EXPLANATION OF REQUEST TAB FIELDS
The right side of the first and second page tabs look different in each of the dispositions.
Page 1 Tab


Type = Bradley Grant (Unless Donor Intent or Bradley Prizes; see xxx)


Status for Pending = Prelim, Pending Staff Review, Staff-Dec, Staff-Rec


Status for Granted = Active Grant


Status for Declined = O.M., Turned Down, Withdrawn, Sand


Staff for Prelims and Pending Review = Name of person who entered the request 

Staff for Staff Dec and Staff Rec = Person responsible for review and write-up


Request date = date logged


Requested amount = amount requested in the proposal

Recommend = amount staff is recommending to the Board


Reference # = requestor’s reference or tracking information OR
BF will contain name of Professor; 

GCC will contain name of Staff/Board

Meeting date = entered when it is determined the request will be Recd or Decd
Page 2 Tab


Project Description-Long = place for notes, i.e.: Grant period,  timing of payment needs

Coding Tab


Program Area = Sectors as indicated on proposal when logged; change as needed

Fund = Regular (Board-awarded grants)


Grant Commitment (for Commitments; will be changed to Regular later)

General Contributions Cmte. (for director and staff Directed Giving grants)



Donor Intent (for Donor Intent grants)



BF Unassigned (holds the unassigned Fellowship funds)



YEAR Bradley Fellows (for Bradley Fellowship grants awarded)



Bradley Prize (for Bradley Prize write-ups and the annual initiative grant)



BP Selector Grant (for grants recommended by a BPS Committee member)

Type = Select as appropriate


Geographical = Select as appropriate


Internal = Regular (usually; other codes as determined)


Org Type = Select as appropriate

Conflict = Affiliated Directors (Defaults from organization code)
Affiliations Tab

Primary contact from first page automatically populates

New Affiliation:  Enter additional persons affiliated with request

Select New Affiliation


Click on binoculars


Search to find person and select if found


If not found, enter new contact as usual

You must select a code from the “Role” pull down menu



On right side of screen, select which address should be used with this request

Edit affiliation:

Allows you to change the Role of the contact

Edit contact:

Allows you to change any information contained in the


contact record, such as address, email, phone, etc.

Payments Tab

New:
Allows you to enter a new payment or refund (system 


will ask you which you want to enter)
Edit:
Will open the highlighted payment so you can make changes


or, you can double click on the highlighted payment
New Req’mt:
Will apply to whatever payment you have selected; currently not in use.
Note at a glance summary on the right side of screen; payments should equal grant amount
Requirements Tab

New:
To enter a requirement, select the requirement from pull-down menu “Type”
Edit:
Double click to open, make changes to existing requirement – such as: staff,


progress made toward fulfilling requirement in notes, etc. 

Mark as Done:
  To indicate requirement has been fulfilled, highlight the completed requirement, click on “mark as done” or double-click to open and indicate same
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