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1 
General

1.1 Symbols used

In pFACT, ‘Add’ ‘Save’ and ‘Close’ are used to navigate through the system, e.g.
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  : They add an expenditure line to a budget.
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 : It saves the data entered and returns to the previous screen.
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 : It returns to the previous screen. Close does not save the data entered.
In addition to these main symbols, pFACT uses Remove to delete an existing entry. Depending on the type of entry being removed, a box may appear asking you to comment on the items being removed. An entry must be added. 

1.2 Drop-down lists / Pick-lists
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Drop-down lists offering items for selection appear throughout pFACT. The contents of these lists are determined by the University’s Finance system, and by the University’s TRAC return and are set up by the System Administrator (Information and Systems team). If an item required does not appear in a drop-down menu please refer to either Senior Research Development Officers or Information & Systems Manager
.
Drop-downs are identified by a small inverted triangle (chevron) at the end of the field. Where the size of a drop-down box is restricted, a scroll-bar is available to get to later items not in view.

Highlight the item to be selected and click to fill the text box with its contents. By typing the first letter of the item you are looking for in the Filter box, pFACT takes you to its first occurrence. Lists will usually be presented in alphabetical order.

1.3
Tool-tips

When the cursor hovers over certain key buttons and links, a brief description of what happens when that button/link is clicked pops up and is held for a few seconds. Unfortunately, it is not possible to permit the pop-up text to remain until it has been read fully. However, returning the cursor to the button retrieves the message once again.

The text is meant to be a memory jogger only and in no way is it intended to replace proper training in the use of pFACT. It covers the main features of pFACT only.

1.4
Mandatory Fields

All mandatory fields in any of the screens in pFACT have the suffix * to in that they are mandatory. 
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1.5
Radio buttons
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Please note that the radio buttons provide a short cut to the other input screens and are present in most screens.
As projects are normally built up in stages, pFACT allows all the different components to be entered in any sequence once a project has been registered. 
2.
The Menu Bar
2.1
Add project proposal


To add a new project click on   [image: image9.png]Add Project Proposal



    in the top menu.
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2.2
Project proposals
To find an existing project costing click on ‘Project Proposals’ in the top menu.
2.3
Reports/Exports
For filtering and searching for projects.
2.4
Logout

Click on ‘logout’ in top right hand of the menu to leave the system.
The system automatically logs the user out after 10 minutes of inactivity.
3.
Project Proposals
Clicking on Project Proposals will show the following screen:
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This screen enables the user to filter projects by clicking on the column headings, in the following ways:

· ID (pFACT numbert, most recent first)

· Project Name (alphabetically) does not have to be the full name. pFACT will search on one word and filter all the projects with that word in the title
· Department (alphabetically)
· Deadline (will sort by most recent deadline)
· PI (alphabetically by surname)

· Start Date

· Status

· Funder (alphabetically)
You can also filter projects more selectively by clicking on the  [image: image12.png]‘ShowiHide Filter Settings



 button, which brings up this screen:
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A new project proposal can be added from this screen by clicking on :
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  (see Section 4.1 for full details of adding a newproject).

Projects can also be consolidated here by clicking on  
[image: image15] (please see Section 3.4 for further details on project consolidation).
There is also a tick box to enable the user to search the ‘Archive’.  
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Archiving on pFACT is a manual process. 
Any project, regardless of its Status, can be flagged as 'Archived' by clicking on the 'unlocked' padlock symbol shown on the "Project Proposal" screen. This has the effect of removing the project from the default display of the screen and so shortening the list, making it more manageable. 
Ticking the ‘Include Archive’ button in the Project Filter returns the project to the displayed list. 
Finally, when changing the Status of a proposal to "Bid Rejected", the User is automatically offered the choice of marking the proposal as 'Archived' during the process itself.  
3.1
Deleting, Archiving & Retrieving projects 

It is possible to delete projects in pFACT by using the white cross in a red circle in the index below (3.2).  Amending project details is achieved by clicking on the Project Name link in the index. 
If a project is deleted the record will be entirely removed from the pFACT database.  

OK will remove the project from the visible list.
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To ensure that our pFACT project list is complete, we ask that you DO NOT delete any pFACT record that is no longer needed.  If you have created a record (e.g. a duplicate costing) that will not be used, please change the status to CANCELLED, which will archive that record and remove it from reporting.  Please indicate why the project is being cancelled in the email message that is generated.

Open projects have an open padlock next to them.
Archived projects have a closed padlock adjacent to them.
Archived projects may be retrieved in the full list by ticking the “Include Archive” button.

Ticking the Archive Only button will display a separate index showing only archived projects. You may retrieve projects from here instead.  
3.2
Sorting the Index


The scroll-bar on the right may be used to view projects which are off screen:  
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By clicking on the column header, you can quickly sort the list by the following fields:

· ID

· Project name

· Department

· Deadline

· D! (critical days to deadline)

· Target date (not used)

· T! (not used)

· PI
· Start date

· Status

· Funder
· Created by 
· Submitted To (not used)
When first selecting ‘Projects’ from the main menu, projects will appear in descending Project ID sequence by default.

When selecting the sort facility for ID, projects appear in descending order, but in ascending order for all other sort fields.

Two columns, D! and T!, appear in the project index which are deadline and target days.  Both columns show the number of days remaining before the Deadline or Target dates are reached. The days remaining is displayed only if it is less than the critical days set-up by the System Administrator i.e. it is a warning that the date of submission or the scheduled date for the next status change is fast approaching!  
The number of days displayed is the difference between the deadline / target date and the current date. 

3.3
Selecting a Project

The selected project is opened up by clicking on the project name.
This presents you with the Project Proposal Summary screen. This screen may be considered “base camp” when using the system, as you can always return to this screen with a single mouse-click from any other screen.
3.4
Create Consolidated Project 
A facility exists which enables the production of a “consolidated” project, based on figures held in two or more selected projects.
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When the 
[image: image20] 

is clicked, a filter screen is opened to enable the selected projects to be consolidated. 
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Once the projects are selected by means of ticks, they are listed in the next screen where a primary project must be selected. 
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The primary project identifies the name of the project together with other key information such as Owner Department, PI, Activity, Sub-activity and other project header details.

The new consolidated project is given the same name as the primary project, with the addition of a suffix “Con Proj” – to distinguish it as consolidated (the other project records will still exist until deleted). 
The start date and end date of the new project will be the least and greatest taken from the list of selected projects. All relevant data from originating projects is consolidated into the new project. If any spells overlap for the same standard resource (e.g. staff member work spell), the start and end of the work spell in the new project is extended to cover this situation. If they do not overlap, they appear as separate work spells for the staff. 

If for any reason the cost lines cannot be added, the staff name and the project from which s/he is being pulled will be displayed for information and that person will be omitted from the consolidated project.
Please note it is not possible to consolidate two projects from the same department.

There is more guidance in Section 22.5 when this function should be considered, but please note the following parameters to be applied when considering whether this feature should be used:

· Each project should have identical start / end dates
· Each should be to the same funder and funder programme
· Each should use the same Income Template
· The title (of each departmental costing) should include which department the costing is for (for ease of consolidating and circulating reports with approvals)
· Each departmental project should be deleted / archived  once the Consolidated project has successfully transferred to the oracle database
· Consolidation function should  only be used at the “Under Construction” status
4.
The Project Proposal Summary Screen

The Project Proposal Summary screen shows the main features of a project. From a list of filtered projects, click on the project title for the screen below to appear.  Items coloured blue may be clicked to “drill down” for further details, either initially to enter them or subsequently to view and/or amend them. This navigation technique is used throughout pFACT.
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4.1
To add a new proposal

To add a new proposal click on Add Project Proposal from the top menu or on the Add New Project Proposal button above the list of projects in the main filter screen. The ‘Add New Proposal’ screen will appear:
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The following fields will need to be completed (remember fields with a * are mandatory):
· Title* Please ensure that the title is as accurate as possible and matches that in the proposal (temporary titles must be correctly updated by Proposal Submission stage).  There are 80 character spaces available for the title.  If the title exceeds this amount then please add as much of the title as you can.  Add the full title in the ‘Long Title’ field which is detailed in Section 4.3. 
· Department* Select the Department from the drop-down menu.

· Activity*  There are four types of activity to select from:

Internal

Other 

Research
Services (for Consultancy, and Other Services) 

· Sub Activity* Sub-activities are a sub-set of each of the four Activity types listed above. They map onto those in the Research Finance system (ABW) and are set up and managed by the Information & Systems team (following approval by Senior Research Development Officer). See Appendix 1 for a complete list.
· Search for PI To search for a PI, the surname of the PI should be typed here and then click the filter button.  This will create a drop-down list in the ‘Principal Investigator’ line below. The filter will only include the people with the relevant name within the School selected.  Please note that although the PI is not a mandatory field on this screen and can therefore be left blank at this stage, a PI must be selected (based on an existing pFACT staff record) by the time the project costs are complete, and ready for approval and status change. For further information see Section 6 Staff costs.
· Project start date*  It is really important that the correct date format is used (dd-mmm-yyyy) e.g. 01-Jan-2015  – if in doubt, use  the calendar symbol.
· The end date*  Use the same method as for entering the start date using the pFACT date format above.
· The contact person  i.e. yourself – always use the same format for your name so that the filter function can be used to select all the projects that you have set up.

· The deadline*  If a deadline is known then enter the relevant date, but if a deadline is not known or there is no deadline, then you and the PI need to determine by which date the proposal needs to be submitted.
· Cross Faculty  Always tick this box even though the proposal may be within one School (in case additional Schools are added at a later date).
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To save the information, click on [image: image26.png]pFACT |
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 and then click on the (  arrow.
	TIP: note down the pFACT ID on the Project Cover Sheet for ease of cross-referencing.


4.2
Editing project information

Once the initial information has been added and saved, the screen is updated and to enter project information, click on the arrow adjacent to the Save button. 
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A project proposal summary screen will be displayed as below:
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If any of the information on the Project Proposal Summary screen needs to be changed, click on  [image: image29.png]o i S
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  located at the top right-hand side of the screen.  This will allow you to amend all information except the start date or end date and the status.  Click on the save button when required amendments have been made.
4.3
Long Title

If the title of the project is too long to fit in the Project Name field (which has only 80 character spaces) then click on [image: image30.png]o i S
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 and enter the full project title ensuring always that it matches the title used in the actual proposal.  Click on[image: image31.png]pFACT |
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.
NB: If the proposal is not for a current employee (e.g. fellowship for external applicant), do NOT add their name to the project title (add to the COMMENTS additional field).

4.4
Changing start date/end date

The project start and end date can be amended at any time during the costing & pricing process.
To amend the start date click on [image: image32.png]o i S
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 and enter the new date (remembering to use the pFACT date format).  NB: when the project start date is amended pFACT will automatically change the end date to keep the project duration the same.
Follow the same process to amend the end date [image: image33.png]o i S
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.  NB: changing the end date will alter the length of the project as the start date will remain the same.
If the start or end dates have been altered after costs have been added, click on the [image: image34.png]C | @ Secure | httpsy/pfact sussexacuk/pfact3/ProjectProposalSummary.aspx?For=0
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 button to ensure pFACT recalculates the costs in line with the new project dates.  Please check any non-staff costs, especially if they have been added on a date-specific basis, as pFACT will remove any that no longer fit within the new project dates.
4.5
Currency
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 and the following screen will appear:
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The currency required should then be selected from the drop-down menu.  The exchange rates are based on Finance Division rates with an additional margin of 10% to allow for exchange rate fluctuations. They are checked and updated regularly by the Information & Systems team (any changes will be pre-notified to the Research Development team, to mitigate impact on current projects). Once a currency has been selected the exchange rate and date will be automatically populated.

	TIP: note down the currency rate on the Project Cover Sheet.

	For currency rates not appearing in pFACT, consult the currency checker and guidance in the Procedure Guide. 
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.  The project costs will not look any different and will still be expressed in Sterling in the Project Proposal Summary screen.  The currency values will show in the Submission Report and in the Income/Pricing Statement, which will also state the currency used and which exchange rate has been applied.
If the project costs no longer need to be expressed in a foreign currency they can be converted back to Sterling by returning all the fields in the screen above back to blanks.

4.6
Additional Fields (RES Functionality)
The data captured via the Additional Fields captures additional information (i.e. non-financial) about the project. At proposal submission stage, this is sourced from the Declaration Form (internal approval form). The data is needed for various statutory returns (e.g. HEBCIS and for our annual insurance return), and for management information purposes (e.g. keywords) – it is mandatory and no additional fields may be left blank by Project Awarded status.
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 and the following screen will appear:
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The drop-down list in the screen above shows the range of information that is captured via the Additional Fields. The "Successful Application Library" option is only displayed for projects whose Activity is "Research".
From the drop-down list select one of the options and enter the appropriate response with reference to the Declaration Form (or Award Acceptance form if at changing status to Awarded)
	For more detailed guidance about each of the Additional Fields, and how to complete them, go to: Section 15.1.1


5
Add New Project Proposal Funder

The options which are selected in this screen will be the basis of how the proposal ‘price’ (Income in pFACT terminology) will be calculated. It is specifically the Income Template that will determine which costs will automatically be included in the price. Please see Section 18 for further details on Income Templates.
5.1
Adding a funder/Income Template
Click on the blue Funder / Income Template hyperlink on the summary screen to add, remove or amend funder details. The following screen will appear:
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This screen allows you to add a funder and an Income Template to the project. 
When you select a funding source from the drop-down menu, then funders linked to that funding source will be available in the second drop-down menu.
Alternatively, leaving the Funding Source blank, enter text in the “Search for Funder” field and click the “Filter” button – funders with names that match that text will then be available for selection in the “Funder” drop-down menu. Funding schemes linked to the funder are then available.

