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Entering Budgets in GMAS Requests (Non-S2S) 
When building requests in GMAS it is important to ensure particular elements of their corresponding budgets are 
properly recorded into the system. While requirements may vary depending upon circumstance and request type, 
it is necessary to record key details so that the university has an accurate record of what is in the pipeline and to 
ensure that accounts related to these requests are set-up accurately.  Certain details in project budget modules 
also feed into other requests and segment revisions. This document provides guidance on what the important 
budget components are, why they are important and how to capture them in GMAS when entering requests. This 
document assumes that a final budget has already been completed for review by central and submission to the 
sponsor. 

Key components of a GMAS request budget: 

While proposal budgets that get submitted to sponsors contain a lot of detailed information related to a sponsored 
project, there are only a few pieces that must always be captured in GMAS. Those elements are listed below: 

 IDC Rates 

 HUIDC on Subagreements   

 Direct Cost Totals 

 Indirect Cost Totals 

 Subagreement Totals 

IDC Rates 

The IDC rate is the percentage or threshold of which the university is allowed to budget for overhead or other 
costs not directly associated with line items on the project.  These rates need to be captured in GMAS for 
university reporting and to enable financial associates in both department and central offices to process 
sponsored transactions accurately. 

When recording the IDC rate you are asked to provide three pieces of information:  
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1. Rate duration:  If the rate will change between budget periods or fiscal years, selecting the appropriate flag will 
allow you to enter multiple rates. 

2. Percentage:  This will be driven by the sponsor base or project type. 

3. Cost Basis:  Select the appropriate basis from the dropdown.  MTDC stands for modified total direct costs. This 
means that the sponsor will not allow you to include certain line item category costs in your IDC calculation 
base.  This will be true of most federal awards and items such as participant support, subcontracts and equipment 
are typically ineligible for IDC inclusion.  If your budget contains excluded items select the MTDC option that most 
closely matches the project type. Most non-federal sponsors do not require exclusions and TDC (total direct cost) 
should be selected. 

 *If a sponsor does not allow overhead on a particular award, it should be noted in the budget by flagging 
the first rate duration option, entering “0” for the percentage and selecting TDC for the basis. 

HUIDC on Subagreements 

While subagreements are typically excluded from the IDC base most sponsors will allow the university to recover 
a portion of the overhead. On most federal awards Harvard is typically able to collect IDC on the first $25,000 of 
each subagreement  (or from each subagreement organization) at the negotiated rate.   For non-federal awards 
each sponsor has a different policy on this and it can change on an award by award basis.  This information 
should be noted in the request budget for each subagreement for reporting purposes and so that the central 
offices can allocate funds to the appropriate accounts. 

Direct Cost Totals 

Direct costs are those that can be directly associated with the sponsored project.  While GMAS will allow you to 
do so, it is NOT required that you enter a detailed budget (except for subagreements).   For non-system to system 
submissions it is recommended that you only capture direct cost totals for each budget period. 

Indirect Cost Totals 

Indirect costs are those that cannot be directly associated with a sponsored project. They are budgeted at a pre-
negotiated rate that differs per school and sponsor.  These costs should be captured for each budget period and 
should include HUIDC applicable to any subagreements contained within the budget. 

Subagreement Totals 

If subagreements are identified on a proposal budget they should be identified in the request guided steps and 
should populate in the budget template.  Totals for each period of involvement for each sub should be 
recorded.  These values should include both direct and indirect costs that the subcontractor has budgeted. It 
should exclude HUIDC that will be taken by Harvard. 

Request Types:  

There are 17 distinct request modules that are currently available in the system.  Below are the five that contain a 
budget component along with step by step instructions for how they should be entered for each scenario. 



   Job Aid: Entering Budgets in GMAS Requests 
User Roles: Department, Central 

Last Updated: 4/07/2015 
 

 

 
3 

 Initial Request 

 Competing Renewals 

 Revised to Resubmit 

 Continuations 

 Supplement 

Initial Requests 

Initial requests are entered the first time a full submission for the funding of the project goes to the sponsor.  Entry 
of this request type requires that users go through a series of screens known as the request guided steps that ask 
questions about particular aspects of the project. 

