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Dear Colleagues:
 
Earlier this year, the university rolled out the Mason Finance Gateway (MFG) as the new system for
processing travel and expense reimbursements with the goal of transitioning the processing of many
types of financial transactions through the MFG in the near future.  The new MFG system behaves a
bit differently in how it routes transactions and collects approvals and after speaking with many of
our research active faculty and support team members, the following guidance has been developed
for GRANT FUNDED transactions.
 
Faculty, GRAs, and Hourly Wage employees that will be seeking reimbursement from Grant Funds
will need to do the following prior to incurring any expenditures:
 

Take the Mason Finance Gateway Mandatory Training – instructions are attached and this
only has to be completed once

 
Setup your MFG Delegate(s)  – instructions are attached and this only has to be completed
once. CEHD assigned delegates are listed on pages 2-3 and the system will allow you to have
multiple delegates.

 
Moving forward please feel free to use the attached CEHD Travel Request Guide to
communicate your anticipated grant funded Travel or Expense reimbursement needs to your
MFG Delegate who will use the information provided to obtain the required Principal
Investigator & CEHD Office of Research Administration prior approvals to proceed with
submitting the official requests thru MFG on your behalf. The delegate will let you know
which receipts and documentation will be needed for reimbursement and in some cases may
be able to use their p-card to make the purchase for you (i.e. pre-pay conference registration
or airfare) 

 
CEHD assigned delegates can be found on pages 2-3 of the attached MFG Delegate Role Setup
Instructions. GRAs & Wage employees should select the delegate that is assigned to the PI of their
project. The system will allow you to setup multiple delegates so faculty can have a delegate for
Grant Funded transactions and a delegate for non-grant funded transactions. We strongly
recommend that you use a delegate for any grant funded transactions that need to be processed
through the MFG. Delegates use this complicated system on a daily basis and are much more
familiar with how it behaves.
 
Please keep in mind that most externally funded grants have several additional compliance
requirements and restrictions, so it is imperative that no matter the amount of the proposed travel
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     Mason Finance Gateway Mandatory Training 


Revised January 2021 


 


All employees are required to complete the Mason Finance Gateway Navigation training prior to receiving access to the 
system. The Mason Finance Gateway is scheduled to go live in February 2021 and will replace the current Travel Request 
System (TRS) and most manual reimbursement forms (Food and Beverage reimbursement, Payment Requests for 
reimbursement). Follow the instructions below to complete the training and quiz. Once completed, you will receive an 
email with account information. Please contact fscomm@gmu.edu for assistance with this required training.  


Step-by-Step 


1. Login to https://masonleaps.gmu.edu/ with NetID and 
Password. Locate the training under the “Required Training” tab.  
Click on the link to open the training.  
 


2. Select “Register” and then “Open Curriculum” to begin the training. 


 
3. You must review the video first. 


Click “Launch” next to the Video  
to open and view. 


4. Once fully reviewed, click on  
“Mark as Complete” to verify you have  
Reviewed the video in its entirety.  
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     Mason Finance Gateway Mandatory Training 


Revised January 2021 


 


5. Once you complete the previous steps, the Quiz 
will be available. To begin the Quiz, select “Launch Test.” 
Review the instructions and then select “Continue.”  


 


 


 
 


6. Answer all 5 quiz questions and then select “Summary” 
At the bottom of the page. Ensure all questions are marked as “Answered” and then click to “Submit Final 
Answers.”  
 


 


 


 


 


 


7. You must receive a 100% on the Quiz before the mandatory training is 
marked as complete. If you do not receive a 100% on the first try,  
you may re-take the quiz as many times as possible to reach 100%.  
 


8. Click “Done” to return to the curriculum Homepage. 
 


9. You should see a check mark by each section and a 100%  
In the Curriculum Progress. Training is now complete and you will 
Receive a “Training Completion Confirmation” email. 
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 Delegate Role in Mason Finance Gateway 


Use this guide to add or edit a User Delegate who will have full access to your profile and may submit reimbursable 


expenses on your behalf. Students and Non-employees do not have a Profile in the Mason Finance Gateway and 


therefore will not have a Delegate. Please refer to the guide for Student or Non-employee Reimbursements.  


Add or Edit a Delegate 


1. Login to the Mason Finance Gateway.


(Single Sign on with 2FA is required, click here for more info)


2. Click on the user name, in the upper right-hand corner, and select Settings.


3. Then select Delegate Settings.


a. To add a User Delegate, who may submit reimbursable expenses on your behalf, click on Add New


Delegates. Begin to type the person’s name to search and then select. Note: More than one delegate


may be added.







CEHD MFG DELEGATES  


GRANT FUNDED TRAVEL & EXPENSE REIMBURSEMENTS 


September 2021 
 


DELEGATE PROJECT NAME PRINCIPAL 
INVESTIGATOR 
 


CEHD UNIT 


 
BJ Durso 
bdurso@gmu.edu  
 


 
VDOE ASELA 


 
Pamela Baker 


 
Special Ed/Kellar 


 
Alex Osipova 
aosipova@gmu.edu  
 


 
VDOE AIM 


 
Marci Jerome 


 
Special Ed/Kellar 


 
Dionne Paul-Wiggins 
dpaulwig@gmu.edu  


 
VDOE TTAC Main  
VDOE TTAC EC 
 


 
Peggy Weiss 
Linda Mason 


 
Special Ed/Kellar 


 
Tracey Holder-
Wallace 
tholderw@gmu.edu  


 
OSEP WEGORIITE 
 
OSEP ASPIRE 
 
 
OSEP DEEL 
 
OSEP PRISE, IES 
FRAME, OSEP 
VERIFY 
 
VDOE VI 
 
VDOE SD  
 
IES Project Explore 
 
VDOE DCOP & 
Endorsement 
 


 
Anya Evmenova 
 
Peggy King-Sears & 
Anya Evmenova 
 
Sheri Berkeley 
 
Sarah Nagro 
 
 
 
