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Post Award Management - How to Access, 
Navigate, and Read a PAM Record 
Finalized: 11-26-2025 
*Revisions of this document will be released as future functionality becomes available. 
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Types of Information Found in a PAM Record 
• Basic Record Details 

o Record Number 
o Title 
o Sponsor 
o PI Name 
o PI Department 
o Project Start and End Dates 
o Grants Analyst 

• Awarded Budget Period Activity Record 
• No Cost Extension Activity Record 
• Award Documents 

o Notice of Award 
o Award Compliance Checklist  
o Contracts and Agreements 

• Master Record Status (e.g. Initiated, Active, Closed) 
• Activity Record Status (e.g. In Setup, Active) 

Locating Records 
Three mechanisms allow users to locate records. See below for a brief overview. For a comprehensive 
review, see the help guide Locating a Record in InfoEd on the InfoEd Resources web page. 

 

Locate My Records 
Allows the user to find any records they “own”. In the context of awards, the record owner is the PI. 

Locate Records 
Allows the user to apply filters to find records for which the user has permissions. If the user has a role on 
a record other than PI, “Locate Records” can be used to find that record. Department admins and chairs 
and college deans have access to records containing personnel from their departments or colleges. 
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QuickFind 
Allows the user to type in a string of characters (minimum of 3 characters needed) to search by record 
owner, record title, or record number. Records returned have the string of characters in one of those three 
fields. Only those records that the logged in user has access to will display in the returned results. 

PAM Record Navigation and Structure 

Opening the Record 

Fly Out Menu 
Click on the desired Post Award record number (PAM-6XXXXX) to see the fly out menu. The record will be 
available in View only. Hover over View to see Master Record and then click on Master Record to open. 

 

Expansion Sub Menu 
Click on the triangle to the left of the record number to expand the display, including details such as 
Sponsor Award Number, Originating Sponsor Award Number, and Account Number. The Account Number 
field in the expansion menu may include Grant ID (PAM-6XXXXX), Banner Index number (six-digit number 
with no prefix, XXXXXX) and Cost Share account numbers (CS-XXXXXX-acct0X). 
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Note: To see the assigned Grants Analyst, refer to the New Award email from Grants Accounting or 
open the record and navigate to Management Record > Summary screen (see Summary section 
below for more information.) 

Record Structure 
The record opens in View mode at the Management Record level (a.k.a. Master Record) on the Summary 
screen. PAM records are structured using the Management Record as a summary of the most current 
information.  PAM records also have one or more Award Activity records (e.g. Budget Period, No Cost 
Extension) that have their own data and status history. When an Award Activity is published, certain data 
points roll up to the Management Record to keep the summary information up to date. 

 

PAM Management Record Contents 

Summary Menu Item  
Summary Section 

 

Title: This is the title of the project. 

Principal Investigator: This is the current PI. 
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Department: Shows the primary department the current PI is associated with. 

Institution Number (PAM-6XXXXX): This is the institutional record identifier for this award (not to be 
confused with Index or Fund number). 

Award Date: This is generally the date of the award as indicated in the Notice of Award (not to be 
confused with project start date or start date for a specific Budget Period or No Cost Extension). 

Start Date and End Date: This date range reflects the full span of the project. 

Document Number: Not in use at this time.  

Status (of the Management Record): This status reflects the overall award status and will say “Initiated” 
for awards being processed, “Active” for currently active awards, and “Closed” for awards that are 
closed. This status will not change often and does not reflect the status of an individual Award Activity. 

Funding Sources Section 
This section provides an at-a-glance view of Funding Source data. This data is for display only and 
contains limited information. For full details regarding funding sources, including budget data, see other 
sections of the PAM or PT (Proposal Tracking) record.  

Source/Charge To/Short Name: This is a summary table of the sources of funding applicable to the 
award and includes Sponsor, Inst (Institution), and Unallowable with additional sources when applicable. 
This table does not reflect the dollar amounts attributed to individual sources. 

 

  

Number (P-6XXXXX)/Sponsor/Title/Status: The link in the Number column opens the associated 
Proposal Tracking (PT) record. This table also displays proposal Sponsor, Title, and Status.  

