Award Cash Management $ervice

The Award Cash Management $ervice (ACMS$) is a new approach to award
payments and post-award financial processes which will transition financial
processing of award payments from the current “pooling” method to submission
of award level payment amounts each time funds are requested. Customers will
access ACM$ through Research.gov starting in 2013.

Access the Award Cash Management $ervice

Financial users can access the ACM$ by logging in to www.Research.gov. To login to
Research.gov, complete the following steps:

On the Research.gov earch
homepage, select NSF EESESISEITNEE
User from the Login [
drop down menu.
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Click Login.
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NSF User Login

Rules of Behavior

Thiz Government Computer System iz provided as a public service by the National Science Foundatien. |t iz intended for uze by the public for
viewing, submizzion and retrieval of authorized information enly. All uzage of information retrieved from this Computer System =hould follow the

Enter your LaSt Name’ NSF guidelines in Computer Fraud and Abuse Act of 1988, Unauthorized attempts to upload information, change or access information on this

service are strictly prohibited and may be punishable under the Computer Fraud and Abuse Act of 1985. Usage may be monitored.

I D’ and Password . By logging in, you are accepting the rules above.
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The Organization Summary Page shows transactions requiring attention; the links for
submitting new transactions or searching for transactions or awards; and transaction status
lists for draft transactions, transactions awaiting certification, and transactions received by
NSF.
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Submit New Transaction

To submit & new payment transaction, begin by entering a payment date and clicking on the Continue button. The Payment Date is the date
when the payment transaction will be submitted for processing. Payment transactions with a Payment Date for the current day that are
submitted before 11:58 pm Eastern Time wil be processed the next business day. For more details about this process, view online help

Payment Date Requested: 11/23/2012

=
FEEDBACK

Tell Us What You Think Quick Search | Advanced Transaction Search | Advanced Award Search

Transaction ID: -OR- Disbursement Number:

Transaction Status: | -

Create a Payment Transaction

Awardee preparers can navigate to the Submit New Transaction box. Enter a
payment date and click Continue. Current date is default or can be changed to
future date for warehousing.

Submit Hew Transaction

To submit & new payment transaction, begin by entering a payment date and clicking on the Cortinue button. The Payment Date iz the date
whien the payment transaction will be submitted for processing. Payment transactions with a Payment Date far the current day that are
zubmitted befare 11:53 pm Eastern Time will be processed the next business day. For more detailz about thiz process, view online help.

Payment Date Requeste: I11” 52012 j ‘

Note: The Submit New Transaction box will only appear when you are logged in as a Preparer.
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Step 1. Payments

Enter a payment amount in the Payment Amount Requested field for one or more
Federal Award IDs. You can also click on the Upload/Download button to use the MS
Excel or XML (XLS, XLSX) processes. Amounts can be +/- dollars & cents.

Step 1. Payments

Payment requests can be entered manually (ine by line for each award) or uploaded as MS Excel or XML files. We recommend the upload
process for requests containing more than 25 awards. To begin the upload process, click "Upload Downloacd".

To enter payment requests manually, enter the Payment Amount Regquested for an avward listed belowy . You may optionally enter the Recipient
Account Mumber for the svward. MSF will retain the Recipient Accourt Number and prepopulate it for future requests,

If wou are reguesting that the avvard be financially closed earlier than its scheduled close date, check the "Final Flag" indicator.

Additionally, if vou wwould like to edit the list of the awards displayed on the screen, click "Edit Aweard List". This may be helpful if you have a
high number of swwards, but only need to reguest funds for a fevy of those awards.

For more details shout the payment request process, viewy online hels,

Edit Aweards List Uplosd Dowenload

Show |25 w | per page Fiter: 7 Mewe swvards  * Thresholds spplied  ** Payment outstanding  Clear Fitter

Federal Recipient PLPD From To Total Previous Het Final Flag
AwardID Account Hame Federal Cumulativ Available] Amount
Humber Funds e Cash Funds
Authorize Disburse
d ments

u Click Save.
| s
]

* The Payment Tranzaction has been zaved.

Or click Adjustments tab to financially closed awards.




Make an Adjustment Request to a Closed Award

p

To make an adjustment request to a closed award, click on the Adjustments Tab.
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. Step 1. P nt
Note: Users can also access a list of closed ep 1. Fayments [ J
awards by clicking on the “View Recently Closed — _
Awards” link on the Organization Summary Page | .. SeolAdustments = 00
or by Completlng an Advance AWard Search and Too erder aduriment requests, erier the Federal Awnrd O for each financialy ciosed award inchided in he request and chok =Vasdate
: . Awards”, Once the award i valdaled, ACME wil deplay the financial nfoemation for the sward
setting the Award Status filter to “Closed”.
Enter the Anjusiment Reguesied amourt fior each srvard. This smcunt wil be pasive (o ncrease swend sapenses and intiale & payment or
W!h!‘bdﬂ:l’!!:! awand expenses
To rémcres oy eravards from the adusiment request selecl chackbores neod 1o swands you would e b remove from the request and cick
= Famove Selscied™ For more debsls sl the sdusieend request process view & iy
L Enter the Federal Award ID for ookt oty ghiimsdiohibicrrasiotdoprinior: M
@ each closed award you want to g -
adjust and click Validate Awards.
You may enter up to 5 awards
for validation. !
Wabidato Awarnds Femove Selected
Filter: * 10e | P cafsl e
Note: You must enter a justification in
order to complete an adjustment. e s i e i T Sy
ah UApsviard
LETRITTE T Pt
B[
Note: The Federal Award must be m
financially closed to be adjusted and I': r_l
the expenses must have been incurred r—
during the life of the award. (TmTr] e e |
Totals: .08 f0.00 foon 0.0

Once a Federal Award ID is validated, the amount available for upward adjustment
and downward adjustment will display, as well as eligible, ineligible and downward.
Enter the adjustment amount into the Adjustment Requested field. A positive amount
represents an upward adjustment. A negative amount represents a downward

adjustment.
( )
Federal Award Financial Closed Previous Balance Balance Adjustment Adjustment
1] Date Cumulative Available for Available for Eligibility Status | Requested
Cash Upward Downward
Dizsbursement Adjustment Adjustment
\ =/

-

L’ Click Save.




