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1 
1. [bookmark: _Toc227837719][bookmark: _Ref352583829][bookmark: _Ref352861578][bookmark: _Ref352926395][bookmark: _Ref352933333][bookmark: _Toc422313903]	 Introduction
The purpose of this document is to work as both a training and user guide for HI Finance of nGager, to help them understand the steps needed to use Claim Submission Processing module provided by nGager.
Terminology
	PI
	Principal Investigator

	HI
	Host Institution

	NMRC
	National Medical Research Council

	GM
	Grant Manager

	FY
	Financial Year



[bookmark: _Toc378320969][bookmark: _Toc422313905]General
Upon a successful login, a home page will be displayed: 

[image: ]
[bookmark: _Toc422313929]Figure 1.2.1: Login - Home Page
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2. 
3. [bookmark: _Toc422313906]	 HI Finance/HI HR: Claim Processing Module
2 [bookmark: _Toc227837721]
[bookmark: _Toc422313907]View Project Details 

1. HI Finance/HI HR will be able to view list of projects under his/her HI.
2. To search for project(s), move the mouse over ‘My Items’. The following sub-options that are applicable to HI Finance include:
· Cashflow Projection Submission
· Make Project Claim (Online)
· Make Project Claims (CSV)
· nGager Reports
· Projects
· Revise Claim Submission
· Search Claim Submission

3.  To view Project details, click on Projects sub-option
4. . 
[bookmark: _Toc379386581]
[image: ]
[bookmark: _Toc422313930]	  				Figure 2.1.1: My Items -> Projects

4.  Key in searching criteria to search for Project(s), click on ‘Search’ button.  
[image: ]
[bookmark: _Toc422313931]Figure 2.1.2: Project Search

5. List of Projects will be displayed based on the searching criteria. To view Project Details, click on the Edit button [image: edit] next to the Project Title.
          [image: ]
[bookmark: _Toc422313932]                                            			 Figure 2.1.3: Project Search Result


6. Project Details page will be displayed. HI Project Ref No is editable if the project’s status is Ongoing, Outstanding and Reopen.
[image: ]
[bookmark: _Toc422313933]Figure 2.1.4: Project Details

		Project Details Page:
a. Top of the Project Details Page contains general information of the Project.
[image: ]
[bookmark: _Toc422313934]Figure 2.1.5: Project Details – Top Section 

b. [bookmark: BudgetInformation]The bottom of the Project Details page contains Health Category , Research Activity and Events History of the project:
                     [image: ]
Figure 2.1.6: Project Details – Bottom Section
c. The Research Team tab contains the Member(s) of the project, Mentor of the Project if any and Event History for the project:
[image: ]
Figure 2.1.7: Project Details – Research Team tab 

d. The Budget tab contains Budget Information of the project:
[image: ]
Figure 2.1.8: Project Details – Budget Tab

· Grant Approved  details:
[image: ]
Figure 2.1.9: Budget Information – Grant Approved Details 

· Approved Expenditure to Date details:
                                  [image: ]
Figure 2.1.10: Budget Information –Approved Expenditure Details 

· Submitted/Pending Expenditure(s) details: 
                                  [image: ]
Figure 2.1.11: Budget Information – Submitted/Pending Expenditure(s) Details 

· Explanation for Submitted/Pending Expenditure(s) by clicking on the icon[image: ]:
                                  [image: ]
[bookmark: _Toc422313935]						Figure 2.1.12: Submitted/Pending Expenditure(s) Explanation 

· Claimable Balance details:
                                   [image: ]
[bookmark: _Toc422313936]Figure 2.1.13: Budget Information – Claimable Balance Details 

· Explanation for Claimable Balance by clicking on the icon[image: ]:
                              [image: ]
[bookmark: _Toc422313937]						Figure 2.1.14: Claimable Balance Explanation
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[bookmark: _Toc422313908]Make Project Claim (Online) – New Submission
1. [bookmark: _Toc227837723]To make project claim online for one project, click on “My Items” -> Make Project Claim (Online) 
[image: ]
[bookmark: _Toc422313938]						Figure 2.2.1 My Items -> Make Project Claim (Online) 

