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Welcome!

This information is intended to be a high-level overview 
of the web-based Semi-Annual Confirmation 
application for individuals with the role of 
Departmental Contact.

Additional information may be found on the OBFS website:

http://www.obfs.uillinois.edu/training/materials/grants/

Grants and Contracts Office (GCO) contacts:

Urbana Jayne Goby 217-244-4759 goby@uillinois.edu

Springfield Rebecca Jones 217-206-7849 rjone1@uis.edu
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Starting the Confirmation Process

After the final month in the semi-annual reporting period has closed: 

1. Expenditure data is verified

2. Reports are created and delivered to the departments  

3. Notification e-mails are sent to Departments and PIs when the 
reports are available for review 

– General information

– Link to the online application

Click the link in your notification e-mail to start the application.

NOTE:  The current address for the online application is: 
https://apps.obfs.uillinois.edu/CostShare/ind.cfm

The address above may change.  Please refer to your notification e-mail for the correct address.
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Log in using your ID and password
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Overview Tab
The Overview tab is the starting point.  Click a grant code or a program 

code to open a report for review.
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Click a grant code to open a 

sponsored project report to review.

Overview page instructions 

indicate the user’s role.

Click a program code to open a federal 

formula grant report to review.

Note: the tab “Send to Program 

Reviewer” will only be visible for units 

with federal formula grant reports.
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Direct Expenditures Tab
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Summary totals by fund line

Same layout and requirements as 

the paper confirmation forms.
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Review All Other Direct Costs
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To review details for 

non-payroll 

transactions, click an 

amount under All 

Other Direct Cost.
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Clicking an item under All Other Direct Cost opens a view of costs by 

Account Type for that fund line.

Summary by Account Type
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Click a link under Account Type to review 

detailed transaction data by cost category.

Click Close to 

close the summary 

by account type.

Click the Excel icon to export 

all account type details.
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Transaction Detail

Click an Account Type to display the account code, date, amount, 

document number, description, and other details for each transaction.
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Review Salaries and Wages

A similar process is used to review Salaries and Wages.
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To review payroll 

transaction details, 

click an amount 

under Salaries and 

Wages.
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Summary by Payee Name

Click a link under Salaries and Wages to display summary totals by 

Payee name for the selected fund line.
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NOTE: Fictitious 

pay data is used 

in all examples.

Click Close to 

close the summary 

by payee name.

Click the Excel icon to export 

all salary and wages details.

Payee Name Salary Amount

Albright, Gerard $36,341.32
Anderson, David $37,376.97
Brown, Janice $166.40
Chen, Yi $12,533.67
Good, Bradley $10,055.89
Lee, Tina $9,420.00
Lomax, Kate $2,390.00
Roll, John $10,165.00
Samuels, Ben $37,916.65
Silva, Julio $11,461.45
Stone, Susan $3,292.89
Wang, Lee $13,276.71



OFFICE OF BUSINESS AND

FINANCIAL SERVICES
Semi-Annual Confirmations for Department Contacts

Payee Detail

Click a Payee name to view detailed data for the underlying payroll 

transactions.  Data for individuals with non-hourly appointments displays 

as percent effort, while data for individuals with hourly appointments 

displays the number of hours.
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Chen, Yi UIN 999999999     Salary:  $12,533.67

Non-hourly appointment 

with percent effort.

Payee Detail
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Select Cost Transfer Status
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Select a cost transfer status for each fund 

line if this is the responsibility of the 

Department Contact for your unit.  

Leave the status blank if this is the 

PI/Confirmer’s responsibility.



OFFICE OF BUSINESS AND

FINANCIAL SERVICES
Semi-Annual Confirmations for Department Contacts

The cost-sharing information must also be reviewed and agreed to 

before the report can move to status “Ready to Send to PI” (if cost-

sharing exists for the report).

Review and Verify Cost Sharing
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Optional 

documents may 

be attached.

Name % Effort Effort Start              End Dates
Adams, John 20.00 02/16/2008            05/16/2008
Grant, Sam                                    10.00 02/16/2008             03/31/2008
Jackson, Andy 12.00 02/16/2008             04/30/2008
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Attach Documents

Click the paper clip icon on the Direct Expenditures or Cost Sharing 

tab.  A pop-up window opens, as shown below, allowing the user to 

view, attach, or delete documents.
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Browse to find 

documentation to attach 

to the fund line, then click 

the Attach Doc button.

If no documents are attached, 

the paperclip is empty.

When documents are attached, 

the paperclip is full.
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Documents Attached
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Documents 

attached.

Name % Effort Effort Start              End Dates
Adams, John 20.00 02/16/2008            05/16/2008
Grant, Sam                                    10.00 02/16/2008             03/31/2008
Jackson, Andy 12.00 02/16/2008             04/30/2008
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Send Reports to PI/Confirmer

The status of reports that have been reviewed and agreed to by the 

Department Contact is displayed on the Overview tab as “Dept 

Ready to Send to Confirmer”
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name here
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Select Reports to Send to PI/Confirmer
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You may select or unselect all reports using these buttons.