Review and Forward Payment Transactions

To review and forward a payment transaction for certification:

Click on the Review Tab.

I

l Step 3. Review

Z

Total ¥ of Awards: 591 Date Prepared:
Transaction Status:  Draft Prepared by:

Email Address:

If desired, provide a comment on
the transaction.

M

Payment Amount Requested Total (Open Awards) = $0.00
Adjustment Requested Total {Cloged Awards) = (§2,000.00)

Payment Transaction Total = (§2,000.00)

Note: Comments will remain internal to

your organization and are not visible to
the National Science Foundation.

| ]
=

. If desired, provide remarks on
the transaction. \

i

weardees should use this section to explain fully any adustinerts resulting from an audit, investigation, or internal review or to provide
iNformation to NSF that may clarify tems or issues that are relsted to submission of the payment transaction.

Note: The National Science Foundation
will be able to view remarks added by
the Preparer.

u Click Forward for -l
Certification to complete. [ Formarator Certmeaton ||




Certify a Payment Transaction

To certify a payment transaction, complete the following steps after logging into
Research.gov as a Certifier and selecting the ACM$ link:

ﬁ , From the Organization Summary Screen scroll down to the Awaiting
v.. Awardee Certification box.
=»:= Select the Transaction ID number of the transaction you would like to certify.
Lo
Wiewy Al Aweaiting Cedification
Transaction 10 Date Certified / Certified / Total # of Payment Payment Date Transaction
Prepared Prepared by Awards Transaction Total Reguested Status
85

Iz

Review the transaction and, if
desired, provide comments
and/or remarks. \

Review

Tatal # of Aweards)

Transaction Status:

Diate Prepared:

waiting Certification Prepared by

Ermnail Address:
Telephone Mumber:
Date Certifiec:
Cerified By:

Email Address:

Telephone Mumber:

Payment Amount Requested Total (Open Awards) = $4.00

Adjustment Requested Total (Closed Awards) = $0.00

Payment Transaction Total = §4.00




Once you are satisfied with your review and ready to submit, check the certify box
and then click Certify & Submit Transaction.

LEMmcation

[[' |, Jon Doe -:ertlw]

(&)  Thatlothe bast of my knowiledge and belief, this request is true in &l respects and thal all disbursements have been made or will be
made within 3 days of thig request for the purposes and condiions (includng cost-channg requirements a2 stated in the MSF grart
policy manual) of the awards

(B)  That final closeout dishurzements have been reported on all grante fhet expired prior to the beginnings of this reporting quarter
except for avwards | have identified

(C)  Under penalties of perury & wilful falze cerification i a criminal offense 18 1S.C, 1001,

Note: Clicking “Reject Transaction” will send the Transaction back to Draft Status.




Edit a Draft Payment Transaction

To edit a draft payment transaction, complete the following steps after logging into
Research.gov as a Preparer and selecting the ACM$ link:
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On the ACM$ Organization Summary Page, scroll down to Draft Transactions.

84

Transaction 1D

Date Last Saved Saved by

Yiewe Al Drafts

Select the Transaction ID o T anas

number that you want to e
edit. T~

&1

Step 1. Payments

Paymert requests can be entered manually (ine by line for each award) or uploaded as MS Excel or XML files. We recommend the wplozd
process for requests containing more than 25 awards. To begin the upload process, click "UploadDovwnload”.

To enter payment requests manuslly, erter the Payment Amount Reguested for an aweard listed belowe, ou may optionally enter the Recipiert
Account Mumber far the award. NSF will retain the Recipient Account Mumber and prepopulate it for future reguests

If vou are requesting that the award be financially closed earlier than its scheduled close date, check the "Final Flag" indicataor .

Additionally, if you weould like to edit the list of the swards displayed onthe screen, olick "Edit Laweard List". This may be helpful if yvou have a
high number of awards, but only need to request funds far a fesw of those awards

For more details about the payment request process, view ooline help.

Edlit Aswvardds List Upload/Croswnlosc

Showy |25 | per page Filter: q’.’? Mew swards  * Thresholds applied  ** Payment outstanding  Clear Fitter

Federal Recipient PLPD From To Total Previous Het Payment Expected Final Flag
AwardID Account Hame Federal <Cumulativ Available Amount Close
Humber Funds e Cash Funds Requeste Date
Authorize Disburse d
d ments

You will then go to the Step 1 of the payment transaction process which will display
the draft transaction.




% Search for Payment Transactions and Awards

To search for payment transactions and awards, complete the following steps after logging
into Research.gov and selecting the ACMS$ link:

Iz

Enter a Transaction ID or Federal Award ID and click Search to perform a Quick
Search.

Quick Search | Advanced Transaction Search | Advanced Award Search

[Transaction IC: I ] - OF - Dishursement Mumber: I

Tranzaction Status: I’ﬂ'" j

[Federal Awvard ID: I ]

- You can also search for an ACMS$ originated payment transaction or award level

payment information by cIickWn the Advanced Search links:

/N

Quick Search | Advanced Trangaction Search | Advanced Award Search

Transaction D I -OR - Dishursement Mumber: I

Transaction Status: IA” j

Federal Award ID I




