JOB AID ARC

Usingthe Sponsored Project Reports WebViewer as an Administrator

Sponsored Project Financial Reports for Principal Investigators / Project Managers / Scope Investigators

As an administrator working with faculty members who have oversight of sponsored projects, we understand how important it
is for you to easily access financial project information on a regular basis, and in the same manner that faculty members that
you work with do. We have therefore developed a way for administrators to access the same electronically delivered, pre-run
PDF-format monthly and quarterly reports that Pls and Scope-Is access.

The purpose of this job aid is to provide guidance on how to access these reports, which will be for any Government Grant (GG),
Private Grant (PG), or Industry Clinical Trial (IN) projects which are owned by departments for which you have security, including
PAD access.

In accordance with University policy, you will be timed out after a session has been inactive for 30 minutes or more. If
you want to continue looking at the Sponsored Project Financial Reports after a 30 minute period of inactivity, you
will need to re-authenticate by signing in again with your UNI and UNI password.

Who can access the sponsored project financial reports via the WebViewer?

If you are an administrator with PAD (access to payroll information at a detailed level), you will be able to see all
active projects and activities associated with a Pl or Scope-l where these projects / activities are owned by the
department for which you have security (the access you applied for using the Financial Systems Security Application
or Financial Inquiry Application).

How are these reports accessed?
Administrators, Pls and Scope-Is all use the same URL to access the Sponsored Project Financial Report WebViewer:
https://spreports.finance.columbia.edu. When you click on this URL, you will be asked to authenticate by logging in
using your UNI and UNI password:
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You can also find a sign-in button on the Quarterly Financial Review webpage on the Finance Gateway -

http://finance.columbia.edu/content/quarterly-financial-review. The WebViewer button is half-way down the
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The tool available to help you with the quarterly financial review » Payroll Summary Quarterly Repor
process is the Sponsored Project Reports WebViewer . It
was developed to provide a way fo electronically deliver pre-run
reports to you in a PDF format on a monthly basis. As of April * SAPO Budget vs. Encumbrance R
2015, the WebViewer includes a new set of quarterly reports
that can be utilized to review your project expenditures

page, on the left.

I " Tl 3 > For each sponsored project or activity you
"y following indexed on the left side of your scre
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The WebViewer

Click the below button to open up the WebViewer. You will also be Before beginning a financial review, we sug
emailed this link whenever new reports become available. reports to reaquaint yourself and ensure col
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Questions to Ask During the Review

The purpose of this quarterly review
Instructions: appropriateness of expenditures on your spo

« Do vnii anree with the level nf A

Signing in to the WebViewer

When signing in, your unique identifier (UNI and UNI password) will take you to the Sponsored Project Monthly Financial
Reports page. To access quarterly financial reports, click on the “Quarterly Reports” button.

Sponsored Project Quarterly Financial Reports

You are jeb11. Monthly Reports IEN S EE LSS (9 Refresh | @ Logout
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Sponsored Project Monthly Financial Reports
1 N

You are mkr2107. ‘ Monthly Reports Quarterly Reports (O Refresh () Logout

« Click on Quarterly Reports button to access quarterly financial reports
« To see the reports for a specific P| select an 'Account Period / Fiscal Year' and then select their name from the ‘Select a PI' list on the left.

You do not have any Sponsored Project Reports at this moment for Account Period / Fiscal Year November FY16.

J 3

If there are questions regarding the reporting malerial, please speak with your Department Administrator or Senior Business Officer. If you have adaitional questions or are experiencing any issues with ARC or FDS, please contact the Finance Service
Center. You can log an incident or request a service by using a self-service web form, or contact the Service Center by phone: 212-854-2122 Monday, Tuesday, Thursday, 9:00 am — 5:00 pm; Wednesday 9:30 am — 5:00 pm; Friday 8:00 am — 4:00 pm.

Select a Pl...

Select a Pl to view their reports.

‘22016 The Trustees of Columbia University in the City of New York

Information Presented

1. Confirmsauthenticated UNI.

2. Confirms that you’re on the “Monthly Reports” page (the WebViewer defaults to the Monthly Reports view); to
access Quarterly Reports, click on the “Quarterly Reports” button.

3. Click on “Select Account Period / Fiscal Year” to select the specific accounting period for monthly reports; for
quarterly reports, click on “Select Quarter / Fiscal Year”.