If you wish to add funding schemes to any of your portfolio of funders, liaise with the Information & Systems team. They will then appear in the dropdown list.
Lastly, most funders have a default Income Template automatically linked to them but these can be changed by selecting an alternative one from the  drop-down menu (see Appendix 2 for list of Income Templates).
5.1.1
Adding the funding source

The funding sources used in pFACT mirror those used for the HESA returns. You do not need to use this list to select the funder but in doing so, you are effectively filtering the list of funders in the Funder drop-down list. Select the funding source most appropriate for your funder, from the list below:
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5.1.2
Adding the Funder
The relevant funder will need to be selected from the drop-down menu.
The funders that appear in the list will be those linked to the funding source (if used).
If the funder you require does not appear in the drop-down list, it might be that the funder in question is linked to a different funding source.  Try another funding source or try to search for the funder without a funding source.

If the funder still does not appear check with the Information and Systems team whether or not it is yet set up in the corporate databases. If not, a pro-forma needs to be completed (see Appendix 3) with further information about the funder (validation check) to have them set up correctly on the corporate databases (done by the Information & Systems team) before you can add them to the pFACT proposal.

	TIP: if the costing is urgent, you can select a similar alternative funder in the interim, and then replace them when the new funder is set up.


5.1.3
Adding the Income Template
To add the Income Template select the relevant Income Template from the drop-down menu (only one Income Template should be selected for each project at any one time). If a second template is required, the first template should be removed before adding the second one.  
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in this screen for adding, and then saving selected templates. 
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Once the above screen is completed, click on Close.
For full details of each of the individual Income Templates and how they calculate the price / income please see Appendix 2.
5.1.4
Tips for Income Templates

The Income Template linked to a project can be changed as many times as required.  It may be necessary to change the Income Template if the default template for the funder is not appropriate for the pricing rules for a particular scheme.  Although there are several Income Templates it is quite possible that there will not be a template that is suitable or matches what is required by the funder.  
If a suitable template cannot be found then use the Selected Price template (available to RES only). This is a “DIY” template allowing you to build the price yourself by allowing the user to:
a)
select or de-select any cost item

b)
select a % of any cost item – each item can have a different % funded
c)
select any inflation scheme against any cost item

d)
change cost types (directly incurred and directly allocated)
e)
add a specific amount against any cost item (this is really useful if a set amount is being offered).
Please see Section 18 Income Templates for further information on how to set-up and use the Selected Price template.
5.1.5
EU Activity for Horizon 2020 Projects


For EU Horizon 2020 projects the "EU Activity" needs to be set to any activity type that is showing the “100” rate e.g. 
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5.2
Amending the funder
Click on the Funder/Income Template blue hyperlink in the main Project Proposal Summary screen and the following screen will appear:
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Click on the blue funder hyperlink to amend funder and Income Template details. To remove the Funder/Income Template altogether, click on the red Remove hyperlink.  The following screen will appear.  Type in a reason for the removal (this could simply be “error”) and then click on delete.
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5.3
Adding additional funders
Occasionally, some projects are supported by more than one funder. These can be set up in pFACT once you have set up the primary funder, and in exactly the same way as described above for the primary funder.
When all project costs are setup, you then need to determine which costs (or proportion of costs) are funded by each respective funder.  This is done via the Final Adjustment Screen (except where the Selected Price Income Template has been applied). See Section 13.1 for further information. 
5.3.1
UKRI funding administered by Research Organisations
Occasionally, Research Councils award large grants to organisations who then manage further sub-awards to other organisations (e.g.’Communities and Culture Network+’ – University of Leeds; ‘ESRC National Centre for Research Methods’ – University of Southampton; ‘EPSRC UK Quantum Technology Hub for Sensors and Metrology’ – University of Birmingham; …etc.). 
The primary funding originates from the Research Councils but the contract is with the administering organisation therefore both need to be recorded on pFACT the following way:

· Primary Funder: the Research Council (where the money originates from)

Funded percentage: 100%

· Secondary Funder: organisation administering (but not providing) the funds

Funded percentage: 0%
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6.
Staff Costs

To add or amend or remove staff working on the project click on the ‘Staff Cost’ link in the project proposal summary screen. Staff entered may be selected from those already employed by the University, those to be employed by the University, and from external sources.

	NB: Salary information is confidential. Do not share your pFACT login / password with anyone 
          else and keep salary details (e.g. pFACT reports) in a safe place.


6.1
Entering the PI’s time

Clicking on the ‘staff cost’ link will bring up the following screen:
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To add the time the PI intends to spend on the project, click on the PI’s name.
[image: image49.png]@ pFACT - Google Chrome —

& pfactsussexacuk/pfact3/AddStaffCost.aspx?For=EDITaStaff_Type=181D=542

Staff work spells
Staff Name : Dimmock Matthew
Start Date* 01-Jun-2020 End Date*  31-Dec-2021
Unit Type* v Units*
AddNew || Close
[Start Date [End Date [Units__[Unit Type

Remove [01-Jun-2020 [31-Dec-2021 _ [3.0000 |Hours/Week





There are several ways in which the time to be spent on the project by the PI can be entered.  Firstly select a unit type from the following:

· Hours – across the whole length of the project. pFACT will spread the hours entered evenly across the length of the project.

· Days - across the whole length of the project. pFACT will spread the days entered evenly across the length of the project

· Months - across the whole length of the project. pFACT  will spread the days entered evenly across the length of the project

· FTE/Annum – entered as 0.5 for 50% etc.

· Hours/week – Often the hours are given in ‘number per week’ format so this option is available to prevent further calculation being required.

Once the unit type has been selected the relevant hours/days etc., will need to be added in the ‘units’ field. To save the information entered, click on the plus (+) symbol. A line will appear at the bottom of the screen detailing the information just saved.

Any number of different work spells can be added for each staff member by changing the start date or end date. If for instance the PI intended to work more hours in the first year of a project than in the second year, this should be added as two separate work spells, with the start and end dates amended to reflect the relevant year in which the work will take place. 
For example:
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BEWARE: when adding multiple work-spells, be sure not to re-select an existing work spell as this will result in it being replaced (and not added to).

Once all work spells have been added click on [image: image51.png]—— T ——— T e & )
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 to return to the staff cost screen. 
There should now be a cost against the PI’s time and one against the fEC FTE, for example:
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6.2
Adding existing staff from the University

The screen below enables existing University staff to be added to the project (usually Co-Investigators). This screen is accessed via the ‘Staff Cost’ link in the project proposal summary screen. Once there, you need to click on Add Staff Cost.
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Staff type: 
For existing staff whose record you are selecting from those loaded into pFACT, leave this blank EXCEPT where they are a Co-Investigator. pFACT will assume they are a research resource on the project and their Staff Type will default to the pay-scale / grade / staff type that their record is attached to. 
The only other EXCEPTION where you would select a Staff Type for existing staff, is if their role in the project is different from the default. An example would be if they are working overseas, in which case the staff type should be changed to OF-Off-site.  
Another example is if they are on a grade which does not normally attract FTEs (e.g. a grade 6) so Staff Type of R-Researcher would need to be selected.
The Staff Type is also used to flag staff as Co-Investigators on the project.
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The staff drop-down list will provide an alphabetical list of all staff. This can be shortened by using the search facility - type in the surname of the member of staff and then click on the filter icon. If the correct spelling of the surname is not known then the first letter/letters can be entered and filter system will display all names that are spelt with the letters entered.

Click on the save icon to retain the data selection. Clicking on the save icon will generate an automatic prompt – ‘Successfully saved. Do you want to add a work spell?’. If yes click [image: image56.png][ PFACT - Google Chror

@ Secure | httpsy//pfact.sussex.ac.uk/pfact3/InitialStaffCostEntry.aspx?Staff_Type=1

| Edit Staff

Successfully saved. Do you want to add the work spell2.If yes click | Next

Staff Type [ vJ
Search For Dowsett Fiter
Staff [Dowsett Rossana - 752 - RESEARCH & ENTERPRISE

| save || Close |




.  This will display the staff work spells screen.

6.3
Adding staff not currently employed by the University but to be paid on University scales

This is used to add staff who are not currently employed at the University. Typically this will be Research Assistants who will be employed solely to work on the project (“Directly Incurred” staff).

Via the screen below, click on ‘Non standard staff using payscale’ link. 
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The following screen will appear:
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Complete this screen as follows:

a. Staff name - add the name if known, or add Unknown if not yet known (with some additional meaningful text e.g., “PDRA”).  If known the name should be added.
b. Pay scale - from the drop-down menu select the relevant pay scale. 
Please note that several of the grades have been set up twice in pFACT, in order to differentiate between DI and DA staff, and to reflect the different pension schemes (see Appendix 6, and also consult the Finance Section of the Procedure Guide).

c. Full-time tick box – if this is ticked pFACT will automatically add the work spell assuming that the staff being added will be working full-time.
d. Spine point – from the drop-down menu select the spine point that the staff member will be employed on.  Note:  pFACT will automatically limit the spinal points available in the drop-down menu to those attached to the grade selected.

e. Maximum spine point - select from the drop-down menu. Again the spine points available will be limited to those relevant to the grade selected.  However it should be noted that these will include discretionary points. 
f. Staff type – Leave this blank unless the staff type is different from the pay-scale / grade default (e.g. a grade 6 that will drive FTEs needs type “Researcher” selected).
g. Increment date – this field will have been automatically populated when the pay scale was selected.  However it can be overtyped.
h. No. of entries – defaults to 1 but may be increased if there is a requirement for more than one staff of this type on the project.  e.g. you enter the details for a new researcher, but six new researchers on the same grade and point or the same duration are required.  The number required can be entered in the Number of entries field and pFACT will generate the right number of posts (lines) in the staff drill screen and they will all be given the same name ”Unknown”. 
i. Department – again this will automatically be populated with the PI’s department attached to his/her staff record.  It can be amended to another school if required by selecting the relevant department from the drop-down menu (e.g., if Directly Incurred staff costs are to be spread across different departments/Schools).
Once all the above details have been added click on the ‘save’ icon. At this stage you may continue to enter other staff from the same screen or use the Close button to get back to the previous staff drill screen.
6.4
Adding new staff not being paid on University pay scales
This option is used to add staff to a project that are not University staff, and will not be paid on University pay-scales. For example, Visiting Researchers or casual workers paid on an hourly rate. However, in most cases, such costs are entered via the Non Staff Costs facility for instance as “Non Payroll Casual Assistance”. This facility will only be needed in cases where the costs need to be captured and managed as staff costs or, if the effort needs to be shown in the Income / Pricing Statement under the STAFF heading.

Select ‘Non standard staff not using payscale’ link. 
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The following screen will appear:
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The following information will need to be added:

a. Staff name - add the name if known, or add ‘Unknow’n if not yet known.  If the name is known then add it using the surname and then first name.
b. Work type – the drop-down list is based on the University pay scales. This information is not used in calculating the cost or the price but simply to document the level of the staff that will be appointed.

c. Units – the number of units to be worked will be dependent on what Unit Type is selected.  For instance if a Visiting Researcher is to be added to the project it is often the case that a one-off payment is needed.  One-off payments may be recorded by entering units as 1, selecting Onetime as Unit type and Rate as the total cost. The units entered should be the number for the entire length of the project unless the unit type ‘hours per week’ is selected.
d. Unit type – select the relevant unit type from the drop-down menu (days/hours/hours per week/months/onetime).

e. @rate – enter the rate relevant to the unit type selected such as rate per day etc.

f. No. of entries – defaults to 1 but may be increased if there is a requirement for more than one staff of this type on the project.  e.g. you enter the details for a new researcher, but 6 new researchers on the same grade and point or the same duration are required.  The number required can be entered in the Number of entries field and pFACT will generate the right number of posts (lines) in the staff drill screen and they will all be given the same name ”new staff” etc.
g. Staff type – is selected from the list of options and identifies the role that a staff member plays in the project. It may have implications for income and the correct allocation of costs as directly incurred, etc. for submission purposes and reporting purposes. 
h. Inflation, base year and category – these three fields are automatically populated when the staff role is selected but the default can be changed for the purposes of costing. 

i. FTE for fEC – If the time of this member of staff will count towards the estates and indirect costs calculations (i.e. this member of staff will be research active) then the FTE will need to be added here.  This will probably need a manual calculation as the figure entered will need to be the FTE for the whole project.  For instance if this person is going to work for 825 hours per year (50%) for a three year project, the FTE would = 1.5.  Casual workers do NOT count but visiting researchers time DOES count as long as it is for more than 0.05 FTE over the length of the project.  This is a fEC rule.
j. Category – select the category of staff that reflects the role of the individual and the nature of the cost e.g. Professional Support Salaries DI.

Once all the above details have been added click on [image: image61.png]pFACT |
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 to register the details.  At this stage you may continue to enter other staff from the same screen or use [image: image62.png]—— T ——— T e & )

[} pFACT - Google Chrome.

@ Secure | https//pfactsussex.ac.uk/pfact3/AddStaffCost.aspx?From=NONE&For=EDIT&Staff Type=181D=411568&Spell..

Staff work spells

Staff Name : Bacon Jonathan
Start Date® [01-Nov-2014 EndDate® 31-0ct-2017
Unit Type* v Units*
AddNew || Close

[Start Date [End Date [Units__[Unit Type.
Remove [01-Nov-2014 [31-Mar-2015 02000 [FTE/Annum
Remove [01-Apr-2015  [31-0ct:2015 04000 [FTE/Annum




 to get back to the previous staff drill screen.

6.5
Off scale staff

The Off scale Grade option is available in order to allow users to add staff that will not be paid using the University’s pay scales and where the salary amount they will receive is known – this is typically professorial salaries.  The user inputs the basic salary and then pFACT will automatically calculate the pension and NI that relates to that salary.  To use Off Scale Grade click on the Off-scale Grade hyperlink:
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The following screen will appear:
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The following sections will need to be completed:
· Existing staff/New staff Tick box 

· Staff role – select from the drop-down menu

· Staff name* – add Unknown if not known.  If the name is known add the name.

