Pl & Project Team
PAF Changes
Step-By-Step Procedures

PAF Changes

This procedure details how the Pl & Project Team can:

Proposal
Management

eResearch

e Make and submit PAF changes. Page 2
e Decline requested PAF changes. Page 7
e Request DRDA Action to make changes. Page 9

Important Information

Before a PAF is routed for approval, the Pl & Project Team can make changes at will/freely because it
is still being prepared. After the PAF is routed for approval, there are processes in place to make and
submit changes. These changes are tracked in the eRPM system.
Although changes are tracked in eResearch, it is REQUIRED to use the comments to summarize the

changes made.

eResearch allows Reviewers to make changes. If a Reviewer submits a change, the UM Principal
Investigator & Primary Research Administrator will receive an email.
The PI or Project Team, may need to change a PAF for a variety of reasons. How a Pl or Project Team
member can make these changes depends on the PAF’s State (where it is in the process) & the

situation. See table below for when to use the various activities.

Activity

When to Use It

Who Can Use It

Project Team Make
Changes

PAF has been routed for unit approval (Unit
Review state) and Pl & Project wants to make
a change(s).

Anyone with PAF
Edit Rights

Project Team Submit
Changes

Need to submit changes made by Project
Team.

Need to submit changes that were made per a
request for a change from Unit or DRDA.

Primary Research
Administrator or UM
Pl

Project Team Decline
Changes

Unit or DRDA requested change and Pl &
Project Team does not agree with requested
change.

May also be used to decline post-submission
changes.

Primary Research
Administrator or UM
Pl

Project Team
Request DRDA
Action

DRDA Review states — PAF has been
approved by all units and is being reviewed by
DRDA

Submitted to Sponsor state — Proposal has

been reviewed by DRDA & Submitted Sponsor.

Sponsor may contact Pl to make changes.

Negotiation state — Proposal is in negotiation.
Sponsor may contact Pl to make changes.

Active — Project is active. Project Team may
need to alert DRDA of upcoming award
change.

Anyone with PAF
Edit Rights
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Step-By-Step Procedure
MAKE AND SUBMIT CHANGES

Use this when:
e PAF has been routed for unit approval (Unit Review state) and PI & Project wants to make change(s).
e Received a request for a change from Unit or DRDA and Pl & Project needs to make change(s).

When either a Unit or DRDA requests a change:
e UM PI & Primary Research Administrator will receive an email.
e PAF will become editable again.
o Appears in Home Workspace Inbox in PAFs with Required Action section.

o Has one of the following states (depending on who requested change):
o Unit Review - Project Team Making Changes.
o DRDA Review - Project Team Making Changes.

PAF Workspace

eResearch]Mf proposal Management e e 1. If a Unit or DRDA requested changes, skip
to step 5.

= Notice the PAF is in Unit Review and
cannot be edited. View PAF Worksheet
e appears instead of Edit PAF Worksheet.

2. Click Project Team Make Changes activity
from the PAF Workspace.

Hanage Data

Activities

Activities
Project Team Make Changes
Project Team Cancel PAF
Posta Comment for the Entire Project

Clone PAF

Last updated: 9/30/09 20f11 http://eresearch.umich.edu
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Step-By-Step Procedure

Project Team Make Changes Window

ProfectTeam Make Changes E 3. Optional, enter Comments.
Color Elasticity: Fuschia’s Flexibility Qualities? (09-PAF00158) 4 CI|Ck OK

Enter comments in the text box (optional
Click OK to putthis PAF into an editable state
Click CANCEL to cancel this activity and close this window.

Comments m B
H

PAF Workspace

eResearchMf proposst Management

Current State

o \ Unit Review - Project Team Making

Recent Activity Changes
See the Activity History tab for a list of all activities.
Activity Author Activity Date 5
Project Team Making Changes Pat Investigator 11/7/2008 1:46 PMEST
£ Make changes.
Project Team Cloned PAF Pat Investigator 11/6/2008 4:57 PMEST

ity: Orange's Flexibility Qualities?