4. Click on “Select a PI” to view drop down of Pls / Scope-Is (in alphabetical order, by first name) who are
responsible for projects and/or activities within the department(s) you have security for.

5. Click on “Go” to bring up the list of projects / activities associated with your chosen PI / Scope-I and for the
accounting period chosen.

10.14.1
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Sponsored Project Monthly Financial Reports

You are mkr2107. Quarterly Reports © Refresh @ Logout

« Click on Quarterly Reports button to access quarterly financial reports
« To see the reports for a specific Pl select an 'Account Period / Fiscal Year' and then select their name from the 'Select a P!' list on the left.

have any Sponsored Project Reports at this moment for Account Period / Fiscal Year Ni

Go € Select Account Period / Fiscal Year
& Alexander Tzagoloff (AAT3) Hs.
Alice Heicklen (AH2289)
Brent Stockwell (BS2198) o . s . 5
I Carol Prives (CLP3) ling material, please speak with your Dep: A or Senior Officer. If you have orare )9 any issues with ARC or FDS, please contact the Finance Service
£ Dana Pe'er (DP2315) t a service by using a self-service web form, or contact the Service Center by phone: 212-854-2122 Monday, Tuesday, Thursday, 9:00 am — 5:00 pm; Wednesday 9:30 am — 5:00 pm; Friday 9:00 am — 4:00 pm.

Daniel Kalderon (DDK1)
Darcy Kelley (DBK3)
- Darcy Peterka (DP2403)
Elizabeth Miller (EM2282) © 2016 The Trustees of Columbia University in the City of New York
" Guy Sella (GS2747)
Harmen Bussemaker (HJB2004)
James Manley (JLM2)
Jeannette Bulinski (JCB4)
Jian Yang (JY160)
John Hunt (JFH21)
Julio Fernandez (JF2120)
Lars Dietrich (LD2444)
Lawrence A Chasin (LAC2)
Lewis Brown (LB2425)

Drop down list of Pls / Scope-Is (in alphabetical order, by first name) who are responsible for projects and/or
activities within the department(s) you have security for. Note: limit of 200 names in the drop down list.
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Sponsored Project Monthly Financial Reports
2

You are mkr2107 Quarterly Reports (3 Refresh @ Logout

« Click on Quarterly Reports button to access quarterly financial reports
« To see the reports for a specific Pl select an 'Acooum Penod / Fiscal Year' and then select their name from the 'Select a PI' list on the left.
« All columns are sortable (alphar
« To open a set of reports, click on the Long Project Descnpnon (in blue)

« If more than 50 projects and/or activities, links to ional pages are provided — click on page number or Previous and Next to navigate between pages

: avallable Sponsored Project Reports for Account Period / Fiscal Ye

Go 0 Select Account Period / Fiscal Year Q Download all reports (one PDF) on this page for t133
4+ Funding Agency 4 Short Project Description# ProjectID# Activity ID$ Dept Num.#( Acct Period¢ Fjscal Year$ UNI$
Structural biology of pre-mRNA 3 -end processing National Institute of General Medical Sc 5R01GM077175-08 GG006539 4041102 ovembe 2016 LT133
Listeria monocytogenes physiology and host pathogen interactions National Institute of Allergy and Infect =~ UWASH UWSC8286 GG011084 4041102 November 2016 LT133
Structure and function of 5 to 3 exoribonucl National Institute of General Medical Sc 2R01GM090059-05 GG011095 4041102 November 2016 LT133
If there are questions regarding the reporting material, please speak with your Department Administrator or Senior Business Officer. If you have g any issues with ARC or FDS, please contact the Finance Service

Center. You can log an incident or request a service by using a self-service web form, or contact the Service Center by phone: 212-854-2122 Monday Tuesday Thursday 9:00 am — 5:00 pm; Wednesday 9:30 am — 5:00 pm; Friday 9:00 am — 4:00 pm.

© 2016 The Trustees of Columbia University in the City of New York

Monthly Reports page for the Pl / Scope-I chosen; list of projects and/or activities associated with that Pl or Scope-I are
presented.

