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Manage Grants for Grant Makers

A grant is a class of contract which provides the transfer of cash or something of value to a recipient to
support a public purpose authorized by law. Agencies must encumber grant funds in SWIFT prior to the
execution of the grant agreement. One of the benefits of using SWIFT to enter grants is that transaction

information for this grant can be viewed in any of the modules used in SWIFT.

Agencies who make grants use these modules in SWIFT

SWIFT Module

Purpose of SWIFT Module

Supplier Contracts

The Department of Administration’s Office of State Procurement
considers grants to be a class of contracts. Use this module to
enter the grant as a contract in SWIFT.

e Use the Grant Category Code of “84101501”

e Use the Document Type of “Grant Contracts”

e Use the Contract Type of “GRK”

Purchase Orders

Use this module to encumber grants.
e Use the Grant Category Code of “84101501”
o Use “KEO” for the Purchase Order Document Type.
o Use “441XXX"” Account Codes with “grant” in the
description

Accounts Payable

Use this module to pay the grantee.
o Use “441XXX"” Account Codes with “grant” in the
description

Receipts
(Recommended/ Not
Required)

Many agencies also use this module to track what has been
received against a purchase order.

This guide lists the steps and SWIFT modules used by grant makers to encumber and manage funds

using SWIFT. It also describes how to code the transaction as a grant in each of these modules.

Steps to complete

e Step 1: Enter the grant in the Supplier Contracts module

e Step 2: Use the Purchase Orders module to enter the details of the grant (e.g., Recipients)
e Step 3: Track actual expenditures (Vouchers) for a grant on the Accounts Payable module
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Step 1: Enter and manage the grant in the Supplier Contracts module

Use the Supplier Contracts module to record and create a contract document. Use a related purchase
order to set up the encumbrance for the grant.

SUGGESTION: Office of State Procurement suggests that agencies set the Supplier Contract with
“PLACEHOLDR” as the supplier. Then, you can encumber multiple purchase orders against it.

1. Access the Contract Entry page on the Supplier Contracts module.

Navigation Options Navigation Path

Navigation Collection | Procurement, Supplier Contract, Create Contracts and Documents,
Contract Entry page defaults.

WorkCenter Procurement, Supplier Contract, Contract/Sourcing WorkCenter. Left
menu Links, Add/Update Contracts, Contract Entry page.

On the Contract Entry page, select the Add a New Value tab and press the Add button.
2. Add the required information to the header of the Contract Entry page.
3. Add the required line information on the Contract Entry page.

For grants, always enter the grant Category Code of 84101501 on the line.

Lines
= Q 1-10f 1[v]

Order By Amount Item Information Default Schedule Release Amounts Release Quantities Line Groupings Spend Threshold 113

Line Item Description uom Category Include for

Release Status

MnDOT Grant Agreement #1029675
1 B & EA 84101501 o w

#
&l

Active

4. Enter the required information on the Add Document section on the Contract Entry page.

e For grants, always choose the Document Type of “Grant Contracts”.

Create Document Return to Document Search

Return to Contract Entry
Source Purchasing Contracts urm o Lantset =ty
SefiD  SHARE ContractD  0000DD0000GDOD00000145345
Supplier  SERVICES FOR CHALLENGING YOUTH OF MARTIN

Contract Style  Purchase Order

*Document Type | E P S |

e For grants, always enter the grant Contract Type of “GRK".

*CPV Contract Indicator |AGY Q
|*Comra ct Type |GRK Q |
*Sourcing Method |RFP Q Statement of Purpose

5. Save and process the grant through the Supplier Contracts module as required.

6. Manage the grant on the Contract Entry page.
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a. Look at the Amount Summary section to see how much of a grant has been used.

~ Amount Summary & |

Maximum Amount 8.250.00 uso

Line lHem Released Amount 7.300.00

Category Released Amount 0.oo

Open tem Released Amount 0.o0o

Total Released Amount 7.300.00

Remaining Amount 860.00

Remaining Percent 11.82

b. Select the Document Status link in the Contract Entry page to see activity against that
grant.

