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Selecting Appropriate Roles for Non-Northeastern
University Investigators

Getting Started

Use the following guidelines to assist with selecting the appropriate role in ePAWS for non-NU investigators:

1. Non-NU investigator will need access to work on the proposal in ePAWS: The lead unit college must provide the
investigator with a sponsored account. Sponsored accounts are fed from HR into the system “employee” database,
and only those in the employee database can have roles assigned to them in ePAWs.

2. Non-NU investigator is from a Sub-Contract on the proposal
a. Individual can be either a Multi-PI, Co-Investigator, or Key Study Person
b. Individual must be setup within the Rolodex

. Add the person from the “Non-Employee Search” button

Investigators/Key Study Personnel Details

Investigator/Key Study Personnel Name is a searchable field, it cannot be entered.

Unit is required for Investigators.
IKey Person Role is required for Key Personnel.

Em Searcfi | Non Employee Search

Name: Email: | |Phone: | |
Agency . -

P A — R Mabie: | |
it [ [search

proposal  [Co-nvestigator Muiti Pl [] sefor: [ |
% % %

Academic > | ELETIE | |
¥ Effort: Year Year

ear eiio Effort: Effort:
. After adding the investigator, select “Details” on the investigator line

List of Investigators/Key Study Personnel

Department LU MPIRole % Effort

Sanchez, Marlone Center for Principal 00 00 00 00 Remove Certify 3

Coeus Training Investigator

. Insert the Lead Unit NUMBER from the proposal (e.g.150001) to the “Home Unit” field
° Insert the Lead Unit NAME (e.g. Center for Coeus Training) to the “Division” field
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Coeus Home My Hegotiationg My Proposals My Mwards My COI My IRB Protocols My I/

All Proposals | Propos

Proposal Summa Investigator: Sanchez, Marlon
po y Agency/Sponsor: 000340 - National Institutes of Health

¥ General Info ==

¥ Organization

Person Details for Sanchez, Marlon Return to Investigator
= Unit Details
load [Unithumbor  [omthame | |
Center for Coeus Training Search Remove
Add Unit
Full Name: |sanchez, Marlon | User Name: [01138309 |
Email Address: |m.sanchez@neu.edu | Office Phone: |517-373-5036 |
. tle COEUS-App Support Specialist L Directory Title: |COEUS—App Support Specialist |
T — |
Agency Ci i Fax: | |
Pager: | | Mobile: | |
Office Location: los0 RP | Sec.Office Location: | |
Address Line 1: |350 Huntington Ave | Address Line 2: | |
Address Line 3: | | City: |Eloston |
County: |Suﬁ0|k | State/Province: |Massachuseﬁs
Postal Code: . Country: |United States
Division: (Center for Coeus Training__|}
[
. Fill in any missing information required by the solicitation and SAVE

Note: If Investigator role is Multi-PI or Co-Investigator, Credit Split will be ZERO for the Non-NU individual, 100% to the

unit

3. Non-NU investigator is a Student (e.g Graduate or Undergrad), where the solicitation requires the student be a
named Principal Investigator on the proposal:

a. The lead unit college must provide the investigator with a sponsored account. The college may limit
Sponsored Account duration to expire at the end of the proposal’s review period. The student must
complete NU’s certification, and as such, will need access to the ePAWs proposal.

4. Non-NU investigator is an incoming Pl or Co-PI, or a visiting professor:

a. The lead unit college must provide the investigator with a sponsored account. The Pl or Co-Pl must complete

NU’s certification, and as such, will need access to the ePaws proposal.

5. Non-NU investigator is an incoming Key Study Person:
a. Individual must be set up within the Rolodex
b. Add the person from the “Non-Employee” search, choose the Proposal Role “Key Study Person” from the
dropdown, and in the “Key Person Role” field that appears, list the appropriate role title. By assigning the
“Key Study Person” role, investigator certification is currently not required (Key Persons will need a
sponsored account when “’self-certify” functionality is implemented, as required by Federal Regulations)
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Investigators /Key Study Personnel Details

Investigator/Key Study Personne! Name iz & searchable field, it cannot be entered.
Unit is required for Investigators.
(Ke'y Person Role is required for Key Personnel.

ee Seafch | Non Employee Search

Mooyl | — T E—

zﬂﬂ' 1 ~Search

roposal . . X

Q"e: |Key Study Persan Gegr Person Role: | Technical Officer |% Effort:
%

Academic e =

Year Effort: Effort: Year

Effort:

Save

List of Investigators/Key Study Personnel

LU MPI Role

Sanchez, Marlon « Center for Principal 00 00 00 00 Remove Certify ® Details

Coeus Training L
(Jones, W. Technical Officer 0.0 Remove Details_|

c. After adding the investigator, select “Details” on the investigator line, and fill in any missing information
required by the solicitation in the Person Details record.

