Grants Online Accounting Code Revision Quick Reference Guide

NOTE: Only the Assigned Program Officer on the Application that is associated with the Procurement Request can
initiate this action.

The purpose of this document is to provide the Federal Program Officer (FPO) with a step by step process for
changing the accounting code lines on an approved Procurement Request and Commitment of Funds.

Step 1: Log into Grants Online and then click on the Awards tab and then click on the Search Awards tab.
Enter the award number and click Search. Click on the award number

from the search results, this action will take you to the Grants File page. Scroll down to
Sub Documents and click on the ID number next to Award File 0.

Step 2: From the Award File page, scroll down to Sub Documents and click on the document 1D

associated with the Award File that has the Approved Procurement Request and Commitment
Of Funds that you want to change.

Sub Documents

- 1D [Title Status |
Apphication 2264122 AMES SAFETY ENVELOPE ProgramOfficerActions -
COMPANY,INC - Tier 1- ACCS Co... Complete
CD450 2264132 Tier 1- ACCS Corraction Accepted
PO Checkhist 22641730 Tier 1- ACCS Correction ProgramOfficerAch
Comp
NEPA

1131 Tier 1- ACCS Correction

GMD Checkhst

Procurement Request and

HCCS Correction
Commitment of Funds

Approved

Step 3: From the Procurement Request and Commitment of Funds page click on the Go to Procurement Request
and Commitment of Funds Details Page hyperlink.

» Manage

Saarch Awards > Grants File - NALZNOSSII0024 =5 Avvard Fila 0 - >> Paguest and
Raciplent Users

of Funds - HAL

» Organization
Profile Change
Request

Procurement Request and Commitment of Funds - NA12NOS4820324
» SF-425A for
Multiple Avards Td: 2264129

» Search Awards Status: Approved
* Sparch Reports
» Supplementary

Information t & T . at
Managemaent dg Bnt currently has no tasks assigned to you.

» Workflow History

Award File Header Information

Funding

RFA Nama: TEST-IBSCN-12-19-11 Opportunity 2";’:;;“']3?;23‘395'
Number: -
09/01/2012 - NOS National Center for
CFDA Numbaer: 11.482 Award File Period: Program Office: Coastal Ocean Science

12/31/2012 (NCCOS)



Step 4: From the Procurement Request and Commitment of Funds detail page, scroll down and click on the
Correct ACCS L.ines button.

Procurement Request and Commitment of Funds - NA12NOS4820324
THIS DOCUMENT IS LOCKED
THIS REQUEST IS APPROVED

Last CBS Vahidation: 09/25/2012 9:58:53 AM Status: Valid

Active Procurement Requests:
Click Nothing found to display.

Withdrawn Proc
Nothing found to display.

NOTE: Ignore the “THIS DOCUMENT IS LOCKED” and “THIS REQUEST IS APPROVED?” labels. The blue
“Correct ACCS Lines” button will still work.

Step 5: On the Next screen, Procurement Request and Commitment of Funds detail page, scroll down to the
Accounting - ACCS Lines section

Accounting - ACCS Lines *
3 items found, dlsp!aymg all items. 1

BureaulFundlFiscal Yearlorganization ______lprogram __[Project - Tasklobject c1assD\Wahdate
14 101 2012 06 -02 -0004-01-00-00-00 52-30-00-000 SAEDOD0-SAE  41-11-00-00 $250.00 N

14 101 2012 05 -01 -0002-00-00-00-00 53-30-00-000 XXX0000-¥XX 41-11-00-00 $400.00 N No
14 101 2012 10 -00 -0000-00-00-00-00 52-30-00-000 CCCO0O00-PD0  41-11-00-00 $100.00 N No
PRCF Total fur this Award action: $1,500.00 /

Total Federal funds authorized for this Award action: $1,200.00

| Original ACCS Lines I

save and Return to Main | cBsvalidate
Award Finance Report | Award Document Report

The CD-435 Report is replaced by the Award Finance Report.




Step 6: Delete any valid ACCS Lines leaving only the lines that need either the accounting codes
or funding amounts changed

Accounting - ACCS Lines *
3 tems found, dsplayng al tems. 1

:qunnl rotion Program [Project - Task II\"V.'\I date -!
14 101 2012 06 =02 ~0004-01-00-00-00 52-30-00-000 SAEOOO0-SAE 41-11-00-00 $250.00 N

14 101 2012 0% -01 -0002-00-00-00-00 £3-30-00-000 XOK0000-X00 41-11-00-00 $400.00 N No

14 101 2012 10 ~00 ~0000~00-00-00-00 §2-30-00-000 CCCO000-PO0  41-11-00-00 $100.00 N No

PRCF Total for thes Award ction $1,500.00

Total Federdl funds authonted for thes Award acton: §1,200.00 1. Determine the valid ACCS |IM[S] and remove It

from this PRCF document.

