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Inactivate a Project Activity

This guide covers how to inactivate a project activity by updating the Processing Status field to “Inactive”. You
can inactivate an activity if it was created in error or you no longer want transactions to be charged to it. If you
are closing the Project, refer to the “Close and Reopen Projects” guide for instructions.

Step 1: Adjust the Activity Budget if Necessary

You should view the Project Budget and verify if it needs to be adjusted. For example, you may need to move
budget from the Activity that you are inactivating to another Activity. Refer to the “Redistribute Project
Budgets” guide for instructions. If you need to adjust the activity budget amount, you must do this before
inactivating the activity. If you inactivate the activity first, you will encounter an error when finalizing the
budget, and it will not complete the finalization process correctly.

Note: SWIFT will not warn you that the Activity has a budget.

Step 2: Update the Activity Processing Status Field to Inactive

You will drill down to the General Information page for the activity from the project.

1. Navigate to the Project Information page using one of the options below:

Navigation Options Navigation Path

Navigation Collection Accounting, Grants Management, Manage Awards, left menu, Project.

WorkCenter Accounting, Grants Management, Grants WorkCenter, left menu, Links section,
Maintain Award, Project General Information.

2. On the Find an Existing Value tab of the Project General page, verify the Business Unit and enter the
Project ID in the Project field.

3. Select the Search button.
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4. Onthe project General Information page, select the Project Activities link at the bottom of the page.

General Information

Project Department Project Costing Definition Manager Location Phases Approval Justification >
Project  H55231477 Add to My Projects
*Description | Adoptien Incentve Fayment O Program Processing Stafus  Active
“Integration |w Standard Integration Template

o | Q| Project Status: Jr=n
Project Type $11001-Federsl Revenue
Percent Complete | g UDl Bs OF
Project Health o | As of Date
Contract Number:
Project Schedule (&
*Start Date | 1010172022 Bl  control stant 10012022 “EndDate (9931208 EEl]  cotrol End Date (08312028 [

Additional Dates
Date

Description

Q| v | View Al
Date/Time Stamp  08/28/22 10:08:07AM UseriD 011068108 |j |_
Description:
Adoption Incentive Payment &l
P
228 characters remaining
Long Description:
&
A
[ Save as Template Copy Project
My Frojects Project \ialuation Project Team Ga To
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5. Onthe Project Activities page, select the Activity Definition ( =
inactivate.

) icon for the activity you want to

Project Activities  ganft Ghart
Project  HES231477 Description  Adoption Incentive Paymant Processing Status  Actve
P & & & X B L] Number Rows A Expand | Al Susizsis ~ Fun to Sxcs
Project Activities
=q]
Schedule MoreDates  Defails  User Fields
Select WBS ID *Activity Name Activity *Start Date *End Date gi’r::“;g
[oetaute 1 100172022 (=] |[owsizozs E] | 0.00] = i =

6. At the Activity General Information page, select the the Processing Status drop-down and select
“Inactive”.

General Information Definition FA Rates Location Attachmenis Quiality User Fields Rates >
Project H55231477 Description  Adopiion Incentive Payment
o Diefault |
Activity 1 *Description
Activity Type | Q | Percent Complete | :.Uﬂl

System Source |PPC Q | Processing Status

Activity Owner | Q |
Activity Schedule @

7. Scroll to the bottom of the page and select the Save button

Go Te: Actiity Team

’ Return to Search ” Refresh l

Activity Status

Project Transactions

Update/Display Include History
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