Updated10.14.16 4
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i nanc i al Re 0 rts « Click on Menthly Reports button to access monthly financial report
p « To see the reports for a specific Pl select an ‘Quarter / Fiscal Year' and men select their name from the ‘Select a P’ list on the left.
« All columns are sortable (alphanumeric), ascending or descending
« To open a set of reports, elick on the Long Project Deseription (in blue)
« If more than 50 projects and/or activities, links to additional pages are provided — click on page number or Previous and Next to navigate between pages
Refresh Log out + To acoess signature page for Project Review, click on the document icon

Sponsored Projec:t2 Qual

You are mkr2107. Monthly Reports

0 Select Quarter / Fiscal Year Download all reports (one PDF) on this page for 1t133 Download all Project Reviews (one PDF) on this page for 1t133

Long Profeess + Funding Agency + Short Project Description+ Project|D+ Activity D% + UNI+ Project Review+

FY16 Q4 (Apr-Jun) Sponsored Project Quarterly Summary Attestation for Department 4041102 for Liang Tong (LT133) - LT133
Structural biology of pre-mRNA 3 -end processing National Institute of General Medical Sc 5RO1GM077175-08 GGO006E539 4041102 Q4 (AprJun)  FY16 LT133
Taspase1 crystallography National Cancer Institute/NIH/DHHS LEIDOS 16X137 GGO09458 4041102 Q4 (Apr-Jun) FY16 LT133
Listeria monocytogenes physiology and hest pathogen interactions National Institute of Allergy and Infect UWASH UWSC8286 GGO11084 4041102 Q4 (Apr-Jun) FY16 LT133
Structure and function of 5 to 3 exoribonucleases National Institute of General Medical Sc 2R01GM090058-05 GGO011095 4041102 Q4 (Apr-Jun) FY16 LT133
Structural and functional studies of mRNA processing, stability and guality control National Institute of General Medical S¢ 1R3I5GM118083-01 GGO11161 4041102 Q4 (Apr-Jun) FY16 LT133
Crystal structures of human IDO1 in complex with inhibitors SUZHOU KINTOR PHARMACEUTICAL INC  KINTOR CU16-0025 PG007632 4041102 Q4 (Apr-Jun) FY16 LT133

If there are questions regarding the reporting material, please Speak with your Department Administrator or Senior Business Officer. If you have additional questions or are experiencing any issues with ARG or FDS, please contact the Finance Service Center. You can log an incident of request a service by using a self-service web form, or contact the
Service Center by phone: 212-854-2122 Monday, Tuesday, Thursday, 9:00 am  5:00 pm; Wednesday 9:30 am — 5:00 pm; Friday 9:00 am — 4:00 pm.

© 2016 The Trustees of Columbia University in the City of New York

Quarterly Reports page for the Pl / Scope-I chosen; list of projects and/or activities associated with that Pl or Scope-I
are presented.

Information Presented

1. Confirmsname of Pl / Scope-I chosen.

2. Confirms that you’re on either the “Monthly Reports” page or the “Quarterly Reports” page.
3. Confirms which accounting period the reports are for (either monthly or quarterly).

Organizing Informationin the WebViewer

Note that columnsinthe WebViewer are sortable (alphanumeric, either ascending or descending) to allow you to organize
the information in a way that is most helpful to you. The list sorts, by default, by Project ID and then Activity ID.

For example, if you would like to view all projects/ activities by Funding Agency, click on either the up arrow to

organize in ascending order (a-z), or the down arrow to organize in descending order (z-a). Please also note that if

there are more than 50 projects / activitiesto view, they will be on more than one page; click on the page number

you want to goto, or just click “Next”.

Note: Thereport distribution excludes projects / activities that expired more than 120 days prior to the end of the
reporting month or quarter.

&2 COLUMBIA UNIVERSITY Updated10.14.16 >
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To select multiple columns for sorting:

1.