2. System prompts for any filtering criteria for projects. Fill in any criteria and click on the Search Button. 
[image: ]
[bookmark: _Toc422313939]Figure  2.2.2: Make Project Claim (Online) – Search Page 


3. The Search page displays all project(s) with status “Ongoing, Completed, Reopen, Outstanding”, where claims submission is applicable.
[image: ]
[bookmark: _Toc422313940]                Figure 2.2.3: Make Project Claim (Online) – Search Result Page 
 
4. To make new claims submission, click on the Edit button [image: edit] next to Host Institution in the Search Result page.  
4.1. For New claims Submission, System displays the list of budget items approved.
If there is a draft saved previously by the user for this project, system will display the submission details page directly.
Please refer to Section 2.4 Make Project Claim (Online) – Submission from Existing Draft for more details.

[image: ]
[bookmark: _Toc422313941]Figure 2.2.4:  Project Budget Items Selection Page

4.2. System will block claim submission if:
· There is a negative balance for any budget category. PI will have to request for Budget Variation approval first.
· There is a pending Change in HI request or approved but yet effective Change in HI request.

4.3. Otherwise, user may want to select any budget item from this page for the claims, click on the ‘Next’ button with or without selecting any item.  

4.4. System displays Claim Submission Details Screen.
[image: ]
[bookmark: _Toc422313942]							Figure 2.2.5: Claim Submission Details Page


Claims Submission Details Page Structure:
1. Top Section contains General Information of the Submission Details: 
[image: ]
[bookmark: _Toc422313943]Figure 2.2.6: General Information of Submission Details
2. Second part contains Budget Information (Refer to Budget Information in the previous section): 
[image: ]
[bookmark: _Toc422313944]Figure 2.2.7: Budget Information
3. Third part contains Claim Line Item Section: 

[image: ]
[bookmark: _Toc422313945]Figure 2.2.8: Claim Line Item Section
4. Last part contains This Claim Summary Section:

 [image: ]
[bookmark: _Toc422313946]Figure 2.2.9: Claim Submission Summary



4.5. To enter claim details, user may start to fill in details in the Claim Line Item Section:
[image: ]
[bookmark: _Toc422313947]Figure 2.2.10: Claim Line Item Section – Filled in

4.6. User may choose to ‘Download Claim Template’ to download the template for further data input offline.
[image: ]
[bookmark: _Toc422313948]						Figure 2.2.11: Claim Line Item Download Template
  	-	Downloaded file contains claim line items information entered in the claim submission page.
[image: ]
[bookmark: _Toc422313949]						Figure 2.2.12: Claim Line Item in Excel


  Submission details page  
[image: ]
[bookmark: _Toc422313950]							Figure 2.2.13: Submission Details Page

4.7. User can upload Supporting Document through the “Browse” button. If more than one files need to be attached, he/she can zip the files and upload a Zip file.

4.8. List of actions that the user can perform here include:
· Save as Draft: Save the draft of this claim submission. Refer to Section 2.3.1 Save as Draft
· Next to Submit:  Refer to Section 2.3.2 Submit the Claim 
· Back: System displays the previous page.

4.9. For “Save as Draft” and “Next” action, system will perform basic validation followed by business validation. Any error will be reported accordingly. Refer to Appendix 3.2 Project Claim Submission - Basic Validation  and Appendix 3.3 Project Claim Submission - Business Validation for more details.


[bookmark: _Save_As_Draft][bookmark: _Ref380078035][bookmark: _Toc422313909][bookmark: PILoginProjectDetailsPage]Save As Draft
a. User may save this claim as draft by clicking on “Save as Draft” button.
	Upon successful validation, system displays confirmation window to save the claim:
[image: ]
[bookmark: _Toc422313951]Figure 2.2.14: Confirmation Pop-up to save the claim

b. Click “OK” button in the pop-up.  System displays “Item has been saved successfully”.
[image: ]
[bookmark: _Toc422313952]							Figure 2.2.15: Project Claim Saved Message
[bookmark: _Submit_the_Claim][bookmark: _Ref380078300][bookmark: _Toc422313910]Submit the Claim
a. To submit the claim, click on “Next “to submit the claim. System displays the following Confirmation Page.
[image: ]
[bookmark: _Toc422313953]						Figure 2.2.16: Claim submission Confirmation – Part 1

