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OBTAINING ACCESS TO FORT

The following steps are required in order to obtain access to FORT.

1.

Request VPN: Basic Access by calling the IT Service Desk at 404-727-7777.

NOTE: The IT Service Desk will grant basic VPN authorization for new staff by phone ONLY. The user
themselves must call in to be vetted by the service desk.

Request VPN: Admin Core Access. After Basic VPN access is obtained, supervisors must contact the IT
Service Desk (404-727-7777) or submit an IT Support Request (direct link to the Admin Core request
form). The following information should be included in the Reason and/or justification for this access field
of the IT Support Request:

e Resources needed: 10.231.48.160 (finpro.emory.edu)

o Access method: ms-sql-s
Complete Introduction to Emory Business Intelligence (ELMS course code 260744). Register in the
Emory Learning Management System (ELMS). Afterwards, complete an Online Access Request in

Compass. Navigation: Main Menu > Employee Self-Service > Online Access Request [Emory Business
Intelligencel].

Work with your local IT support to coordinate installation of the FinPro Client Excel Add-in. Installation
requires Microsoft Excel (32bit version only) and local IT support to authorize downloading the add-in.
Instructions can be found here.

Request labor access by submitting an Online Access Request in Compass. Navigation: Main Menu >
Employee Self-Service > Online Access Request [Labor].
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https://emory.service-now.com/sp?id=sc_cat_item&sys_id=2befdc4ca9bc5100b69a646343f1dea8
https://elmprod9.emory.edu/psp/elmprod9/?cmd=login&languageCd=ENG&
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http://ebi.emory.edu/documents/Emory%20FinPro%20Quick%20Install%20Instructions%20Updated%20for%20Prod.pdf.
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GETTING STARTED

NOTE: The FinPro database is refreshed Saturday evening/Sunday morning and updated 1 business day after
month close, which occurs on or around the 8th business day of the month. The current month is always a
projection. The tool will be unavailable until 2pm on Sundays.

To ensure you are using the correct/current version, ALWAYS open/download the template each time
you begin reconciliation for a Pl. Do NOT use a locally saved version.

1. Navigate to the FORT website http://ebi.emory.edu/FORT and download the template. All FORT
enhancements are listed/described on the FORT website. You will also find download and
installation instructions.

2. Loginto VPN. We recommend you use the local VPN application on your computer, Big-IP Edge
Client.

3. Open the template. You must enable macros to use the FORT. If you receive the following error
messages, select “Enable Content.”

! Secwity Waming Mawos have been disabled, Enable Content

| SECURITY WARNING Some active content has been disabled. Click for more details Enable Content

4. Select the “Not Connected” icon on the FinPro FRP tab on the Excel ribbon to connect to the
FinPro database.

Insert Draw Page Layout Farmulas Data Review View Developer Power Pivot FinPrao FRP

About  Help
- Content~

Help
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THE AWARD SUMMARY
NEW as of November 2021

The award summary page displays information at the award level for the award Pl and MPI including:

Sponsor Name

Sponsor Reference

Contract Type

Project / Activity Count

Cash Collected

Award Total LTD Budget, Expenses (including projections), Encumbrances, and Balances

THE PROJECT SUMMARY

1. Type (if you must copy/paste, do so in the formula bar) the Pl's 7-digit employee ID in cell D19 (in
the upper left of the worksheet). You must enter any/all O's that precede the ID.
e You can locate the PI's employee ID in the Contract Workbench or Grants Quick View in
Compass or by navigating to the Labor Report charged/managed page in EBI and using the
employee prompt to search for the PI.

2. Select “Enter.” Excel will briefly lock while the following occurs: The “Summary” is populated based on
the Pl entered. You can select the “+” sign above the “Project Name” and “Direct LTD Budget” columns
for more project level details.

NOTE: You may notice an Excel “Not Responding” message in the ribbon. It can take time to connect to the
database and load the Pl data. Be patient; this message does not typically indicate Excel is locked or has stopped
functioning unless it persists.