· Basic* – add ANNUAL basic salary.  pFACT will assume the amount added is a yearly amount and then calculate the on-costs accordingly
· Other Allowance – add any other allowance if applicable.  Note that pFACT will assume this is the annual amount

· London weighting – this is unlikely to be required
· Add National Insurance tick box – if this box is ticked pFACT will automatically calculate the NI 

· Superannuation – drop-down menu with several options; USS is for grades 7 and above; USPAS is for existing staff only on grades 1 – 6; SGSS is the replacement scheme for USPAS for new staff on grades 1 – 6. 
· Towards FTE tick box – if the role will be research-active this box should be ticked (if research active they must be a grade 6 or above).

· Category* – select the relevant staff and cost type from the drop-down menu

· Inflation* – select the relevant inflation scheme from the drop-down menu
Once all the above fields have been completed click on the plus (+) icon to save the information.  pFACT will automatically request that a work spell be added.  Please note that in this screen work spells can only be added on an FTE/per annum basis.
6.6
Adding/removing/amending staff work-spells

From the staff drill screen below, click on the required Name hyperlink.
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The following screen will appear  This pop-up screen allows you to enter or amend details as required.

[image: image66.png]Staff work spells

Staff Name : Test 1

Start Date” 01-Sep-2020 EndDate”  [31-Aug-2021
Unit Type* v Units™
AddNew || Close
[Start Date. [End Date [Units _[Unit Type
Remove [01-56p-2020 [31-Aug-2021 _[1.0000 |FTE/Annum





By default, Start and End dates are pre-filled with the project start and end dates, but these may be amended at any stage buy using the dropdown calendar, or enter DD-MM-YYYY.
Units should be entered according to the unit type selected (e.g. days or FTE or hrs/wk). To save the work spell entered click on the plus (+) icon.  There is no limit to the number of work spells that can be added, as long as they do not overlap or total more than 1650 hours per annum.  
To amend a previously entered work spell, click on the start date hyperlink. This will fill the top portion of the screen with the previous details.

Edit as required and select the plus icon.

Use the Remove link to delete a previously entered work spell.  Clicking on remove will automatically bring up the following screen:
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Click OK button to remove the item.
Clicking on the close button goes back directly to the project staff cost screen.

6.7
Adding staff who will be working off-site for more than six months in aggregate
If a researcher / academic member of staff will be ‘off site’ for six months or more in aggregate across the length of the project a different procedure will need to be followed in order that the estates costs are abated for the period of time spent off-site (in accordance with TRAC / fEC methodology). However the full FTE rate will still be applied to the indirect costs calculation – so when ‘off-site worker’ is selected, pFACT will apply indirect costs against their FTE but not estates costs.  A separate staff role ‘off-site worker’ has been set-up to calculate and apply the abated Estates rate.  Therefore for staff who will be spending => 6 months off site, at least two entries will need to be added in order to calculate the correct Estates rates.
· The first entry will add the member of staff for the time they will be working on site. Having worked out how much time will be spent off-site in total, (which might be spread over several separate periods of time), the remaining period is assumed to be based on-site and should be set up as one contiguous period (work-spell).
· The second entry is to add the work spell for when the member of staff will be ‘off site’.  Under staff role select ‘off-site worker’ and add the work spell for the time to be spent away.  Please take care here as you will need to ensure that the salary scale chosen for the off-site period is correct – if the work spell is added towards the end of the project ensure that the incremental point that the member of staff will be on by that time is chosen.  Likewise if the time spent away is being added at the beginning of the project ensure that the incremental point for the work spell added for the time ‘on site’ is appropriate.
· If the time to be spent off-site is spread across the project, i.e. is not one contiguous period of time, then the time to be spent off-site should be amalgamated together to avoid having to add numerous work spells.  The estates and indirect cost calculations will not be affected by taking this simple approach.

6.8
Adding a PGR student
To add a PGR student to the project select the Staff cost hyperlink from the Project Proposal Summary Screen.  Click on [image: image68.png]& Secure
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 and the following screen will appear:
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From this screen click on the Research Student hyperlink and the following screen will appear:
[image: image70.png]Add Research Student

Student Name*
Pay Scale®
Spine Point*
Staff Type®

Department*

PFACT Test Research Council

STU - Research Student

1-15,009.00 v stipend
RS-Research Student (Research Council)

ENGINEERING

save || Close

15009




Complete this screen as follows:

a. Student name* - add the name if known, or add Unknown if not yet known.

b. Pay scale* - from the drop-down menu select STU- research student.  
c. Full-time tick box* – the full-time tick box should be ticked as all PGR students are classed as full time in research applications.  This will automatically add the work spell as full time.
d. Spine point* – select spine point 1 from the drop-down menu.  
e. Stipend* – stipend will automatically be populated when spine point is selected.
f. Staff type* – select one of two options from the drop-down menu:
- RS - Research Student (Research Council)
- RX- Research Student (non-Research Council)
g. Department* – again this will be automatically populated with the department where the PI is based, but can be amended to another department if required by selecting the relevant department from the drop-down list.

Once all the above details have been added click on the ‘Save’ icon and the following screen will appear:
The student Fees can be added directly from this screen by clicking on the Fees button.
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From Category, select the appropriate Fees basis (for Research Councils this is “ResCouncil: Non-Staff Exception Item”; for all other funders select “Fees: Student Registration Fees”).
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Unit Type: select ‘per Project’ from the drop-down menu , click on [image: image73.png][ ResearchStudentFees - Google Chrome S
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,  and the following screen will appear:
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You now need to select the appropriate fee basis from the Fees* drop-down list:
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Then select the Unit Type* - As full-time PHDs typically take 42 months to complete (36 + 6), enter 3.5 units (in some cases where the project length is less than 42 months and the funder will not pay for the additional 6 months, you may only be able to enter 3 Units). Click on [image: image76.png]pFACT |
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 and pFACT will then add the fees to the non-staff costs.
6.9
Adding supervision time for a PGR student
In addition to the research time that the PI will dedicate to the project (recorded separately), under fEC, a record also needs to be kept of academic time spent on supervising the PGR student on a funded research project. This time and any costs associated with it are not paid for by some funders (eg Research Councils), however we are still required to keep a record of this time as distinct from research time. 
Therefore if a research project includes a PGR student then the following action should be taken to record the time and cost of supervising the student:
Check the supervisor’s grade and spine point from the record you will already have set up for their project time. You do this via the project proposal summary screen, clicking on Staff Costs and then drill-down on Costs (far right hand column). Make a note of the starting grade / point:
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Close the detailed staff cost screen, and back at Staff Cost screen that lists any staff you have already costed, click on  [image: image78.png]& Secure
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to now add in the PGR supervision time.

Select “Non standard staff using payscale” . Type “PGR supervision (name of supervisor)”
Select the grade and spine point that you noted above. Select the appropriate PGR supervision from the Staff Type drop down list:
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The correct PGR supervision is important for pricing correctly, particularly if this is a studentship to be requested from a Research Council, where the relevant scheme will fund studentships:
	S1 PGR Supervision by Professor – Research Council
	Professorial staff and Research Council funder

	S2 PGR Supervision by Professor – 
     Other Sponsor
	Professorial staff  and all other funders

	S3 PGR Supervision by non Professor – 
     Research Council 
	Non Professor grade and Research Council funder

	S4 PGR Supervision by non Professor -  
     Other Sponsor
	Non Professor grade and all other funders


Select Unit Type and enter the supervision time, then SAVE.

You will see in the Income/Pricing Statement and the JES Submission Report (if this is a Research Council funded studentship request) how the PGR supervision is split out and treated in terms of pricing / income.
6.10
Costing technicians : lab-based departments
Under fEC rules applying from 1 Feb 2008, existing laboratory technicians can be included in research proposals in several different ways. 
a)
Directly Incurred technicians
Technicians can only be included as directly incurred if they will be a new member of staff employed specifically on the project.

b) Directly allocated technicians (pooled technicians) 

Directly allocated pool technicians are existing named technicians whose skills are needed for the project and who will spend a proportion of their time on the project. The time to be spent on a project by a pooled technician is over and above that of the Infrastructure Technician charge (see below). It is based on applying an average hourly rate (determined by annual TRAC analysis), and for Research Council proposals, will need to be explicitly justified (the need, and the time allocation). .  

c) Infrastructure support technicians 
This is background technician support and is not project-specific. It is automatically generated for all lab-based projects as an overhead. The cost is driven by the FTE calculation based on the time of the PIs, Co-Is and Researchers. It cannot be removed and is in support of background technical support (not direct project support).
Each type of technician charge will need to be dealt with separately as follows:

a) Directly Incurred technicians

To add a directly incurred technician follow section 6.3 – ‘Adding a staff member not employed by the University to be paid on University scales’.  The PI should consult with HR and with the School’s Technical Services Manager regarding the correct grading of the Technician.  
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Note that technician time on a project does not attract indirect / estates rates - to check that a technician’s FTE is not being included in the Estates and Indirect cost calculations click on the Staff Cost hyperlink from the ‘project proposal summary screen’ and the following screen will appear:
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The second to last column entitled fEC FTE should be at 0.00.

b)
Directly allocated/pooled technicians
To add a pooled technician follow the procedure for Adding “Non Standard staff using pay  scale’ (Section 6).

Select   Pay scale = POOL-TECH, and just one spine point will appear. This is because Sussex uses one banded rate for costing all Pool Technician support.
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c. Infrastructure Support Technicians

No action is necessary - the cost of Infrastructure Support Technicians will be calculated automatically by pFACT.  It will be applied to the project on an FTE basis, against research active staff i.e. in exactly the same way as Estates and Indirect costs are calculated and applied.
7.
Equipment Costs

Facilities and equipment costs are created by clicking on the blue hyperlink ‘Equipment Cost’ from the project proposal summary screen:
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7.1
Adding new equipment costs

Click on the Equipment Cost hyperlink and the following screen will appear:
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.  A new screen will appear:
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In order to add an item of equipment click on the hyperlink Add new item not in the list and the following screen will appear:
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The following fields need to be completed:
1. Sub element* – type a description of the equipment
2. Unit type* – this will default to “per item”.

3. Units* –number of units to be costed.
4. Unit cost* 
5. Start date and end date* – will be automatically populated with the start and end date of the project.  
TIP – if adding an item of equipment that will be purchased at the beginning of the project, ensure that the end date is changed to one year from the project start (or even to the end date of month 1). This will ensure that the full cost of the equipment appears in year 1 only, otherwise the costs will be profiled evenly across the whole project period if longer than 1 year.
6. Category* – there are two options in the drop-down menu (WITH or WITHOUT VAT).  This is to take account of medical equipment which is exempt from VAT.  
NB: refer to the VAT guidance in the Procedure Guide.

7. Inflation*, VAT value and VAT type* – these fields will be automatically populated according to the selected category but can be overwritten.
8. Rate on date* – this will automatically be populated with the project start date (and will determine from what date inflation is applied to the cost).
Once all the above has been input, click on the save icon. This will automatically take you back to the equipment screen listing the item you have just set up.
	NB:
	Always refer to internal Procurement guidance (in the Procedure Guide) , and Funder rules on costing equipment.


7.2
Amending equipment

From the main project proposal summary screen, click on Non Staff Cost and then on the Equipment hyperlink.
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To amend any of the details click on the blue hyperlink for the item concerned and the following screen will appear:
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From this screen details can be amended. Once the changes have been made click on [image: image90.png]B eracT-coouts chrome S =
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 .
7.3
Removing/deleting equipment

If this item needs to be removed click on the red hyperlink Remove.
Click on the delete button to remove the item.
8.
Adding, Amending or Removing Non-Staff Costs

8.1
Adding non staff costs for existing facilities with defined unit costs
There are two ways of adding non-staff costs in pFACT.  The first way - existing facilities with defined unit costs - is for a very few limited items that are categorised under fEC as Major Research Facilities (MRF), Small Research Facilities (SRF).
To add MRF / SRF facilities, click on ‘Non staff cost’ from the Project Proposal Summary Screen:
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The following screen will appear:
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To add a new cost click on [image: image93.png][ pFACT-
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 A new screen will appear:
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For RDOs (with access to all projects), the screen above allows you to add any type of standard (pre-defined DA) costs at Sussex. In order to see the full list of pre-defined DA Costs, leave the “Filter by Category” blank and click the drop-down menu in the Sub Element field. Alternatively, the Sub Element list can be restricted by filtering on the “Filter by Category” field. The 2 most common filet Categories are:

· MRF: Major Research Facility (DAC)

· SRF: Small Research Facility (DAC)

NB: Unfortunately, the Filter by Category drop-down list displays ALL cost types set up on pFACT but if you select anything other than the above, pFACT does not let you enter other cost types anyway.

1. Click on the ‘filter by category’ drop-down menu and select the relevant category (MRF / SRF) or leave it blank.
2. Click on the sub-element drop-down list and select the relevant sub-element. NB:  selecting a category limits the items available in the sub-element drop-down list.  If the item you require is no longer appearing in the sub element drop-down list try another category. 
3. Once a sub-element has been selected all other fields will automatically be populated except the Units (number of this item to be added to the project cost) which will need to be completed.
4. Start and end dates will be automatically populated with the start and end date of the project.  If a project cost will be incurred in one year only please amend the start/end date accordingly otherwise the cost will be profiled across the whole project.
For non-RDOs (RECs etc, with access to their School’s projects only), the above first screen behaves in the same way except that only ‘Sub Elements’ costs for their particular School can be displayed.

8.2
Adding non-staff costs – general
This is where the majority of non-staff costs will be added as most project costs are not pre-defined / unit based and, more importantly, are for resources that do not already exist at the University (i.e. are project-specific, and need to be purchased to deliver the project).
From the screen above (8.1) click on the hyperlink ‘Add new item not in the list’.  A new screen will appear:
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The following sections will need to be completed:
1. Sub element* – this is really a description of the item and whatever is typed here will be used in the submission and costing reports.  It is therefore best to keep this descriptive but not overly long.
2. Unit type* – there are several options available (per day, per hour, per project, per item and per project year) Please note that Per Project year does not work and therefore should not be selected.