Select first column headingto be sorted, e.g. Department Number.
LUMBIA UNIVERSITY

N THE CITY EW YORK

Sponsored Project Quarterly Financial Reports T B i Yo 2 st h s o e St 1 n et

« All columns are
« To open a set of reports, click on the Long Project Description (in blue)

« If more than 50 projects and/or activities, finks 1o additional pages are provided — click on page number or Previous and Next to navigate between pages
You are mkr2107. Monthly Reports (© Refresh © Logout « To access signature page for Project Review, cick on the document icon

Liang Tong LT133) & Go € Select Quarter/ Fiscal Year | (& Download all reports (one PDF) on this page for t133 (%) Download all Project Reviews (one PDF) on this page for 1t133
Long Project Description + Funding Agency ¢ Short Project Descriptions ProjectiD¢ Activity ID¢ Aocl Periods Fiscal Years UNI¢ Project Reviews
FY16 Q4 (Apr~Jun) Sponsored Project Quarterly Summary Attestation for Department 4041102 for Liang Tong (LT133) - - - 4041102 Q4 (Apr-Jun) FY16 LT133
Structural biology of pre-mRNA 3 -end processing National Institute of General Medical Sc 5R01GMO77175-08 GGO08539 4041102 Q4 (Apr-Jun) FY16 LT133
Taspase crystallography National Cancer Institute/NIH/IDHHS LEIDOS 16X137 GG009458 4041102 Q4 (Apr-Jun) FY16 LT133
Listeria monocytogenes physiology and host pathogen interactions National Institute of Allergy and Infect UWASH UWSC8286 GGO11084 4041102 Q4 (Apr-Jun) FY16 LT133
Structure and function of 5 to 3 exoribonucleases National Institute of General Medical Sc 2R01GMO090059-05 GGO11085 4041102 Q4 (Apr-Jun) FY16 LT133
Structural and functional studies of mRNA processing, stability and quality control National Institute of General Medical Sc 1R35GM118093-01 GGO11161 4041102 Q4 (Apr-Jun) FY16 LT133 B
Crystal structures of human IDO1 in complex with inhibitors SUZHOU KINTOR PHARMACEUTICAL INC KINTOR CU16-0025 PGO07632 4041102 Q4 (Apr-Jun) FY16 LT133

I there are questions regarding the reporting material, please speak with your Department Administrator or Senior Business Officer. If you have additional questions or are experiencing any issues with ARG or FDS, please contact the Finance Service Centor. You can log an incident or request a service by using a self-service web form, or contact the
Service Center by phone: 212-854-2122 Monday. Tuesday, Thursday, 9:00 am — 5:00 pm; Wednesday 9:30 am — 5:00 pm; Friday 9:00 am — 4:00 pm.

2.

2016 The Trustees of Columbia University in the City of New York

In order to sort using multiple criteria, hold the ‘Shift’ key and select additional columns to be included in the
sorting criteria. In this example the Long Project Description, Funding Agency and Short Project Description columns
have been selected for sorting (see below). Note: Columns selected for sorting will have the column heading set to
blue.

@ COLUMBIA UNIVERSITY
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Sponsored Project Quarterly Financial Reports L B s e o o oo selct he i o h Select  PY I o the .

« All columns are sortable (alphanumeric), ascending or descending
+ To open a set of reponts, click on the Long Project Description (in blug)
+ If mors than 50 projects and/or activities, links to additional pages are provided — click on page number or Previous and Next to navigate between pages

You are mkr2107. Monthly Reports © Refresh © Logout + To access signature page for Project Review, click on the document icon

‘Your avallable Sponsored Project Reports for Q4 (Apr-Jun) FY16:

Liang Tong (LT133) 0 Go 0 Select Quarter / Fiscal Year c Download all reports (one PDF) on this page for 11133 c Download all Project Reviews (one PDF) on this page for It133
Long Project Description 4 Funding Agency 4 |Short Project Description |ijm ID¢ Activity D¢ |DeptNum:$ | Acct Periods Fiscal Years UNIe Project Reviews
FY16 Q4 (Apr-Jun) Sponsored Project Quarterly Summary Attestation for Department 4041102 for Liang Tong (LT133) - - - 4041102 Q4 (Apr-Jun) FY18 LT133
Structural biology of pre-mRNA 3 -end i National Institute of General Medical Sc ~ 5RO1GMO77175-08 GG006539 4041102 Q4 (Apr-Jun) FY16 LT133
Taspase1 crystallography National Cancer Institute/NIH/DHHS LEIDOS 16X137 GG009458 4041102 Q4 (Apr-Jun) FY18 LT133
Listeria i and host pathogen i 1 National Institute of Allergy and Infect UWASH UWSC8286 GG011084 4041102 Q4 (Apr-Jun) FY18 LT133
Structure and function of 5 to 3 exoribonucleases National Institute of General Medical Sc 2R01GM090059-05 GGO11085 4041102 Q4 (Apr-Jun) FY18 LT133
Structural and functional studies of mRNA processing, stability and quality control National Institute of General Medical Sc 1R35GM118093-01 GGO11181 4041102 Q4 (Apr-Jun) FY18 LT133
Crystal structures of human ID01 in complex with inhibitors SUZHOU KINTOR PHARMACEUTICAL INC KINTOR CU16-0025 PG007632 4041102 Q4 (Apr-Jun) FY16 LT133