2 -
Sove and Retum to Moin | CBSVelidete | Concel | c;:;:‘;_“’ k8ep the ACCS fine that need o be

The CO-435 Report o replaced by the Awsrd France Report

Accounting - ACCS Lines *
One item found. 1

14 101 2012 10 -00 -0000-00-00-00-00 52-30-00-000 CCCOO00-POD 41-11-00- UU $100 00N Edit Delate

PRCF Total fnr th|s Award action: $850.00
Total Federal funds authorized for this Award action: $1,200.00

Save and Return to Main | CBSValidate
Award Finance Report | Award Document Report

The CD-435 Report is replaced by the Award Finance Report,

Scenario 1 : Editing One Invalid ACCS Line into Newer Single ACCS Line

Step 1: Edit the ACCS Line that need to be corrected.

Accounting - ACCS Lines *
One item found 1

14 101 2012 10 -OU -0000-00-00-00-00 52~ 30 00-000 CCCOOUU POO 41-11-00- DD 5100 00 N dit Delete

PRCF Total for this Award action: $850.00
Total Federal funds authorized for this Award action: $1,200.00

Save and Return to Main | CBSValidate
Award Finance Report Award Document Report

The CD-435 Report is replaced by the Award Finance Report.




Step 2: Make correction on the ACCS detail page.

Validated: false
Bureau (xx): *
Fund (xx): * 101

Fiscal Year (yyyy):

- o]
[Eccoosn} oo

The Program

Project Task:
Program Code:

Organization: fo} oo} m o} oo o]
Object Class: m

Prior Year Fund:

DwValidate | Cancel/Done

Amount: *

100.00

m Save and Add More ACCS Lines

Step3:

Accounting - ACCS Lines *
One item found. 1

Code will display here once the ACCS line is validated

Insert a negative symbol [-] in
front of the dollar amount. Then
click on SAVE, DWValidate and

Cancel/Done

()r(]dni?dtinn Prnj(;!(.‘.t - Task]jObject Class I)Wv.nlidnt(zd

14 101 2012

PRCF Total for this Award action: $650.00
Total Federal funds authorized for this Award action: $1,200.00

10 -00 -0000-00-00-00-00 52-30-00-000 CCCO000-PO0  41-11-00-00 ($100.00) N

Yes Edit Delets

Save and Return to Main CBSValidate m
Award Finance Report Award Document Report

The CD-435 Report is replaced by the Award Finance Report.

Step 4: Add New ACCS By Clicking On The Link

Accounting - ACCS Lines *
One item found.1

The negative dollar amount will
appear in the PRCF detail page.

Project - Task|object Classlamount [prior YearJowValidated

14 101 2012

$650.00
go: $1,200,00

Save and Return to Main | CBSValidate

Award Document Report

Award Finance Report
The CD-435 Report is replaced by the Award Finance Report.

10 -00 -0000-00-00-00-00 §2-30-00-000 CCCOO00-PO0  41-11-00-00 ($100.00) N

Yes Edit De




Step 5a: Insert New ACCS Information

Validated: false

Bureau (xx): *

Fund (xx): * 1}

Fiscal Year (yyyy): * 1. Insert your new
Project Task: 1 ACCS information
Program Code: The Program Code will display here once the ACCS line is validated with positive dollar

e ) o W i amount,
Object Class: -
Amount: * 5F:] Prior Year Fund: 2. Then, click on

Save, DWValidate and
m Save and Add More ACCS Lines Cancel/Done.

One item found. 1

BureaulFund|Fiscal YearlOrganization | Project - TasklObject Class|Amount | DWValidated

14 101 2012 10 -00 -0000-C0-00-00-00 52-30-00-000 CCCO000-FO0  41-11-00-00 ($100.00) N Yes

5b: Insert New ACCS Information

Yalidated: false
Bureau (xx): *
Fund (xx): * 0

Fiscal Year (yyyy): *
Project Task: '

Program Code: The Program Code will display here once the ACCS line is validated
Object Class:

Amount: * 100.00 lor year Fund: Insert positive dollar amount.