NOTE: Northeastern University, through submission of the proposal, is certifying on behalf of the Investigators; as
such, all Investigators must certify on their own behalf that he/she will adhere to NU policies. For non-NU
Investigators, your Grant Officer can assist with providing a non-NU certification.

6. Adding a Name to the Rolodex

The Rolodex, as its name implies, is an address book of non-Northeastern Investigators (with relevant contact
information) that ePAWS uses to populate investigator information in a proposal. In order to add individuals to the
Rolodex, a user must have the Rolodex Maintainer role.

Non-Northeastern employees with a sponsored account are included in the Person Directory ("Employee Search") in the
system application and need not be added to the Rolodex.

To add a non-NU Investigator to the Rolodex:

a. Open the proposal and select Add New Rolodex Entry

Budget

Upload Attachments
Approval Routing
Print

Copy Proposal
Email

Add New Rolodex Entry
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b. From the Add New Rolodex Person screen select the Search link to find the Sponsor:

|Add New Rolodex Person

Protome ] lashemel  [Wddeome| |
e T e R R
N

*Organization: | ®actve  Oinactive

Mdrﬁs|

Country: |United States .

State:[—Please Selec— || PostalCode:] |

Northeastern University
Research Enterprise Services

a1 come[
e R — S E—
Comments: -

CEe

c. Enter information in the Search dialog window and select the corresponding Sponsor

¢ Organization .l_\dd Hew Rolodex Person

¥ Investigators/Key Persons

Sponsor Name:
Acronym: |*nih| x Postal Code:
Dun Bradsts Duns Plus Four Number:

Dodac Number: Cage Number:
Audit Report: Owned by Unit:
Sponsor Type: State/ Province Name:
Country:
cancel

Hational Institutes
of Health

HIH Federal Government

Foundation | Hon-Profit
of Health, Inc.
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Enter the remaining information for the new Rolodex Entry

Add New Rolodex Person

Sponsor: (000340 Search

“Organization: [National Institutes of Health

Mdrﬁs|§000 Rockville Pike

Country: |United States . State: [Maryland Postal Code: 20892

d. Click the Save button
If the Sponsor is not found upon searching, do one of the following:

Submit a request to have the new Sponsor added to the Sponsor Table (RECOMMENDED - Saves entry steps,
helps reduces errors, and helps in searching)

e.

Complete Rolodex entry without linking to Sponsor (alternate)

Add New Rolodex Person

First Name: Marlon Bl  LastName:|Sanchez | Middie Name:
Suffix: | | Prefix: 1 Title: | |
Sponsor: | | Search
| ® Active ) Inactive

“Organization: [Center for Cosus Training
Address: [350 Huntington Avenus |
| | |
[ ]

Country: | United States v State: | Massachusatls v | Postal Code: 1021155005 |
City: Boston ] County:| ]
Email: m sanchez@neuedu | Phone:517-373-5036 | Fax:| = |
Commmts:ll
£

v e———e

f.  All Rolodex entries are available to ALL users — so even if your submission is NOT Grants.gov, the following
fields must be present to avoid errors in future Grants.gov submissions:
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e Name (First and Last)

e Organization — Do not use any Special Characters (see Grants.gov FAQ’s for more info on
avoiding use of Special Characters). Special characters like an apostrophe () will cause a
transmission error in Grants.gov submissions — DO NOT INCLUDE special characters even if the
company name includes it

o For example - Brigham and Women’s Hospital should be input as Brigham and Womens
Hospital (no apostrophe)

e Address (street address on the first line; other lines are optional)

e City

e State

Postal Code+4 (9 digits for US Domestic Addresses, NO HYPHEN...E.G. 021155005)

Country

Phone

Email

Getting Help

NU-RES Help Center
NU-RESHC@northeastern.edu

Northeastern University Research Enterprise Services
Grant Officer
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