GENERAL LEDGER ACCOUNT SUMMARY  EMPLOYEE DISTRIBUTION LIST INQUIRY  OVER EXPENDED ACCOUNT SUMMARY
Processed [y] Current Period: 08 /] Next Period: 08 [ Batance Accounts Only [ Include Fund Totals [_] Exclude Objects 61XX
Fund  Func OBy Sobf (7 AT EPhog e
S 3 g . ; : - > : Ret Reset
e cose (1 )¢ (08 (oom)f (00 )¢ (o)t ()¢ ()t )t o)t Lt J[ e
Ea)
B A bl
Date Fun Inquiry Information for All Accounts
Cniy Diat: 1SD Page: Tof 1
Processed & Cument (08) 9 Mex (08) & 211 XX 0000 MX O X XM X XX File 1D: 1
Est Revenue/ Flzd Revenue/
Account Number Description Appropriation  Encumbrance  Expenditure Balance
ZI1 DO 1110 00 100 0 00 CASHAND TEMPORARY INVESTMENT 5,555 72
211 D0 17170 00 D01 1 00 © 00 CASHAMD TEMPORARY INVESTMENT 0.00
211 00 1242 00 000 1 00 0 00 DUEFROM FEDERAL AGENCIES 2,083.09
211 00 2110 00 000 1 00 0 00 TRADES PAYABLE 87-88 0.00
211 00 2161 00 000 1 00 0 00 ACCRUED WAGES PAYBLE 223752
211 00 2171 00 ODO 1 00 O 00 DUE TOGENERAL FUND 199 0.00
21 00 2171 00 001 1 00 0 00 DUETO 0.0g
File ID C:

Finance > Inquiry > General Ledger Inquiry > General Ledger Account Summary

211/1
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GEMERAL LEDGER INQUIRY GEMERAL LEDGER ACCOUNT SUMMARY EMPLOYEE DISTRIBUTION LIST INQUIRY OVER EXPENDED ACCOUNT SUMMARY
Pracessed Current Period: 11 Mext Perind: 12 () Balance Accounts Only [ | Include Fund Totals [_] Exclude Objects 61XX
Fund Func Oby Sobj [ - B e EE LT s B
- o & B 3 4 5 & 4 Retriew Reset
Ao code (11 J¢ (50 )¢ (ooec )t (00 )¢ (oo )t ()¢ (e)s (¢ o)r L tevem  J[ e
el
5 P
Date Fun: Inquiry Inf ormation for All Accounta
Crity Dist: 15D Page: 1of 1
Processed B Current (1108 Next (12) & 211 XX 000K XK 000 X X0 X XX File ID: C
Est Revenuas Rizd Revenue.
Account Number Descriplion Pppropriation  Encumbrance Expenditure Balance
211 00 110 00 000 2 00 O 00 CASHAND TEMPORARY INVESTMENT 5333 58
20 00 MO0 00 001 2 00 O 00 CASHAND TEMPORARY INVESTMENT 0.00
211 00 2110 00 000 2 00 O 00 TRADES PAYABLE 87-88 0.00
211 00 2167 00 000 2 00 O D0 ACCRUED WAGES PAYBLE 131844
2010 00 2171 00 000 2 00 O 00 DUE TOGENERAL FUND 159 0.00
211 00 21 00 O00n 2 00 O 00 DUEFROM 0.00
211 00 2171 5% 000 2 00 O 00 DUEFROM 0.00

Grants and Projects > Inquiry > GL Inquiry
GL drill-down feature:

O From the transaction details pop-up window, click a transaction number to display another
pop-up window with a list of the related transactions. The transaction type determines the
displayed view.

Types Views

General Journal (GJ)/Accounts Receivable
Finance
Purchasing

Warehouse Inventory - The PO number is not included.
Warehouse Restock - The PO number is included.

Encumbrances (EN) [Finance
Purchasing
Warehouse Restock - The PO number is included.

O You can click various transaction numbers and the pop-up window is refreshed with the newly
selected transaction data. This functionality prevents you from having to close the pop-up
window each time you click a different transaction number.

Example of an encumbrance (EN):
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f Mugpnatcr ReqMbr 022383 Date Re
Apgerereed Feq Per D6 Priceity. Regulss  Reason
ents Goal CIP 1.1 Title One Money Bth grade US History STAAR focused owmostum &- 16-20000

et Meerrs

Mewn Appeovel Status Mom States Catalog Hbe Mo Hbr Descnption Lt

001 Approved M cumiculem BN
€ |1 :! k

Acxount Codes

foern Agcourd Code  Desonpion Halance Amt Pt Amound

o Bows

Prschasing Regusition Appeoval Path

Sequence Approval User Title Altermate User Primt Mame

est Do G- 2020 s
cmricum PO Mo

Shaturs

811875

Totals

CHO3G
CONSULTING, LLTC

hame Uit Prace Quaetity Sub Totsl Dic % Dese At Freaght Big Frewght % Fresght Amt Testal
Lk 23 CHOH DK 1 200000 000% ) ¥ t Q

00 2,000,00

Example of a general journal (G)):

A Accoant Code

Account Descrniption

300 00000 -DO0000 I D ANCE LOCALY

Dt +) Credit(-) UseriD

250,567 .00

Fund Total: 837542400 832542400
Grared Total: 11780430000 -11 280, 430.00

Example of a check (CK):

A Awcoud Code Type Check Dabe  Heason

211-11-6309.00-041-030000 Computer 07-02-2020 cusmeeuuer 2,000 0
Chech Tokal 200000 Z 000 00

Met Expeerad Aumi. Liusclated Ami Irnvosce Date brvosoe Bl

Contra Accemart Code

Do Diate POAYW, Typse POWA Humber  Trans Date Period  Ukser 10

Dmument

O Click Cancel to close the pop-up windows and return to the GL Inquiry tab.

