Scholarships, Fellowships, Bursaries, Research Grants & Trustee Payments Form (SFB)
EXPLANATORY NOTES
When filling out the new SFB form pay special attention to the 1) Type of Assistance & 2) Reason for submitting the form.  These 2 questions have been used to determine the majority of the programming that is behind what appears on the finished form.  A separate document that details the definitions of the’ types of assistance’ is attached at the end of this document.  Another document that is attached is a page detailing which ‘reason for submitting the form’ to use to get the appropriate form you need.

Remember that the form is an interactive form that changes the questions asked as the user answers other questions.  Scrolling back and forth between forms may cause information to become confused so it is better to ‘refresh’ the form periodically.
For help on the various ‘types of Assistance’ please see the information on the link found at http://umanitoba.ca/admin/human_resources/services/hris/forms/index.html.  The documents are titled ‘assistance types’ and ‘Post-doctoral fellowships: Guide for Awarding of’. 
· If you have questions regarding choosing the correct Assistance Type you can contact Colin Nicolson in Budgets & Grants at 474-9421.
·  If you have questions regarding ‘Post-doctoral fellowships’ rules you can contact Nancy Schneider at 474-9488.
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What ‘Reason for Submitting the form’ should be used?
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New Assistance – use this the first time a person is the recipient of the type of assistance OR when a person is given a type of assistance where there is a gap between the previous assistance of a period greater than a weekend.

Change in GL – use this if there is only a change in paying GL(s), on an existing assistance.  This form must be accompanied by a copy of the previously submitted form for the assistance.  You cannot extend an existing appointment using this reason.

Change in Amount – use this if there is only a change in amount payable, on an existing assistance.  This form must be accompanied by a copy of the previously submitted form for the assistance. You cannot extend an existing appointment using this reason.

Change in GL and Amount – A change in paying GL(s) AND the amount to be paid on an existing assistance.  This form MUST always be accompanied by a copy of the previously submitted form for the assistance. You cannot extend an existing appointment using this reason.

Extension of Assistance w/o Break – used when extending an assistance type where the GL and weekly amount remain exactly the same.  The only thing that should change is the end date and the total amount payable. This form MUST always be accompanied by a copy of the original form.

Extension of Assistance w/o Break, and with change in GL and/or Change in Amount – Extension of an assistance where the pay GL(s) and/or the weekly amount payable is changing as well.  This form MUST always be accompanied by a copy of the original form.

Termination – to be used when an assistance type is being ended.  Also, if you are changing a type of assistance (e.g. Post-doc to a Research Grant) you will need to do a termination form, and then a new assistance form.   If you are within a month of the end date of assistance, please call Denise Williams @ 474-7268 immediately to ensure the recipient is NOT overpaid.

Ex 1.  If you have someone where the GL is changing retro-actively and you are also extending the assistance you need to fill out 2 forms.  The first form would use the ‘change in GL’ reason, and the second form would be an ‘extension of Assistance w/o Break’.

Ex 2.  If you are extending someone and the GL is changing from the start date of the extension you only need to fill out 1 form.  The reason would be ‘extension of Assistance w/o break, and with change in GL and/or Change in Amount’.

AWARD CERTIFICATE

For ‘New Assistance’ & both types of ‘Extension of assistance w/o break’ the user will get a question that says ‘Do you want an award certificate form generated?’ (example below).  This should be clicked to a check mark.  This will make certain the certificate is generated when the form is generated.  The department should then complete the certificate form and KEEP the award certificate form.  Do NOT send the award certificate with the SFB form to HR or the VP Research office.
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PAYING AGENCY
In some cases after you enter the type of assistance a ‘paying agency’ question will appear.  If there is an agency please put the name in the box, if there is no agency, please enter ‘N/A’.  If this box does not appear the agency is not required by Human Resources.
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PERSONAL INFORMATION
Personal information is required and is similar to what is asked on all other forms.   With the exception of ‘post-doctoral fellowships’ the SIN # is optional (as the person may not have one or may not want to provide it).  Only in the case of post-docs is it a requirement.  All date fields throughout the web based form are specific fields that only accept a certain format.  Some other fields are similar in that they will accept only 1 format.  You can identify these fields as the format they will accept is shown after (or near) the box.
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Note:  For ‘Reasons for submitting the form’ of ‘Change in g/l and/or amount’ and both ‘Extension of Assistance’ reasons, the address comes up as an optional field.  You will be asked the following question:
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If you say ‘yes’ you will get fields in which to fill out their current address.  If you say ‘no’ you do not have any address section generated or on the printed form.

