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Instructors – Please read the following to the class:

• All course exercises and demos use data loaded to the MAGIC training 
environment.
• Data used in this course was carefully selected by a core team of Subject Matter 
Experts selected to represent our Agencies. 

However:
• The data you see on the various screens may look quite different from actual 
production data you will see after Go-Live.
• Please consider the data to be general and not representative of a specific agency. 

• Don’t be distracted or confused by data that appears “illogical” or contains values 
that differ from what you expect based on your knowledge of state government. 
• Our focus today is on the exercises and not the data used to enable the steps.
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Also, there may be cases where the system will not be exactly the same between the 
training and the production environments.  Differences are not significant and will not 
impact your ability to understand and use MAGIC. 
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• STOP and review the Business Process Flowchart – Grantee Management Handout.

• Grantee:   
• The receiving Agency, Organization, Individual, Local Governmental Entity is the 

Grantee
• An agency is the Grantee when it is the recipient of the money from a federal 

agency or other Grantor organization
• The Organization Individual Local Governmental Entity or another agencyThe Organization, Individual, Local Governmental Entity, or another agency 

receiving grant funds from the agency that received the primary grant is the 
“Sub-recipient” or the “Sub-Grantee”

• Grantor:  
• The entity providing grant funds is the Grantor
• An agency is the Grantor when it sub-grants funds to other recipients
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It’s important to realize that Grants Management does not function in a vacuum. One of 
the great features of MAGIC is that information we need to do our jobs can be easily 
accessible through an integrated system. 
In this class, we will learn that Internal Orders are the link that ties Grants Management to 
the Finance, Controlling, and Funds Management modules within MAGIC. 
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Many terms are used during Grants Management that may not be familiar in the current 
process.  These terms will be seen and discussed further as they come up in the course.
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This slide shows the correlation between SAAS  and MAGIC terminology.  Please remember 
that in the 4 modules, FI, CO, FM, and GM, these master data items may have different 
names.  The Key Term definitions point out some of the correlations between names of 
data items in different modules.
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This process is initiated when the Federal or Non-Federal Sponsor sends a notice of award. 
The first step requires an Internal Order to be created and released. The Notice of Award 
becomes the point of reference for the grant record that we will create today.

The diagram above depicts the grantee lifecycle process.
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In addition to the grant-specific roles shown on the slide, other key players in the agency 
support Grants Management: Internal Orders Administrator, Billing Administrator and 
Accounts Receivable
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We will define each one of these data elements as we progress through this unit.
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Specific master data must be set up and entered into the Grant document. This process 
depicts those master data elements and the steps to follow prior to the Grant being 
submitted for review and approval.
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Sponsors are referred to as “Business Partners” in MAGIC.
BP master records are centrally maintained by DFA.
The Sponsor is referred to as a “Customer” in FI.
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Grants can have only 1 sponsor .  If you need  more than one sponsor for a grant, you 
would create separate grants for each sponsor.  You can then combine the grants for 
reporting by creating a grant group and adding the grants to the group.
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One Internal Order is established for each sponsored program.  Every grant has at least one 
sponsored program, so will have at least one Internal Order.

28



29



30



31



B. The Agency responsible for the Grant
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The sponsored class represents the sponsor's expense and revenue classification. It is used 
to group expenses and revenues to meet the sponsor's and/or Agency’s reporting 
requirements.
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On the Supported Object tab, Sponsored Class 6 is set as Budgeting allowed but Actuals not 
allowed. 
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In order to use the sponsored program with multiple cost/funds centers, you must 
complete the “Allowed Budget and Postings” tab.  This is necessary, for example, when a 
grant supports multiple offices within an agency.
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A. True
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Attachments are included with a document through a function called “Open Text”. The 
Open Text function allows you to attach documents directly from your hard-drive with a 
click of a button. We’ll demonstrate that in today’s session.
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You must assign a grant type to each grant you create. Once made, this assignment cannot 
be changed.
The grant type describes a grant and controls its behavior. 
The grant type also determines grant posting controls, Funds Management (FM) integration 
requirements, and Records Management (RM) requirements.

Passthrough Grant:
• State receives funding and passes a portion on to another state agency• State receives funding and passes a portion on to another state agency

Non Grant:  A grant allows the use of  multiple cost centers/funds centers through 
the Sponsored Program.  The Non-Grant Grant has been established to allow an 
Internal Order to use the functionality of multiple cost centers/funds centers for 
activities other than grants (for example, when an internal order supports 
multiple offices within an agency)multiple offices within an agency).
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Grant Type and Company Code will pre-populate.
Sponsor is the funding entity.
Scroll down to enter Valid from and Valid to dates for internal use.
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CFDA Number is required, when applicable, but the other codes are optional.
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We will go into Workflow in more detail when we discuss how to submit a grant for 
approval in Unit 4.
Responsibilities tab:
• Define approval cycle (workflow cycle)

• Responsibility Type: click on box to the right (in “Res” column) and choose 
depending on agency needs (Hover over field to see “Search Criteria” box to the 
right)

• Type: Click on box to the right and choose “User”Type: Click on box to the right and choose User
• ID: click on box to the right and choose User ID

• Search box will open; defaults to wildcard search using the “*”
• Press Enter or click on green check mark at bottom
• List of users will appear that have approval rights
• Choose user and press Enter or click green check mark at bottom
• Valid from/Valid to date: Enter dates this user is valid for

• Repeat steps as needed for an agency
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The Fiscal year variant for the Grant will depend on the validity dates of the grant.
For Example:
V3 – April to March – Use for Grant awarded in April.
V6 – July to June – Use for Grant awarded in July.
V9 – October to September – Use for grant awarded in October.