[image: ]
[bookmark: _Toc422313954]						Figure 2.2.17: Claim Submission - Confirmation – Part 2

b. Check  ‘I certify that for all the above claims submitted, the goods/services are delivered/rendered in  order, the vendors
 are entitled to receive payment, and the computations are correct” checkbox.

c. Click on “Submit” button. System prompts for the confirmation popup. Press “Ok” to continue.
[image: ]
[bookmark: _Toc422313955]						Figure 2.2.18: Claim submission Confirmation popup
d. System displays Claim Submission Notification Window upon Successful submission 
[image: ]
[bookmark: _Toc422313956]						Figure 2.2.19: Claims Submission Notification

































[bookmark: _Toc422307395][bookmark: _Toc422313372][bookmark: _Toc422313911][bookmark: _Make_Project_Claim][bookmark: _Toc422313912]Make Project Claim (Online) – Submission from Existing Draft

1. If there is an existing draft saved for a particular project, system will display the draft claim submission page to the user upon clicking on the Edit button [image: edit] next to Host Institution in the Search Result page.  

System displays Claim Submission Details Page.
[image: ]
						Figure 2.3.1: Claim Submission Details Page

2. Top of Page contains Project Details Information
[image: ]
[bookmark: _Toc422313957]Figure.2.3.2: Claim Submission General Information Details Page

3. Details of the draft saved previously will be displayed to the user. He/she can continue to make changes to the submission.
 Please refer to 2.2 Make Project Claim (Online) – New Submission
[image: ]
[bookmark: _Toc422313958]Figure 2.3.3: Claim Submission Line Items







[bookmark: _Toc422313913]Make Project Claims (CSV) – Basic Validation Online

HI Finance will be able to submit a new claim for their projects in a CSV file via an online function provided by the System. 

1. To make project claims via CSV, mouse over ‘My Items’. Click on Make Project Claims (CSV) sub-option to make a claim submission. 

[image: ]
[bookmark: _Toc422313959]Figure 2.4.1: My Items - Make Project Claims(CSV)

2.   System will prompt for any filtering criteria for submitted claims. Click on “New Submission” for new claims submission.
[image: ]
[bookmark: _Toc422313960]Figure 2.4.2: Make Project Claims (CSV)- Search Page
3. System displays CSV submission page.

[image: ]
[bookmark: _Toc422313961]Figure 2.4.3:Make Project Claims (CSV)-Submission
 
4.  Click here link to display CSV specification for claim submission.
 [image: ]

[image: ]
[bookmark: _Toc422313962]Figure 2.4.4: Make Project Claims (CSV)-CSV Specification 
5.  Click here link to download template copy. 
[image: ]
              
a. System prompts to open the template or save the template copy.
[image: ]
[bookmark: _Toc422313963]						Figure 2.4.5: Make Project Claims (CSV)-Claim Template Download Popup

b. Open ClaimTemplate.csv file in Excel/notepad/any text editor:
[image: ]
[bookmark: _Toc422313964]								Figure 2.4.6: Claim Template CSV file
c. Enter the input values as per the information given on each column. Kindly note that the document date is in dd/mm/yyyy format.
         [image: ]
[bookmark: _Toc422313965]							Figure 2.4.7: Claim Template CSV file – Input
d. Once you have entered all of your data, save the document and select CSV (Comma delimited) (*.csv) as the type of file you would like to save. If prompted to verify your selection, click Yes or OK.

e. Remove the column header from the CSV file and save it for upload. 
[image: ]
[bookmark: _Toc422313966]							Figure 2.4.8: CSV Claim File 

6. Enter the input values and upload the CSV file saved in previous section through the “Browse” button.
[image: ]
[bookmark: _Toc422313967]Figure 2.4.9: Make Project Claims (CSV) - Submission
7. User can upload Supporting Document through the “Browse” button. If more than one files need to be attached, he/she can zip the files and upload a Zip file.

8. Click on the “Submit” Button and the System validates the following:
1. Host Institution is Mandatory
2. HI Claim No is Mandatory.
3. Claim Period is Mandatory. System captures Month and Year only. Claim Period must fall within Project’s start and expiry date.
4. Claim Period From must be earlier or same as Claim Period To.