3. When you select the “Project_Activity” hyperlink to the left of “Award Number,” a worksheet (tab) is
inserted into the workbook for the project/activity selected. All awards, projects, and activities are listed
on the Summary worksheet/tab until the associated Speedtype becomes inactive.

Award

Award Title
Number

‘ Hyperlink

00061108 YRALL
00061112 YRALL
13 YRAL

0038205 STl and Implications for HIV T
038205 STI and Implications for HIVT
0000038205  STI and Implications for HIV T

000611

NOTE: NEW in version 2.0: now included are columns for contract type, OCR / RGC managed, and sponsor
reference. It also displays projects associated with MPIs
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4. The “Project Summary” tab includes columns to display direct amounts. Total amounts (directs + indirects)
appear as hidden columns in the worksheet (expand columns to view).

Default View / Directs Only

FORT will be unavailable on Sundays until 2pm. For all other down
time, please follow the link for the EBI System offline schedule:

http.//ebi.emory.edu/news-accomplishments/index.html

2,566,243 1,087,271 52,575 1,426,397 862,033
Direct LTD Direct LTD Direct LTD Direct Current Direct Projected Direct Projected
Budget Expenses Encumbrance |Available Balance Expenses Surplus/Deficit
261,903 29,493 17,794 214,616 109,697 104,919
1A NSA s

EMORY UNIVERS ITY | Enterprise Data Analytics and Strategic Support

18 AROQ

2 ARD

17 W7

5



EMORY

UNIVERSITY

Research Administration
Services

Expanded View / Directs and Indirects

3,429,610

2,602,569

Direct Projected Total LTD
Surplus/Deficit Budget
104,919 408,567
12,207 25,044

ARG 18 801

Total LTD Total LTD Total Current Total Projected Total Projected
& Eraaris o St Ral Exp Surplus/Deficit
17,734 390,774 170,733 220,041
25,044 5,388 19,656
n 12 &M /83 aama

The formula driving the “Total Current Available Balance” includes encumbered amounts so that the
award/project worksheet now matches the “Project Summary.” Adjustments fo projected
expenditures will NOT display in the “Project Summary” until you upload your data to the
FinPro Server and update the Project Summary sheet.

5. Encumbrance Drill: You can drill from the project summary page into the full LTD encumbrance
detail. You can also drill on monthly totals from the individual project worksheets to individual monthly
activity.

LD
Budget

LD
Expenses

LTD Current Available

Balance

18,501
113,764
333,757

11,346

35,777
583,304

149,995
235,296

149,824
143,825

18,501
113,764
288,214

6,601

28,526

421,810

24,298
4,746
7,251

128,461

54,323
166,170

95,643
64,821

149,824
149,825

o

NOTE: “Review Status” is no longer an option in version 2.0.
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6. Select the project tab/worksheet that you would like to reconcile. To navigate to a particular project or
award, use the hyperlinks on the “Summary” worksheet/tab. Activity is incorporated in the Tool; each
worksheet represents a combination of the project/activity. The award/project worksheet will not be
created until you select it from the “Summary” worksheet/tab.

The worksheet is created and the data populated automatically when you first click thehhyperlink.

Award s Award Start | Award End ~

Award Title Project Numbe
Number Date Date

0000038205 STl and Implications for HIV T 4/1/2017 3/31/2021 00061108 YRALL
00061112 YRALL 10000038205 STIand Implications for HIV T 4/1/2017 3/31/2021 00061112_YRALL
00061113 YRALL J0000038205 STIand Implications for HIV T 4/1/2017 3/31/2021 00061113 YRALL
00069017 YRALL 'DOOC'DBSZDS STl and Implications for HIV T 4/1/2017 3/31/2021 00069017_YRALL
00057661 YRALL§f 0000036449 Understanding Rectal HIV tran 1/24/2017  12/31/2020 00057661_YRALL
'0000036449 Understanding Rectal HIV tran 1/24/2017  12/31/2020 00057666_YRALL
'0000036449 Understanding Rectal HIV tran 1/24/2017  12/31/2020 00057758 YRALL