3. Units* – enter the number of items that will be used on the project.  

4. Unit Cost* - type in the cost INCLUSIVE OF ANY APPLICABLE VAT

5. Start/end date* - if costs will be incurred in one particular year ensure that the start/end dates are amended accordingly.  pFACT will always profile the costs across the length of the project unless set up differently.
6. No. of entries* – a numeric value (e.g. if Unit type selected is “per item” and there are 10 of them, enter “10”)  

7. Category* - a drop-down list of pre-defined cost (charge) types that map onto the University’s finance system. Select the appropriate cost type (excluding MRF and SRF cost types). See Appendix 6 for the complete list of Non-Staff pFACT Categories.
8.  Inflation* - the rate that will be applied to the item is linked to the category and therefore this field will be automatically populated (it can be over-written as needed).
9. VAT type* and VAT value – again this will be linked to the category and these fields will be automatically populated, but can be over-written as needed.  
10. Rate on date* - This will be automatically populated with the project start date.  This can be changed if needed.

	TIPs for costing:

Inflation: pre-set in pFACT in line with institutional rates (set / agreed by Finance Division) but can be over-ridden in the above screen:
“RATE ON DATE” – the date from which inflation will start to be applied.
“START DATE” & “END DATE” The period during which the cost of the item will be applied.
VAT: 
· Default VAT rates set up against each category but can be over-ridden.
· Changes to Inflation and VAT: whatever is changed in this Costing screen, will also 
need to be changed in the Final Adjustment Screen (pricing / income).
· Check VAT guidance in Finance Section of Procedure Guide.



Once all the above fields have been completed click on the Save icon. The Non-staff cost summary screen will be displayed listing the item you have just added as below:
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8.3
Amending non staff costs

To amend any of the non-staff costs, click on a blue hyperlink from the Description column.
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The the following screen will appear:
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Firstly, click on the hyperlink from the Start Date column. Amend the information as required and then click on Save.

8.4
Deleting non-staff costs

To delete an item click on the red hyperlink Remove. Then, click OK to remove the item.
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9.
FTE Related Cost 
To see a breakdown of the FTE costs and the basis on which they are calculated, from the Project Proposal Summary screen, click on the blue hyperlink FTE Related Cost
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The following screen will appear:
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This screen shows the total FTE on the project which are applied to the estates, technician infrastructure rates, and indirect rates (FTE rates are applied to the FTEs of research active staff and to PGR students).
This allows you to see the FTE multiplier being applied to the base rates. 

Amendments cannot be made in this screen.  Any changes required to the FTE will need to be dealt with in the staff screen (by adjusting staff time) - click on the radio button above ‘staff cost’ for a quick link to the staff input screen
10.
Income
The Income facility has two functions: 1) it is used in place of the Final Adjustment Screen (see Section 13) when the ‘Selected price’ Income Template is selected; and 2) for requesting Replacement Teaching. It is only accessible (visible) when the Selected Price template is in use, or for Funders that pay for replacement teaching (e.g. Leverhulme Trust). 
From the Project Proposal Summary screen click on the blue hyperlink Income. The following screen will appear:
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This screen is a summary and details the funder, type of income and the % funded.  If an amendment is needed, click on the radio button above Funder/Income Template for a quick link to the funder input screen. 
10.1
Replacement teaching
Replacement teaching forms part of the price (income) but not the cost (the cost is the actual academic’s salary). Replacement teaching costs are therefore added under income.
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 button and the following screen will appear:
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From the “Fees Type” Drop Down list, you will see several types of replacement teaching:
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Select the appropriate type of replacement teaching from the drop-down list. The correct charge rate per unit will appear and you then need to add the quantity, for instance, 

Rate : Office hours £25.04
Quantity: 10
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 to save.
Repeat this for each type of replacement teaching needed for the project.

	AT rates are hard-coded into pFACT and are based on the HR rates with institutional on-costs added. They are calculated off-line (when pay awards or changes to NI are confirmed) and set up in pFACT by the Information & Systems team on instruction from the relevant person with responsibility in Research Development team (usually one of the Grade 8 team leads). Refer to the Finance Section of the Procedure Guide for more information about these hourly rates.



11.
Internal Source – NOT WORKING DO NOT USE
This section allows such things as institutional commitment or a lump sum received from another source to be added. It is not used since it does not get transferred into the Oracle table, and… it does not work!
From the project proposal summary screen click on the hyperlink Internal source
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The following screen will appear:
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12.
Surplus/Deficit and Shortfall

The surplus/deficit and shortfall all show the difference between the fEC and the Income 
13.
Final Adjustment Screen

So far, we have described how to build project costs. The price (or Income in pFACT), is the amount we ask the Funder to pay.  It is automatically calculated based on the rules embedded in the selected Income Template. In most cases, the calculated price will not need any adjustments and will form the basis of the budget presented in the proposal to the funder.

Occasionally however, some elements of the price may need adjustment for example, removing inflation from an equipment item where the item is fixed price and will be purchased in the first month of the project.

Amendments to the price are made using the Final Adjustment function.  To do this click on   [image: image110.png]Deadline

Funder / Income Template
Staff Cost

Equipment Cost

Non Staff Cost

ETE Related Cost

Full Economic Cost
Income

Surplus/Deficit

Internal Source

I Surplus/Shortfall

[31-0ct-2017

NERC-NATURAL ENVIRONMENT RESEARCH COUNCIL

- - - St
I ttps:/pract sussexac.ukpact3/ProjectProposalSummary.aspx ~ @ || search o~
[ pFacT — —
Ele Edit View Favorites Tooks Help
Change Password Add Project Proposal Project Proposals Reports/Export Logout
Project Proposal Summary
o Chri Modified by : White Edit
Created by : White Christopher on 11-Dec-2017 Christopher on 11.Dec2017  '09029 —
Project Name lInvestigation of potential migration in the bat Miniopterus schreibersii using stable isotope analys o
Notes
Code Department EBE
Activi [Research Sub Activi [Research P Change SariDate
t
ity esearc ub Activity esearch Project Cnange End et
Start Date. [01Nov-2017 End Date. [01May-2019 e
Pl [Mathews Fiona [ VAT checked Replicate Project
Contact Person TBA TaERE 0 Use Spine Points?
E-Mail Status [Under Construction

Change Status
Final Adjustment
Currency
Recalculate
Additonal Fields
Submission Reports
Attachments

User Permission

e OOOooo....-.. . -~~~}




 and following screen will appear:
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Funded % (of Income Template %), and FTE to be charged can be adjusted in Final Adjustment.

Clicking on the blue hyperlink (cost description) will open another screen from which the  following can also be changed (the options available are dependent on the cost type selected):

· Promotions and discretionary points

· Inflation 

· Charge type (directly incurred or directly allocated etc). This may be needed as several staff types can be both Directly Incurred and Directly Allocated.  Charge type is allocated based on job grade e.g. AM, AT, AR.  AM is always DAC, AR is currently always DI, even when position does not have an end date).
· Category (Cost type)

· VAT

Many items can be changed in the final adjustment screen but it should be noted THIS WILL ONLY CHANGE THE PRICE NOT THE COST.
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 button.

13.1
Additional funders

Where you have more than one funder supporting the project, you will need to identify which project costs are being funded by which funder. This is done via the Final Adjustment Screen (unless the Selected Price Income Template has been applied).

Select which funder you are going to apply the budget sharing to.
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Apply the relevant percentages to the cost items that the selected funder is likely to pay for and Save.

Repeat the same process for the second funder and Save.

You can then run Income Pricing Statement reports for each of them, as described in Section 20.

For Additional funders using the Selected Price Income Template, see Section 18.2.1.

14.
Recalculate

This is used to ensure that any changes in the costing parameters are reflected in the final adjustment screen.  For instance, to apply newly implemented pay awards to project costs. 
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 will update the staff costs.

NB: if you do recalculate, this will wipe out any pricing adjustments made as it has the effect of defaulting back to the pricing parameters of the Income Template and the Funder rules (if any).

15.
Change Status (RES functionality only)

In addition to costing and pricing, pFACT records the project’s status throughout its lifetime from Undecided to either Awarded or Rejected – a comprehensive list of available statuses is provided at Appendix 5.  

Certain approvals and events trigger a change of status in pFACT (detailed in the Procedure Guide)
.  Two key status changes are described below:

15.1
Submitted to Funder status
:

Once a project proposal is ready for submission to the funder, and the School and RES have approved it (via the authorised signatures on the internal Declaration Form), it can then be submitted to the funder. At this point its status on pFACT will need to be changed from “Under Construction” to “Submitted to Funder”. 

This will trigger an overnight update to the Oracle database. As pFACT is a standalone system (it is not integrated with other corporate IT systems), data held in pFACT has to be transferred to the University’s Oracle database by means of an overnight transfer. Only projects that have had a change of status will be transferred – therefore proposals still at the status of Under Construction will only be visible in pFACT. 

Once the status is changed from Under Construction to Submitted to Funder, it will  appear in management  reporting information sent to the Schools and it will also visible to Heads of Schools, DRaKEs, PIs and Co-Is via the Research Dashboard.

15.1.1  Additional fields

Before changing  the status to “Submitted  to Funder”, certain project information has to be captured via pFACT’s Additional Fields functionality. The information is derived from  the internal Declaration Form (the mechanism by which a School approves the submission of a proposal and in which the PI provides responses relating to H&S matters, project risks, ethics etc) and the additional information coversheet.

From the Project Proposal Summary screen, select Additional Fields:
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The following drop-down displays all the Additional Fields:
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Of the above Additional Fields the following must be completed at Submitted to Funder stage (the status change will fail if they are not): 

· Insurance details

· Research Governance

· Two-stage bids
However, as many additional fields as possible should be completed at Submitted to Funder stage, to enhance the data available in Oracle.  All Additional Fields must be completed by Awarded stage.

An example of how  the information is keyed in and saved is provided below:
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When the appropriate responses have been selected, always “check” the last question. If this is not done, the system will generate an error message when you try to change the project status.
Although not all Additional Fields need completing at Submitted to Funder stage, you can nonetheless complete the other Additional Fields if the responses / position are already known. They can however, be left to the Awarded status, when they must be completed (also bear in mind the need to balance the time and effort of doing this at Submitted to Funder stage, when only 30% of projects submitted are funded).

Note: If you are submitting to funder a project costed on Spine Points, then please do not change the status of the project.
15.1.2 How to change status to Submitted to Funder 
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 and the following screen will appear:
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Click on the Add Status button and the following will appear:
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To move it forward to “Submitted to Funder” status, from  the drop-down list above select status 40 (Submitted  to Funder).

In addition the following fields will need to be completed:

· Status from* - this field is automatically filled with the present project status

· Status to* – as above ( appendix 5  lists all available statuses ) 
· Date of change* - this field is automatically populated with today’s date

· Target date* – this has no function in our implementation of pFACT but is mandatory – simply  copy or type the same date as per Date of Change
· Submitted to –  Leave blank
· Notes – this field does not transfer to the Oracle database (corporate system) but it is used by Information & Systems (in the form of an email) to validate the transfer of the project from pFACT to Oracle. 

The bid amount should always be entered as well as any investigator %age share changes that are required (either the budget or the intellectual share) i.e., the overnight transfer will assume a simple pro-rate share for each investigator (e.g. if there are 4 investigators on the proposal, then each will receive a 25% share). 

Where the real investigator share split differs from this, the revised %ages should be entered against each investigator. This enables the I&S team to update Oracle.

Click on save, this will bring up the following screen: 
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In the above screen, confirm the total amount being requested (University of Sussex budget only – check for exceptions with Line Manager) from the funder.

Also confirm, where there is more than one PI at Sussex, the approximate budget split between them if not an equal amount (you will know what this is from the budget calculations).  Also confirm, where there are CO-Is at Sussex, the Intelectual Share for each is provided as a percentage.  The PI will have confirmed the intellectual share as part of the approval process (via email).

Click save. The following screen automatically adds a notification email address to the Information & Systems team, as follows:
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Click on email and you will be presented with the following confirming the information already keyed in:
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Having checked that the information is correct, click on E-Mail,  and the next screen will look like this:
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Click on the "Close" button.

15.2
Awarded status

This status is triggered by the conclusion of contractual negotiations / review (if relevant), and importantly the formal acceptance of an award (using the internal Award Acceptance form) by the PI and the School (see Procedure Guide for more information on how this is done).

Once the Award Acceptance Form is in place, there are two key and separate features to changing a project’s status to Awarded  in pFACT – i) updating the cost and price to reflect the final budget, and ii) completing all the remaining Additional Fields (and sometimes amending those completed at Submitted to Funder status).

15.2.1 Cost and Price update:

It is generally the case that the awarded budget varies from the proposal budget (along with the project FEC). Therefore the cost and the price need to be adjusted  in the pFACT project to reflect the revised FEC and budget. 

Simply adjust FEC / price as necessary (noting that occasionally the Income Template needs to change to “Selected Price” (see Section 18.2) if the budget variations are too tricky to set up with the default Income Template). 

15.2.2 Additional Fields

Before changing the project status to Awarded, all Additional Fields must be completed. Click on the Additional Fields button, and the following screen will appear:
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The drop-down menu above lists all  the additional fields (information) that must be completed at Awarded stage.