Once you - complete all the request guided steps you are taken to a screen that looks like this: 

 

At this point you can either select “Finish & edit budget” if you have a finalized budget or you can select “Finish 
and go to request” to go to your newly created request homepage. The budget information can be revisited and 
entered when the sponsor required or internal budget has been completed. 
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The screen below is what you will see when you select “Finish & edit budget” and is where you will begin to 
input your budget data: 
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1.) When editing the budget, GMAS will default to budget by total direct and indirect only. This is recommended 
because the GMAS budget does not feed anywhere (unless it is system to system) and only direct and indirect 
are needed for university reporting. (Also your budget will still need to be created using whatever format you 
have always used/completing this budget will not replace the need to build the budget in the sponsor or 
Harvard template that you usually use. You are simply recording the basics of the budget for University 
reporting purposes.) 

2.) The first thing you will want to do when completing the GMAS budget is capture the indirect cost information 
by selecting the “Edit indirect costs” button. Doing this step first will prevent any data entered from being 
overridden with automatic calculations that occur when selecting “Edit Indirect Costs” 
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You then want to select “Select Rate” to capture your indirect cost attributes: 

 

  

1.) Select the appropriate cost rate option base on your budget. 

2.) Identify the rate for each period and select the appropriate type from the drop down. 

3.) Select “OK” once completed to return to the cost calculator screen 
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If your project includes subagreements you will need to select “Edit exclusions” from the indirect cost calculator 
screen: 

 

1. This section is informational only and will show you what line items are normally excluded for the different IDC 
rate types. 

2.) In this section you will see a list of the subrecipients that you have previously identified will list four radio 
buttons underneath each.  You need to flag the policy for the IDC that Harvard is taking on each of the 
subrecipients. The first three options available are for those typically allowed by most sponsors. If you are building 
a request for a sponsor that has a sub IDC policy that does not fit any of these options( i.e. Gates Foundation), 
select “Other” and enter comments in the comment field on the request homepage. 

3.)  Once you have identified your subrecipeint HUID policies select “OK” to return to the indirect cost calculator 
screen and “OK” again to return to the main budget page. 
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1.) Enter the total direct and indirect for each budget period (the direct amount should include the 
subagreement amounts even though they will be called out separately) 

2.) Use the arrows to navigate between periods 

3.)If you have subagreements on your budget select each sub link to record the totals for each sub in the periods 
of their involvement. 
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When you select the sub link you should enter the totals for each period that the subagreements will be involved. 
You will enter all of the dollars (including the subs IDC amount) under Total Proposed Subagreement Costs. You 
will get an error if you attempt to enter the line items, as line items were not entered on the main budget.  

  

 

  

Once you have completed this screen select “OK” to return to your main budget page. 
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If your “Total costs” and “Targeted amount” totals are equal you will see a “0” populate in the “Difference amount” 
field. If there are values populating in the “Difference amount” field, ensure that all your budget period totals and 
adjust your “Targeted amount” total. You have then completed your budget and can select “OK” to return to your 
request homepage. 

 

Competing Renewals 

Competing renewals are requests that create a proposal for funding that builds upon the previous project but will 
require formal peer review at sponsor level. These result in the creation of a new segment within a project and if 
awarded will result in the creation of a new fund number. 

Competing Renewals mimic the initial request process. Please refer to the above initial request screen shots and 
instructions for details on how to enter budgets for this request type.  