NOTE: “Build All Templates” is no longer an option in version 2.0.
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PROJECT DETAIL TAB(S) [RECONCILING AND FORECASTING (PROJECTING)
EXPENDITURES]

1. The template will be loaded with base labor projections from the Emory EBI data warehouse. YOU
CAN EDIT THESE PROJECTIONS. Make changes to the projections by adjusting the values in the
yellow cells. You can only edit/load data in yellow cells. All other cells include actual data from
COMPASS/the EBI data warehouse and cannot be modified. You can use Excel formulas in the yellow
cells. HOWEVER, your formulas will not be saved (to the system); only the value of the calculation is
loaded to the database.

NOTE: If salary projections in yellow cells are edited (and uploaded), FORT will not overwrite those
changes unless the employee’s earnings distribution changes. For example, if you know an employee will
no longer work on a grant after a given month and you remove the salary projection starting in that month,
the system will not overwrite that change. However, if the employee's earnings distribution changes (e.q.,
5% to 10%) during the months leading up to their departure, the system will overwrite the previous change
and you will see projections for the remaining grant period. Similarly, if you update a future salary
projection, but the earnings distribution changes in the months leading up to your update, the system will
overwrite your change with the new earnings distribution percentage.

If an earnings distribution update is made and then changed, depending on the timing of the change in HR
PeopleSoft, it may not be reflected in FORT, as FORT only picks up changes over the weekend.

2. NEW in version 2.0: ALL projections can be cleared completely with a single button. However, once
uploaded, this CANNOT be undone.

Clear Projections

3. NEW in version 2.0: Pediatrics Institute employees are listed in a separate section that only
appears if you have or have had Pediatrics Institute employees paid from the project/activity.
Fringe projections are not included for these employees (as they do not use the fringe rate applied to
University employees). Remember to enter benefits projections for those individuals.

% Current
Total
Type HR Earnings [ % Fringe
Distribution ‘ Budget ‘
Pediatrics Personnel
0397901 :Anderson,Evan ) 0.000%
1337984 Rostad,Christina 0.000%

Pediatrics Personnel Total -

{Pediatrics Benefits

Pediatrics Personnel & Benefits Total -

4. To project salaries for new personnel, we have provided ten “Projected Hire” rows in the personnel
section of the template. You may use these as if they were single individuals, or a combination of
several salaries projected in one row. You can edit the yellow field that says, “Projected Hire #” with
the name of the employeeltitle or other quick note, for example: “Bob Smith planned start Sept 2022”
or “Biostatistician”.
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PHIREOL :Projected Hire 1
PHIRED2 :Projected Hire 2
PHIREO3 :Projected Hire 3
PHIREQ4 :Projected Hire 4
PHIREOS :Projected Hire 5
PHIREOGE :Projected Hire
PHIREO?7 :Projected Hire 7
PHIREDS :Projected Hire 8
PHIREQY :Projected Hire 9
PHIRE10 :Proiected Hire 10

NOTE: When individuals are added to the project as actuals in future months, you will need to remember
to go back and adjust your projections.

5. % Fringe by Person Column
o All university employees (excluding Pediatrics Institute) are loaded with the default fringe rate

(percentage), depending on whether the project is federal or non-federal. This percentage is
used to automatically calculate the fringe amount for projected months in the template.

¢ You can edit the fringe % for projections when necessary. The template will automatically
calculate the fringe for that employee based on the % entered.

6. The “Other” expenses section is organized by account category. Use the “+” signs on the left to

open/display all subcategories and view expenditures at the account level detail. Once the category is
expanded, the “+” sign becomes a “-” sign that can be selected to collapse the rows when not in use.

You can also use the 1, 2 buttons at the top left. 1 = expand all, 2 = collapse all.

MIH NATL INST OF ALLERGY
Award: 0000036449 Unders
Kelley,Colleen Frances
Award Dates: 01,/24/2017 -
Speedtype: 7330250036
Project: 00057661 Understz

7. You can edit/make projections in the yellow account code-level cells. The gray cells represent actual
expenditures for those same rows and cannot be modified.

