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Access the UCSF PeopleSoft Research Administration System (RAS) to manage the Subawards issued under an Award, and to monitor the 

Subaward’s amounts authorized and amounts invoiced and paid.

Viewing Subcontract information from the Award Profile 

Login to MyAccess at https://myaccess.ucsf.edu (not shown).  Locate and select PeopleSoft from the applications menu.  For help using MyAccess, see the 

MyAccess Single Sign-On page. 

Navigate to the Award Profile page: Main Menu > Grants > Awards > Award Profile (not shown) 

Enter the Award search criteria and click Search.  The       symbol may display in the top right corner of the screen to indicate the search is in progress 
(not shown) 

If an exact match is found you will navigate directly to the Award Profile (not shown) 

If multiple values match your search criteria, click on the link for your desired award (not shown) 

 

Once in Award Profile, select the Subrecipients tab  

 

 

The Subrecipient tab displays (see next page) 
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https://it.ucsf.edu/services/myaccess-single-sign
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The Subrecipient tab displays: 

 

 

 

 

 

 

 

 

 

 

 

Select the Subrecipient Document Page link to view                                         Or select the Subrecipient Voucher Detail Page link to view vouchers 

attached documents such as the executed contract                                              on the Subrecipient Subcontract tab: 

 

 

 

 

 

 

 

 

To return to the Subrecipients tab from the Subrecipient Voucher Detail 

Page, select Award-Subrecipient 

Or select Award Periods to view the Award Periods tab 
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The Award Periods tab displays: 

 

 

 

Select Project Level Periods to view Award 

Project Periods in a pop-up display 

 

 

 

 

 

 

 

 

 

 

 

 

Viewing Subaward Information in UCSF Reports  

The Subrecipient Report by Dept can be used to review all subawards for a 

Dept ID, UCSF Award PI, Subrecipient Institution, or a specific Subcontract # 

when you do not have the associated Award number.   

(Not shown) Navigate (Main Menu > Grants > UCSF Reports > Subrecipient Report by Dept) or 

search for “subcontracts” 

Enter your Dept ID or other search criteria 

Optional: enter any additional criteria if you wish to further narrow your report 

The default is to Include Child Dept ID.  Uncheck the box if you want to exclude Child Dept IDs. 

Click the Run button 

 

The report displays at the bottom of the page (see next page) 
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The report displays at the bottom of the page: 

 

You can change the order of the subcontracts list by clicking on any of the column headers Click the forward or back buttons to view additional report pages   

  

To view details, click the Subcontract# hyperlink   

The Award Profile Subrecipients tab is displayed (see navigation on page 2) 

 

 

 

For additional Contracts & Grants Training & Job Aids, see the Controller’s Office website.   

https://controller.ucsf.edu/services/contracts-grants-accounting
https://controller.ucsf.edu/services/contracts-grants-accounting
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