IP option:
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The correct IP option will either be i) standard for most known funders, ii) dependent on the terms of any agreement / contract. In cases of uncertainty, check with your Line Manager and/or the Contracts & IP team.
Publications:
[image: image127.png]Additional Fields
{T)-Text (N)-Number (D)-Date (H)-Hyperlink

Group| Publication issues v

1. Less than 12 months pul
2. Less than 3 months publication restri
3. Less than 6 months publication restriction
4. More than 12 months publ
5. Clients prior approval to publish required

6. No restriction

7. Prior notification (for information only)

8. Restriction (No time limit specified)

9. Silent.

Enter the number of the Publication option that applies to
this project (N)

Have you completed the PUBLICATION details?

save || Close





As for IP options, these are either standard, or derived by reference to the agreement / contracts.

Award details:
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The Decision date is the date on which the Funder notified us of their intention to fund the project e.g. date of a notification letter or email. You will need to check back on the paper / e-trail. 

The Funder Reference (T – text entry) is the Funder’s unique project reference.  So for example, for an RWK award this would be the Grant Reference Number of the Award Letter.
Confidentiality:
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This information is derived from the terms and conditions (agreement / contract). They are usually found in Confidentiality or Publicity clauses. In case of doubt, refer to your Line Manager:

	NB: Failure to enter a number in the 1st field ("Confidentiality option that applies to the project") at the "Awarded" stage will cause a failure in the overnight procedure - notified by an email to research_support@sussex.ac.uk). This must be corrected on Oracle, as this setting controls whether information on the project will be publically available on the University's website and SRO (Sussex Research Online) system. 


Comments:

It is important to enter any significant information about the project here as this will carry through to the project’s Oracle record. For example:

· Collaborative bid lead by “other organization”

· Retrospective / budget not prepared by Sussex.
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Miscellaneous Information: 
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Research Keywords are derived from the Declaration Form. If they have not been provided, review the bid summary / content, and input those that seem most relevant to the topic.

Strategic Competition Programme flag to indicate the proposal is funded through a Strategic Competition.
Transfer-in flag to indicate the proposal is being created for an in-coming academic with established research.

Two-stage bids used to indicate at what stage such a bid is at. Note the 2nd "Submitted to Funder" stage requires a special procedure to be followed:

· Stage 2: FOLLOWING STEPS TO BE DONE ON THE SAME DAY

· re-cost and finalise the budget
· In AF, add re-submission date to Stage two flag (see screen-shot above), and save.

· Move status back to “Under Construction”, save, and directly after this undertake the following steps.

· Move status forward again to “Submitted to Funder”, and save. This will reset the Project %age Shares on Oracle to their default pro-rata values. So if the shares were altered on Stage 1, repeat the amended share values in the email sent to I&S (Simon) so that they can be corrected again on Oracle.  

· Do all the above on the same day (do not wait for overnight update between the status changes – systems constraint).
Retrospective Projects are used to indicate whether the project was late coming to R&E and at what stage it was received. 

Late Notification of Project flag to indicate R&S were notified within 10 working days of the submission deadline.
ABW (Agresso Business World) Information
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This Additional Field captures the position concerning:

· Private versus Public Benefit test: do the terms of the funding awarded meet the University’s Charitable objects (for the purposes of determining we are providing a“business supply” and therefore liable to output VAT and Corporation tax); 
	Guidance: Public / Private benefit test:

Do the terms of the funded project…

· further the institution’s charitable objects (teaching and research for public benefit)?

· Will the knowledge acquired as a result be disseminated to others for benefit of the public or a section of the public (within a reasonable time)?

· Will any resultant IPR be used for the benefit of the charity?

· Are there any private benefits and if so, are they incidental? 

[collaborations with commercial partners may give rise to private benefits of the research e.g., if the collaborator wishes to own the IPR or restrict dissemination. However, private benefits may be consistent with achieving our charitable aims if they are by-product of carrying out the research and are necessary and reasonable].


· HEFCE charity QR eligibility: if the project is funded by a registered Charity, does it meet the eligibility requirements for receiving HEFCE Charity QR? 

The data captured  in this Additional Field is recorded in the Finance system (ABW)  for the  Year End accounting purposes, and to inform the HESA returns.

Successful Application Library:

The flag for this is derived from the Award Acceptance Form (noting that an “Opt-in” system operates):
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15.2.3 Changing status to Awarded

With all Additional Fields now completed, click on Change Status (Project Proposal Summary Screen) and following screen will appear:
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 button above, and the following appears:
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Leave “Submitted to” blank.

Enter the Target Date as the current date

In the Notes box, the budget and Intellectual % shares can be adjusted (they will default to those entered at bid stage). Check the Award Acceptance form for final intellectual shares.

Once you have completed this screen, click Save. The email addres for Res Info Systems is automatically included but you can add your own email as well if you wish.
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Generally, only one notifiation is needed (as above), but it is possible to add more (for example, if the Research Administrator needs to be alerted to the change of status).  

Then click on Email.
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If the PI (or Co-Is) is not yet at Sussex, the email message above should be used to inform the I&S team of the names and approximate arrival date. This will enable the I&S team to correct the project on Oracle when the PI arrives. 

Check the data, correct it if necessary, and then click on email (this take up to a minute):

Click on close and you are returned  the Project Proposal Summary screen as follows:
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The project record is now locked (note that some options are no longer available to the right of the screen and that the available options have been moved up the page). 

During the overnight update, the Oracle project record  will be updated with the new project status and data.  Once the overnight update has taken place, the next day procedure, is to produce the Project Handover sheet (generated from a standard  web report), and to prepare the Handover folder to give to Research Finance Assistant for setting up an ABW (Agresso Business World) budget code (see Procedure Guide).

	DO’s and DON’Ts

· Do not move status straight from UNDER CONSTRUCTION to AWARDED. 
· A project status must first be moved to SUBMITTED TO FUNDER.

· ALWAYS WAIT FOR THE OVERNIGHT UPDATE FOR STATUS CHANGES TO TAKE EFFECT.

· Project statuses must not move back in pFACT (except for the 2nd stage of a two-stage bid). This is because they must remain consistent with the status of the bid in the Research Finance system. If there is a problem and a project needs to move back, please consult the Information and Systems team..





Separate more detailed guidance on status changes and how the associated paperwork flow is managed in RES, is detailed in the Procedure Guide.  

Please see Appendix 5 for the various project statuses.

16.
Playpen/pFACT test environment

A test version of pFACT is available for experimenting and training. This version will be maintained the same as the live version but will be updated weekly so projects may be lost.

The link is:

https://pfact-test.admin.sussex.ac.uk/pfact3/Login.aspx
Please note that the pFACT test environment has a faded banner at the top whereas pFACT live has a brighter red/purple banner to make it easier to distinguish between the two.  

Please take care to ensure that you are have signed into the correct version of pFACT.

17.
Replicate Projects

If an exact copy of a project is required this can be done by clicking  
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 from the Project Proposal screen.  The following message will appear ‘Do you wish to replicate this project’ click yes.  The project will then be replicated. Beware, however that some settings will be reset to default e.g., “rate on date”. 

It is most likely that this functionality will be useful when bidding to another funder with a similar project / project cost.  

However, if re-costing a submitted project, do not replicate the project - always use the original pFACT. This is because the project status may need to be changed to Forecasted and/or Awarded, and any revised costs/bid price need to be accurately reflected in the Research Management system.

18
Income Templates

Only one Income Template should be selected for any given project.  If a second template is required the first template must be removed before adding the second.  

Most funders will have a default template attached them. However some do not, so you must select the most appropriate template from the drop down list. A list of Income Templates is provided in Appendix 2. 

Some more explanation for the following two templates:

18.1
EU Horizon 2020

18.1.1 Research and Innovation Actions (RIA), Innovation Actions (IA) and Coordination and Support Actions (CSA)

This template allows the price to be calculated in line with Horizon 2020 reimbursement rules of 100% of direct costs and 25% towards indirect costs (except Marie Sklodowska Curie Actions which operate on flat rates, - the ‘fixed price’ template should be used for these, see Section 18.1.2).

From the “Add New Project Proposal Funder” screen, select the appropriate funder source, Funder, and H2020 Funding Scheme:
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Select the EU Horizon 2020 template (Template number 11) from the drop-down menu.  

A second drop-down menu will appear entitled EU activity with five options – ignore all these except “Other Specific Activities”!  


[image: image142.png]FACT -

Add New Project Proposal Funder

Funding Source
Search For Funder
Funder”

Funding Scheme
Search For Income.

Filter

EUROPEAN UNION - 90

Vi

H2020 - Societal Challenges: Climate action, resource efficiency & raw n V|

Template Her
Income Template” 11- EU Horizon 2020 ~
EU Activity*
. Demonsiration Activies - 50
Setas Primary Funder |20 ment of the Consortium Activties - 100
(Other Specifc Actiities - 100
Funded Percentage Research and Technological Development or Innovation Activities - 75
Training Activiies - 100
StaffCost || Equipment Cost || Non Staff Cost || FTE Related Cost || _Income || _Internai Sources
unding mn:ﬁJE‘l inded
el To e
02 - UK
2 LEVERHULME  (Chariies ~ [Leverhuime 2 ke
Remove  fTRysT (open [Programme Grant alse
ompeition
lovancep 05 UK
industry,
2 POWER 7 ke
Remove EFUER F\7g  [Commerce alse
SOMPONENTS.  Lng Public

®100%





These are EU FP7 activities and no longer relevant for Horizon 2020. Unfortunately these options are hard-wired into pFACT and cannot be deleted or amended. 

To get the right budget for Horizon 2020 proposals (except Marie Sklodowska Curie Actions), make sure you always choose ‘Other Specific Activities 100%’.
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By selecting ‘Other Specific Activities’ this will dictate a reimbursement rate of 100% of all cost items including staff unless the activity type is changed at individual staff level (caution: do not change the activity type at individual staff level!).
18.1.2 Marie Sklodowska Curie Actions (MSCA)

The Marie Skłodowska-Curie fellowships operate with flat rate figures. There is separate detailed guidance held in the Horizon 2020 g drive: 
G:\res\Funders & Customers\006 - EU Government\EU\HORIZON 2020\Proposal Templates & Guides for applicants\MSCA\ITN\DRAFT MSCA ITN pFACT guide_v2_20191218.docx
Below are the steps for setting up an MSCA project in pFACT:

Project setup on pFACT:

Project details:

· Title (if info is available): {ACRONYM} — {Title} (Fellow: {Fellow’s name})

For example: RESTEST — Research and Enterprise Test Proposal (Fellow: Anett Kiss)

· Activity: Research

· Sub-activity: Fellowship

· PI: this is normally the supervisor, but if the fellow is already at Sussex then they can be the PI

· Start date: if not specified otherwise then you can use 1st September next year as an estimate

Funder setup:

· Funding Source: 006 – EU Government bodies

· Funder: EUROPEAN UNION – 90

· Funding Scheme: H2020 – Marie Curie Individual Fellowships (select European or Global Fellowship)

· Income Template: Selected Price

· Funder Percentage: 100
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.
Currency:

· In the ‘Currency’ section set the exchange rate to Euros and note down the rate. Save the page (if you just click ‘close’ then pFACT will forget the currency).
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Excel costing templates:

G:\res\Funders & Customers\006 - EU Government\EU\HORIZON 2020\Proposal Templates & Guides for applicants\MSCA\Ifs
No family:

G:\res\Funders & Customers\006 - EU Government\EU\HORIZON 2020\Proposal Templates & Guides for applicants\MSCA\Ifs\IF without family.xlsx
With family:

G:\res\Funders & Customers\006 - EU Government\EU\HORIZON 2020\Proposal Templates & Guides for applicants\MSCA\Ifs\IF with family.xlsx
i) Open the one corresponding to the family situation of the fellow and then select the tab depending on the scheme (European or Global).

ii) Enter the UK Country Correction Coefficient and in case of Global Fellowships also enter the Coefficient for the Outgoing Country

iii) Enter the Euro exchange rate from pFACT

iv) Duration: the template assumes a duration of 2 years for European and 3 years (2 for outgoing phase, 1 for return phase) for Global fellowships; this is the maximum the fellow can apply for. If the planned duration is shorter than this then delete Year 2 figures as necessary.

v) The sheet now automatically calculates the necessary figures in GBP and Euros.

vi) Save the file into the project folder

Entering budget on pFACT:

Below is specific guidance for the European fellowship. For other Fellowships (e.g., Global fellowship, there is a hyperlink to further H2020 guidance, at the end of this section).

EUROPEAN FELLOWSHIP:
STAFF COSTS:

PI time:

We have to record a minimal amount of time for the PI otherwise their name will not appear on the pFACT report. This needs to be done regardless whether the PI is the fellow themselves (in case they are a staff member here already) or if the PI is a different person (if the fellow is not at Sussex yet). In the Staff costs section click on the PI’s name and record the following:
· Start date: same as project start date

· End date: same as project end date

· Unit type: Hours

· Units: 0.0001

Save with the [image: image146.png]FACT -
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Fellow:

You will have to add a separate staff record for the fellow even if they are named as the PI.