NOTE: User-entered values entered in the white account category-level cells will NOT be included in
calculations or saved in the database when the worksheet is uploaded.

8. In the “Other” section, account level rows for actuals are drillable to view the transaction level detail.
To perform a transaction drilldown, select a cell containing expenditure data. The cell should be gray.
Double-click on the cell with the value. A new tab/worksheet is inserted into the workbook that contains
the transaction level detail for the value that was double-clicked on the project tab.

EMORY UNIVERS ITY | Enterprise Data Analytics and Strategic Support
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Excel Tip: "9

e To get back to the Project Summary sheet, simply hover over the arrows in the lower left corner
next to your worksheet tabs and hit Ctrl + right mouse click. This will take you back to the first
tab in your workbook.

¢ Alternatively, you can hit Ctrl + left mouse click while hovering over the arrows and it will give you
a list of all the worksheets within your workbook. From there you can click on the project that you
were working on, and it will navigate you directly to that worksheet.

9. Emory has a list of account codes that are identified as “questionable expenses” by sponsors.
These account codes and expenses are highlighted.

10. The tool contains an annual total column (Yr. X Actual + Projected Expenses) next to the cumulative
(LTD) column for each year of the project/activity.

Total
Awarded
| Actual / — 0
¥ril Cumulative || Cumulative
Actual + Projected
Aug-16 Projected Balance
Expenses Remaining

NOTE: NEW in version 2.0: Only the current year is automatically displayed. Prior years and future years
are collapsed.

11. The Facilities and Administrative (F&A) cost rate is automatically calculated for projected months
based on the method appearing in cell L28 of the project template. This cost rate is based on the data
in Compass. If this cost rate is incorrect, you must contact your RGC representative.

SHEEULYRE. S 3IUL LS
Project: 00064255_YRALL SOM: Making it last: A randomi; Project PI: 035119¢
Activity Dates: 08/25/2017 - 05/31/2022

F&A: 'MTDC (Madified Total Direct Cost)

Back 1o F[D]:\;L ST
% Current
Type HR Earnings | % Fringe
Distribution
PHIREO4 [ProjectedHired i 0.000%: 27.30%;
PHIREDS :Projected Hire 5 i 0.000%; 27.30%:

NEW in version 2.0: F&A projections for total encumbrances by month should be entered manually
& will be cleared when actuals are loaded into the column where the projections were entered.

F&A 39.0% i  20,542.00 |
Projected F&A on Encumbrances
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12. NEW in version 2.0: Brief notes can be saved in the header. The box will hold a “tweet length” of text.

NIH NATL INST OF ALLERGY AND INFECTIOUS
Award: 0000058487 VTEU COVID Supplement (Moderna; Award Pl: 0359854 Rouphael,Nadine

Sponsor Ref: 3UM1AI148576-0251

Award Dates: 07/13/2020 - 11/30/2022

Speedtype: 7365200259

Project: 00096946 YRALL VTEU Start Up (PEDS); Project PI:
Activity Dates: 07/13/2020 - 11/30/2022

e
FEAL ad TModified Total Direct Cost)
otes:

13. NEW in version 2.0: Total cash collected is shown on each project of an award. This information
is NOT project specific as cash is not always applied by project.

Total Cash Collected on Award* ) 4,909,632.00
*Cash collected on the total award, not project specific

14. NEW in version 2.0: The percentage of funds used by personnel, other, and total is shown for each

project.
% Total 0.00%
% Personnel 0.00%
% Other 0.00%

15. When you have completed your projections and analyses for each project, you must save the FORT
by uploading it to the database. Click the “Quick Upload” icon on the FinPro FRP ribbon and select
“Current Sheet Only.”