 

 

 

 

 

 

 

 

 

 

Revised to Resubmit 

Revised to resubmit requests (R2R) are requests that are going through the sponsor review process for a second 
(or more) time after being rejected or returned without funding. When building these requests GMAS will duplicate 
the prior version of the budget in the request. Users must then edit changes as necessary. 
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To begin making changes to a R2R request budget you must select “Edit” next to the budget component on the 
request homepage: 
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To adjust your  budget period dates select “Edit dates” from the top of the screen: 

 

You can then add or delete a period and modify their corresponding start and end dates. When done select “Ok” 
to go back to the budget homepage: 
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To start with a “clean slate” for your period totals you can select “Clear budget amounts” from the top of the 
budget screen to wipe out all of the populating direct and indirect totals and adjust your target amount if 
applicable: 

 

  

If your IDC rate has changed since the previous submission you should adjust it by selecting “Edit indirect 
costs”: 

 

You can then toggle through each period using your navigation arrows and enter your direct and indirect totals: 
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Continuations: 

Continuation requests are requests that are asking for the next anticipated period of funding for a previously 
awarded project. They are also often referred to as non-competing continuations and are most often created to 
capture the submission of a NIH progress report. 

When entering these requests in GMAS, the budget will populate with figures that come from both the initial 
request or competing renewal that created the segment as well what has been anticipated in the most recent 
award notice.  If there is a variance, that amount will be reflected in the “Difference” line at the bottom of the 
screen. 

 

 



   Job Aid: Entering Budgets in GMAS Requests 
User Roles: Department, Central 

Last Updated: 4/07/2015 
 

 

 
15 

Your IDC rate will also pre-populate based off the initial or competing renewal request.  If this needs to be 
changed you can do so by selecting “Edit indirect costs”… 

 

Selecting “Select rate”… 

 

And adjusting your rate information accordingly. 

 

Once you have verified the IDC rate, to accurately reflect the amount requested, modify the total direct and 
indirect values to match the anticipated amount for the period you are requesting. Refer to the sponsor notice to 
confirm these values. 
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To capture the total direct, modify the “Other Expenses” line. 

 

To capture the total indirect you can either click on the calculator icon to do a direct calculation…. 
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or if there are excluded items from your IDC base, check off the “Manual Override” box to open up the indirect 
cost field for manual entry. 

 

  

Once you have captured these items you can select “OK”: 
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The amount will then appear on the request homepage: 
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Supplements 

Supplements are requests that are asking for funds not anticipated by an existing award during an authorized 
period of performance.  These requests require the creation of a separate budget for the supplemental costs in 
GMAS. 

  

To begin select “Finish & edit budget” from the request guided steps…  

 

  

Or  select “Edit” on the  budget component for requests that have been previously created: 
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You will then be taken to a blank budget that you can begin editing: 
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If your IDC rate has changed since the previous submission you should adjust it first by selecting “Edit indirect 
costs”: 

 

Otherwise proceed by entering your direct costs by filling in your period totals in the “Other ” category: 

 

  

And then entering your indirect costs by selecting the calculator icon if there are no exclusions … 
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or the “Manual Override”  check box to open up the field for manual entry: 

 

*Please keep in mind that if your supplement has multiple periods you will need to toggle between 
periods and capture totals that correspond to each one. 

**Also if your supplement includes subawards costs you will need to enter period totals for each sub as 
well. 

Modular Budgets: 

Some NIH applications allow you to use a modular budget format, where funds are requested in lump sums of 
$25,000 intervals rather than requiring a full detailed budget.  Submissions with modular budgets can also be 
captured in GMAS by following the below steps: 

After completing the request guided steps and selecting “Finish and edit budget”, Select “Edit modular budget” 
towards the top of the screen: 
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You then want to capture your IDC rate by selecting “Edit IDC rate” 

 

*If your budget includes subagreements you will need to identify the HUIDC policy by editing your 
exclusions on the main budget page. 
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Once you set your IDC rate you can then fill in your totals for (1) direct amounts (excluding sub F&A),  (2)  direct 
total subject to IDC and (3)  subagreement FA for each period. 

 

  

Your Requested IDC and Total Requested will auto populate. 

When done select “OK” to be taken back to your main budget page. 

  

 


