Key Member Change Instructions

1. Create spreadsheet(s) of roles and key members to be changed
0 Run GA Reference Module in UBI

0 Select your Project Own Org Name in the Quick Start Menu (or Award Own Org if changing Award Key
Members)

l lBI UNIVERSITY BUSINESS INTELLIGENCE GA Reference

AP-T

Quick Start Selections List A Quick Start Selections List B Open Pro|
Award Mum Name " Awrard Start Active Dt N
Project Num Name " Award End Active Dt " ]
Task Num Name N Award Close Dt ) 4
h Project Start Dt N
] Project Comaolete Dt )
g Project Closad Dt 7 Active Awv)
MEU Project Own Org Name  ~ Task Start Dt N
MBU Task Cwn Org Name i Task Completion Dt b
Division I Award Status N ]
Entity Code " Project Status N

Awards Ending in 90 Days Active Awards and Projects by Award Org
. Award End Acti = * MBU Award Own Org Name - Active
Awards

* Award Num Name

GI14234 MD-PSYCH Actigmatism Phase 3
GG11723 EN-SE-Risk Emergent

GO011943 MD-PEDT Jackson Heart Study
GF14633 NR-RR. Romo Diversity Supp
GO12131 EN-EE-Victer 8476

G012132 MD-BIOM Macrophage Infect YROZ
GO12150 EN-EE-identity recognition
GO11996 Integrated Photonics

GF13127 AS-ENVS Coastal Resilience

f3M1 1450 MD-DENT BT Dad T Thar

Center for Leaderchip Excallence
PY-Aszoc Prov-Acad Support
CO-Compliance

IT-CIo

CO-Chief HR Officer

C0-Records Management
BU-Child Development Ctr
OO-UVIMCO

(QP-State Gov Relations-Uva
HS-HSF-General

| Projects Ending in 90 Days 00-Audt Dest

I A A Y e =1

o Click on Change Req tab

l l B I UNIVERSITY BUSINESS INTELLIGENC

¥
AP-T

GA Reference

Status Review  Award Volume

Quick Start Selections List A Open Projects New Projed
Award Mum Name 7] Award Start Active Dt
Project Num Name " Award End Active Dt 1
Task Num Name - Award Close Dt 1 24,9432
Award Own Org Name 7] Project Start Dt 7
Project Own Org Name " Project Comglete Dt 1
MBU Award Own Org Name ™ Project Closed Dt 1 Adtive Auards At Risk Awd]
MEU Project Own Org Name  ~ I Task Start Dt 1
MEU Tack Own Org Name ~ ~ I Task Comelation Dt 1
Division 7 Awaird Status 1 12,835
Entity Code " Project Status 1
Awards Ending in 90 Days Active Awards and Projects by Award Org
N e e . Award End Active Dt — ~ * MBU Award Own Org Name = Active Clpe_n * MBU Projed]
Awards Projects
G114334 MD-PSYCH Actigmatism Phase 3 Canter for Leadarship Excallence [ 2 CO-Audit Dept
GG11723 EN-SE-Risk Emergent PY-Assoc Prov-Acad Support 0 10 (O0-Chief HR. Off
GO11949 MD-PEDT Jackson Heart Study CO-Compliance 1 1 CO-Compliance
GF14633 NR-RR Romo Diversity Supp T-C1o 1 10 HE-HSF-I0H
G012131 EN-EE-Vicker 8475 CO-Chisf HR. Officer 2 1 BU-Child Devel
5012132 MD-BIOM Macrophage Infect YRO2 CO-Records Managamant 2 1 CO-Organizatio
GO12150 EN-EE-identity recognition BU-Child Development Ctr 2 4 HS-HSF-VUF
GO11996 Intecrated Photonics CO-LVIMCO 2 4 OP-State Gow R
GF13127 AS-ENVS Coastal Resilienca OP-State Gov Relations-UVa 2 4 ST-WP Informat]
311488 MN-DENT RET Dad T Thar HS-HSF-General 2 54 BU-Mail Service]
- —— cc—m.dlit Dept 3 3 BU-Printing and
————— e e e ey |5,-Mail Services 3 5 CO-UVIMCO
* Project Num Name R e BU-Printing and Copy Services 3 e PR-General Cou
e T T ) CO-Organizational Excallence 4 3 T-Clo
iazaij ::—;E\E‘SDH.?:I 2 DOM Operating PR-ECCR Office a & PR-ECCR Offics]
Med Enrgy Spin wLase =t
111310 CU-00-01 Adapted Phys Educ PR-Board Cifice 4 | |WE-Technaleay
111506 AS-POLI Bradley FY 2000 L-LIS Coqm Sves 5 & C0-Office of Sa)
130954 MD-PSYCH WARREN POEA CONTRACT 54-African American Affairs 5 8 IT-ITS Comm 5|
131260 AS-IASC Eradley Fellows D-Aszac VB-HS s L& OP-Real Etate
121855 MD-PEDT Kelly Genzyme PRuar!era CELnseI [ 6 PR-Board Cfficy
123825 EN-EE-Cont For Mamberhip CO-Office of Safety & Emergency Preparadness 3 7 PV-Ctr for Adv §
131260 MD-PEDT ConsltGalleon Gaston OP-Real Estate and Leasing Services & £ b
131557 EN-CHE-Biorenew Chem 12,835 24,942

CLICK HERE TO SHOW/HIDE CURRENT SELECTIONS BOX: Mothing selected
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o Award Key Member Change Request is the default table.

