
How to Set-up a New Award  - Department 

Overview: This guidance document is to assist department administrators with 
setting up new awards in MyFunding. 

Where to Start 

1. Log-in to MyFunding and search for the award in the Awards tab:

2. Search for the award in the search box and click on the name of the award:

3. Once in the award workspace, click on ‘Edit Award’:
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4. Once in the award SmartForm series, review each award SmartForm
by clicking on the ‘Continue’ button on the top right-hand side of the 
screen. If changes are made, only ‘Save’ or 'Continue' will save those 
changes. Using ‘Back’ or ‘Jump To’ will not save any changes made 
to the SmartForm:

5. Review the Budget Allocation. Please note the following on the page: 
Activation processes have changed! Create only one budget allocation for 
each award period or modification. The entire awarded dollar amount 
should be reconciled into Subcode 8130. Subaccount activations are 
processed separately.

6. On the ‘Budget Reconciliation’ SmartForm, use the menu ‘Select the Budget 
Allocation to display’ to designate the period to be reconciled.  
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7. Select the allocation:

8. Complete the ‘Budget Reconciliation’ and click ‘Save’. All funds should be 
entered into the Budget Unallocated-Sponsored Projects Only 8130 subcode. 
The ‘Difference’ should be zero after completing the Budget Allocation. Once 
the account is activated process a BMR with SPA to allocate funds to the 
desired subcodes.

9. Click ‘Continue’ to proceed to the ‘Personnel’ SmartForm and enter ALL
personnel for the project and remove all TBA/TBH personnel.
Click ‘Continue’.

https://pitt.sharepoint.com/sites/PRISM/SitePages/Research-BMR.aspx
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10. ‘Terms & Conditions’ SmartForm will be completed 
by OSP, click Continue.

11. If applicable, complete the associated ‘Compliance Review’ SmartForms and
click ‘Continue’ at the bottom of the screen.
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12. On the ‘Completed Award’ page, click ‘Finish’:

13. In the award workspace, click ‘Email Specialist’ and create an email
letting the Specialist know that the award has been updated:

14. Return to the award workspace and upload all attachments using the ‘Upload Award
Attachments’ activity:

What’s Next? 
1. The Specialist in the Office of Sponsored Programs (OSP) will review the

award, and if acceptable, will submit the award for review to your
Dean’s Office.

2. If approved by the Dean’s Office, the award will be placed in a ‘Final
Review’ state, and the OSP will submit to Sponsored Projects
Accounting (SPA) for activation.