Add Staff -> Off-scale Grade
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.
· Staff role: R-Researcher (includes FTE costs)

· Staff name: Fellow: {Fellow’s name}

· Basic: from the Excel costing sheet (table ‘STEP4’) take the ‘Living Allowance’ figure from the ‘£ per year’ column and  enter into the ‘Basic’ box on pFACT

· Other Allowance:

· If without family: enter the ‘£ per year’ figure of the Mobility Allowance

· If with family: Add up the ‘£ per year’ figure of the Mobility and the Family Allowance and enter

· Apprenticeship Levy: 0  
· National Insurance: un-tick

· Superannuation: select blank

· Towards FTE: tick

· Category: Academic Staff Salaries [DIC]

· Inflation: Zero inflation 

Save with the [image: image149.png]Add Off-scale Grade
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Add Work spell by clicking on the [image: image151.png]A Not secure | hitps://pfact-testadmin.sussex.ac.uk/pfact3/OffscaleGrade.aspx
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 button that comes up (or by going to the staff costs and clicking on the person’s name):
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.
· Start date: same as project start date

· End date same as project end date

· Unit type: FTE/Annum, Units: 1
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NON-STAFF COSTS:

Add non-staff to Project -> go to bottom of screen and click ‘Add new item not in the list’
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· Sub Element: Research and Training Allowance

· Unit Type: per Item

· Units: fellowship duration in years

· Unit cost: from the Excel costing sheet (table ‘STEP4’) take the ‘Research and Training’ figure from the ‘£ per year’ column and  enter into the ‘Unit cost’ box on pFACT

· Start date: leave as it is

· End date: leave as it is

· No. of entries: 1

· Category: Allowance: Marie Curie Allowance

· Inflation: Zero inflation

· VAT Type: Not VATable

· VAT Value: 0

· Rate On Date: leave as it is
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INCOME:
On the main project page go to ‘Income’ and click ‘Selected cost line’:
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.
All cost items will now appear, tick the front tick box of:
· the fellow staff item and

· the non-staff item (Research and Training Allowance)

And set the following for them:
· Percentage: 100

· Amount: leave blank

· Inflation: Zero inflation
Now tick the front tick box of the Indirect costs item and set the following:
· Percentage: delete ‘0’ from the box and leave empty

· Amount: from the Excel costing sheet (table ‘STEP4’) take the ‘Management and Indirects’ figure from the ‘£ per year’ column, multiply by the number of years of the whole project and  enter into the ‘Amount’ box on pFACT

· Inflation: Zero inflation

SAVE the page with the button on the top of the page and check that the Total Income figure at the bottom matches the ‘Grand Total GBP’ figure in your Excel template. There might be a minor difference due to rounding; this is OK.
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pFACT REPORT:
On the main project page go to ‘Financial Reports’:
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.
Select ‘Income Reports’:
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Then ‘Income / Pricing Statement’:
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This will open a pdf document with figures in Euros. Double-check that in the last page the last row the Grand Total Income figure (first figure out of the two) matches the  ‘Grand Total Euros’ figure in the Excel template.

Save the file:

· Location: Project Folder -> Proposal -> Budget folder

· Filename: IPS_{Fellow’s Surname}_Date

Print out the pdf file and put in the project folder.

Other MSCA Fellowships:

For costing guidance on other types of MSCA fellowships, refer to the separate guidance here:

G:\res\Funders & Customers\006 - EU Government\EU\HORIZON 2020\Proposal Templates & Guides for applicants\MSCA\ITN
18.2
Selected Price (Template 01) – RES users functionality

The Selected Price template has no pricing rules, and allowing the user to build the price in a very flexible way (sometimes referred to as the “DIY” Income Template.  The following actions can be taken:

a)
To select or de-select any cost item

b)
To select a % of any cost item – each item can have a different %

c)
To select any inflation scheme against any cost item

d)
To change cost types (directly incurred and directly allocated)

e)
To add a specific amount against any cost item (this is really useful if a set amount is being offered

If you are not a RES user, and think you need to use this template, please contact your Research Development Officer.

From the “Add New Project Proposal Funder” screen, select Income Template 01:

[image: image163.png]FACT -

Edit Project Proposal Funder

Funding Source 006 - EU Government bodies Vi
Search For Funder Fiter
Funder* DUTCH MINISTRY OF FOREIGN AFFAIRS - 5367 Vi
I Funding Scheme Tender v
Search For Income
Template Fiter
Income Template* 01 - Selected Price v
Setas Primary Funder v
‘ Funded Percentage 100 Leave this t 100%, uness intending to use Multple Funders.
Add || Close
Staff Cost_ | Equipment Cost || Non Staff Cost || FTE Related Cost || Income || _Internal Sources

Funder ;:: ‘n-'-gsdu-

| 06 -EU _|H2020 - Marie Curie
Remove  EOROPEANGo emmentindiidual Fellowships: 1 e
JUNON  bogies  [European Fellowship

®10%





Set up the project costs as described in earlier sections of this User Guide. 

Once all costs have been entered, from the main project summary screen click on the blue hyperlink Income and the following screen will appear:
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Click on the blue hyperlink Selected Cost line and the following screen will appear:
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From this screen the price can be built.  In order for an item to be included in the calculation of the income (price) the tick box on the far left will need to be checked.  Either a percentage or an amount can be added (when using amount ensure that the percentage is box is empty - remove any zeros!).  

Inflation can be amended as can the Charge Type.  Once all relevant items have been selected click on Save (top of the screen).  Once the information has been saved the income amount will be shown on the far right of the screen next to each individual item.  

Income Pricing Statements can be generated but there is no Final Adjustment screen available since this is effectively replaced by the ability to manage the price on a line by line basis as described above.

Please also note, that at Awarded status, the default template is sometimes replaced with the Selected Price Income Template in order to set up the final awarded budget (accuracy and speed).

18.2.1 Additional Funders in Selected Price Income Template

Where more than one funder is supporting the project, the apportionment of the budget across the funders is done via the Selected Cost Line in exactly the same way as per a single funder except that this is done for each funder in turn. 

From the main Project Proposal Summary screen click on the blue hyperlink Income. The following screen will appear, from which select “Selected Cost Line” for each funder in turn.
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Adjust the percentage funded or the absolute amount as per a single funder, and Save.

Income Pricing Statements can then be run for each funder in the usual way.

18.3
Fixed Amount (template 10)

This template handles situations where a funder offers a fixed fee. Typically this might be for government departments or the EU who want to commission a piece of work and offer a lump sum. This template allows the lump sum to be entered as income, and the costs are entered and offset against the total lump sum.

With this template the Final Adjustment Screen does not work since the template, like Selected Price, has no pricing rules.
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Income is entered via the blue hyperlink INCOME on the Project Proposal Summary Screen (left hand side), and  a screen like this will appear:
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To enter the fee/lump sum, click on Fee * Quantity and the following screen appears:
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For a one-off fee, select Fixed Amount from the Fees type drop-down list.

Type 1 in the Quantity box, and the total amount in the Rates box (as illustrated above).
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 (save) sign and the fees will be displayed as follows:

[image: image171.png]FACT -

Add Fees,etc to project

Saved Successfully.

Funder
Fees,etc
Type*
Quantity* Rate*
Back || AddNew || Close

[Funder

|Fee type

RemovelDUTCH MINISTRY OF FOREIGN AFFAIRS[Eixed Amount

100 20000

https://pfact sussex.ac.uk/pfact3/AddFeeQuantity.aspx?Funder=DUTCH+ MINISTRY+OF +FOREIGN+ AFFAIRS#

#100%





Add all costs as per the usual entry screens in pFACT, and check the income versus cost via the Income Pricing Statement Report.

19.
Submission Reports

Submission reports (available from Project Proposal Summary Screen) are distinct from pFACT Financial Reports as they present the budget in the format and price required by certain key funders (see below).
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Submission reports come in four varieties:

· J-eS submissions and MRC
 submissions for Research Councils

· Other funders submissions – which are for all other funders

· EU (Horizon 2020) Funder submission reports – see 19.1.Wellcome Trust submission report

These Submission Reports are directly linked to the relevant funders and are therefore only visible to you when those funders are selected. 

NB: Submission Reports are hard-wired into pFACT. As pFACT is no longer supported by the owning Company (Unit4), these cannot be removed or updated to reflect changes to funder rules.  One such example is the EU Submission reports which are described below.

Submission reports can be exported to various formats such as PDF, Word, & Excel, but always use PDF as Word/Excel versions do not convert well.

Please see Section 22.3 - Procedural note on submission reports.

19.1
Accessing the submission reports
From the main Project Proposal Summary screen, click on [image: image173.png][ pFacT |
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19.2
JE-S Submissions

The following screen will appear when clicking on the submission reports button:
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Clicking on JE-S submission will create a PDF document that can be saved or printed. Other file formats can be selected from the Options menu.

This report should provide all the information required for JE-S taking account of Research Council funding rules and can be sent directly to other universities when completing a joint application. 

19.3
EU funder Submission reports

These reports are only available where the Horizon 2020 Income Template has been selected. There are three default EU funder submission reports used for internal cost and price summaries (e.g., for internal authorisations of proposals / acceptance of awards):

· EU funder submission report – Although this report is specifically designed for the now closed EU FP7 funding programme, it is still used for Horizon 2020 provided that the correct Activity type has been selected (Other Specific Activities funded at 100% - see 18.1.1).

· EU funder submission report detailed – as above but each individual cost item is reported on separately. This one is used to produce the budget table needed for the on-line H2020 proposal – see box below*.

· EU funder submission report yearly – This report breaks down the price further – by years

	* pFACT has not got a specific submission report that exactly mirrors the format of costs needed  for Horizon 2020 RIA, IA and CSA actions. Therefore, the EU funder Submission Report detailed above should be saved in excel format, and pasted into our custom excel template, found here:
G:\res\Funders & Customers\006 - EU Government\EU\HORIZON 2020\Proposal Templates & Guides for applicants\RIA, IA and CSA\RIA and IA\RIA and IA budget template.xlsx
This custom excel template has a macro that will place the pFACT budget

into the correct categories mirroring the budget tables in Horizon 2020 RIA, IA and CSA proposals – the detailed step by step guidance to doing this is in the custom excel template above.




19.4
Wellcome Trust Submission

This Submission report has been set up specifically for Wellcome Trust budgets.  It includes inflation up to the start date of the project and for the first project year as per Wellcome’s funding rules. This report is only be available when the Wellcome Trust Income Template has been selected.

20 
Financial Reports

There are several financial reports available in pFACT that show cost and price information in different ways and levels of detail.  These have all been tested, with a few identified as most reliable and useful. These are described in section 20.1 below
.
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  from the main Project Proposal Summary screen.  This will offer you three types of reports via the three tabs appearing at the top of the screen. 
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The following report should  be used for all projects, from the Income Reports tab,:

Financial reports – Income / Pricing Statement 

This provides a breakdown of the Full Economic Cost, along with the expected income from the funder concerned. This report accompanies the approval paperwork at application stage for ALL projects.

20.1  Reports for Internal Approvals and Authorisations 

Although pFACT has a basic workflow functionality e.g. for approving projects across the University, this has not been implemented as it does not fully meet the University’s business requirements (e.g. parallel workflows, document management etc.).  

Electronic approvals via email will continue whilst pFACT is still in use.

The relevant pFACT reports to circulate with the Declaration Form are:

1. For ALL proposals: Income Pricing Statement (as above); and 

2. For JES, Wellcome Trust, the related Submission Report.

3. For Horizon 2020, the EU Submission Report, and the customised Excel spreadsheet.
Further information on when and how to circulate internal approvals, is detailed in the Procedure Guide.

21
External Collaborators

When costing an application that has external collaborators/co-applicants, their details can be added to pFACT as follows:

a)  From the main project screen click on the ‘Edit’ button on right hand side, the following screen will appear:
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b)  Click on the Other Institutions radio button and the following screen will appear:
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Enter the Organisational name of the institution and click on the add button to save.

Please note that this data does not transfer over to the Oracle project record (a requirement for a future RMS).

22
Procedures and Guidance

22.1
Travel and Conference grants

Proposals of a value less than £5000 need to be entered into pFACT. If these are conference / travel grants, we are not required to calculate the fEC and the quickest way to do them is as follows:
· Set-up a project in pFACT

· The start and end dates should be for when the academic will be away

· If the start and end dates are not known make an educated guess

· Staff time does not need to be added but a PI will be required

· Add the travel and subsistence and any other costs in the normal way

· Add the funder as normal and then select the relevant Income Template – this will usually be (2) 100% Direct Costs. 

· Once the proposal has been submitted to the funder, change the status to Submitted.  

	NOTE:  pFACT may issue a warning that there is no time added to the PI clicking on save again will override this (as long as the Staff Cost has the "PI" Staff Type set, then it will transfer that person correctly as the PI even with a zero cost). 


If RES is only advised once the grant has been awarded, a pFACT entry will need to be made following the process above. The project status will be Under Construction when the project is first added.  This will need to be changed to Submitted to Funder and then to Awarded. Before the Awarded stage, remember to update the "Retrospective Projects" section in the Additional Fields screen (in the "Miscellaneous Information" group). DO NOT MOVE STRAIGHT FROM “UNDER CONSTRUCTION” TO AWARDED. 

22.2
Statuses 

pFACT has been configured  to capture various project statuses. This is crucial for tracking a project through its lifecycle, and to produce accurate management reports.

Another key consideration is that the pFACT database interfaces with the Oracle tables, which are updated when with each status change. It is therefore important that each project proposal is at the correct status.

All applications will start as an “Under Construction” – these will not transfer to the Oracle tables until they are changed to “Submitted to Funder”. If an academic decides not to continue with  a proposal that is Under Construction,  the status should be amended to ‘Proposal Cancelled”.  

From the Submitted to Funder status a project will either move to Forecasted, Awarded, Rejected, Withdrawn or Declined.  

Appendix 5 sets out all the possible project statuses.

	PLEASE NOTE THAT THE ORACLE DATABASE IS UPDATED OVERNIGHT, SO ONLY MAKE ONE STATUS CHANGE IN ANY 24 HOUR PERIOD (E.G. RETROSPECTIVE AWARDS).


22.3
Submission and cost reports 

An electronic copy of the final Income Pricing Statement and the final Submission Report  (if relevant) should be retained in the shared drive project folder (see Procedure Guide).  

22.4
Pricing (Income)

The price (income) in pFACT must match exactly that in the proposal.  This should be achievable by using the appropriate Income Template and adjusting the costs/price via Final Adjustment Screen (or Income screen if using Selected Price template). 

Please note that for Research Councils the Final Adjustment Screen Funded column does not need to be adjusted for un-indexed costs as the Income Template is rightly applying the Treasury Deflator used by the Research Councils to calculate award values (i.e. the level of indexation that we expect the Research Councils to add in the Grant Offer Letter).
22.5
Joint projects at the University (more than one other school / department)

Joint applications (between one or more schools  / departments) should be treated as one proposal in pFACT (not independently for each school / department).  It is vital for management information that joint applications are reported on as one proposal.  However if it is easier to have separate costings (one for each School / department) so that separate fECs and budgets can be issued for approval to the respective Schools,  this can be done in pFACT as long as they are consolidated (see below) into one project proposal before changing status to Submitted to Funder.  

