
How to Set-up a New Award (with subaccounts) - Department 

Overview: This guidance document is to assist department administrators with 
setting up new awards with and without subaccounts 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. If subaccounts are needed, click ‘Add’ on the ‘Financial Setup’ page: 

 

6. In the ‘Name’ box, enter the subaccount information. The subaccount must 
be named following this format: ‘Subaccount #-PI First Name PI Last Name -
optional account descriptor (Subaccount Department Number)’, then click 
‘OK’ and ‘Continue’: 
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7. On the ‘Budget Allocations’ page, click ‘Add’: 

 

8. In box 1 ‘Financial Account’, select the subaccount Financial Account 
created in step 6 (above).  

 

9. Enter the ‘Period Number’ (year number, 1, 2, 3…) 
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10.  Enter the ‘Subaccount Name’. The subaccount must be named following 
this format ‘Subaccount #PI First Name PI Last Name optional account 
descriptor (Subaccount Department Number)’: 
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11.  Click the radio button next to the funding proposal to select the associated 
funding proposal, and change the PI on the subaccount allocation to the 
subaccount PI: 
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12.  Enter the ‘Start date’ and ‘End date’ of the project: 

 

13.  Change ‘Authorized’ to either ‘Authorized by Sponsor’ (if the NOA has been 
received) or ‘Advance Account’ (if requesting an early account). (‘Not 
Authorized’ should not be used): 
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14.  Enter the applicable numbers for ‘Direct’, ‘Indirect’ and ‘Indirect rate’ and 
select the ‘Indirect cost base type’ in the drop-down list for the subaccount 
and click ‘OK’. Then click ‘Continue’: 

 

 

15.  On the ‘Budget Reconciliation’ page, ‘Select the Budget Allocation to 
display’. There are multiple Budget Allocations if there are multiple 
accounts. 
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16.  Select the main allocation (master): 

17.  Complete the ‘Budget Reconciliation’ for the master budget and click ‘Save’. 
The ‘Difference’ should be zero after completing all Budget Allocations: 

 

 

18.  Select the subaccount allocation: 
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19.  Complete the ‘Budget Reconciliation’ for the subaccount budget and 
click ‘Save’. The Budget Reconciliation should be zero after completion 
in the ‘Difference’ box: 

 

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

 

21.  ‘Terms & Conditions’ page will be completed by the OR, click 
‘Continue’: 
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22.  If desired, add ‘Deliverables’ to send notifications to select individuals 
by clicking the ‘Add’ button and creating the deliverable. Click 
‘Continue’: 

 

 

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

 

25.  In the award workspace, click ‘Email Specialist’ and create an email 
letting the Specialist know that the award has been updated: 
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26. 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 Research (OR) will review the award, and if 
acceptable, will submit the award for review to your Dean’s Office. 
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2. If approved by the Dean’s Office, the award will be placed in a ‘Final 
Review’ state, and the OR will submit to Sponsored Projects Accounting 
(SPA) for activation. 
 

 