POSITION INFORMATION
There are only 3 specific Faculties that can be pulled from the drop down menu (example below).  These Faculties represent the majority of the areas that we get forms from OR where specific programming was needed to capture differences in how the forms are processed.  All other Faculties should choose ‘other’ and then enter the Faculty name.
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FUNDING INFORMATION
The GL can be specified either using an amount or a percentage.  What this means is that you can indicate that you want to split the payment with a fixed amount, or you can tell us that you want to split an amount 50/50 (or 25/75, etc. between GL’s).  Either way it’s done, when the form is generated it will change into an amount figure.
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Example #1 - Filling out GL’s for a ‘new assistance’,  ‘extension of assistance w/o break’ are as follows:

Using FOP by Amount:
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If you want to pay a different amount from a different GL, or add a new timeframe you can click the button that says [image: image9.png]Additional FOP



.  This will give you another line as shown below.  Notice that you do not have to put in a weekly amount.   The form will calculate that based on the other information entered, and when you go to the ‘next step’ and get the printable form it will have the weekly amount on the form.
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Note:  GL’s can either be FOP’s (Fund, Orgn, Prog) or FA’s  (Fund, Account).  Both types of GL’s are acceptable as shown above.

If you want to reset all GL information click [image: image11.png]ResetFOP



.

Example #2 - Filling out the GL’s for ‘change in GL and amount’ is as follows:
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In this example  above the original dates on the form for the assistance were Jan 1, 2009 to June 30, 2009.  Now it’s to end at the end of April and pay only $8,000.00 of the previously submitted $12,000.00.  HR will end this assistance so that the maximum amount to be paid is $8,000.00.  You must also attach a copy of the previously submitted form.

Note: Funding information in the ‘Old Funding Information’ section should mirror exactly your last form for the assistance (which we call the previously submitted form), with the exception of the ‘new end date’ field & the ‘new max to be paid’. See explanatory notes for more information on this section of the form. 

FOP by Percentage:
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So while the old funding arrangement ends April 30, 2009, HR will set up the new GL split for the remaining $5000 (it’s a new amount as originally a total of $12,000.00 was paying and now the total will be $13,000.00 from January 1/09 to June 30/09 AND it’s a change in GL as now 2 GL’s are paying) from May 1 2009 as per the above example.
Example #3 - Filling out the funding information for ‘terminations’ is as follows:
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Notice there is no ‘current funding information’ as the assistance is being terminated.  HR will end the assistance so that a maximum amount of $4,000.00 has been paid out.

ATTACHMENTS
Attachments that are mandatory will come up already checked off (see below).  Other attachments may be required most of the time but are not always mandatory for all situations, so they are up to the department to check off if required.
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‘This form prepared by’ is mandatory, but is a non-specific text field, so you can enter it in any format you choose.

‘This form is prepared by’ may not always be the person who actually filled out the form, but should be the person HR or the VP’s office should contact if we have any issues.  If you’d like to put multiple people to contact, put the others (along with their phone #’s) in the comments field.
THE PRINTABLE FORM

Once you’re satisfied that the questions have been answered correctly you can hit the button that says [image: image16.png]NEXT STEP



.  This will then generate the form (and the award certificate, if applicable).  Once the form is generated you can save and print it.  Get the appropriate signatures, and attach all documents that are required and forward the form to HR/VP Research office the same as with the old version of the SFB form. This form does NOT get sent electronically.

At this point, the form is done BUT some things to be aware of are:

1) Before closing down the form you may scroll back using the icon at the top that looks like [image: image17.png]


, and it will take you back to the questions.  Changes can be made at this point, and you can click on next step to generate the form again.  You can do this as many times as you choose.
Note:  Once you close down the web form, you will not be able to change the form again.

2) At the bottom of the page(s) you will see a button that says [image: image18.png]


.  This is the correct way to print the form.  If you try printing any other way the format of the form may not be correct.  If the button is ‘grayed out’ and will not print there could be 2 problems.  Problem 1) You MUST use Internet Explorer, all other browsers may not work.  Problem 2) Install the Active-x control.  A pop up should appear at the top of the page if Active-x isn’t installed and you can click on it to install.  If you don’t get the pop-up contact your IST support person to get them to install it.
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