9. If any basic validation fails on CSV (Refer to Appendix 3.2 Project Claim Submission - Basic Validation), system displays the same page with error(s):
[image: ]

[bookmark: _Toc422313968]Figure 2.4.10: Make Project Claims (CSV)-Submission Error Page
10. User can download the error file by clicking on icon [image: ].
Downloaded Error file 
[bookmark: _Toc422313969]              [image: ]									Figure 2.4.11:  Downloaded CSV Error File

11. Input the correct values in the CSV file:
  [image: ]
[bookmark: _Toc422313970]Figure 2.4.12: CSV File – Corrected Version

12. Re-select the CSV file for submission and click on the “Submit” button:
       [image: ]
[bookmark: _Toc422313971]      Figure 2.4.13: Make Project Claims (CSV) - Claim Re-Submission

13. System displays Confirmation Submission page upon a successful basic validation.
 Click “Confirm” to submit the claims.
[image: ]
[bookmark: _Toc422313972]Figure 2.4.14: Make Project Claims (CSV)-Confirmation Page

14. System redirects the user to search page with “CSV file has been submitted successfully” message.
[image: ]
[bookmark: _Toc422313973]Figure 2.4.15: Make Project Claims (CSV) - Successful page

15. System will place the submission in the queue for further business validation processing in batch mode (refer to Appendix 3.3 Project Claim Submission - Business Validation). File Processing Status will be reflected as ‘In Queue” now:

[image: ]
[bookmark: _Toc422313974]Figure 2.4.16: Make Project Claims (CSV) - CSV File Processing


[bookmark: _Toc422313914]Make Projects Claim (CSV) - Business Validation (Batch Mode)
System places the CSV file submitted in Section 2.5 in the validation queue for further business related checking. 

1. Upon completion of the validation, System would send an email notification to the user:
[image: ]		
[bookmark: _Toc422313975]Figure 2.5.1: Email Notification for Successful File Processing.

[image: ]
[bookmark: _Toc422313976]Figure 2.5.2: Email Notification for Unsuccessful File processing.

2. For successful submission, the status for the Projects Claim processing will be reflected as ‘Success’. User may check for the status by the HI Claim No via the Search Claim Submission function (Refer to Section 2.7 Search Claim Submission).

3. For unsuccessful submission, the status will be reflected as ‘Error’. User can check on the error reported by the system via Make Projects Claim (CSV) function:
[image: ]
[bookmark: _Toc422313977]Figure 2.5.3: Make Project Claims (CSV)-CSV File Processing Error

4. Click on  [image: edit] edit button next to Host Institution, System displays same page with error details for that claim.
[image: ]
[bookmark: _Toc422313978]Figure 2.5.4: Make Project Claims (CSV)-CSV File Processing Error Details
5. Input the correct values and submit the CSV file again. For resubmission please Refer 2.6 Make Project Claims (CSV).



[bookmark: _Search_Claim_Submission][bookmark: _Toc422313915]Search Claim Submission
1. HI Finance will be able to search and view details for their claims.

2. To search for claim submission, move the mouse over ‘My Items’ - Search Claim Submission sub-option.
[image: ]
[bookmark: _Toc422313979]								Figure 2.6.1: My Items -> Search Claim Submission

3. System displays Search Claim Submission page.
[image: ]
[bookmark: _Toc422313980]Figure 2.6.2: Search Claim Submission

Enter any search criteria. Click “Search” button. System performs the following validation:

a. HI Claim No: 
· Minimum 3 characters, if filled in
b. HI Project Ref No: 
· Minimum 6 characters, if filled in
c. Submission Date/Payment Date:
· From Date can’t be empty if To date is entered. 
· Both Dates should be earlier or same as today. 
· To date should be later or same as the From date. 
· Maximum period allowed is 1 year.
d. Claim Period:
·  To Date should be later than or same as From date
· Maximum period allowed is 1 year.