Save and Add More ACCS Lines DwWvalidate Cancel/Done

One item foun

14 101 2012 10 tll:l -0000-0C-00-00-00 52 3lJ EID ooo CCCUUUD POD 41 11-00-00 ($1EID UIJ)N ¥Yes

Step 6: New ACCS information will appear in the PRCF detail page

Accounting - ACCS Lines *
2 items fuund dlsplaymg ail lterns 1

D\Wallﬂﬂt"
101 212 SR P AT RS ORI wanun—sas P $100,00 -

14 101 2012 10 -00 -0000-00-00-00-00 52-30-00-000 CCCO000-PO0 41-11-00-00 ($1 IN Yes

lew ACCS Ling

PRCF Total for this Award action: $750.00
Total Federal funds authorized for this Award action: $1,200.00

New ACCS information with positive
dollar amount will be displayed in the

2nt Reque

Save and Return to Main | CBSValidate PRCF detail page
Aweard Finance Report | Award Document Report

The CD-435 Report is replaced by the Award Finance Report.




Step 7a: Validate New ACCS

Accounting - ACCS Lines *
2 items found dlspiawng all |terns l

BureaulFundlFiscal YearlOrganization _______|Program___|Project - Task|Object classDWVa"dﬂ'e laction |
1 1u1 o A5 EOn RISl SUrS RS EAEOGERAE STEED00 $100.00 N Edt Delet
14 101 2012 10 -00 -0000-00-00-00-00 52-30-00-000 CCCO000-PO0 41-11-00-00 ($100.00)N ‘res

PRCF Total for this Award action: $750.00
Total Federal funds authorized for this Award action: $

1. Click on SAVE button.

2. Click on CBSValidate button.

Award Finance Report | Award Document Report

The CD-435 Report is replaced by the Award Fnance Report.

7b: Results
Procurement Request and Commitment of Funds - NA12NOS4820324

Last CBS Validation: 09/27/2012 12:51:3 PM Status: Valid

Active Procurement Requests:
One item found.1

ID____|Requisition Number|Federal Share|Status |
2264129 NAGODDD0200890  $750.00 Approved

If validation is successful the
status will display "Valid"

Withdrawn Procurement Requests:
Nothing found to display.

Federal Share: * ¢

Step 8: Scroll to the bottom of the Procurement Request and Commitment of Funds screen.

Accounting - ACCS Lines *
2 items fnund dnsplavnng all |tems 1

[Object Class|amount [Prior Year] WVahﬂdle'
e 101 512 OGO SN0 SAEOSAR ST $100.00 N -

14 IEII 2012 10 -00 -0000-00-00-00-00 52-30-00-000 CCCO000-PO0 41-11-00-00 ($100.00)N YES Edit !'..| e

P CF Total for is Award action: $750.00
Total Federal funds authorized for this Award action: $1,200.00

Click on the Save and Return to
Main button.

Save and Return to Main | CBSValidate
Awerd Finance Report | Award Document Report

The CD-435 Report is replaced by the Award Finance Report.



Scenario 2: Editing One Invalid ACCS Line and Splitting into Two Different / Multiple
ACCS Lines

Step 1: On the Next screen; Procurement Request and Commitment of Funds detail page, scroll down to the
Accounting - ACCS Lines *

Accounting - ACCS Lines *

One item found.1
mmwmmm

14 2000 2012 06 -02 -0004-01-00-00-00 52-30-00-000 SAEQ000-SAE  41-11-00-C0 $240.00 N No Edit O -

PRCF Total for this Award action: $480.00
Total Federal funds authorized for this Award action: $360.00

: ; :
e ] Original ACCS line
| Save | Save and Return to Main | CBSValidate | Cancel |

Award Finance Report | Award Document Report

The CD-435 Report is reolaced bv the Award Finance Report.

Step 2: Edit the ACCS that need to be corrected.

Accounting - ACCS Lines *
One item fcund

BureaulFund|Fiscal YearOrganization ______Program _[Project - Task|Object ClasslAmountiPrior VearDWalldated

14 ZJDIJ 2012 06 -02 -0004-01-00-00-0052-30-00-000 SAECIDIJCI SﬂE 41-11-00-00 $240.00 N Edit Delete
Ad }

PRCFTutaI for thls Award action: $480.00
Total Federal funds authorized for this Award action: $360.00

5ave and Return to Main | CBS5Validate
Award Finance Report Award Document Report

The CD-435 Report is reolaced by the Award Finance Report.