To individually select/unselect a report, use the checkbox by the 

grant code.

If reports from multiple date ranges 

are ready to send, more than one 

sub-tab will be displayed
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Assign an Alternate Confirmer

If the fund PI or the program PI is unavailable for an extended period, 

an appropriate Alternate Confirmer may be assigned.  This is 

expected to be done only for unusual circumstances.  
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Alternate Confirmer icon
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Assign an Alternate Confirmer (cont)
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Select the report(s) to send 

to an Alternate Confirmer, 

then click Next.

Select the Alternate 

Confirmer, then click Next.
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Assign an Alternate Confirmer (cont)

Select a reason that the Fund PI is not available to confirm the report.

If there are several reports being assigned to an alternate confirmer for 

the same reason, select Apply the above justification to all reports, 

and the date/text will be applied to all reports.
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Send to PI/Confirmer
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The report has now been assigned to the 

Department Head as the Alternate 

Confirmer.  

To un-assign this person as the Alternate 

Confirmer, repeat the process and choose 

a different Alternate Confirmer.
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PI Reviewing Reports 
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name here
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Final Department Review/Verification

Reports that are ready for final departmental review have a status of 

“Confirmed, [or Alt Confirmed] Needs Final Dept Review”
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name here
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If the cost transfer status on a confirmed report is changed, 

the report reverts to an unconfirmed status and must be 

rejected back to the PI/Confirmer.  

Reject a Confirmed Report
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Click the Report 

Incorrect button to 

reject the report.
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Submit Confirmed Grant Reports to GCO

Grant reports (sponsored projects) that are confirmed and have the 

final departmental review completed are in status “Confirmed,  [or 

Alt Confirmed]  Dept Ready to Submit”
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name here

name here
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Submit to GCO Tab

Click the “Submit to GCO” tab to select the sponsored project 

(Grant) reports to send, then click the Send to GCO button.
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Submit Confirmed Program Reports 

to Program Reviewer

Program reports (federal formula grants) that are confirmed and have 

the final departmental review completed are in status “Confirmed [or 

Alt Confirmed], Dept Ready to Send to Prog Reviewer”
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name here
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Send to Program Reviewer Tab

Click the “Send to 

Program Reviewer” tab to 

select the program 

report(s) to send, then click 

the Send to Program 

Reviewer button.

29



OFFICE OF BUSINESS AND

FINANCIAL SERVICES
Semi-Annual Confirmations for Department Contacts

1. Add or remove a Read-Only Reviewer – click the icon by the Department 

Contact name

2. Run a Tracking Report – select a report date range and click the Excel icon

3. Request a reconfirmation for a previously confirmed report

2) Tracking Report

1) Read-Only Reviewer

Other Features on the Overview Tab
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3) Reconfirmation

name here
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Department Contact Responsibilities
Ongoing:
• Be familiar with the requirements of the semi-annual confirmation process (see OBFS policy Section 16.1.3 –

Compensation for Personal Services Charged to Sponsored Projects.)

• Train and assist new PIs on the use of the online confirmation application and provide refresher training and 

assistance as needed for existing PIs.

Semi-annually:      Be available during the confirmation period to:

• Complete an administrative review of the preliminary list of sponsored projects/federal formula grants and 

associated PI names.  Contact the Grants and Contracts Office (GCO) with changes to be made in Banner 

prior to the generation of the semi-annual confirmation reports.

• Perform an initial administrative review of the confirmation reports online and verify (agree) the direct costs and 

cost sharing are correct as shown on the reports.  Contact GCO if any errors or issues are noted on the 

reports.

• Send reviewed reports to the PI/Confirmer.

• Assist the PI/Confirmer with their review and confirmation as needed (provide additional documentation, assist 

with navigation through the steps or the process, etc.).

• Perform the final departmental administrative review of confirmed reports.  Ensure that attachments to the 

reports (if any) are appropriate and applicable to the confirmation process.

• Send confirmed reports for federal formula grants to the Program Reviewer.

• Submit confirmed reports for sponsored projects to GCO by the report due date.

• Follow up with the PIs for any reports not confirmed by the report due date.  Work with the PIs and/or GCO to 

resolve any issues that are preventing timely submission of confirmation reports.
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https://www.obfs.uillinois.edu/bfpp/section-16-grants-research-contracts/section-16-1-3
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Thank you!

Grants and Contracts Office contacts:
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Campus Name Phone E-mail address

Urbana Jayne Goby 217-244-4759 goby@uillinois.edu

Springfield Rebecca Jones 217-206-7849 rjone1@uis.edu

mailto:jlweaver@uillinois.edu?subject=Questions about the Semi-Annual Confirmation Process
mailto:rjone1@uis.edu?subject=Questions about the Semi-Annual Confirmation Process
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