if there are questions regarding the teporting material, please speak with your Department Administrator or Senior Business Officer. If you mave am:monar questions or are experiencing any issues with ARC or FDS, please contact the Finance Service Center. You can log an incident or fequest a service by using a self-service web form, o contact the
Service Center by phone: 212-854-2122 Monday, Tuesday, Thursday, 9:00 am — 5:00 pm; Wednesday 9:30 am — 5:00 pm; Friday 9.00 am —

G@ Lm UMBIA UNIVERSITY

©2016 The Trustees of Columbia University in the City of New York
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If you do not see Pls or Scope-Is listed that you would expect to see, first verify that the Pl or Scope-I has at least
one project or activity with an owning department that is part of your security profile. If you still do not see Pls
or Scope-Is listed that you would expect to see based on your department security, please contact your
Departmental Administrator or Senior Business Officer.

Once you have selected a Pl / Scope-I from the drop down menu, and identified a sponsored project or activity for
which you want to review the monthly or quarterly financial reports, click on the “Long Project Description” for
that project / activity. You will be prompted to Open, Save or Cancel the file (note: the download prompt is
browser specific). If you just want to review the information but not save it, click “Open”. If you would like to save
the PDF for future reference, click “Save”.

File Download |

Do you want to open or zave this hle?

E?: Mame: 754390353_GE010017_fy2013_8_IC2Z65.pdf
<ok Type: Adobe Acrobat Document, SE3KE

From: spreports finance.columbia.edu

( Open !) Save

Wwhhile files from the Internet can be useful, some files can potentially
harm pour computer. If you do not trust the source, do not open or
zave this file. What's the righ’?

-
| |
p)

There is also the option to download all reports shown on the page (up to 50) as one single PDF. If this optionis chosen
(see below) a separate tab will be opened in the browser. Please note that depending on the number of reportsthat are
being downloaded, it may take several minutesto connect while the consolidated PDF is being compiled.

&» Select Quarter / Fiscal Year (2 Download all reports (one PDF) on this page

. Funding Agency

L4

imodal Extended Long-Term Study National Institute ¢
Health/NIH/

&2 COLUMBIA UNIVERSITY Updated10.14.16
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Monthly Reports
For GG or PG projects / activities, the following will be listed on the left side of the screen:

e CoverSheet

e Sponsored Project Financial Report (SPFR) Summary*
e Sponsored Project Financial Report (SPFR) Detail

e PayrollSummaryReport*

e Payroll Detail Report

e Purchase Order Open Commitment Report**

e ProjectCostSummary/Overrun Report***

For IN projects / activities, the following will be listed on the left side of the screen:

o Cover Sheet

e Non-Sponsored Project Financial Report (Non-SPFR) Summary*
e Non-Sponsored Project Financial Report (Non-SPFR) Detail

e Payroll Summary Report*

e Payroll Detail Report

e Purchase Order Open Commitment Report™**

e Project Cost Summary/Overrun Report***

Quarterly Reports
For GG or PG projects / activities, the following will be listed on the left side of the screen:

o Cover Sheet

e Sponsored Project Quarterly Financial Report (SPFR) Summary*
e Sponsored Project Quarterly Financial Report (SPFR) Detail

e Payroll Summary Quarterly Report*

e Payroll Detail Quarterly Report

e SAPO Budget vs. Encumbrance Report **

For IN projects and activities, the following will be listed on the left side of the screen:

e CoverSheet

e Non-Sponsored Project Quarterly Financial Report (Non-SPFR) Summary*
e Non-Sponsored Project Quarterly Financial Report (Non-SPFR) Detail

e PayrollSummary Quarterly Report*

e Payroll Detail Quarterly Report

e SAPO Budget vs. Encumbrance Report **

\v_ix_r"\ OLUMBIA UNIVERSITY Updated101416
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Notes

*If there is no activity on the SPFR or Non-SPFR Summary or Payroll Summary Reports for the accounting period, then
the correspondingdetail reports will be blank. In addition, the Open Commitment Report will be blankif there are
no open purchase ordersinthe system.