Step 3: Make correction in the ACCS Line.

Validated: false
Bureauy (xx): *
Fund (xx): * 2000

Fiscal Tear (yyyy): *
Project Task: [EAEC000

Program Code: The Program Code will display here once the ACCS line is validated

organization: 06} [z} [ooba )} oL} o} B

Insert negative symbol (-)
in front of the dollar

e T80 | T amount. Then click on
Amount: * 240.00 S — ;

SAVE, DWValidate and
Cancel/Done

| Dwvalidate | Cancel/Done

m Save and Add More ACCS Lines

One itern found.1
BureaulFund|Fiscal YearlOrganization [Program __[Project - Task|object Classlamount/Prior YL‘ur

14 2000 2012 06 -02 -0004-01-00-00-00 52~ 30 00-000 snsonon SﬂE 41-11-00-00 $240.00 N



Step 4: Save the corrected ACCS line

Accounting - ACCS Lines *
One item found.1

BureaulFund|Fiscal YearlDroanization ______[Program __[Project - Task|Dbject Class|Amount [Prior YearlDWValidated

14 101 2012 06 -02 -0004-01-00-00-20 52-30-00-000 SAED0D0-SAE  41-11-00-00 ($240.00) N Yes Edit Dalete

PRCF Total for this Award action: $0.00
Total Federal funds authorized for this Award action: $360.00

The negative dollar amount

will appear in the PRCF detail
AWAFAIDOEMAHEREADRE page.

The CD-435 Report is replaced by the Award Finance Report.

Step 5: Add New ACCS By Clicking On The Link

Accounting - ACCS Lines *
One itemn found. 1

BurcaulFund|Fiscal Year|Organization ______[Program _|Project - Task|Object Class]Amount [Prior YearlDWValidated|action |
4101 2012 06 -02 -0004-01-00-00-00 52-30-00-000 SAE00D0-SAE  41-11-00-00 ($240.00) N Yes Edit Dalets

Save and Return to Main | CBSYalidate
Award Finance Report Award Document Report

The CD-435 Report is replaced by the Award Finance Report,

Step 6a: Insert the first ACCS information

Validated: false
Bureau (xx): * ] 1. Insert your new
Fund (xx): * 0 ACCS information

Fleosh YARF Dexyan - iti
with positive dollar
— — P

Project Task:

Program Code: The Program Caode will display here once the ACCS lne is validated amount.
orgenizaton: [} [} [} CH
Object Class: CF ek 2. Then, click on

SAVE, DWValidate
and Cancel/Done.

Amount: * ﬂ:l Prior Year Fund:

| save | Save and Add More ACCS Lines | Dwvalidate | Cancel/Done

One itemn found. 1
BureaulFundlFiscal YearlOrganization ___[Program _[Project - Tasklobject Classlamount [Prior YearlDWValidated|

14 101 2012 06 -02 -0004-01-00-00-00 52-30-00-000 SAE0000-SAE  41-11-00-00 ($240.00) N Yes

Step 6b: Insert New ACCS Information

Validated: false
Bureauy (xx): * @
Fund (xx): * [1]

Fiscal Year (yyyy): *
Project Task: [EAE0D00]-

Program Code: The Program Code will display here once the ACCS line is validated

Organization: o} -- (o} oo} po ) o]
Bl oo } o]

Object Class:
Amount: *

[ Save | Save and Add More ACCS Lines | DWivalidate | Cancel/Done |

One item found. 1
BureaulFundlFiscal YearlOrganization ______lProgram _|Project - Task|Object Classlamount [Prior YearlDWvalidated

14 101 2012 06 -02 -0004-01-00-00-00 52-30-00-000 SAED0D0-SAE  41-11-00-00 ($240.00) N Yes

Insert postive dollar amount.