Home Insert Draw Page Layout Formulas Data Review View
. . ” - . g - E .. -
BB d TABLSI @O © @
3 Ey B (1 o N O D (R e \ 7

Connected Configure  Tree Update  Clear General Transact Other Quick Update Upload | Quick Settings About  Help
Connection Viewer Reports ~ Reports~  Ledger - - Sources~ Click Drills ~ Data Upload ~ - Content~

Developer Power Pivaot FinPro FRP

FRP Database Reporting Commands Drilldown Commands Uplo. Help

Current Sheet Only

AB39 - £
A B G D E E G H () Selected Sheets i

1

2 | All Sheets

3

16. The following message will appear, letting you know that the REVISED FORT is now loaded to the
database.

EMORY UNIVERS ITY | Enterprise Data Analytics and Strategic Support
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Data Upload Successful >

@- The selected sheets were uploaded successfully.

NOTE: If you do not have labor access for a project, you cannot upload labor projections.

If you do not have labor access for a project, you will receive the following error message upon
loading the project:

FinPro FRP - Dimension Id Read-Access Denied >

A 1 Denied Id Found Expert Lt

=
You can select close on this message and you will still see total salary & other expenses charged to the

project/activity, but you will not be able to see employee names (similar to the EBI trend report without

labor detail). Speak to your RAS unit’s Post-Award Manager and/or Director to request labor
access.

TROUBLESHOOTING

If you have FORT issues, please post a description of the issue in the #ebi channel of All RAS Slack or
contact RAS Central.

EMORY UNIVERS ITY | Enterprise Data Analytics and Strategic Support
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ENGAGEMENT TRACKER
NEW as of June 2018

In order to accurately track reconciliations completed, Pl meetings, and Pl approval, we have added an
engagement tracker to FORT. The Engagement Tracker is another worksheet in FORT, similar to the Notes
page.

1. Header: After you pull your Pl in on the Project Summary page, you can edit the header section in
order to record the appropriate details for that PI.

NOTE: You should consult with your RAS Director and your Pl in order to verify their preferences
before entering target data in the header.

e Target Engagement Schedule (days): You can select your PI’s preference from the drop
down menu. The field will default to 60 days when uploaded if nothing is selected in this field.

o Target Meeting Type: Select In Person, Virtual, or Email. Virtual includes things like
conference calls and Zoom meetings.

o Target Attendees: Select the roles that your Pl prefers to attend the meetings from the drop
down menu.

¢ RAS Unit: Select your RAS Unit from the drop down menu.

e Pre/Post Award Analysts: Enter the NetIDs for each individual in each of these roles.

2. Select your Action Type from the drop down menu. The columns will automatically hide/unhide based
on your selection in this column and the row where data is required will be highlighted yellow.

o Reconciliation Action: Select Reconciliation Complete or Reconciliation Resubmission in
column F.

e Choose this item and upload the action chosen immediately when you have finished
the PI's reconciliation to record the completion date accurately.

e Engagement Meeting Type: Select In Person, Virtual, or Email in column G, and then fill in
the attendees in column H by selecting the option that comes closest to the actual meeting
attendees.

e Choose this item and upload the action chosen as soon as you are able to do so when
the meeting has occurred to reflect the date of the meeting as accurately as possible.

e Pl Actions: In column |, select whether your Pl accepted the workbook as you presented it to
them, or whether they accepted it while requesting minimal edits, or whether they rejectedit.

e The second 2 options will require that you edit the workbook as the Pl requested, and
then submit a new reconciliation using ‘Reconciliation Resubmission’. The Pl would
then have to accept, accept with edits, or reject.

¢ Choose this item and upload the action chosen as soon as you are able to do so when
your Pl has accepted or rejected the reconciliation in order to reflect the date on which
it occurred accurately.

% EMORY UNIVERS ITY | Enterprise Data Analytics and Strategic Support
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3. As noted above, the columns will auto-hide/un-hide based on your selections in column E “Action
Type”. In order to view the full worksheet, simply select columns E through J, right click, and select
‘unhide’.

4. Column K“NOTES”: You may add applicable comments that you would like to record about the Action
chosen in that column.

