REQUEST SCREENS
November 18, 2011

The Requests record contains information relating to a specific request of the organization.  This record will describe the proposal and track activities regarding only this one particular request.  
A. A request record can only be one of three dispositions:  Pending, Approved, Declined.  Pages one and two of each of these dispositions are slightly different from each other.  
B. The left side of Page 1 is the same for all dispositions; however, codes available will vary according to the disposition.
C. These fields are included on the left side of Page 1:
D. Type = Bradley Grant (default and most frequently used)  Other types designate specific programs of the Foundation:  Bradley Prizes, Donor Intent Program, Program Related Investment
E. Status = pull-down menu reveals codes within each Type
F. Project encompasses
1. Organization’s Name
2. Subdivision = department or institute in the organization
3. Primary Contact = person sending in the request
4.
Project Title = brief description of the proposed project, which 

always begins with “To support”
5. 
Staff = the person creating the entry (i.e. logging the proposal) ; as the evaluation process continues, this will be changed to the name of the program officer responsible for the request 
6.
Project Budget is available, but not used

G. The information displayed on the right side of Page 1 differs according to disposition.  (Some fields of a pending request move to Page 2 when the request is awarded or declined.)  
H. The right side of Page 1, on a pending request, includes these fields: 
1. Request Date = Date request was entered
2. Requested Amount = Amount requested
3. Recommended Amount = Amount recommended after review
4. Project Start Date = Defaults to date of award
5. Project End Date = Defaults to one year from date of award
6. Reference Number = Different Foundation programs use this field for different reasons, usually names; usually this field is blank
7. Meeting Date = Date of Board Meeting to be reviewed at
8. Docket Number = The requesting institution’s reference number
9. Request Information Complete (always checked, except in the case of Bradley Prizes where the color difference of the list is helpful.)
I. When a pending request is approved or declined these fields and their codes are automatically moved to the bottom right side of Page 2 so the right side of Page 1 can summarize details of the grant or declination:  

1. Request Date

2. Requested Amount

3. Recommended Amount

4. Meeting Date

5. Docket Number
J. For grants, at the top in green letters is “Approved Request.”  
1. Then you will see the amount and date of the award in blue.  
2. Some fields previously on page 1 remain:
3. Reference – Contains the first and last name of:

4. GCCs:  the requesting Director or Staff

5. Bradley Fellows:  the Professor’s name

6. Bradley Prize Selector grants: name of selector
7. Approved Date = grant date
8. Fiscal Year = auto populates
9. Project Start Date – defaults to grant date
10. Project End Date – one year from start date
11. Meeting Minutes – Any specific, out of the ordinary or special requirements should be noted here.
K. For declinations, at the top in black letters is “Declined Request.” 
1. Under that are the Amount Requested and Date of Request. 

2. Then the fields of:

3. Reference Number (from page 1)
4. Declination Date = date declined
5. Declination Reason (many to select from the pull-down menu)
6. Two text fields complete the page:  
7. Meeting Minutes – Anything added during the award process will be displayed here and can be edited, added to, or deleted.

8. Declination Notes – During the declination process, any text placed in the Declination Notes field will appear here; the text can be edited, added to, or deleted.
L. The fields on the left side of Page 2 are seldom used; these text fields are:
1. Project Description – Long is used by anyone to indicate payment needs of the grantee, in the event a grant is awarded.  If the grant is for a conference, the conference dates should be noted here in order to play payments accordingly.  If needs are immediate, that should also be noted here.
2. Evaluation – Long (used for Bradley Prizes)
3. Page 2 has more uses for other programs, particularly Bradley Prize nominations.  
M. The right side of the Page 2 deals with Renewals, which is seldom used.

N. The third tab is “Coding.”  The first three fields are required (indicated in bold type) if a grant is awarded.  The fields and codes used here are explained in another section.

O. “Affiliations” is the fourth tab.  Do not confuse this with contacts.  A contact record contains basic information about the person; the affiliation record indicates the relationship between the person and the Request (or Organization).  The three buttons at the bottom allow you to make changes:  

1. New Affiliation:  Click this to add another affiliation (Note:  the relationship “Primary Contact” is already listed).  When the screen comes up, click on the contact icon and search for the name needed.  If found, highlight to select from the list; if not found, begin entering the new contact name, address etc.

2. Edit Affiliation:   If you click here, you can change the code indicating the type of relationship the contact has with this request, and/or select the address to use with their affiliation to this request by selecting one of their addresses from the pull-down menu.
3. Edit Contact:  Allows you to make changes to the contact information without exiting the request record.
P. The “Payments” tab shows information related to payments, whether they are scheduled, on hold, or paid.  The two self-explanatory buttons at the bottom of the screen that you will use are “new” and “edit.”  Instruction for how to use this tab can be found in the “Payments Screen” document.
Q. Instructions for using the “Requirements” tab can be found in the document titled “Requirements Screen.”

R. While you can add to the Activities Tab by selecting New and from the drop-down menu choosing a code that most closely describes the activity you want to make a record of, such as a phone call or site visit.  Most of the activities listed here are recorded automatically by the system.  When merging a document, if you select “create activity” as you move through the merge screen the letter will be listed here; when the status or other coded fields change, the system notes that change here as well.
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