**0n the PO Open Commitment Report, the amount shown under “PO Merchandise Amount” is not the original
Purchase Order or SAPO amount; rather, it is the amount that was still available on the PO / SAPO at the time of
conversion from old system to new in July 2012. Both the PO Open Commitment Report and the SAPO Budget vs.
Encumbrance Report are not for a particular month or quarter (they are not time bound); rather, they are a
snapshot in time as of the date shown on the report.

***The Project Cost Summary Report is not limited to a specific project, but rather will show all projects associated
with a particular PI UNI and will be included in each report set. Note: the activity report set may be blank if the
activity investigator (Scope-l) is not a Pl on any project.

Viewing Reports

You can view reports by clicking on the Bookmark (left side of screen), or by using the up and down arrows
associated with the page numbers on top of the screen.

@ 1063102_PGOOSSSI 01_GATES CPP10S35S2_dne_2013_BE82132 pdf - Adebe eader

Bl Edt Yew Qocumert Jooks Wirdow teb

%] Sporsored Projct Francil Repoet - Detad Accoanting Period June

K] Payrol Summary Repcrt - Frintable Fiacal Year 2013
¥ payrol Detad Report - Privasdle

%6 Order Cpen Comemtment - Printable

Project Manager e Activiey Manage/$cope |

Project I Descripton PGODSSA3 « GATES OPP10856E2 Actvity 0 Description 01+ GATES OPP1085562

Project Owning BOSH02 - EM MOG East Activity Owning 03302 - EIM MOG Eant
Department Department

Propect Descriphon:
Prarning Geant o e Alnca Soul Information Senvice (AZSES) Phase |l

Index:
Cover sheet
and six
reports J—

Rum Time: 52055 PM

< Run date

1100x850n 4] | »
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Note: For Industry Clinical Trials (project ID’s beginning with “IN”), the project description may be blank, or populated
with a “short description”.

Options are also available to print and zoom in and/or out.

606102 PGE0SSS) 81 GATIS OPPISRSMIZ Jase 2050 BENZIXZo - Adobe Resder
T e L Pew Dooumert Yook Wndew [0

_'_ SO0retred Mopct Francw
Buciget Category

Susmenary by

3 Sporsored Project Francl Report - Detsl Ace g Pariod

B payroll Sumemary Ragport - Prirtatl SRS o

| Payroll Detat Regort - Prevablo

R purcrase Order Open Comantment - Printable
Progect W Aty M. Soope |

B Promct Cost Gussmary/Overrun Regort NN Smep ity Manager S oge

Froutle

Propect D Descrighen POOOSSES - GATES OFP100982 Actrety © Usacrighon 01 - QATES 0P
Project Owning 000392 - ENMOG East Actrwiy Ownng 0002 - EIM NDG Eant
Thep s tmars Cepatment

Progect Cescrpten

Prarvwng Goant R e ANCa Sou infonmagton Serace (ASSIS) Prase

R Dute: V1V201)

R Tame: 42095 Py

Please remember that these reports contain sensitive data, including payroll information, and as such, discretion
should be used when sharing reports, i.e. only share with others who have the appropriate security access to this
information. This reminder is also on the cover sheet of the report set.

Note: Although the PDF reports appear to be different sizes when viewing them on your computer screen, all will
print appropriately on letter size (8.5 x 11) paper.

&2 COLUMBIA UNIVERSITY Updated10.14.16
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When you are finished viewing specific financial reports for a particular project, click on the “x” in the top right corner
to close / exit from the report set.

U102 PGORSSST 0 GATES OFPIORSHEZ Ierve 2003 IS0l - Adube Hoader - m

T G0t Yew Cooment  fook  Wndow el

e IHE g‘r Q[x_,ln ..[T. - r—_.