5. The date and user’s NetID are automatically recorded each time the worksheet is uploaded. Changes
to the header will be effective dated as of the date that they are uploaded.

EMORY UNIVERS ITY | Enterprise Data Analytics and Strategic Support

14



X

EMORY

UNIVERSITY

Research Administration
Services

RESOURCES
NEW as of November 2021

X

Access various resources in the “Resources” tab in the workbook.

Additional Resources

FORT Resources

FORT Website

Sponsored FORT Job Aid

EBI Dashboards & Resources

Sponsored FORT Website

Download & Configuration Instructions

Account Administrator Roles Reference Dashboard

Earnings Distribution & Projections Dashboard

Encumbrance Transaction Detail Report Dashboard

Labor Transaction Detail Report Dashboard

Other Tools & Resources

Account Administrator Roles Reference Job Aid

Earnings Distribution & Projections Job Aid

Encumbrance Transaction Detail Report Job Aid

Labor Transaction Detail Report Job Aid

Award Review Tool (ART)

Account Administrator Tool (Compass)

CAS Account Codes:
Account Code Description
50130 Sal - Housing Allow
51932 Benefits~Dental Plans
fenefits - Wellnes®roeram

Engagement Tl‘ac[;elf- Resources

EMORY UNIVERS ITY | Enterprise Data Analytics and Strategic Support
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TRACKING ACTION ITEMS/NOTES

2.

Record all action items and other notes in the “Notes” tab in the workbook. Comments added to the
other worksheets will NOT be saved to the database. To add a note, enter a project ID (required) in
the first yellow column, you can then select a status and whether the “Note Type” is “Informational” or
an “Action ltem.” You can update the “Notes” as tasks are completed/resolved.

Select the “Quick Upload” icon on the FinPro FRP ribbon and select “Current Sheet Only” to save/upload
your notes.

Home Insert Draw Page Layout Formulas Data Review View Developer Power Pivot FinPro FRP
2 Cd I 843 CH © o
= = 45 B & - \. bel @ b v
Connected Configure  Tree Update  Clear General Transact Dther Quick Updt Upload Q ck Settings About  Help
Connection Viewer Reports~ Reports=  Ledgers  ~  Source: s+ Click Drills Data Upload = - Content~

FRP Database Reporting Commands Drilldown Commands Uplo,

AB39 i fe

A ] G D 3 F G H @  SelectedSheets =

2 All Sheets
3

The following message will appear, letting you know that the notes are now loaded to the database.

Data Upload Successful >

@- The selected sheets were uploaded successfully.

Once a Note is uploaded, only the “Note Status” column can be changed. Changes to any other fields
for previously loaded notes are not loaded to the database. You cannot delete notes after
saving/uploading but you can change the status to “closed” and then filter closed items from your
view to keep track of your ‘to do’ list.

NOTE: NEW in version 2.0: Brief notes can also be saved in the header of project detail tabs. The
box will hold a “tweet length” of text.

NIH NATL INST OF ALLERGY AND INFECTIOUS
Award: 0000058487 VTEU COVID Supplement (Moderna; Award Pl: 0359854 Rouphael,Madine

Sponsor Ref: 3UM1AI148576-0251

Award Dates: 07/13/2020 - 11/30/2022

Speedtype: 7365200259

Project: 00096946_YRALL VTEU Start Up (PEDS); Project PI:
Actwlty Dates 07/13/2020 - 11/3

Modified Total Direct Cost) )

EMORY UNIVERS ITY | Enterprise Data Analytics and Strategic Support
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FREQUENTLY ASKED QUESTIONS [FAQs]

1. Do I have to use VPN to access the FORT if | am working from my Emory University office?

Even if you are at your desk, you MUST be on the VPN to utilize the FORT. Using the VPN gives you access
to the ADMIN core, which is necessary to utilize the (FinPro) database supporting the FORT. You must
access the ADMIN core via VPN before you attempt to connect to the FinPro database. We encourage you
to use the BIG-IP Edge Client as it provides more consistent VPN access than vpn.emory.edu.