4. System displays search results:
[image: ]
[bookmark: _Toc422313981]Figure 2.6.3: Search Claim Submission - Search Result Page
5. To export the result to Excel, click on the “Export to Excel” button on search result page : 
[image: ]
[bookmark: _Toc422313982]Figure 2.6.4: Search Claim Submission - Export to Excel

6. System displays popup window to open or save the file. 
[image: ]
[bookmark: _Toc422313983]Figure 2.6.5: Export to Excel popup - Search Claim Submission

7. Excel file contains search claim result set.
[image: ]
[bookmark: _Toc422313984]Figure 2.6.6: Excel file format - Search Claim Submission

8. To view the detailed claim items, click on the Edit button before the Project ID.
[image: ]
[bookmark: _Toc422313985] Figure 2.6.7: Search Claim Submission- Project ID link
9. System displays Claim Details.
	[image: ]
[bookmark: _Toc422313986]Figure 2.6.8: Claim Details Page

10. To view Payment Advice, click on the link under the PV No.
[image: ]
[bookmark: _Toc422313987]Figure 2.6.9: Payment Advice Link - Search Claim Submission page
 
11. System displays Payment Advice Page.
[image: ]
[bookmark: _Toc422313988]Figure 2.6.10: Payment Advice Page - Search Claim Submission
[bookmark: _Toc422313916]Revise Claim Submission
HI Finance revises claim details of a returned submission by NMRC Finance; HI Finance can also withdraw any claim submission returned by NMRC Finance.

1. To revise claim move mouse on “My Items” -> Revise Claim Submission sub-option.
[image: ]
[bookmark: _Toc422313989]							Figure 2.7.1: My Items -> Revise Claim Submission

2. Enter any search criteria to display the claim for Revision. Click “Search” button.
[image: ]
[bookmark: _Toc422313990]Figure 2.7.2: Revise Claim Submission- Search
3. System performs the following validation:
a. HI Claim No: Minimum 3 characters must be filled in.
b. Project ID: Minimum 6 characters must be filled in.
c. Submission Date: To date must be later or same as From date.

4. List of claims returned by NMRC will be displayed:
Click on Project ID link to view claim details. 
[image: ]
[bookmark: _Toc422313991]Figure 2.7.3: Revise Claim Submission- Search Result

5. To revise the claims click the link under Project ID:
[image: ]
[bookmark: _Toc422313992]Figure 2.7.4: Revise Claim Project ID Link
6. System displays Claim Processing page to the user to revise the claim:
[image: ]
[bookmark: _Toc422313993]Figure 2.7.5: Revise Claim Processing Detail Page
	Revise Claim Details Page Structure
- Top of the page displays projects general information with created user and date and claim status as “Return to HI”.
[image: ]
[bookmark: _Toc422313994]Figure 2.7.6: Revise Claim -General Information
-Next part is Budget Information.
[image: ]
[bookmark: _Toc422313995]Figure 2.7.7: Revise Claim Project -Budget Information
- Next part contains Claim line items.
[image: ]
[bookmark: _Toc422313996]Figure 2.7.8: Revise Claim- Line Items
- User can revise the Line items information and submit the claim. Edit the Amount value and submit the claim.
[image: ]
[bookmark: _Toc422313997]Figure 2.7.9: Revised Claim -Line Items Revised
- Last part contains Claim Submission summary and NMRC comments for this Revision
[image: ]
[bookmark: _Toc422313998]Figure 2.7.10: Revise Claim- Submission Summary

7. List of actions that the user can perform: 
   -Next: To submit the revised claim.
   -Save: To save the revised claim and submit later. 
   -Withdraw: To withdraw claim (Refer to Section 2.9 Withdraw Claim)

8. System does validation for “Next” and “Save” action. Refer Appendix 3.2 Project Claim Submission Basic Validation and 3.3 Project Claim Submission Business Validation for validation details.

9. Click on “Next” button.
a.  System displays Confirmation Page upon successful validation.
[image: ]
[bookmark: _Toc422313999]Figure 2.7.11: Revise Claim- Confirmation
b. Click “Submit Revision” to submit the claim.
Before submit the revision , check on “I certify that for all the above claims submitted, the goods/service are delivered/rendered in order, vendors  are entitled to receive payment, and the computations are correct” checkbox. System will prompt the user for their confirmation for their submission:
[image: ]
[bookmark: _Toc422314000]Figure 2.7.12: Revise Claim- Confirmation popup
c. Click “OK” to confirm the submission, system displays popup window for successful revise claim submission.
[image: ]
[bookmark: _Toc422314001]Figure 2.7.13: Revise Claim submission –successful
[bookmark: _Withdraw_Claim][bookmark: _Toc422313917]Withdraw Claim 
1. Usercan withdraw claim(s) that is/are returned to them.
[image: ]
[bookmark: _Toc422314002]Figure 2.8.1: Withdraw Claim Details page.