: Cover Sheet

. Sporeored Promct Financial - Susmenary by Close/Exit
Budiget Camegory
Spormor ed Project Francad Report - Detad Accounting Perod
L Payrol Surmmiry Report < irinbe Poncal Yaor 00
Payrcd Detsl Report - Fynutle
Purchase Order Open Commament - Prirtable
Project Cont Surmmary Owirrun Report Progect Manages Attty Manage Scope |
b
Progect 1D Tarner ploon POOOSAAS - GATE S OPP Yoo Aty 1 Dve rgton 01 - GATES OF P90
Progect Ownng GOEMQ - B MODG East Activety Owreng 0001932 - EMMVOG Eat
Capertoesl Degem eyt

Project Dencrption

Parnng Goart fx e ARCs Soul Inforaion Senvioe (NFSES) Prane |

Rum Dater V1372010
Run Time: 520 55 P

11.00x05n 4

&2 COLUMBIA UNIVERSITY Updated10.14.16



JOB AID ARC

Documenting a Quarterly Review

Some schools or departments may have their own documentation process for quarterly financial reviews, while others
might choose to use the documentation template provided on the WebViewer.

To document a quarterly review using the WebViewer template, navigate to the project listing page, then click on the
PDF icon off to the right, in the Project Review column. There is also an option to open All Project Reviews at once.

@I Project Reviews (one PDF)@ddiﬁonal pages: 123 4 Next | Page 1 of 153

y . Short Project . Project _ Activity _ Dept _ Acct , Fiscal _ UNI
7 Description YD 7D Y Num. ~ Period = Year
+ of Mental 5R01MH064092-11 GG005701 7543902 Q3 FY15 AA2789
(Jan-Mar)
Ty SPRITES NYSPI IN001866 7543%03 Q3 FY15 AA2280
(Jan-Mar)

Specific documentation actions and archiving guidance will come from your school or department.
Options may include using the WebViewer Project Review template which includes the following sections:
e Review language
e Plsignature
e Administrator signature

e Space for notes about the Pls review or questions/errors/follow-up items

The Project Review document contains review language and places for needed signatures. If expenditures require
further investigation by an administrator, a space is provided for notations.

&2 COLUMBIA UNIVERSITY Updated10.14.16 12
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Sponsored Project Quarterly Summary Attestation (SPQSA)

The Sponsored Project Quarterly Summary Attestation (SPQSA) document summarizes all of the Projects and
Activities that the Investigator is responsible for within a particular department and has the same sections as the
WebViewer Project Review template. This allows for a single signature per Investigator for all their
Projects/Activities within one department rather than one per Project.

If a Pl manages Projects/Activities across multiple departments, then one SPQSA document will be generated for
each department.

Click the “Long Project Description” link or the “Project Review” icon to view the SPQSA document.
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Structural biology of pre-mRNA 3 -end processing National Institute of General Medical S 5R01GMO77175-08 GGO08539 4041102 Q4 (Apr-Jun)  FY16 T3 @

Taspase crystallography National Cancer Institute/NIH/DHHS LEIDOS 16X137 GG008458 4041102 Q4 (Apr-Jun)  FY16 LT133 [

Listeria physiology and host pathogen interactions National Institute of Allergy and Infect UWASH UWSC8286 GGO11084 4041102 Q4 (Apr-Jun)  FY16 1133 [

Structure and function of 5 to 3 exoribonucleases National Institute of General Medical Sc 2R01GM090059-05 GGO11095 4041102 Q4 (Apr-Jun)  FY16 T3 @

Structural and functional studies of mRNA processing, stability and quality control National Institute of General Medical Sc 1R35GM118093-01 GGO11161 4041102 Q4 (Apr-Jun)  FY16 T3 @

Crystal structures of human IDO1 in complex with inhibitors SUZHOU KINTOR PHARMACEUTICAL INC KINTOR CU16-0025 PG007632 4041102 Q4 (Apr-Jun)  FY16 7133 [
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The SPQSA documents are included in both the "Download all reports (PDF) on this page” and the “Download all
Project Reviews (one PDF) on this page” functions.

Follow the directions provided by your school or department as to how and where these documents should be kept.

Getting Help

If you have questions or feedback regarding the sponsored project reporting material, please speak with your
Department Administrator or Senior Business Officer. If you have additional questions, please contact the Finance
Service Center. You can log an incident or request a service by using a self-service web form, or you can contact the
Service Centerby phone:212-854-2122.
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