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Requesting a new Part-of Account in GMAS

This document covers how Department users can create a part-of account request as an internal request in
GMAS.

To Request a Part-of Account

1. On the Segment or Request homepage, click the Create New Request button.
2. On the resulting Make a Request screen, answer the question “Is this a retroactive request?” and select the
radio button for an Internal Request. Click Next.

Make a request

* |z this a retroactive request? (7 Yes @ Mo

* Request type
- Continuation
Enables the creation of a continuation application or progress report for the next period of funding.

Supplement
Creates a proposal to reguest additional funding for an existing award period.

Competing renewal
Creates a proposal for funding that builds upon the previcus project but will reguire formal peer review at
sponsor level.

Changes to existing segment

Initiates changes that may or may not reguire sponsor approval, such as Pre-award expenditure, Carryforward,
MNo-cost extension, Equipment rebudget , Subagreement addition at no additional cost, Interfaculty addition at no
additional cost, Change Pl, Rebudget restricted categories, Early termination.

i@ Internal requests
Initiates changes that do not reguire sponsor approval, such as reguesting accounts and administrative
changes.

required fields m

3. Onthe resulting Select Internal Request type screen, select New Account(s) and click Next.
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* Select the most appropriate internal request

New account(s)
This request allows the user to establish additicnal account strings to an existing segment.
At-rizsk account(s)

Previoushy known as Advance accounts, At-risk accounts allow Pls to initiate spending before the university
receives and/or accepts an award.

Change Tub/Org
This request is used only when a Pl moves from one Tub to another or within Orgs in their present school.

*reguired field |Cancel| | Back | m

4. On the next screen, enter a justification for the part-of account request and click OK.

Justification for request

5. From the New Account Request home screen, select the Accounts link from the Accounts component.

= 3 total | 2 active | 0 validated | 1 under development | 0 closed

6. From the resulting Accounts list screen, you can choose to create one account or create multiple accounts
at once.
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{ Add accou I Add multiple accounts .

7. To create one account: From the account screen, enter Type and Description, at a minimum (you can enter
more data if desired). If a new account group is needed (i.e. if you are requesting an additional main
account), select “00-New Account Group” from the Account group dropdown. You can enter any additional
information you wish, such as subactivity number.

To create multiple accounts: From the account screen, enter the number of accounts you wish to create
(you can enter more data if desired). If a new account group is needed, select “00-New Account Group”
from the Account group dropdown. You can enter any additional information you wish, such as the first
subactivity number in the series of accounts.

" & [
Account Information &Mgﬁ M!M Accounts created here il automaticaly default as “part-of” accounts. Afler accounts are created in bulk, they may be
edited individualy, if needed. : 2
— | - Adding multiple accounts
“Description | *How many accounts do you want to create in bulk?
Status Under Development R
Year l:l Year l:l
:‘:"d:r[[m my}} L] start date (mm-dd-yyyy) ]
n mm-dd-yyyy

End date (mm.dd-yyyy)
Requested budget allocation (5.00) [ |
*Account group 01 - Account Group 1 ¥ i phaa 01- Account Group 1 ¥

Research country | United States hd
Research country | United States v

- Campus location v
Campus location [ Select campus location ] ¥ s [ Select campus location |
Indirect costs basis [T Select indirect costs basis ] v Indirect costs basis | [ Select indirect costs basis | v
Indirect costs rates Cheative dat e 0 e e Effective date Rate (%)
fective date (mm-dd-yyyy) e (%) [ Edit rates | (mm-dd-yyyy)
~Research location **Research location
Edit locations Edit locations
“HUIDE L1 e
=Sequence ID# :' **Sequence ID#
Affiliate exchange account no. | =
hart of accounts values

rp—— — Authorized tub 275 - SPH*TH Chan School of Public Health

A fzed org 23570 - SPH"Epidemiology IR Lookur
Authorized tub 275 - SPH'TH Chan School of Public Health o prveey

. un
Authorized org 23570 - SPH"Epi | v Activity SEIT
elec
Fund 114063 Enter the subactvity value of the first account being | |
Activity [ Select | created
Subactivity | | (GMAS will automatically create values for the additional accounts which can be changed on the next screen.)
N Authorized root 30554 - SPHRobins, James M 4022534  [[NERELAR.
Authorized root |30554 - SPH*Robins, James M 402253¢| + ‘ J
*Required fields
“required fields “Medical school fields m
“ecioat Sehont s [ ox | -

8. If you are adding multiple accounts, you will be brought to another screen where you can change the
sequence of subactivity numbers, add descriptions for each account, and assign dollar amounts to be
allocated to the accounts.
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Enter a unigue account description below. Budget allocation for each account may also be entered.

HE‘-'||.‘. iy
Account description

Subactivity * Description Requested budget allocation (2.00)
non1

nooz

ooon3

“required fields |Cancel| | Back | m

E Copynght 2004 by the President and Fellows of Harvard College. This is release nfa. Last deployed BM8/M15 8:23 AM.

The screen you are on is : SCR01TEEditAccountDescription

9. If you are only adding one account, or after you complete the steps to add multiple accounts, you will return
to the account list screen where you can either select the account(s) for further editing, or use the
breadcrumbs to return to the request home screen.

10. Your request can now be completed as in the same manner as any other request for review and processing
by your central office.