Kim Avila 
 
Marci Jerome 
 
Linda Mason 
 
Kelley Regan 


 
Special Ed/Kellar 


 
Laura Kim 
lkim22@gmu.edu  
 
 
 
 


 
CIES 2022  
 
USEd ExCEL-Ignite 
 
NSA StarTalk 
 


 
Supriya Baily 
 
Anne Horak 
 
Marjorie Haley 
 


 
APTDIE/CIE 
 
APTDIE/CIE 
 
APTDIE/CIE 
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Laura Kim 
lkim22@gmu.edu  
 
 


 
FHI360 TEYL GOC & 
MOOC, Uzbekistan 
DOS Projects 
 
NSF Math Model & 
VDOE Bridging Math 
 
NSF IPA 
 
 
IIIT/Integrating Art & 
Music 
 
 
NSF & Amazon 
Projects 
 
NSF CS Project 
 
 
NSF & NTN Projects 
 
 
DHS & MITRE 
Projects 
 
NSF BEES 
 
 
 
NSF BCSER Project 
 
 
VDH, PWCS & UF 
Projects 
 
Foxcroft & Wakefield 
Projects 
 


 
 
Joan Shin 
 
 
Jenn Suh 
 
 
Toya Frank 
 
 
Shelly Wong 
 
 
 
Amy Hutchison 
 
 
Erdogan Kaya 
 
 
Erin Peters-Burton 
 
 
Stephanie Dailey 
 
 
Carley Fisher-
Maltese 
 
 
Sammy Steen 
 
 
Shane Caswell 
 
 
Joel Martin 


 
 
APTDIE/GOTEC 
 
 
APTDIE/MEC 
 
 
APTDIE/MEC 
 
 
APTDIE 
 
 
 
ELS 
 
 
ELS 
 
 
ELS/CSE2 
 
 
CFCE 
 
 
CFCE/CSE2 
 
 
 
CFCE/DRAC 
 
 
SOK/SMART 
 
 
SOK/SMART 


 
Kim Howe 
khowe1@gmu.edu  
 
 
 
 
 


 
BFK & IBO Projects 
 
APA Mixed Methods 
 
Spencer Good 
Schools Project 
 
Profiles into Practice 
Projects (JFF & UVA) 


 
Anastasia Kitsantas 
 
Divya Varier 
 
David Houston 
 
 
Mark Ginsberg & 
Betsy Demulder 


 
EPRM 
 
EPRM 
 
ELP/EPF 
 
 
ELP/EPF 
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 Delegate Role in Mason Finance Gateway 


Revised February 2021 


4. To delete a previously added Delegate, click on the X next to their name. This will revoke their access.


Submit as a Delegate 


1. To submit a reimbursement on behalf of someone else, the user must already have added you as a Delegate.


2. Login to the Mason Finance Gateway.


(Single Sign on with 2FA is required, click here for more info)


3. Click on the user name, in the upper right-hand corner, and select the User. Once selected, the name in the


upper right-hand corner should show the selected User. Proceed to submit a Pre-Approval or Expense


Reimbursement as the Delegate, check status, or view reports. The User will receive an email to approve a


submitted Pre-Approval or Reimbursement. The User must approve before the document will continue through


the Workflow.


For general questions and helpful guides please visit https://fiscal.gmu.edu/mason-finance-gateway/. For assistance 


utilizing the Mason Finance Gateway please contact mfgadmin@gmu.edu. For questions on travel please contact 


travel@gmu.edu, for non-travel please contact acctpay@gmu.edu. 
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		CEHD MFG DELEGATES - September 2021 - draft








CEHD TRAVEL REQUEST GUIDE

GRANT FUNDED TRANSACTIONS

SEPTEMBER 2021



Submitting the Grant Funded Travel Request:



· Please contact your MFG Delegate for assistance a minimum of 3-4 weeks in advance of when the travel will occur or expense will be needed.  Requests should be emailed to the MFG Delegate with a cc to the cehdora@gmu.edu 

[bookmark: _GoBack]

· Include on the Email Subject Line – (Travel Request – Name of Trip – Trip Start Date)



· Provide the following info in the body of your email or attach the planning form provided by your delegate.





· Traveler’s Name -

· Traveler’s Email -

· Authorization or Reimbursement – if reimbursement also attach receipts and pre-approval

· Destination – 

· Dates of Travel – 

· Time of Departure & Return - 

· Purpose of Trip – 

· Fund# & Project – 

· Total Estimated Cost - 

· Airfare- (provide desired flight itinerary from preferred airline) 

· Conference Registrations – (provide conference website and pertinent registration info) 

· Lodging – (provide desired lodging accommodations) 

· Meal Per Diem – (provide dates & indicate Breakfast, Lunch or Dinner)

· Mileage, Parking, Tolls, other ground transportation– 

· Special Instructions –





or expense, that our Principal Investigators and Office of Research Administration personnel have
the opportunity to review and approve externally funded grant expenditures prior to the expense
being incurred. Copies of the attachments and this email will be added to the Travel section of the
Post-Award Support page of the CEHD Office of Research Administration website.
 
We hope this guidance and the attachments are helpful. If there are any questions or concerns
please feel free to reach out to your delegate or the cehdora@gmu.edu and we’ll be happy to help.
 
Best,
Jessica
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