W) IG IP Edge Client™ X

Inbound Traffic

Disconnected "
fs

Sarver; vpn.emory.edu
P Y Outbound Traffic

Ob/s

Connection
) Auto-Connect O Connect 0] Disconnect

Close a connection and disconnect.

Change Server Show Graph View Details

2. | have opened the template and the FinPro FRP Ribbon but | do not see the “Connected/Not
Connected” button. What do | do?

If the “Connected/Not Connected” button does not display on the FinPro FRP Ribbon,

close the FORT and Excel. Relaunch Excel select the FinPro FRP Ribbon, and File =~ Home Ind
attempt to connect. If the “Connected/Not Connected” button still does not display, L] 2
request assistance via the #ebi channel of All RAS Slack or contact RAS Central. You v o
must “Connect” to use the FORT by selecting “Not Connected” to establish a B onfaure |

connection to the (FinPro) database to populate the FORT. FRP Database

3. Itis taking an extremely long time for projects to populate in FORT. What is causing this and what
canldo?

FORT download speeds may be impacted by several factors, including the age of your machine, available
storage, pending updates, slow internet speeds, and a poor VPN connection. It is highly recommended to only
have one FORT template open at a time and minimize the number of total Excel files open while using FORT.
See FAQs 16 — 18 for additional information.
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4. Why isn’t the budget, expense, and encumbrance cliata displaying on the Project Summary page?

Project Name ‘ Review Status Budget Expenses Encumbrance Availz

er

You must type (do not copy and paste) the EMPLID to load the Project Summary.

PIID: |:| If you have entered your EMPLID for a valid Pl and still are not
) . able to load details, request assistance via the #ebi channel of
All RAS Slack or contact RAS Central.

Pl Name:

Project Summary

Hyperlink ‘ Award

Number ‘Awart

5. What is the purpose/function of the “+” and “-” tabs at the top of the project summary page in the
workbook?

ut’ - . Jpload ~ ~ Content~
Settings About Help

e smmands  Other Commands Help
ontent ~

<D, O

G J K

Other Commands Help

Use these buttons to expand and collapse columns in the project summary.

6. What is the purpose/function of the “1” and “2“ tabs at the top of the project summary page in the

workbook?
a These tabs allow you expand and collapse columns in the project summary (same as
Fonnected “+” and “-“). These tabs also allow you to expand and collapse rows. Selecting “1”
always returns you to the default view.
D15
14| PII
15| PIb
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7. |am forecasting new hires using the Projected Hire 1— 10 rows. When will the actual hire data
appear? Do | need to remove the Projected Hire forecast data that | entered?

The new hire will appear in the FORT as soon PHIREO] iProjected Hire 1
as the employee is hired and labor P
. PHIRED3 :Projected Hire 3
expenditures are processed. PHiRE0A Projected Hire 4
PHIREOS :Projected Hire 5

When the new hire appears in the FORT, you PHIREQS :BrojectediHingty
td | t th Pr . t d le d t PHIREO7 :Projected Hire 7
mus elete € Ojec e € aata. PHIREO8 ;Projected Hire 8
PHIREDS :Projected Hire 9

PHIRELD :Projected Hire 10

8. Ifl submit an RST, how will that show up on FORT?
RST’s calculate into the total salary paid to that employee within the month that they have posted to the
ledger—just like on the trend report in EBI. Both FORT and the trend report run based on postdate (not pay
date).

9. Do formulas load to the FinPro database?

No, if you use a formula in a project reconciliation worksheet in the FORT workbook, the result of the
calculation will be saved, but not the formula.

10. What does the “*” designate in the Notes?

Notes Tracker
* required field

Transaction 1D if

2 Amount if applicabl= Not@
applicable ~ -

‘ Note#_‘ Proiectl@ Note Status _‘ Date _‘ Author " Note Type =

Items marked with a “*” are required. If you want to add and load a Note, you must include the
mandatory/required fields, at a minimum. The current required files are Project ID and note.