There are more values, covering all the months of the year.

The Splitting Rule and Company Code FY Variant are the same for every grant and control 
basic processing for all grants.
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Organizational data elements are always the same:
Sales Organization – “SOMS”
Distribution Channel – “10”
Division – “10”

Billing types determine how billing is done:
Manual – All billings are manually created
Resource Related Billing – Grant is billed as resources are consumedResource Related Billing Grant is billed as resources are consumed
Periodic Billing – Equal amounts on the same date of each month
Milestone – Billing is performed based on predefined milestones agreed to by the 
Sponsor and the State
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Fund Represents Source of Funding for a Grant.
Fund Types:
• External Funds represent the Sponsor’s award amount

• Grants must have one and only one External fund
• Internal Funds should always be marked as “IDC Recovery” or “Cost Sharing,” or both
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Sponsored Class is an object used to summarize the organization’s expenses based 
on the Sponsor’s cost categories.
• Technically: length 12 char.
• Always derived from GL Account
• Can also be derived from GL Account + Other Data (e.g. Sponsor, Grant Type)
• So can have multiple ‘sets‘ of sponsored classes

IDC Relevant:
Prepopulated based on the Sponsor (“Business Partner”) but can be changed based 
on the individual grant.
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1 SHARING ON TOTAL DIRECT COSTS is used when there are no indirect costs allowed.
2 SHARING ON TOTAL GRANT COSTS includes IDC.
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E. All the Above
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Based on rules defined by SOMS, the workflow in MAGIC is set to send items for approval. 
Some items may be automatically approved based on programmed thresholds.
In manual approval, items which require multiple authorization levels are moved up the 
approval chain automatically.
The workflow process loop is closed when the last approver provides approval.
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The Grant Internal Order Administrator is responsible for adding the Grant number and 
attaching the Grant to the Internal Order. How to create and change an Internal Order is 
reviewed in the course, FIN310 Internal Orders.
KO02 – Change Internal Order is the transaction used to add the grant number and attach 
documents.
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The training system will show “save” instead of “submit” because the training system does
not have workflow enabled.
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Documents are attached to the grant using transaction GMGRANT
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Open Text provides backup services for all documents in MAGIC. It is used in the modules 
of Finance, Sales and Distribution, and Materials Management, as well as the Portal. 
• Every document created in MAGIC, regardless of the module in which it is created, is 

stored using Open Text. Open Text is recognized for audit purposes as an electronic 
document storage system.

• Document attachments containing backup information are stored in Open Text.
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You are able to search for documents using the transaction code J6NY to access the 
DocuLink program. This program lists all documents created in the system by module area. 
Selection criteria on the initial screen allow for specification of items to narrow the search 
for a document.
More information on how to attach and view documents is provided in specific role based 
classes where applicable.
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After documents are attached they can be viewed in MAGIC by accessing the item in the 
Display transaction and then locating the document in the Attachment list located in the 
Services for Object menu. Additionally, you can search for documents using the transaction 
code J6NY to access the DocuLink program. This program lists all documents created in the 
system by module area. Selection criteria on the initial screen allows for specification of 
items to narrow the search for a document.

More information on how to attach and view documents is provided in specific role basedMore information on how to attach and view documents is provided in specific role based 
classes where applicable.
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In this unit, we continue to create the Grant Record. This unit specifically focuses on the 
billing plan that is required as part of this process
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In this unit, we discuss the steps that follow once a grant has been approved. We’ll start off 
with the step of changing the grant status and generating the grant award document, then 
move on to setting up the Billing Plan that applies.
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This unit focuses on the part of the Grantee lifecycle in the red box .
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The Sales Order number is located on the Billing tab.
The Budget Validity Periods are located on the Budget tab.

