EXERCISES: ACTIVITIES
I. APPLICATIONS & GRANTS

1. REGISTRATION - register a new Application (Applicant is an Organization)
a. Application Details:
· Applicant (*)
· Application Name (*)
· Currency (*)
· Start & End Dates (*)
· Contact Person (*)
· Contract Signer (*)
· Project Leader (*)
· Project Officer  (*)
· Brief Description in English
b. Funding Projects (*) – Add at least one Project (T0) during Evaluation; before Approval
c. Requested Budget (*) – review & update if necessary:
· Currency
· Document Date
· Period
· Requested Budget Category break-down:
· Budget Line / Item and Expense Category ( predefined in Activities: Settings)
d. Third Party Funding – fill out if another TP donor is also subsidizing the Applicant
e. Required Documents – register what documents have been received and attach them
f. Classifications – classify the Application by predetermined Classifiers (FND-specific)

2. EVALUATION - evaluate the Application
a. Recommended Budget – amend from Requested Budget, if necessary
b. Evaluation Notes – register & attach ( if applicable) via Add

Kindly note that the user must indicate at least one Funding Project and break down the Recommended Budget of the Contract (T6) by Expense Accounts PRIOR TO pressing Next: Ready for Decision button. The Recommended Budget may not be associated with its funding source - Project(s), though. 

3. APPROVAL
a. Approved Budget – amend from Recommended Budget, if necessary.
· Make sure T0 = T6 – Activity’s budget is in sync. If not, click either on:
1) Individual [image: ] in order to [image: ]via manual Edit line by line
2) Or on [image: ] in order to inherit proportionate funding from the Project(s)
 [image: ] is a prerequisite before the financial user can continue with Next: Reserve Budget.
b. Assign (Preliminary) Final Decision Maker; DM Session and Topic (*) in the pop-up window
c. Installments (*) – specify at least one Installment Amount; Date & Report Types
d. Contracts – Add the scanned the original (signed & counter-signed) Grant Letter/Agreement
e. Funding Snapshot – review the funding source of the T6 by analytics

4. ACTIVE
a. Active Budget – inherited from the Approved Budget; subject to Budget Modifications, though
b. Payments – review previously drafted/processed or initiate new grant disbursement (PR to Grantee)
c. Reports – review relevant Expense Report(s) registered on behalf of the Grantee; hyperlink to FIN.
d. Monitoring Notes – review or register a new Note and attach MnE notes - via Add

5. MODIFICATION
a. Other Modifications:
· Details
· Funding Project
b. Budget Modifications:
· Addition
· Reduction
· Reallocation

6. FINALIZATION
a. Final Evaluation Notes – register such via Add
b. Archiving Documents – determined in Activities: Settings
c. Financial Closing (*) – to be done after finalization of all Grant PRs, ERs, MRs or RRs

II. OPERATIONAL ACTIVITIES

1. REGISTRATION - register a new Operational Activity:
a. Application Details:
· Project Officer (*)
· Oper. Act. Name (*)
· Currency  (*)
· Start & End Dates (*)
· Brief Description in English
b. Funding Project(s) – add at least one Project (T0) during Evaluation; before Approval
c. Requested Budget – specify:
· Currency
· Document Date
· Period
· Requested Budget Category break-down:
· Budget line / Item / Sub-Item – three levels of Content Budget
· GL Accounts from local Chart of Accounts (CoA) – fourth level
d. Third Party Funding – if applicable
e. Required Documents
f. Classifications

2. EVALUATION - evaluate the Operational Activity
a. Recommended Budget – amend from requested Budget, if necessary
b. Evaluation Notes – register & attach,  if applicable
c. Budget Snapshot – review the Content Budget

At least one Funding Project must be selected and associate it with the Recommended Budget of the Operational Activity before pressing Next: Ready for Decision button. A business validation that the registered budget is a non-zero amount is also applied.