11. How do I clear the template, after I finished the reconciliation for my Pl and uploaded my FORT?
Type 0000000 into the P! ID field. That will clear the data from the — lFinPro

template and allow you to enter a new (valid) PI ID into the tool to begin a T —
new PI’s reconciliation. e s

If you clear the PI ID field, you may receive an “Invalid Dimension IDs”
pop-up. Simply close the pop-up and enter the new EMPLID.

A L lnvalid 14 Found et Lt Disa

12. | have entered the PI’'s EMPLID but NO data has loaded. What do I do?

Double check that you have connected to the FinPro database. If you are connected but still have this issue,
and if you are certain the Pl has funded awards/projects, request assistance via the #ebi channel of All RAS
Slack or contact RAS Central.
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13. Some of my PI’s projects are not displaying in FORT. Why not?

Projects will not display until a budget is loaded or expenses have hit. If the primary award is outside your
department, Account Administrator assignments may need to be updated (which is required to allow the
data to load into the FORT). Each RAS Director has access to update Account Administrator settings.

14. Does the FORT include projections for “Other” expenses?

You must manually calculate the projections for “Other” expenses. Only labor data will project automatically
based on percentage earnings for the project period or termination date, whichever is sooner.

15. The F&A rate for the year looks wrong. How does the FORT calculate F&A on subcontracts?
The entire subcontract is encumbered. Actual subcontract expenditures display as a credit in the
encumbrance line. You should not need to project subcontract expenses but if you want to see the F&A
impact on your project, you must manually enter the F&A projections for encumbrances. COMPASS (the
source of the data displayed in the FORT) does not include F&A expenses on encumbrances.

16. How can I check the strength of my VPN connection?

Select the Windows Start icon.

Locate and select Big-IP Edge Client.

m BIG-IP Edge Client

Review the Inbound Traffic and Outbound Traffic Kb/s or b/s. If the Kb/s or b/s is zero (0), the connection
is poor. Try disconnecting and reconnecting to the VPN. If that does not resolve the issue, it is likely VPN
resources are at capacity, and you should try again later, if possible.

® RIG-IP Edge Client™ - ®
Inbound Traffic
Connected D
7 g 228 b=
"TEH _Er' B n'_en ICI_W'E 7 Outbound Traffic
Session expires in 12:40:07 21 b/s
Connection
) Auto-Connect ® Connect @ Disconnect

Establizh a connection and automatically reconnect if your connection is dropped. Use the
'Disconnect’ button to close your connection and disconnect.

Change Server Show Graph View Details

17. How can I check for System Updates?
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Type Update in the search box located on the task bar and then select the Check for Updates system
setting.

H £ Type here to search

Select the Check for updates button.

Check for updates

Also check for updates by selecting Check online for updates from Microsoft Update.

Check online for updates from Microsoft Update

Another option is to type Settings in the search box located on the task bar and then select the Settings

app.
H £ Type here to search

Select System.

g System

Display, sound, notifications,

Frower

Select About.

(@  About

Review the information located under Windows specifications. If the version number is less than 19.09,
contact your local IT consultant to determine if an update is needed.

Windows specifications

Edition Windows 10 Enterprise

Version 20H2

Installed on 12/22/2020

0% build 19042.867

Experience Windows Feature Experience Pack 120.2212.551.0

NOTE: If you believe pending updates are impacting your machine's performance, submit an IT ticket for
support. Updates can only be installed by your local IT consultant.
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18. How can | perform an Internet Speed Test?

Navigate to speakeasy.net. Select Go fo Speed Test.

Go to Speed Test >

Select Start Test.

Start Test

A download speed of 100 and an upload speed between 25 and 30 is desirable. A download speed of 45
and an upload speed between 10 and 20 will still provide acceptable performance. If your download and
upload speeds aren't in this range you may be able to work with your Internet Service Provider (ISP) to
increase your speeds.

19. Who do I contact if | have additional questions?

If you are having issues accessing/using the tool, post a description of your issue in the #ebi channel of All
RAS Slack or contact RAS Central.
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