  

Type/Date/Sponsor/Institution/Total: This is a summary table of the currently created activities 
associated with this award such as Budget Period and No Cost Extension. 
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Summary (at the bottom of the screen) 
This section displays the name of the Grants Analyst for this award. Clicking on the hyperlinked name 
opens a screen with limited contact information. All other fields listed here are for office use only. 

 

Award Attributes Menu Item 
This menu item displays certain details about the project. Most of the data here comes from the Proposal 
Tracking (PT) record from the Setup Questions screen. Not all data fields are used. 
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Award Activity Menu Item 
This menu item opens on a screen with a summary table of all activities currently created in this award. 
This is an at-a-glance view of certain details of each activity. For more information about each activity, 
click into the activity itself as explained in the Award Activity section. 

 

Attachments Menu Item 
The Attachment menu item at the Management Record level shows all attachments in the PAM record. 
Clicking on the name of the attachment will download the file. Attachments can also be viewed at the 
associated Award Activity level. For example, the Notice of Award for Budget Period / 1 will be available at 
both the Award Activity record level for Budget Period / 1 and at the Management Record level. Types of 
attachments may include: 

• Annual Compliance Checklist - displays compliance-related documentation regarding: 
o Data Verification 
o Regulatory Compliance Checks 
o Conflict of Interest Review 
o Grant Congruency 
o Contractual Requirements (future functionality) 

• Notice of Award – contains sponsor-determined details related to the award such as but not 
limited to: 

o Terms & Conditions 
o Awarded Amount 
o Award Start and End Dates 

• Additional documents related to contracts and/or agreements 
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Note: The Print All button opens a screen with a list of the uploaded documents for this record. Selected 
documents will be converted to PDF, which can then be saved or printed as needed. 

 
 

Terms & Conditions Menu Item 
Any terms and conditions included in the PAM record are SELECT terms and conditions meant to call 
attention to high-level or particularly significant items and are NOT an exhaustive list of all applicable 
terms and conditions associated with the award. To see full terms and conditions that the PI is 
responsible for, refer to the Notice of Award document. 

 

Award Activity Record Navigation 
Click on the Award Activity menu item for the list of activities for this award. Enter the desired activity 
either by clicking the icon in the far right Edit column or by expanding the desired activity in the left menu 
and clicking on items in the sub menu.  

 

In the Award Activity sub menu, clicking on any tab other than the Award Compliance Checklist will 
navigate away from the Management Record and open the activity-specific record. Being in the activity-
level record is indicated by a subheading under the “Post Award” heading in the navigation menu 



9 
 

(see red rectangle in the screen shot below). Once inside an activity-specific record, click 
Management Record at the bottom of the navigation menu to return to the Management Record level. 

 

Award Activity Record Contents 
The Award Activity menu item contains a list of the activity records currently associated with this PAM 
record such as Budget Period or No Cost Extension. Award Activity records contain some record-specific 
screens and some screens common to most activities such as General, Terms & Conditions, Status 
History, Attachments, and Management Record. Content of Award Activities is temporarily limited. 
Revisions of this document will be released as future functionality becomes available. 

Award Compliance Checklist 
This screen is available in the Budget Period activity menu and contains the compliance checklist for this 
particular activity. The Award Compliance Checklist can also be viewed at the Management Record level 
under Attachments. 

 

General  
This screen displays general information about this activity. See below for screen shots of a Budget 
Period General screen and a No Cost Extension General screen. 
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Budget Period General Screen 

 

 
No Cost Extension General screen  
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Terms & Conditions 
This screen contains a list (if applicable) of SELECT terms and conditions related to this Award Activity. 
This list is meant to call attention to high-level or particularly significant terms and conditions and is NOT 
an exhaustive list of all applicable terms and conditions associated with the award. To see full 
terms and conditions that the PI is responsible for, refer to the Notice of Award document. 

 

 

Status History 
This screen displays the status history of this particular activity record. The most recently added status 
history and any applicable comments will be listed at the top.
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Attachments 
This screen displays uploaded documents associated with this specific activity record. A comprehensive 
list of attachments for all activities is available at the Management Record level under Attachments. 

 

Management Record 
To return to the Management Record level from the Award Activity record, click on the Management 
Record menu item in the activity menu. 

Have Questions? 
For additional information or questions regarding the navigation and functionality of InfoEd, email 
InfoEd@utoledo.edu.  

mailto:InfoEd@utoledo.edu
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