For Passthrough Grants, the status is changed to “Application”. This status change will 
trigger a new approval process. Once approved and the Grant Award Document is received, 
the Grants status is changed to “Approved”. The Budget for the Passthrough Grant may now 
be created at this status.
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In this unit, we will review the steps for creating a Milestone Billing Plan and a Periodic 
Billing Plan
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Grant must already exist and the Internal Order updated to associate the Internal Order 
with the Grant.
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The Milestone dates are created based on when you think a milestone will be complete.  If 
the milestone is not reached, the date can be changed.
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C. Periodic Billing
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The transaction GM_CREATE_BUDGET – Create a grant budget, is used here.
“Held” is used when there is an interruption while entering the budget and you want to 
save the document for later completion.
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When creating the budget, the other fields in the Header are automatically populated.
Process has a number of options:
• Enter: Create a new budget

• Original budget award
• Original cost share budget
• Move budget between Sponsored Programs 

• Return: Adjust existing budget
• Reduction of budget by sponsorReduction of budget by sponsor
• Reduction of cost share budget in closing

• Supplement: 
• Additional budget awarded by sponsor
• Additional cost sharing committed

91



The objective of this activity is to set up the overall grant.
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In the Production system, the screen will show “Submit” to  route the budget for approval 
via workflow.  However, the training system does not have workflow enabled, so “Save” will 
be used for training instead of “Submit.”
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C. 0
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The grant budget is released to FM and adds to the agency Z3 budget, even if the agency is 
not using a Z3 budget for other purposes.
Note: For converted Grants, the Z3 budget should not have grants included as they will be 
automatically transferred to FM from GM.

Enter the following information in the Header tab:
• GM Doc type: 15
• Click Enter buttonClick Enter button
Top menu is for Grant budgets, Bottom menu is for Financial budgets
• Enter grant budgeted by class type:

• Commitment Item 60000
• Budget Period 2013-a1
• Funds Center 1651
• Functional Area 165101
• Funded Program (same as Sponsored Program)

• Enter Financial budgeted classes
• Commitment Item 64000
• Funds Center 1651
• Functional Area 165101
• Funded Program (same as Sponsored Program)
• Budget Period 2013-a1
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Budget Period 2013 a1
• Click Check Document button
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D. GM_BDGT_RELEASE – Release a Grant Budget

98



Stop the course for the day here….
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In this unit, we will review various process and steps to maintain a Grant—from expending 
a grant, to updating information, to closing an expired or fully expended grant.
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When we expend a grant, there are a number of activities that support the processing of 
costs accrued and the collection of grant funds. 
The following process is initiated when the Agency needs reimbursement:
Step 1: Indirect costs such as salaries are calculated for a grant prior to the billing run. In 
Finance, the transaction GMIDCPOST – Create and Post IDC is used.
Step 2: Expenses are posted for direct costs accrued. In Finance, the transaction FB60 Post 
Expenses is used.
Processing Billing Run: Billing can mass produce billing documents (tcodesProcessing Billing Run: Billing can mass produce billing documents (tcodes 
ZFGM_RRB_MASS and GLMLST) 
This action give the amount that the agency needs to be reimbursed plus the indirect cost 
and creates invoices as expenses hit grant.

• A sales document number and a debit memo request (DMR) number are created 
within this transaction and a billing document is produced.

The Sponsor will receive the billing document and send reimbursement payments as 
required.
The Clearing Process ensures clearing patterns are taken into account to make sure an 
expense is not billed before it is allowed.
When manually posting incoming payments, Finance may also receive Cash Payments from 
a sponsor using transaction F-28 – Post Incoming Payments.

102



These roles reflect those in for Grants Receivables and Indirect Cost Calculation
Grant Indirect Cost Processor
Grant Billing Administrator
Accounts Receivable for Grants
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A. Ensures only grants scheduled to be billed are billed and for the amount scheduled
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Use transaction GMGRANT-Create Grant to make edits and changes.
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Use transaction GM_CREATE_BUDGET – Create Budget, to adjust the budget for a grant
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You cannot change the Grant from any billing type that uses a sales order to any other 
billing type that requires a sales order.  In this situation, you would need to close the 
original Grant and create a new one.
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Internal Orders are created by the Internal Orders Administrator role using transaction 
KO01. Tcode KO02-Change Internal Order allows the Internal Order Administrator to attach 
the existing grant to the new order.
The Grant Master Data Maintenance Agency role creates Sponsored Programs using 
transaction GMPROGRAM.
Use transaction GMGRANT – Maintain Grant to make additions to the grant record such as 
adding sponsored programs.

110



Transaction GMGRANT is used to maintain a grant, including setting the status indicators. 
When a grant has been fully expended or expired, the status is changed to “Closing.”
There is also a status of “Closed” but it will not be used as you will not be able to make any
changes to the grant if this status were selected. In the case of an audit where changes 
may  be required, needed changes can be made if the status is “Closing”.
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C. GM_CREATE_BUDGET-Create Grant Budget
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Standard Reports is misleading in that these are not necessary system-ready reports. The 
SoMS went through an exercise to define the data necessary for expected reporting 
requirements.
The reports in this unit are just a few of those most recommended.
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The value types (VT) indicate the transaction that was posted.  When the report is 
generated, all types of transactions are included.  You can filter by value types.  Value types 
in the report are defined in a drop-down  beside each code.
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Answer: Budget vs. Commit./Actual
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Statistical Key Figures allow you to track goals and objectives.
Learning how to set up and manage Statistical Key Figures is reviewed in course, FIN320 
Controlling.
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Stat Key Figures are also used for performance budgeting.
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