0 Pressthe Show Project Key Member Change Request button to switch to Projects

l IBI UNIVERSITY BUSINESS INTELLIGENCE GA Reference
Select Award Key Member Change Request | ] x T
Award(s) Number Role Name * Role Holder Emp Mbr ~ Haolder Name " Role Holder Start Date  ~ Role Holder End Date ~ New Rol|
BS0000L Award Manager 130852 01-Jul-2015
el | ES00001 award Oversight 1 165092 e C 01-Jul-2015
Praject(s) BS00001 Award Oversight 2 123374 Kimzta, Stephe Steve) 01-Jul-2013
ESDO00Z Award Manager 121378 Aldridos, Crystal B 01-Jan-2010
Select EBS00003 Award Manager 121278 Aldridge, Crystal B 01-Jan-2010
Other BS00004 Award Manager 121278 Aldridge, Crystal B 01-Jan-2010
Filters BS00005 Award Manager 153045 Alimard, Kristina M 01-Jan-2010
Clear All BS0000S Award Manager 153049 Alimard, Kristina M 01-Jan-2010
BS00007 Award Manager 153045 Alimard, Kristina M 1-Jan-2010
BS00008 Award Manager 153049 Alimard, Kristina M n-2010
BS00009 Award Manager 1530459 Alirnard, Kristina M 01-Jan-2010
BS00010 Award Manager 153045 Alimard, Kristina M 01-Jan-2010
Jusch BS00011 Award Manager 153049 Alimard, Kristina M 01-Jan-2010
Closed BS00012 Award Manager 153045 Alimard, Kristina M 01-Jan-2010
BS00013 Award Manager 153049 Alimard, Kristina M 01-Jan-2010
Puis Awds
ES00014 Award Manager 153045 Alimnard, Kristina M 01-Jan-2010
Bl | ES500015 Award Manager 153049 Alimard, Kristina M 01-Jan-2010
R eso001e #ward Manager 153043 Alimard, Kristina M 01-Jan-2010
BS00017 Award Manager 153043 Alimard, Kristina M 01-Jan-2010
BSOS Lwzrd Manznar 153m4g Alimnard. Krictina M 01-Tan-2010

0 Use Selection Panes along the left the margin to narrow results to the awards, projects, and roles you
want change such as role name, current key member, etc.

l IB I UNIVERSITY BUSINESS INTELLIGENCE GA Reference

ard Key Member Change Request
ard

" Role Name * Role Holder Emp Nbr ~ Role Holder Name * Role Holder Start Date - Rol

Award Manager 130552 Shuler, Lisa W 01-Jul-2015
Award Crversight 1 165052 Flippen, Candie C 01-Jul- "0_:
Award Oversight 2 123374 Kimata, Stephen A (Steva)
ard Manager 121278 Aldridge, Crystal B 1

121278 Aldridge, Crystzl B 01-Jan-2010
121278 Aldridge, Crystal B 1
045 Alimard, Kristina M
Alimard, Kristina M
Alimard, Kristina M
Alimard, Kristina M

Award Manager
Award Manager 153045

EIS:ICI]IJS' Award Manager 153049 Alimard, Kristina M 01-Jan-2010
BS00010 ward Manager 153045 Alimard, Kristina M 01-Jan-2010
BS00011 wvard Manager 153045 Alimard, Kristina M 01-Jan-2010
BS00012 Award Manager 153045 Alimard, Kristina M 01-Jan-2010
BSO0013 ward Manager 153049 Alimard, Kristina M 1
BS00014 Award Manager 153045 Alimard, Kristina M

BS00015 Award Manager 153045 Alimard, Kristina M 01-Jan-2010

*This table will only show active/open awards and projects.

0 Export to Excel (Right click in the table and click on Export) — You will need to adjust the width of some
of the columns.

Project Key Member Change Request
Project — - . Role Holder - Role Holder
Number RoleiName Emp Nbr Name
102458 Approver 145043 | properties.. "EF'
102458 Examiner 115406 Sart e

| | Kay
102458 Fiscal Contact Cory bea

| Print... ey
102458 Fiscal Officer end to Excel ?rrie L

Project |

102458 Man=ger 115406 Kay
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2. Add replacement names to Spreadsheet(s)*
o0 You will need the Employee Name (exactly as it is stored in the Integrated System) and the Employee
Number that will be added to a role.