Review the report.

4. Audit entry notes for funds continued during EQY fiscal year close.

Audit entry notes for funds continued during EOY fiscal year close

If an audit entry needs to be entered for a continuing fund, the account(s) may need to be
activated on the Finance > Maintenance > Create Chart of Accounts page in the prior year file

ID.
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M Mantenance > Create Chart of Accounts ~ Finance 53

File B0 0 Morount Period: 08

Aetriessl Options

Fuseed

oot Code [_21_ jﬂl ri'_xu_li I-'f_*]i Bﬂlr_{l ixj 1 B H ij i Mictive | Inactive: ]  Desciption ‘_

;
Pos  EdSpan Dot Actiefinacine
@): [@)i [©]): [EasHamTeouworars wvesTvENT] [Amve E‘
ali [0: i [PuErmoMsTATE = -

nasctiv ]

Delete  Fun Sy Dm 53 Pros
(EEENH [e): [o20):
[ m): =l [0 i i
[ M) [mx): [0 00 ] i [PREPAID WORKMENS COMP
[@E])s @) )i (@ i  [TRADGES PAYABLE 6788
[ )i [Ea): B [Fra ACCOUNTS PaTABLE

NE
.

1 [ACCT PAYABLE

[

®: @) G

_
B

(a
cleloieiojoleisloiololc

ETH [0 ;67 }[oo0 Jie 0] !
(EEN wl: [E): [@ R E H
(EEENH [ma): [e20]): i [TRUST AND AGENCY FUND
N E CAECERE i i [PUETOSTATE
o | EEEM ] f): (=i [ Wi [0); i  [ACCRUED FEDERAL DEPOSIT
@) [@): () [@ @) [@)¢ [0): [CCRUD FEDERAL CARE
@ [E]; @) [@a): (@ (@): (@i [00]); (ACAmEDICARE ACcRaD
[ [18): [0 ]y [o] [a)s [@]: [00)7 [ONEMPLOYMENT ACCRUED

Finance > Maintenance > Postings > Journal Actual or Journal Budget

When entering an Audit Entry in Journal Actual or Journal Budget in Finance, if the entry is in
two file IDs, the Grants and Projects will show both entries. To prevent this, select the Ignore
for Grants and Projects check box in the current file ID but not in the previous file ID. This
will prevent it from listing the same amount twice by not showing in both file ids in Grants and
Projects but will still show both in the GL in Finance.

JOURNAL BUDGET JOURMNAL INQUIRY PURCHASE ORDER CASH RECEIPT CREDIT MEMO CHECK PROCESSING - PA.  CHECK PROCESSING - PO JOURMAL ACTUAL

1 Number: [ ] IV Number Description: ) [ mewee ][ et

W Type: IV Number: 5 Number Deseription:
acTuaL [ ][

Delete Detail Feverse Account Code Description Reason Debit Amount Credit Amount Trans Diate User 1D
Mo Rows
Account Code Description Curr Exp/Riled Rev Current Balance Diebit Amount Credit Amount Adj Exp/Rizd Rev Adjuested Balance
Mo Rows
Notes:

o The Ignore for Grants and Projects only displays on the Journal Actual and Journal
Budget tabs.
o The accounts and account masks defined on the Grants and Projects record on the
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Grant/Project Profile are used to determine which accounts are selected for the initial
display. Once the accounts are displayed, the detailed view may include accounts
that are not included in the grant definition list of eligible accounts. For example, if
the grant definition includes fund 211 and you drill down to a check record that
includes funds 199, 202, and 211, you will see all of the transactions included in the
check (all of the funds of 199, 202, and 211). Finance user profile settings are
currently used for detail pop-ups.

o Details Pop-up TIP: The totals only display the amounts for the accounts to which
you have access. It is possible that the amounts may appear out-of-balance because
you do not have access to a specific account(s). For example, if you have access to
one account on a PO, you can view all of the purchase order details except the
accounts to which you do not have access and the items that are fully paid out of an
account to which you do not have access.

o The GJ for opening entries that were created to carry forward continuing funds in file
ID C during the EQY process will not show in Grants and Projects. For continuity
throughout the fiscal years, file ID C needs to have an opening entry that is equal to
the ending balance; however, when viewed across all file IDs, the opening entry from
one year to the next will not display so as to not double the total when you create
this from Grants and Projects in a CSV/Excel report.
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