This is achieved by using the consolidation function, thus ensuring only one entry is in pFACT.  Once the projects have been consolidated the original project proposals will need to be deleted from the database (see Section 3.1).
22.6
Resubmissions 

If a proposal is to be resubmitted to a new funder or a new scheme, then a new costing must be created.  If the costs are to be the same as the original application then a replicate can be made (see Section 17 – Replicate projects).  Please do not use the original costing as this record needs to remain the same as originally submitted.

22.7
Extensions to existing Research projects

If there are costs involved then the new costs should be created in pFACT. This can be done by using the dates of the extension as if it were a new project. It may or may not be treated as a new project. This should be decided on a case by case basis (referring for advice, to your Line Manager).

	NB: Whether an “extension” should be treated as a new project or genuinely as an extension to an existing project, will depend on number of factors. Always discuss with the Head of Research Development first, noting that Research Finance will only be able to advise from the perspective of financial management  and not from wider contractual perspective.


22.8
Transfers-in


When new staff come to the University, their portfolio of on-going research projects are often transferred in with them and need to be set up in both pFACT and the Research Finance system (ABW). The Procedure Guide has detailed guidance about transfers-in. From a pFACT perspective, the project is set up as per any other new project, with the necessary status changes (remembering to wait for overnight updates). Before any status change, tick the "Transfer-in" flag in the Additional Fields screen (in the "Miscellaneous Information" group).
Note that the Transfer-in form is also used when the Research Development team are asked to set up internally funded projects by other teams (e.g., Impact awards).
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22.9
Outline / two-stage bids

Some funders operate two-stage proposal submission systems. Some require costs at the outline stage and some do not. 

22.9.1 Costs required at stage 1:

Where a budget is needed at stage 1 (even if only an “outline budget” requested), School approvals and a pFACT costing is required IN ALL CIRCUMSTANCES (unless below £5,000). This is needed to ensure that the proposed project is within scope of available / requested budget, and to capture the research effort of the applicant and department (if it should not go through to full bid stage, their research effort is logged  in the Research management system).

Should the project proceed to second / full stage submission, this is handled in the following way in pFACT: 

· Stage 2: FOLLOWING STEPS TO BE DONE ON THE SAME DAY

· re-cost and finalise the budget

· In AF (Additional Fields), add re-submission date to Stage two flag (see screen-shot above), and save.

· Move status back to “Under Construction”, save, and directly after this undertake the following steps.

· Move status forward again to “Submitted to Funder”, and save. This will reset the Project %age Shares on Oracle to their default pro-rata values. So if the shares were altered on Stage 1, repeat the amended share values in the email sent to I&S (Simon) so that they can be corrected again on Oracle.  

· Do all the above on the same day (do not wait for overnight update between the status changes – systems constraint).

22.9.2  Costs not required at stage 1 

For outline bids / expressions of Interest that do not require costs at the first review stage, it would be preferable if a record does exist in pFACT in order that the number of enquiries are logged for management information.  The PI and School and funder will be known and sometimes the dates will also be known. If the dates are not known then set the project up for one year using a start date one month from now.  If the title is not known please use the following:

· Outline bid – PI surname and initial – Funder

Leave the project at the “Under Construction” status. If then invited to full stage, the original outline project proposal  held in pFACT should be used to create the costing for the full proposal.  

To ensure the costs are updated click on the recalculate project button.  Any changes to the costs can now be made, and the usual procedures followed for costing, authorising, and submitting. 
22.10
Financial Impact Assessment / Marginal Costing

When applying for external research funding it is important to be aware of the financial impact for the school, to identify where there may be issues,  and to alert the HoS / DRKE, and Finance Manager. Issues typically arise for match-funded programmes, or for programmes with funding limits and the project scope is too ambitious and costly for the programme. 

Any issues must be notified by way of an email or a note circulated with the internal approvals paperwork. As the pFACT standard reports do not lend themselves easily to such analysis, you may need to create an additional spread-sheet illustrating the estimated out-turn position.

A negative financial impact will not necessarily lead to the proposal not being approved for submission as there are other considerations besides the financial out-turn . The HoS will however, need to understand the position and the business case  to make an informed decision.
22.11
Using pFACT number in the J-eS system

When setting up an application within the Research Councils’ J-eS system, the PI needs to provide a reference number.  It is recommended to use the pFACT number to enable us to identify the project quickly and track progress more easily.

22.12
Activities 

Each project proposal created in pFACT must have an associated Activity and Sub-activity. These are (for a full list, see Appendix 1): 

	Activity
	Sub-activity (not comprehensive)


	Research


	Research project

CASE Studentship

Studentship

Conference

Fellowship
Impact activities

Research Network etc

	Other 


	Honorarium

Teaching and Learning

	Services


	Consultancy

Supply of Services

Supply of goods etc

	Internal


	Internally funded  research

Enterprise unit

	Doctoral
	Doctoral Training and Skills

Doctoral Training Account


The majority of project proposals will have Research as the main activity.  

See Appendix 1 for the complete list.

22.13
Adding a new Funder

If the funder you need is not set up in pFACT, you will need to complete the form in Appendix 3 and send it to the Information and Systems team. Before sending it to them, you must undertake full checks on the funder – see the Procedure Guide for more information on how to go about this.
The Information and Systems team will liaise with the Finance Division to set up the funder as per HESA requirements in the Finance system (ABW). They will then set up the funder in the Oracle table, and in pFACT. You should allow at least 24 hours to set up a new funder AS A MINIMUM.

	NB. It is the RDO's responsibility to ensure that the information given on the New Funder Form is complete and correct. Where doubts remain about the funder's classification seek the guidance of the Senior Research Development Officers (or Head of Research Finance in the last resort).


23
Consultancy

The key principles for pricing and distribution of income for Consultancy, differs from the approach for Research. 

	Key principles:

· Consultant price / fee is determined by reference to the recommended consultancy hourly / daily fee rates (based on minimum FEC rates);
· Internal treatment of Consultancy fee is based on 85% to the consultant (including the FEC element);

· The Consultancy Excel Template is used for pricing and internal approvals.


These key principles are reflected in the way that consultancy is set up in pFACT. 
23.1 Basic Project details / entry:

From Project Summary Screen, input project title, Activity = Services, Sub-Activity = Consultancy.
Duration should be from start date of the consultancy and the end date should be the “lapsed” date.

Funding source = if UK Industry (select ANY company if not yet on system)

Funder / Income template – SELECTED PRICE
You should take the specific details regarding the consultancy project (title, PI…) from Sheet 2 of the Log Form that the Consultancy Manager should have shared with you. Remember to add the pFACT number of the new consultancy project to the Log Form.
23.1.1 Building the consultancy fee and DI costs

Consultant Fee: 

To input the price/fee charged, select: +

Don’t use the pFACT PI record to add number of consultancy days (otherwise the system pulls up staff record with FTE rate). Instead use: Non Standard Staff Not Using payscale
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Type in the name of Consultant, number of days and daily fee as follows (example below):

Work type (payscale): DI / DA (if a Prof, select “PROF” etc).

Unit type: Days/hours/weeks etc

Units: eg 5 days

@: per unit fee (eg £1000 per day)

Staff type: Leave blank

Inflation: zero inflation

Base year: leave

FTE for FEC: 0

Category: Staff DA or DI as appropriate

Save.
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23.1.2  Non-staff costs: 
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For non-staff costs to charge at 100% to client, they are setup as follows:

· Zero inflation (short time-span)

· Zero rated VAT (as typically the UoS invoice will add output VAT to everything).

· SAVE
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23.2  Establishing the Income to the University:

At Project Proposal Summary Screen, select INCOME.

Select “Selected Cost Line”.
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For DA staff (consultant), percentage = 15% 
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For all DI costs, percentage = 100% (remember to check inflation & VAT parameters to ensure they are consistent with cost set-up e.g., zero as per costs input via non-staff costs).
Save.

23.3 Establishing the surplus/income to the Consultant/s.

At Project Summary Screen, note the Income amount (to the University) and the Surplus/deficit amount (surplus for the consultant).
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The “deficit” is in fact the surplus (85%) available to the consultant (the difference between the 15% and the 100% DI recovery). This surplus needs to be input to pFACT as follows:
Select Income, and then select “Fee * Quantity”:
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From the drop-down list against Fees etc, select Consultancy Surplus:
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Input the “surplus/deficit” noted from the Project Summary Screen and click on Add New, and then Close.

Note that the Surplus/Deficit on the Project Proposal Summary screen should now be “0”.
23.4 Exporting the pFACT report for Research Finance & Status change:

OPTIONAL – NOT CURRENTLY IN USE
23.4.1
 Exporting the pFACT report: 

This report can be used for the handover to Research Finance. From Project Summary Screen, select: Financial Reports.  Select Excel and run “Income Reports” and “Income / Pricing Statement”

[image: image189.png]FACT -

Financial Reports

University Cost Reports

Options,

‘Submission Cost Reports

Export To PDF
Export To Word

Email Attachment As PDF
Email Attachment As Excel
Email Attachment To Word

Income Reports

#100%





You will see the consultancy budget displayed on screen in excel. 

IMPORTANT: do NOT move any cells or over-write any of the data.

Scroll to the end, and note the amount against Fee * Quantity… £nnnn
Select the whole sheet by clicking on the top left (between 1 and A) and copy (ctrl-c).
Open up the template consultancy Excel sheet (available here):

G:\res\R&E Teams\Research Development\pFACT\Systems & Development\Consultancy\Pricing Schedule Template
The sheet has two tabs:
· Tab 1: Income Statement

· Tab 2: Summary

In Tab 1, select the top left as above.
Now paste in your own project’s Income Pricing statement (ctrl-v).

Click to Tab 2 (Summary) and check that the data has been picked up from Tab 1… it should show the 85% treatment. 

You just now need to enter, PI details, the % split/share between School code and/or personal payment and between PIs if more than one has provided consultancy to the client.  At the bottom of the spreadsheet record the payment arrangements and contact details.

	CONSULTANCY PRICING SCHEDULE

	PI Name:
	 

	PI School:
	
	

	Funder:
	ADAM SMITH INTERNATIONAL LTD

	Project:
	Testing consultancy 21st July 2010

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	TOTAL INCOME
	
	
	
	
	
	
	£7,507

	 
	
	
	
	
	
	
	
	 

	DIRECT COSTS
	
	
	
	
	
	
	 

	 
	Directly Incurred Costs
	
	
	
	£1,000
	
	 

	 
	
	
	
	
	
	
	
	 

	 
	Directly Allocated Costs
	
	
	
	£1,499
	
	 

	 
	
	
	
	
	
	
	
	 

	DIRECT COSTS TOTALS
	
	
	
	
	£2,499
	(£2,499)

	 
	
	
	
	
	
	
	
	 

	CONSULTANCY SURPLUS (available for distribution)
	
	
	
	£5,008

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	 

	 
	SUMMARY OF SURPLUS DISTRIBUTION
	
	
	
	 

	 
	
	
	
	
	
	
	
	 

	 
	
	Staff Share of Surplus (@ 85%)
	
	
	£4,257
	 

	 
	
	School Share of Surplus (@ 10%)
	
	
	£501
	 

	 
	
	University of Surplus (@ 5%)
	
	
	£250
	 

	 
	
	
	
	
	
	
	
	£5,008

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	DETAILED SURPLUS DISTRIBUTION
	
	
	
	
	 

	 
	
	
	
	
	
	
	
	 

	 
	
	Staff Share (85% of Surplus)
	
	
	
	 

	 
	
	Consultant 1
	School Code
	70%
	
	£2,980
	 

	 
	
	
	
	Payroll
	0%
	
	£0
	 

	 
	
	Consultant 2
	School Code
	30%
	
	£1,277
	 

	 
	
	
	
	Payroll
	0%
	
	£0
	 

	 
	
	Consultant 3
	School Code
	0%
	
	£0
	 

	 
	
	
	
	Payroll
	0%
	
	£0
	 

	 
	
	Total Staff Share
	
	100%
	
	£4,257
	 

	 
	
	
	
	
	
	
	
	 

	 
	
	School Share (10% of Surplus)
	
	
	
	 

	 
	
	School 1
	
	
	100%
	
	£501
	 

	 
	
	School 2
	
	
	0%
	
	£0
	 

	 
	
	School 3
	
	
	0%
	
	£0
	 

	 
	
	
	
	
	100%
	
	£501
	 

	 
	
	
	
	
	
	
	
	 

	 
	
	University Share (5% of Surplus)
	
	
	£250
	 



The spreadsheet is saved to the PI folder, leaving the template version in a central folder.

23.5
Status Change

At this point, once internal approvals are in place, the status of the project can be moved from Under Construction to Submitted to Funder as per all other pFACT projects (see relevant section of pFACT guide). 

The overnight upload will create the system bid number on the RM system.  
23.6
Declarations and Additional Fields 

Consultancy does not require a completed declarations form, although Research Development are expected to assess the risk and use a short declarations form if required.  The default selections for the Additional Fields are as follows:

Intellectual Property – 1. Assigned ownership to Sponsor

Publication – 8. Restriction (no time limit specified)

Award details – as agreed

Confidentiality – 2. Partial Restriction (typically Sussex can only make reference to the project, client and the Sussex contribution with the prior written consent of the client.

Insurance Details – as per contract (Q1, Q2, Q4 expected to be negative, Q5, expected to be “None of the above”, consider using Short Declarations if otherwise)

Research Governance – as per contract and agreed with the PI.