2. Click “Withdraw” button. System will prompt the user for confirmation :
[image: ]
[bookmark: _Toc422314003]Figure 2.8.2: Withdraw Claim - Confirmation popup

3. Click on “OK” in pop-up to confirm the action. System displays a successful message.
[image: ]
[bookmark: _Toc422314004]Figure 2.8.3: Withdraw Claim - Successful
 

4. Notification email will be sent to NMRC Finance after a successful withdrawal.
[image: ]
[bookmark: _Toc422314005]Figure 2.8.4: Withdraw claim- Notification Email





























[bookmark: _Toc422313918]HI Finance - View/Edit HI Project Ref No 
1. User will be able to view HI Project Ref No for a particular project.
 
2. HI Finance will be able to  update/enter a new reference number for the project, enter the value under “HI Project Ref No” in the Project Details Page. Click on Save Button.

3. System validates the following for the entered HI Project Ref No:
b. Minimum 6 characters
c. No duplicate of HI Project Ref No can be used for the same HI.

4. System displays “Item has been saved successfully” on successful validation:
       				[image: ]
[bookmark: _Toc422314006]Figure 2.9.1: HI Project Ref No - Update Success Page 



[bookmark: _Toc422307403][bookmark: _Toc422313380][bookmark: _Toc422313919][bookmark: _Toc422313920] HI Finance - nGager Reports
1. To view reports, mouse over on “My Items” -> nGager Reports.
[image: ]
Figure 2.10.1: My Items->nGager Reports

2. The following reports are available to HI Finance:
· Fund Balance Report by Funding Source by Host Institution and Financial Year
· Budget Utilisation by Host Institution for Financial Year
· Project Expenditure Details
· Cashflow Projection Submission by Host Institution and Financial Year

3. System displays all reports available to HI Finance:
[image: ]
[bookmark: _Toc422314007]Figure 2.10.2: nGager Reports list

4. To view a report click on the link under List of Reports.
 [image: ]
[bookmark: _Toc422314008]Figure 2.10.3: List of Reports- Fund Balance Report Link

4.1  System opens the selected report in a new window:
[image: ]
[bookmark: _Toc422314009]Figure 2.10.4: Fund Balance Report – Selection Criteria Page

4.2  Select/fill in field(s) where applicable and click on the “Generate” button:
[image: ]
[bookmark: _Toc422314010]Figure 2.10.5: Fund Balance Report Page – Field selection

4.3 User can export the data to Excel or PDF by clicking on the [image: ] report:
[bookmark: _Toc422314011][image: ]							Figure 2.10.6: Fund Balance Report Export function
















[bookmark: _Toc422313921] HI Finance - Cashflow Projection Submission
1. HI Finance will be able to submit Cashflow Projection for list of predefined grant type(s) for their Host Institution, via a CSV file.
2. To submit Cashflow Projection, mouse over on “My Items” -> Cashflow Projection Submission sub-option upon a successful login to nGager Internet:
[image: ]
[bookmark: _Toc422314012]					Figure 2.11.1: My Items -> Cashflow Projection Submission (remove HI Finance user name)
3. System displays Cashflow Projection Submission Page.
[image: ]
[bookmark: _Toc422314013]Figure 2.11.2: Cashflow Projection Submission - Search Page  (remove HI Finance user name)

4. User can search for any submitted cashflow projection under their HI:
[image: ]
[bookmark: _Toc422314014]Figure 2.11.3: Cashflow Projection Submission -Search

5. Click on the “Search” button to display the result:
[image: ]
[bookmark: _Toc422314015]Figure 2.11.4: Cashflow Projection Submission - Search result 
6. To make a new submission, click on the “New Submission” button:
[image: ]
[bookmark: _Toc422314016]Figure 2.11.5: Cashflow Projection -New Submission  (remove HI Finance user name)
There are three types of Budget Submission Types available for users:
	S/N
	Budget Submission Type
	Remarks

	1. 
	Original
	Original cashflow projection 

	2. 
	Initial
	Initial cashflow projection

	3. 
	Revised
	Any revision done on initial cashflow projection



Subsequent submission(s) under the Same HI, Grant Type, Financial Year and Budget Submission Type will ‘override’ any previous successfully submission.