Document Status

SetlD SHARE Contract 0000000000000000000134205:
Document Date 07/23/2018 Status Approved
Currency USD Document Type Contract
Buyer Released Amount

Short Supplier Name CALEDONI-001

ﬁ .// o0 =

Show All

Associated Document

==
1-1 of 1
Q
Documents 13
Actions Document Type DOC ID Status Document Date Location
¥ Actions Contract No Documents

7. Process the supplier contract as needed.
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Step 2: Use the Purchase Orders module to enter the details of the
grant (e.g., Recipients)

Once you enter the grant in the Supplier Contracts module, you can track individual transactions against

the grant in the Purchase Order module.

For example, an agency can set up separate purchase orders for different recipients of a grant by using

“PLACEHOLDR” as the supplier in the Supplier Contract and adding individual suppliers under the
Supplier List link. Create these purchase orders by referencing its SWIFT Contract ID.

e Always use the grant Category Code of “84101501”.

e Also, use the Professional/Technical Contract Encumbering Order (KEO) for the Purchase Order

Document Type.
o Use “441XXX"” Account Codes with the “Grant” in the description

1. Navigate to the Purchase Order page.

Navigation Options

Navigation Path

Navigation Collection

Procurement, Purchasing, Purchase Order, Purchase Order page defaults.

WorkCenter

Procurement, Purchasing, Buyer WorkCenter. Left menu Links,

Add/Update POs, Purchase Order page.

2. Onthe Add a New Value tab, click Add.

3. On the Maintain Purchase Order page, click the Contract tab on the Lines section. On the
Contract tab, press the Contract Search button.

IMPORTANT: On the Contract tab, ALWAYS start with the Contract Search button.

Lines @
B Q
Details Ship To/Due Date Statuses Item Information Attributes RFQ Contract Receiving
Line Item Description SetlD
1 B Q (2! Contract Search | SHARE

4. On the Contract Search page, enter the Contract ID of the grant. Press Search to review it.
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Search Criteria

SetlD SHARE

Contract Search

Contract ID ‘pmnouooonoouoonnouo134205 x Q|

Contract Style

Contract Process Option
Description

OSP Contract Release Nbr/T-Nbr

Contract Reference Type

PO Date

PO Business Unit

Clear

08/09/2018

Q

Buyer/Administrator

Supplier ID

Item SetlD

Item ID

Item Description
Category

Corporate Contract

SHARE

5. On the Contract Details section, select the box next to the correct line on the Item Detail tab.
Then, go to the bottom of the page and press OK.

| Item Detail H Contract Reference H Contract Detail |II>
Contract
Select Contract ID 5"“‘.’“‘ Reference Category
ersion T
ype
) 0000000000000000000134205 1 Line ltem 84101501

Item ID Item Description

22222 MARKETING GRANT

4000.00000 Y

Contract Base Price Us_e Soniactiase
Price

SWIFT will populate the purchase order for that grant transaction. It will display the grant Category

Code of “84101501".
Details || Ship To/Due Date | ‘ Statuses | ‘ Item Information | ‘ Aftributes ‘ | RFQ | | Contract | ‘ Receiving | 113
Line Description PO Qty *UOM Category Price
1 B Q 22222 MARKETING c@ & 10000 [LO Q| 24101501 Q@ 4,000.00000

6. Selectthe “KEQ” Document Type on the purchase order.

Header &
*PO Date
Expiration Date
“Supplier

*Supplier ID

08/09/2018
CALEDONI-001

0000857070

Q
Q]

Response Documentation
Supplier Search

Supplier Details

CALEDONIA AREA CONVENTION &

TOURISM B

Doc Tol Status

Receipt Status

Dispatch
Method

Valid

Not Recvd

Phone

Document ‘KEO Q|

Type

Dispatch

P/T Contract Encumbering Order
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7. On the Distribution section, use the “441XXX” Account codes for the encumbrance. Use the
Account codes with the description that specifically says “grants” in them.