Miscellaneous Information – as per contract

ABW Information – (1) “No”; (2) “No”; (3) “Not Applicable”
Successful Application Library - Q1. “No”; Q2 – blank

Collaborative Flag – not expected to be a collaborative project.  If it involved outside organisations as consultants ensure details have been discussed and agreed with SRDO / HoResDev and then complete as appropriate (with due attention to confidentiality).

Block Grants – not expected to be a block grant.

* * *

24  Future developments

Replace with a fully functioning RMS (dependent on IT Roadmap).

Appendix 1 - pFACT Activities & Sub-activities 

	Activity
	Sub-activity

	Internal  
	Enterprise Unit

	 
	Internally Funded Research

	 
	Research Support

	Other  
	Capital Project (Other)

	
	Doctoral Training & Skills

	
	Doctoral Training Account

	 
	Donation for General Purposes (Other)

	 
	Honorarium

	 
	Public Engagement

	 
	Staff Post

	 
	Student Exchange

	 
	Student Placement / Experience

	 
	Teaching & Learning

	Research  
	Capital Project (Research)

	 
	CASE Studentship

	 
	Conference

	 
	Donation Research Project

	 
	Fellowship

	 
	Impact Activities

	 
	Material Transfer Agreement - Inward

	
	Network

	
	Non-CASE Studentship (full funding)

	
	Non-CASE Studentship (partial funding)

	 
	Proof of Concept

	 
	Research Leave

	 
	Research Network

	 
	Research Project

	 
	Research Secondment

	 
	Studentship

	 
	UndergStudentship

	Services
	Academic Network

	 
	Consultancy

	 
	Continuing Professional Development

	 
	Facilities and Equipment

	 
	Material Transfer Agreement - Outward

	 
	Secondment

	 
	Supply of Goods

	 
	Supply of Services

	 
	Validation and Franchising


Appendix 2  Income Templates

	No
	Income Template name
	Funder Type
	Most relevant Funders
	Inflation
	VAT
	Other income parameters

	1
	Selected Price
	Not attached to any funder type
	Marie Curie / Interreg
	YES
	YES
	DIY – no rules!
Replacement Teaching
Fixed Income allowable

	2
	100% Direct Costs
	UK Charities
	Charities
	YES
	YES
	All DI & some DA
No FTEs
Replacement Teaching
Fixed Income allowable

	3
	80% fEC
	Research Councils
	Research Councils / NIHR / some BA / RS schemes
	YES
	YES
	Equipment rule
Exceptions rule (students)

	4
	100% fEC
	Industry / Government / Overseas / UK Public Corporations
	Industry / government
	YES
	YES
	Fixed Income allowable

	10
	Fixed Amount
	Not attached to any funder type
	Funder offers lump sum / amount
	YES
	YES
	Fixed Income allowable

	11
	EU Horizon 2020 
	European Union
	RIA, IA, CSA, and ERC grants
	YES
	YES
	All DI & DA costs

25% overhead (excl. subcontracts: H2020 specific definition of subcontracts)


Appendix 3 New Funder Request Form

[image: image190.png]REQUESTFOR A NEW FUNDER ON pFACT

** = Mandatory information

[FFander tame:

Funder Short amet

[FFunder Categony:

[Fis Funder a Charity?

Registered Charity No. (i known)

[Fis Funder a UK Industry funder?

Company Registration No. (i known)

[Fis Funder an SME?.

[Fis Funder in SEEDA Region?.

[Fif the Funder is a Company, is the val

lue of the award likely to exceed £10,0007]

[FIT"VES", have you completed the CreditSafe check?

[FFander Address:

[Post Cod

[For International Post Coder

Funding Scheme(s):

Do you want the new funder to be set

ub on pFACT in the same way as an existing Funder?

[BFACT Setings o b the same as:

Tenter e name of an exstng sponser

Do you require any particular setting:

Default Income Template:

income Infiation Factor:

[Any other special requirements:

Date: 31/10/2014





Appendix 4 - pFACT Pay Scales

[image: image191.png]Pay Scale Code Category. | Towards FTE|Comments

DIRECTLY ALLOCATED STAFF

Teaching Safr - Grade 7 - [DAC] [AT70-DAC | Acaderic Staff Saaries DACT Ves

Teaching Saff - Grads 8- [DAC] [AT80-DAC | Academic Staff Saares [DAC] Ves

Teaching Saff - Grads 8- [DAC] [AT90-DAC | Acadenic Staff Saares [DAC] Ves

Professoria Siaft - Noncinical [DAC [PROF [Professor Salares [DAC] Ves | Acaderic grades

Professoria Saff - Cinical- [DAC] [CLIV-PROF | Professor Saiares [DAC] Ves

Senio Lecturer - Cinical- [DAC] [CLIV-SILECT | Acadenic Staff Sares DACT Ves

Lecturer - Cinical- DAC] [CLI-LECT | Academic Staff Saares [DAC] Ves

Pooled Technician Staff - DAC] [FOOL-TECH | Technical Salares Recharges DAC] o

DA Other Scale DAC] [DA-OTHER [Acadeic Staff Saares [DAC] o [DUMIY SCALES (1 Grcumvent WORKTYPE when daing a Nor-standard
|Staff not using a Payscale) - Based on the “User-defined Scale”

DIRECTLY WCURRED STAFF

Research Staff - Grade 7- O] [AR70 [ Acadenic Staff Saiares (D] Ves

Research Staff - Grade 8- (D] [ARED | Acadenic Staff Saiaries (DIC] Ves

Research Staff - Grade 9 (D] [ARG0 | Acadenic Staff Saiaries (DIC] Ves

Research Staff - Grade 10- [DC] [AR100 | Acadenic Staff Saiaries (DIC] Ves | Acaderic grades

Teaching Staff -Grade 7 - DC] [AT70 | Acadenic Staff Saiaries (DIC] Ves

Teaching Staff - Grade 8- [DC] [AT80 | Acadenic Staff Saiaries (DIC] Ves

Teaching Staff - Grade 9 - [DC] [AT30 | Acadenic Staf Saiares (DIC] Ves

Professional ianagement & Oiner Siaff~ Grade 7 [DIC |70 [FrofTech Ianagement Salaries [DIC] o

Professional anagement & Other Staff~ Grade &~ DIC]__|PB0 [FrofTech Ianagement Salaies (DIC] o

Professional anagement & Other Staff~ Grade 9~ 0IC] |30 [FrofTech Ianagement Salaies (DIC] o

Technicen Managemen Siafr - Grade 7 - DCL 70 [FrofTech Ianagement Salaies (DIC] g Frofessional and Technical Hanagement grades

Technicen Managemen Staff - Grade 8- [DC] ED [FrofTech Ianagement Salaies (DIC] o

Technicen Managemen Staff - Grade 9 - [DCL [Ts0 [FrofiTech Ianagement Salaies (DIC] o

Professional Support Staf - Grade 2 - (USPAS) -[DIC] __[PS20-USPAS | Professional Support Salries [DCL o

Professional Support Staff—Grade 3- (USPAS) -[DIC] __[PS30-USPAS | Professional Support Salries [DC] o

Professional Support taf—Grade 4~ (USPAS) -[DIC] __[PS#0-USPAS | Professional Support Salries [DC] o

Professional Support taf—Grade & - (USPAS) -[DIC] __[PSS0-USPAS | Professional Support Salries [DC] o

Professional Support Staff~ Grade 6 - (USPAS) - [DIC]___|PS60-USPAS | Professional Support Sairies (DC] o |Professional and Techical Support grades on the USPAS pension scheme

Technician Support Staf - Grade 2 - (USPAS) - D] [TX20-USPAS _[Technical Safries [DC] o |(scheme is cosed o new staff)

Technican Support Staff - Grade 3 - (USPAS) -DIE]. [TX30-USPAS _[Technical Safries [DC] o

Technican Support Staff - Grade 4~ (USPAS) -{DIE]. [X40-USPAS _[Technical Safries [DC] o

Technican Support Staff - Grade § - (USPAS) -{DIE]. [TXS0-USPAS _[Technical Safries [DC] o

Technican Support Staff—Grade 6 (USPAS) -{DIC]. [TX60-USPAS _[Technical Safries [DC] o

Professional Support Staff - Grade 2 - (5GSS) - (D] |PS20 [Professional Support Salares [DCL o

Professional Support Staff— Grade 3- (5GSS) —{DE] __|PS30 [Frofessional Support Salies [DC] o

Professional Support Staff— Grade 4~ (SGSS) (D] |PSé0 [Frofessional Support Salies [DC] o

Professional Support Staff— Grade 5~ (5GS5) -(DE] ___|PSs0 [Frofessional Support Salies [DC] o

Professional Support Staf—Grade 6- (5G55) —{Dc] ___|PSaD [Frofessional Support Saiaries (DC] Tlo_|Professional and Technical Support rades on the SGSS pension scheme.

Technician Suppor Staf - Grade 2 - (5655) - DL [oee [Fechnical Saaries DIC]. o (used for new staff)

Technicien Suppor Staff - Grade 3- (5655) - [DC] a0 [Technical Saaries [DIC] o

Technicien Suppor Staff - Grade 4~ (5655) - [DC] [xa0 [Technical Saaries [DIC] o

Technicen Suppor Staff - Grade § - (5655) - [DC] x50 [Technical Saaries [DIC] o

Technicien Supporl Staff - Grade 6 - (5655) - [DCL X0 [Techical Saaries D/C] o

Research Student [sTU [Student aintenance (Stpend) o [Student Stipend

User-defned Pay Scale -[DIC] [USER-DEFIED | Academic Staff Saares [DIC] es|User-defined scale for exceptonal costs

Rescarch Staff (EXCEPTION) - Grade 6 [IC] [AX60 | Acadenic Staf Saiares (DIC] Yes |Grade 6 staff n the ok of an academic and 5o includes FTE-related costs

CRUK Tech/Support Staf - Grade 2 - (Super @ 16%)-[DC] [CRUKZD [ Technical Salares (DIC] o

CRUK Tech/Support Saff - Grade 3- (Super @ 16%) - [DC] [CRUKGD [ Technical Salares (D] Tio

CRUK Tech/Support Staff - Grade 4 - (Super @ 16%) - [DC] [CRUK#D [ Technical Salares (D] o |rechnicatSupportStafron CRUK (Superanmuston cosed @ 15%)

CRUK Tech/Support Staff - Grade & - (Super @ 16%) - [DC] [CRUKED [ Technical Salares (D] Tio

CRUK Tech/Support Staff - Grade 6 - (Super @ 16%) - [DC] [CRUKGD [ Technical Salares (D] Tio

DiGiher Scale ] [OFOTHER | Academic Staff Sairis 01T To[DUMIY SCALES (1 Grcumvent WORKTYPE when daing a Non-standard

|Staff not using a Payscale”) - Based on the "User-defined Scale”





Appendix 5 – Project Statuses
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Appendix 6 - pFACT Non-Staff Categories

	Description
	Description

	Allownce: Marie Curie Allowance
	H & S: Except Health & Safety Costs

	Allownce: Visiting Staff Allowance
	H2020: In-Kind contrib/ns-No ohds

	Appointment: Staff Recruitment Cost
	H2020: In-Kind contrib/ns-With ohds

	AU Animal Purchase [DIC]
	Hire: Vehicle Hire Costs

	Comms: Internet Access Charge
	Insur: Addit/nal Insurance Premiums

	Comms: Phone Charges-Fixed & Mobile
	Library: User Charges Inter Library

	Conferences: Hire Costs
	Minor Works

	Consums: Catering Costs
	MRF: Animal Maintenance [DAC]

	Consums: Lab Consumables
	MRF: Genome Microscopy [DAC]

	Consums: MEDICAL ONLY - No VAT
	MRF: Genome Tissue Culture [DAC]

	Consums: Other Consumables
	Pay: Non-Payroll Casual Assistance

	Consums: Subject/Participat/n Fees
	Printing, Imaging, Stationery

	Consums: Website Design Materials
	Publish: Proj Open Access Publish

	Contingency
	Publish: Project Dissemination

	DACs: Cell Bank Development [DAC]
	ResCouncil: Non-Staff Exception Itm

	DACs: CISC  - PET CT [DAC]
	Research Income

	DACs: CISC - CT [DAC]
	Shipping / Transport / Postage

	DACs: CISC - MRI [DAC]
	Special Waste Disposal Costs

	DACs: Mass Spectrometry [DAC]
	SRF: NMR Spectroscopy [DAC]

	DACs: Use of Existing Facilities
	SRF: SCAM Microscopy [DAC]

	DACs: X-RAY Crystallography [DAC]
	SRF: Scan Electron M/scope [DAC]

	Equip: Equipment Maintenance [DIC]
	SRF: Trans Electron M/scope [DAC]

	Equipment: Hire
	Subcon: 3rd Party Services -No VAT

	Fees: Admin Charge [DAC]
	Subcon: 3rd Party Services-with VAT

	Fees: Audit Fees/Costs
	Subscriptions

	Fees: Bench Fees
	Training

	Fees: Legal Services Fees
	Travel: Conference Fees

	Fees: Other Fees (incl Consultancy)
	Travel: Overseas Travel and Subsist

	Fees: Software Licences
	Travel: UK Travel and Subsistance

	Fees: Student Registration Fees
	Utilities: Excessive Energy Costs


Note: PGR FTE related costs are weighted in order to reflect the actual costs to the University when appointing a project-specific PGR student.  These are:





Indirect costs – 0.2


Generic Estates costs – 0.5


Lab Estates costs – 0.8














� If a new business requirement, then Senior Research Development Officers will need to consider; if related to a technical problem,  then Information & Systems Manager can resolve the matter


� The Procedure Guide is a separate guide maintained by Senior Research Development Officers of the Research Development team.





� Do not change the status where: price is based on “spine points” e.g. Horizon 2020 bids. These are done by the Information & Systems team.


� The MRC Submission Report is no longer needed as MRC applications are now handled in J-ES.


� it is not possible to retire the less useful reports, so by all means try them out, but be sure to check robustness of the data before placing any reliance on it
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