How to Prepare Cashflow Projection Template 
a. Click here link to display CSV specification for cashflow projection.
[image: ]

b. System displays
[image: ]
[bookmark: _Toc422314017]Figure 2.11.6: CSV Specification - Cashflow Projection Submission
c. Click here link to download the template.
[image: ]

d. System displays popup window to open or save the template file.
[image: ]
[bookmark: _Toc422314018]Figure 2.11.7: Cashflow Projection Submission - CSV template download popup
e. Click on “Open”, System displays and enter the values according to the header:
[image: ]
[bookmark: _Toc422314019]Figure 2.11. 8: Cashflow Projection Submission CSV file input
f. Remove the column header from the CSV file and save it for upload:
[image: ]
[bookmark: _Toc422314020]Figure 2.11.9: Cashflow Projection Submission - CSV File
7. For a new submission, select the Budget Submission Type, Financial Year and Submission Month and upload the CSV file:
[image: ]
[bookmark: _Toc422314021]Figure 2.11.10: Cashflow Projection submission Page

8. Click on “Submit” to submit the cashflow projection. System performs the following validation:
· Host Institution and Financial Year is Mandatory.
· For CSV file, refer to Appendix 3.5  Cashflow Projection Submission Validation for validation details.

9. System displays the following if any error detected in the submission: 
[image: ]
[bookmark: _Toc422314022]Figure 2.11.11: Cashflow Projection Submission - Error
10. Download the Error CSV file by clicking on [image: ]:
[image: ]
[bookmark: _Toc422314023]Figure 2.11.12: Cashflow Projection submission - Error file download 
11. User may download, make the correction and re-upload the correct CSV file :
[image: ]
[bookmark: _Toc422314024]Figure 2.11.13: Cashflow projection- Re submission
12. If no validation error then system displays confirmation page:
[image: ]
[bookmark: _Toc422314025] Figure 2.11.14: Cashflow Projection Submission -Confirmation page

13. Click on “Confirm” to confirm the submission. Kindly note that System always accepts the latest submission by HI for a Financial Year, Grant Type and Budget Submission Type.
3 [bookmark: _Toc422313922][bookmark: _Toc227837733]Appendix
3.1 [bookmark: App1][bookmark: _Ref352161114][bookmark: _Toc422313923]Project Status
	S/N
	Project Status
	Remarks

	1. 
	Ongoing
	Project is NOT due. 
Claim Submission is allowed.


	2. 
	Completed
	Project is NOT due.
Final Report submission is approved. 
Claim Submission is allowed.


	3. 
	Outstanding
	Project is due.
No approved Final Report submission
Claim Submission is allowed.


	4. 
	Expired
	Project is overdue.
Claim Submission is NOT allowed.


	5. 
	Reopen
	Project is reopened by NMRC Finance from the Expired status.
Claim Submission is allowed.


	6. 
	Suspended
	Project is suspended. 
Claim Submission is NOT allowed.


	7. 
	Withdrawn
	Project is withdrawn. 
Claim Submission is NOT allowed.


	8. 
	Terminated
	Project is terminated. 
Claim Submission is NOT allowed.


	9. 
	Closed
	Project is due and Final Report submitted is approved. 
Claim Submission is NOT allowed.



3.2 [bookmark: _Project_Claim_Submission][bookmark: _Toc422313924]Project Claim Submission - Basic Validation
	 S/     S/N
	Field Name
	Validation Rules

	1. 
	S/N
	· Optional field.
·  if specified, Maximum length allowed is 10 chars.

	2. 
	NMRC Project ID
	· Mandatory.
· Maximum length allowed is 50 chars.

	3. 
	HI Project Ref No
	· Maximum length allowed is 30 chars.

	4. 
	Document Date
	· Mandatory 
· Must be a valid date , in the format “dd/MM/yyyy”
· Must be before or same as current date