Step 7: New ACCS information will appear

Accounting - ACCS Lines *
2 itemns found, displaying all itemns.1

in the PRCF detail page

[Bureau|Fund|Fiscal Year|Organization |Program Project - Task|Object Classjamount [Prior YearlDWValidatedjaction |
14 101 2012 10-01-0002-00-00-00-00 52-30-00-000 SAEOQDD-SAE  41-11-00-00 $100.00 N Yes Edit Delete
14 06 -02 -0004-01-00-00-00 52-30-00-000 SAEQ000-SAE  41-11-00-00 (%2 )N Tes Edit Delate

PRCF Total for this Award action: $100.00
Total Federal funds authorized for this Award action: $360.00

Proci

Save and Return to Mai
Award Finance Report | Award Document Report

The CD-435 Report is replaced by the Award Finance Report.

rement Reque Comrments

Step 8a: Add New ACCS By Clicking On The Link

Accounting - ACCS Lines *
2 itemns found, displaying all items.1

[FundlFiscal veariorganization——IProgram — [Project - TasklObject Class|Amount [Prior YearlDWValidatedlaction — |
14 101 2012 10-01-0002-00-00-00-0) S52-30-00-000 SAE0000-SAE 41-11-00-00 $100.00 N Yes
14 101 2012 06 -02 -0004-01-00-00-00 $2-30-00-000 SAE0000-SAE  41-11-00-00 ($240.00) N Tes

- LA M. 2S5 Ling
PRCF Total for this Aw.
Total Federal funds authorized for this Awa

$100.00

quest Of

Comments

Award Finance Report | Award Document Report

The CD-435 Report is replaced by the Award Financs Report,

Step 8b
Validated: false
Bureau (xx): * =]
Fund (xx): * ]
Fiscal Year (yyyy): *
Program Code: The Program Code will display here on
Organization: . @
Object Class:
Amount: *

g 1
Save and Return to Main | CBSValidate

Prior Year Fund:

New ACCS information with positive dollar
amount will be displayed in the PRCF detail
page.

Click to add the next ACCS

ce !e ACCS line is validated

2 itemns found, displaying all items.1

1. Insert new ACCS
information with a
positive dollar amount.
< Example: $240-$100
= $140>

2. Then, click on SAVE,
DwValidate and Cancel/
Done.

Fl-iral YeariOrganization Program m
14 101 2012 10-01-0002-00-00-00-00 S$2-30-00-000 SAEO00D-SAE  41-11-00-00 $100.00 N Yes
14 101 2012 06 -02 -0004-01-00-00-00 52-30-00-000 SAE0D00-SAE  41-11-00-00 ($240.00)N Yes



Step 9a: Validate New ACCS

Accounting - ACCS Lines *
3 iterns found, displaying all items.1

mm
14 101 2012 05-01-0002-00-00-00-00 53-30-00-000 KKXIJWU XKK 41‘1!. 00 UU $140.00 N Yes

14 101 2012 10-01-0002-00-00-00-00 S52-30-00-000 SAEQ0DO-SAE 41-11-00-00 $1 0 N Yes

14 101 2012 06 -02 -0004-01-00-00-00 52-30-00-000 SAEQ0D0-SAE  41-11-00-00 ($248.00) N Yes

Add New ACCS Ling

PRCF Total for this Award action: $240.00

1. Updated ACCS line

Total Federal funds authorized for this Award action: $360.00

2. Click on SAVE button.

Procurement Reguest ¢

equest Official Comments

save and Keturn to Main | CBSValidate I Cancel _

Award Finance Report | Award Document Report

The CD-435 Report is replaced by the Award Finance Report.

Save

3. Click on CBSValidate button.

9b: Results

Last CBS Validation: 10/04/2012 11:36:7 AM Status: Valid

Active Procurement Requests: If CBS Validation is successful,

One item found.1

D [Requisition Number|Federal Share|status |

2264291 NAGOODDD300011  $240.00 Approved

Status will appear as "Valid'

Withdrawn Procurement Requests:
Nothing found to display.

Federal Share: * ¢ [0.00

Step 10: Scroll to the bottom of the Procurement Request and Commitment of Funds screen.

Accounting - ACCS Lines *
3 items found, displaying all items.1

BureaulFundlFiscal vearlorganization —[program [project - TasklObject Class|Amount [pr

14 101 2012 0S -01 -0002-00-00-00-00 S3-30-00-000 XXX0000-XXX 41-11-00-00 $140.00 N
14 101 2012 10 -01 -0002-00-00-00-00 52-30-00-000 SAEOO00-SAE 41-11-00-00 $100.00 N
14 101 2012 06 -02 -0004-01-00-00-00 52-30-00-000 SAEOD00-SAE 41-11-00-00 ($240.00) N
PRCF Total for thls Award action: $240.00

Total Federal funds authorized for this Award action: $360.00

Click on the button and follow
Procurement Request and
Commitment of Fund Workflow

Save Save and Return to Main CBSValidate

Award Finance Report Award Document Report

The CD-435 Report is replaced by the Award Finance Report.