Distribution
=
Q
Details/Tax Asset Information Req Detail Statuses Budget Information 113
" Merchandise % f = Appropriation ID *
Dist Status Percent T Currency GL Unit Fund Fin DeptiD (CF3) Account
1 Open 100.0000 4,000.00 USD MNDD1 @ Q Q Q |)441352 Q

8. Save and process the grant through the Purchase Orders module as required.

9. To manage purchase orders, select the Activity Summary link on the Maintain Purchase Order
page to see the Supplier Contract ID that was used to create the purchase order.

v Header @

PO Reference

*Billing Location

Header Details
PO Defaults
PO Activities

2018 MARKETING GRANT

G104THFLOO

Q

*PO Date 08/09/2013 Response Documentation
Expiration Date Supplier Search
“Supplier CALEDONI-001 Q Supplier Details
*Supplier ID 0000857070 Q CALEDONIA AREA CONVENTION &
TOURISM B
*Buyer 01087463 Q

Cunningham McComb, Shelia M

Billing Address

Activity Summary

Add Comments
Add ShipTo Comments

On the Invoice tab on the Activity Summary page, you can also see any vouchers (e.g., Invoices)
submitted through SWIFT and payments that have been processed against the grant.

Details RTV | I»

Receipt | Matched

Un-invoiced

Line

Item

Item Description

22222 MARKETING GRANT

\[&]

uom

LO

Amount Only

7

Amt Invoiced Currency

0.000 USD

Amount

Currency

4,000.000 USD

10. Process the purchase order as needed.
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Step 3: Track actual expenditures (Vouchers) for a grant on the

Accounts Payable module.

Enter payments to grant recipients in the Accounts Payable module.

1. Access the Regular Entry page in the Accounts Payable module.

Navigation Option Navigation Path

Navigation Collection Financials, Accounts Payable, Vouchers.
The Regular Entry (Vouchers) page will display by default.

WorkCenter Financials, Accounts Payable, AP WorkCenter. Left-menu, Links section,
Regular Entry

2. Onthe Add a New Value tab, enter the Business Unit and select Add.

3. SWIFT displays the Vouchers page. On the Invoice Information tab, scroll down to the Copy
From Source Document section. Open it up. On the Copy From field, select “Purchase Order’
only. Select Go.

4

I' Copy From Source Document |

PO Unit Q PO Number Q Copy PO Copy From | EIEEO e V| |

4. On the Copy Worksheet page, enter the PO Business Unit and the PO ID. Press Search.

¥ PO Lookup Criteria

PO Business Unit | G1001 Q Minnesota Management & Budget Reset View Matched /Cancelled Only
PO Number From | 3000003637 Q PO Number To Q
PO Line Number From Q PO Line Number To Q
“PO Date Option | No Date V] PO Date

} Additional Search Criteria

Max Rows Copy Entire Document

5. SWIFT displays the Select PO Lines section. Check the Select box of the line or lines you wish to
pay. Then, press the Copy Selected Lines button.
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Max Rows Search Copy Selected Lines
Select PO Lines Q 1 of 1[v] View
PO Unit G1001 PO Number 3000003637
SupplierID 0000246828 ACCESSABILITY INC PO Date  07/01/2016
¥ SelectAl Deselect All '
Select PO Lines
5
1-1of4v] b M View All
Q
Main Information Contract Information
e Line Schedule S Quantity Merchandise
Select Unit Price Number Number Item ID Description Vouchered uom [ — Currency PO Qty UOM PO
5] 4,000.00 1 1 MARKETING GRANT 1.0000 LO 4,000.00 UsD 1.0000 LO

SWIFT populates the voucher from the purchase order.
6. Enter the remaining required fields and process the voucher in SWIFT.

Grants are coded with the “441XXX” Account Codes for the payment of individual transactions. Use the
Account Codes with the description that specifically says “grants” in them.

™ Distribution Lines
=
Q
GL Chart Exchange Rate Statistics Assets | v
Copy Line PO Percent  Percent Merchandise Amt Quantity “GL Unit Fund Fin DeptlD apriopiationlit Account
Down (CF3)
+. - [} 1 100.0000 100.0000 4000.00 1.0000 MNOO1 Q| 1000 @ | |G1038000 Q|  G100009 Q ||a41352 Q

7. Process the voucher as needed.

You have successfully reviewed how to manage grants for grant makers.
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