= This information can be found in the Eligible Key Member Report table, the table to the right of
the Award/Project Key member change request table in the Change Req tab of the GA
Reference Module.

l 131 UNIVERSITY BUSINESS INTELLIGENCE GA Reference
Quick Start APT

Status Review  Award Volume

Project Key Member Change Request Eli!ble Key Meher Report
Project . . Role Holder - Role Holder - Role Holder - Role Holder - New Role Holder - New Role - New Role - Project - Project ~ Project Emp - .
Number Role Mo Emp Nbr Name Start Date End Date Start Date Holder Emp Nbr  Holder Name  Start Dt Closed Dt Status Num ErpLis Emp Org
tskie, HMat S/l
102458 Approver 145043 fﬁzﬂi‘l'} 16-52p-2015 - 16-0ct-17 25-May-01 - Open 220402 ?&fﬁg‘r"]ﬁ‘fham c éljfo EN-Mat Saifeng
. B Johnsan, B . N . Aalami Harandi, 40910 MD-ORTP Orthy
102458 Examiner 115406 Barbara Kay 14-Apr-2013 - 16-Oct-17 25-May-01 - Open 218814 Armin Surg, Admin
y B Johnson R are Aaron, Bradley 1 31890 AS-Religious
+ . - Sen- . _Oct- My B ,
102458 Fiscal Contact |115406 Barbara Kay 16-Sep-2015 16-0Oct-17 25-May-01 Open 196212 (Brac) Studies
102458 Fiscal Officer 113768 Jean, lorrie L OS-Now-2014 - 16-0ct-17 25-May-01 - Open 141221 Asron, Jeffrey 1120 MD-PSCH
- . v - - . Psychiatry and NB Scidl.
Project 5 Johnson, " ~ i 41025 MD-PEDT
102438 Manager 115406 Barbara Kay 01-Jul-2004 - 16-0ct-17 25-May-01 Open 200182 Aarons, Elizabeth Pediatrics, Admin
tskie, -Instr-Cents
102489 Approver 145043 .S.KEE-S.EI; 16-5ep-2015 - 16-0ct-17 25-May-01 - Open 210133 Abad-Jorge, Ana R ?iiZPFP netrcent

= Click in the column name and type to filter by Employee Name or Employee Org.

Eligible Key Member Repo Eligible Key Member Repfl“371670” | |E:;g;ble Key Member Report
= mp - 31670 AS-Astronomy u ) - .-
ET#' Emp Name - Num Emp Name i Num ErpliTs Emp Org
i Aadahl, Richard C M3t oCrEngr Anderson, Bridget '
228407 (&g;:l;l;lFoiljchard C E 20492 (ol Dert 220461 oo 31670 AS-Astronomy
. Aalami Harandi, 40910 MD-ORTP Ortho 21gg1a  AslamiHarandi, 40910 MD-ORTP Ortho 25090 Anguiano, Borja 31670 AS-Astronomy
218814 i Surg, Admin B Armin Surg, Admin 25 Philip Luke
.. Aaron, Bradley] 31890 AS-Religious oeo1s  Aaron, Bradley ] 31890 AS-Religious 75181 f‘prl[jf Plip LUKS 31670 AS-Astronomy
196212 g Studies o (Brad) Studies )
o ) 41120 MD-PSCH s _ 41120 MD-PSCH 228960  Avilez, IanE 31670 AS-Astronomy
141221 Aaron, Jeffrey  p oo S 141221 Aaron, Jeffrey  po sty and NB Sde...
e, A1075 MO DENT 208118 Baleer Nana § AT AS-Astrnnnmy

o Delete any projects/awards (rows) that have any status other than open.

o Copy Employee Number/Employee Name and paste into spreadsheet columns, New Role Holder
Name/New Role Holder Emp Nbr

0 You can use different replacements for different rows

o If desired, change the New Role Holder Start Date column to reflect the date you want the replacements
to be effective (it defaults to the date you ran the report)

o If just end-dating a role without a replacement, put “NONE” in New Role Holder Name column (certain
roles MUST have a replacement)

0 Delete any rows you do not want changed

0 Do not change column headings

0 Do not change data in any columns other than Start Date

3. Send Spreadsheet to a Role Manager
o0 Send an e-mail with the spreadsheet attached to the Role Maintainer email address for your area
= List of Role Managers

4. If 50 or more changes, Role Manager send spreadsheet to Enterprise Applications
o Send an e-mail to ea-garequests@virginia.edu
o0 Include:
= Spreadsheet(s) with replacements
= Name of Responsibility used by Role Managers
o IS will confirm Role Manager’s Responsibility and will make the changes using that responsibility
(thereby adhering to Role manager’s limitations)

Key Member Mass Change Instructions — Page 3



https://recon.vpfinance.virginia.edu/ga-reconciliation/role-managers
mailto:ea-garequests@virginia.edu