	5. 
	Document Ref No
	· Mandatory
· Maximum length allowed is 50 chars.

	6. 
	Vendor
	· Mandatory, if Category is either OOE or Equipment.
· Maximum length allowed is 100 chars.

	7. 
	Description
	· Mandatory.
· Maximum length allowed is 255 chars.

	8. 
	Remarks
	· Optional.
· Maximum length allowed is 255 chars.

	9. 
	Category
	· Mandatory
· Allowed Values are	Comment by June Low: Complete the list here
· Manpower
· Equipment
· OOE
· Startup
· Salary
· Tuitionfee
· Conference
· Others

	10. 
	Amount
	· Mandatory
· Must be Decimal (15,2)
· Negative amount is allowed for adjustment.

	11. 
	Exceptional Item Cost
	· Optional. If not specified, System assumes the value as 0.00. If specified, value must be in decimal (15,2) format.( 123456789012345.50)
· Must be less than or equal to Amount

	12. 
	Indirect Cost Amount
	· Optional. If not specified, System assumes the value as 0.00
· Must be Decimal (15,2)( 123456789012345.50)
· Negative amount is allowed for adjustment.

	13. 
	Total Amount Claimed
	· Total Amount Claimed = Amount + Indirect Cost Amount


3.3 [bookmark: _Project_Claim_Submission_1][bookmark: _Toc422313925]Project Claim Submission - Business Validation

	S        S/N 
	Field Name
	Validation Rules

	1. 
	NMRC Project ID
	· Project ID must be under the specified Host Institution.
· Project’s status must be Ongoing or Outstanding or Completed.

	2. 
	HI Project Ref No
	· If updated by HI Finance validate HI Project Ref No is under the specified Host Institution.

	3. 
	Document Date
	· Document date must be after the Project’s start date

	4. 
	Amount
	· Amount must be less than or equal to Claimable balance, for the specified category.
· Salary claims will be checked against Annual Salary Expenditure Limit (if any) for the project: 
· ‘Annual’ Salary Expenditure refers to Total Approved and Pending Expenditure submitted for Salary category.
· Annual Submissions refer to submission(s) made from 01 January to 31 December every year, based on the Submission Date of the claims.

	5. 
	Indirect Cost Amount
	Indirect Cost Amount should be less than or equal to either of following, whichever is less.
a. (Amount x (Grant type’s Indirect Cost/100))
b. Claimable balance of Project’s Indirect cost.

	6. 
	HI Claim No
	Duplicate HI Claim No is not allowed. 



3.4 [bookmark: _Toc422307410][bookmark: _Toc422313387][bookmark: _Toc422313926][bookmark: _Toc422313927]Project Claim Submission CSV File Validation
 

1.	All fields must be delimited by a comma (,). 
2.	Column Headers should not include in the document. 
3.	Comma and double quotes for the data values are not allowed. 
4.	Padding is not required (padded fields will be automatically trimmed of spaces).
5.	CSV file is in 1MB size.

3.5 [bookmark: _Toc422313928]Cashflow Projection Submission Validation


1.         All fields must be delimited by a comma (,). 
2.	Column Headers should not include in the document. 
3.	Comma and double quotes for the data values are not allowed. 
4.	Padding is not required (padded fields will be automatically trimmed of spaces).
5.	CSV file is in 500 kb in size.

	S/N
	Field Name
	Validation Rules

	1. 
	Grant Type
	· Mandatory.
·  if specified, Maximum length allowed is 10 chars.
· Must be a valid Grant type.

	2. 
	Q1
	· Optional Field.
· Must be valid Decimal value (e.g.: 123456789012345.99)

	3. 
	Q2
	· Optional Field.
· Must be valid Decimal value (e.g.: 123456789012345.99)

	4. 
	Q3
	· Optional Field.
· Must be valid Decimal value (e.g.: 123456789012345.99)

	5. 
	Q4
	· Optional Field.
· Must be valid Decimal value (e.g.: 123456789012345.99)

	6. 
	Remarks
	· Optional Field.
· Char(50)
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