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Budget Allocations Job Aid 
Creating Budget Allocations in the Grants Portal ensures that Awards are set up correctly in the UGA 
Financial Systems. Many sponsors use different budget categories than the University System of 
Georgia. When the PI and the unit administrators convert the sponsor budget into the UGA/USG budget 
categories using the Budget Allocation Tool, it guarantees that the right codes are opened and the 
project and spending can move forward as planned without interruption.  

SPA reviews all budget allocations prior to award set up for compliance with award terms and 
conditions. If budget categories requested are not allowed, SPA will reach out to PI and department to 
alert them and rebudget those funds prior to award set up.  

When you receive a Just In Time notification/request, or any indication you may receive funding, login to 
the Grants Portal and start your budget allocations. A Step by Step Guide and additional resources are 
below. 

 

Additional Resources: 

Budget Account Identifier Tool 

Proactive Award Set Up Tool 

Grants Portal Login  

 

Step by Step Guide to Budget Allocation: 

1. Login to the Grants Portal and locate the project you want to work on using the search 
functionality under “Projects”. 

 

https://spa.uga.edu/docs/spa/Budget-Account-Identifier-Tool.pdf
https://spa.uga.edu/docs/spa/Proactivity-for-Award-SetUp.pdf
https://ovpr-grants-prod.ovpr.uga.edu/grants/Rooms/DisplayPages/LayoutInitial?Container=com.webridge.entity.Entity%5BOID%5B0A7646F3B149874E902185897C144551%5D%5D
https://ovpr-grants-prod.ovpr.uga.edu/grants/Rooms/DisplayPages/LayoutInitial?Container=com.webridge.entity.Entity%5BOID%5B0A7646F3B149874E902185897C144551%5D%5D
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2. Click on the Project you wish to add budget allocation to in order to open the project 

workspace. 

 

3. Scroll halfway down till you see a purple button that says “Budget Allocation”. Click the button 
and a pop-up will appear. 

 

4. Click the Add button in the pop-up in order to add budget allocations. Each budget allocation 
will be a chart string in the UGA Financial System. SPA will review the budget allocations before 
they are officially created in UGA Financials to ensure compliance with the award terms and 
conditions. 
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5. Once you click “Add” a new window will appear in the pop-up. It is called Add Funding Allocation 
UGA. The funding allocation starts with basic information like a name, the PI for the chart string, 
the start and end dates: 

 

6. It also asks basic questions to determine if participant support is required. If participant support 
is required then you will make 2 budget allocations. One for the main project, and one for 
participant support costs only. The questions are interactive and if you say yes, more will 
appear. Only the account codes for participant support will appear on the allocation if you 
answer yes. 
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7. Additional questions determine if research incentives are needed. If they are, then the account 
code for research incentives will appear. If not, it will remain hidden. 

 

8. A final question about cost share is present. If there is cost share and you are making the cost 
share allocation, select yes and enter the cost share budget below. You will also be required to 
provide the fund code, the class code, and the department number for the cost share chart 
string. You will also need to create the non-cost share allocation separately. 

 

9. The budget allocation itself is divided into black and orange categories. All account code 
categories require a budget justification, but orange codes are uncommon for sponsored 
projects and should be specifically detailed in the budget justification. 
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10. Once you enter the allocation budget, if you only need one allocation and one chart string, click 
ok. If you need more than one allocation/more than one chart string, click ok an add another to 
complete an additional chart string.  

 

11. Once all chart strings are completed click ok and return to the Edit Budget Allocations Page. 
Here you can view a summary of the allocations you made. 

 

12. If you have completed all budget allocations click OK in the bottom right. When the award is 
reviewed by SPA these allocations will be reviewed and used for award set up. If there are any 
issues or questions, SPA will reach out to the PI and unit for clarification. 

Thanks ����  