There are three ways to proceed further in the Operational Activity workflow (status):
· Approve
· Reject
· Return to Evaluation

3. APPROVAL
a. Approved Budget – amend from Recommended Budget, if applicable
· Make sure T0 = T6 – Activity’s budget is in sync. If not, click either on:
1) Individual [image: ] in order to [image: ]via manual Edit line by line
2) Or on [image: ] in order to inherit proportionate funding from the Project(s)
 [image: ] is a prerequisite before the financial user can continue with Next: Reserve Budget.
b. Approve or Reject – register the Decision, as per Decision Scheme
c. Contracts – add attachments (external files), if relevant
d. Funding Snapshot – review the funding source of the T6 by analytics

4. ACTIVE
e. Active Budget – inherited from Approved Budget; subject to Budget Modifications, though
a. Payments  –  review the already drafted and/or processed PRs (disbursements)
b. Reports – review the already initiated and/or processed Expense Report(s)
c. Monitoring Notes – review or register a new Note and attach MnE notes - via Add

5. MODIFICATION
a. Other Modifications:
· Details
· Funding Project
b. Budget Modifications:
· Addition
· Reduction
· Reallocation

6. FINALIZATION
a. Financial Closing (*)
b. Final Evaluation Notes
c. Archiving Documents
III. CONTRACTS

1. REGISTRATION - register a new Contract:
a. Application Details:
· Contractor (*) 
· Contract Name  (*)
· Currency (*)
· Start & End Dates  (*)
· Contact Person (if the Contractor is an Organization) (*)
· Contract Signer (if the Contractor is an Organization) (*)
· Project Leader (if the Contractor is an Organization) (*)
· Project Officer  (*)
· Brief Description in English
b. Funding Projects – add at least one Project (T0) before Approval stage (no system requirement upon Next: Submit for Evaluation the system does NOT require at least one Funding Project to be identified as the funding source of the Contract; nor of the Requested Budget
c. Requested Budget – a Budget entry and breakdown may or may NOT be specified (no system validation: could change the status to Evaluation with 0 Requested Budget) 
· Currency – confirm it is accurately registered
· Document Date (by default: Contract Start Date)
· Period
· Requested Budget Category break-down:
· Budget line / Item / Sub-Item – three levels of Content Budget
· GL Accounts from local Chart of Accounts (CoA) – fourth level
d. Third Party Funding – fill-out of applicable
e. Required Documents – indicate which documents were received & attach them
f. Classifications – if applicable

2. EVALUATION - evaluate the Contract
a. Recommended Budget
b. Evaluation Notes

Kindly note that the user must indicate at least one Funding Project and break down the Recommended Budget of the Contract (T6) by Expense Accounts PRIOR TO pressing Next: Ready for Decision button. The Recommended Budget may not be associated with its funding source - Project(s), though. 

There are three ways to proceed with the contract (status):
· Final Approve/Reject – shorter workflow
· Assign Preliminary Decision Maker – longest workflow
· Assign Final Decision Maker – middle workflow

3. APPROVAL
a. PREPARE BUDGET:
· Approved Budget – review & confirm
Make sure T0 = T6 – Activity’s budget is in sync. If not, click either on:
1) Individual [image: ] in order to [image: ]via manual Edit line by line
2) Or on [image: ] in order to inherit proportionate funding from the Project(s)
 [image: ] is a prerequisite before the financial user can continue with Next: Reserve Budget.
b. PREPARE CONTRACT DETAILS:
· Details – review & confirm
· Installments – please specify at least one Payment Date, Amount and Report Date; currently set as mandatory for Contracts (similarly to Grants).
· Contracts – indicate the Contract Number; Date & attach the original

Before pressing Next: Finalize Contract Details button, the system validates whether at least one Instalment (Payment) has to be registered in Installments screen.

c. SIGN BY FOUNDATION
d. SIGN BY CONTRACTOR
e. ACTIVATE BUDGET

4. ACTIVE
a. Payments – inherited from Approved Budget; subject to Budget Modifications, though
b. Reports – review or drill-down in order to fill-in Contractor’s Expense Report
c. Monitoring Notes – review or register a new Note and attach MnE notes - via Add
d. Budget Snapshots – as per Contract’s content budget categories
e. Funding Snapshot – as per Project (T0) budget
f. Other Snapshots – user may also review:
· Budget vs. Disbursed
· Budget vs. Reported
· Initial vs. Modified Budget

5. MODIFICATION
a. Other Modifications:
· Details
· Funding Project
b. Budget Modifications:
· Addition
· Reduction
· Reallocation
6. FINALIZATION
a. Financial Closing (*)  – return any unspent budget back to the Funding Project (T0)
b. Final Evaluation Notes – register & attach MnE Notes (if applicable)
c. Archiving Documents – mark what is collected for storing
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