PAF Summary

11/6/2008 4:19 PMEST
11/6/2008 4:18 PM EST

Display PAF Summary

PAF Worksheet

Edit PAF Worksheet

5. Notice that Project Team Making Changes is logged in the Recent Activity list.
Note: It logs who performed the activity (author) and the activity date time.

Note: If you received a change request from a unit or DRDA, this request would be logged in Recent
Activity.

6. Notice that the state of the PAF is Unit Review — Project Team Making Changes.

Note: When the state of the PAF is Unit Review — Project Team Making Changes it disappears from the
inbox of reviewers whose turn it is to review the PAF (Pending) because changes need to be made
by the Project Team. If these Reviewers need to view the PAF, they will always be able to see it
using All PAFs.

If you received a change request from DRDA the state of the PAF is DRDA Review — Project Team
Making Changes.

7. Click Edit PAF Worksheet, to go and make changes.
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PAF Worksheet

eResearChM Proposal Management PRT— 8. Make the needed Changes in the PAF
reT— e Worksheet.

1. General Informati . . .

i ”" °’"° °" — S H Tip: Use the Jump To list to go directly to
16 complted e Pl o Prmay Adminiabe Gotac vl e o PAF o aprovl ‘ the page where you need to make a
e change.

Introduction

Note: Anyone with edit access to the PAF
can make changes while it is open
for editing.

1.1 Project Title * Req:

[Cotor Exasticty Fuschi

match the proposal .

Warning!
If two people are editing the same

5| page at the same time, the last

J 0 SRR person to save, SAVES the page.
The other person’s information is
overwritten. Be sure to
communicate with your collaborators
when making edits.

1.2 Long Title

Color Elasticity: Blue’s

9. Save your changes.
10. Click Exit to return to the PAF Workspace.
PAF Workspace

S i - 11. Click Project Team Submit Changes
activity from the PAF Workspace.

Important!

e Only the UM PI or Primary Research
Administrator can submit changes.

¢ Changes will not be written to the PAF

A&tivities & viewed by Reviewers & DRDA until
\ they are submitted.
= - | Project Team Submit Changes

Project Team Decline Requested
Changes

Project Team Cancel PAF

Post 3 Comment for the Entire Project
Clone PAF
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Proposal

eResearch

Project Team Submit Changes Window

Management

Project Team Submit Changes

Color Elasticity: Fuschia’s Flexibility Qualities! (09-PAF00158)

Enter comments in the text box (required).
Click OK to submit your changes to the PAF.

Click CANCEL to cancel this activity and close this wing
Select the department whose reguests your changes satisfy

“ChangeType: [~ Budge

* Comments

ustification
C

Ki
Space
T

Re:

search

Other

a|anaaaano

No Changes Made

=
J

Last updated: 9/30/09
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Pl & Project Team
PAF Changes
Step-By-Step Procedure

12. If a department requested a change, the list
of departments who are reviewing the PAF
appear. Select the department(s) for which
you have made changes.

13. Select a Change Type.

Options include:
e Budget or Budget Justification
e Cost Sharing
e Key Personnel
e Space Resources

e Typos

e Research

e Other

e No Changes Made
Tips:

e If you decide that changes are not
needed, use No Changes Made
as the Change Type.

e If you change key personnel, make
sure you verify your Administrative
Home, Space for Key Personnel, &
Project Personnel Details.

14. Required
Enter Comments that summarize the
change made.

Note: The change log tracks all changes
made with a line for each page, but it is not
convenient for quick review.

15. Click OK.

http://eresearch.umich.edu
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PAF Workspace

eResearchIMf eroposai Management

Current State

I . T T i
Unit Review

PAF Summary

Display PAF Summary

~ : . PAF Worksheet

i View PAF Worksheet RS
\ Rt A thvity

Sl (he Acvly Héstony G for & s o @l acivilies

dugthor Acthaly Dabe 5

Pr 1 Tearn Submithid Chang Fal Ireagdtiga 1172008 2:44 PM EST
_l'?TEhanged project title.
Projed Team Making Chang 11772008 1:48 PM EST
[ Make changes
i 1 f 1182008 £:19 PM EST
11462008 4:18 PM EST

16. Notice that Project Team Submitted Changes is logged in the Recent Activity list.
Note: It logs your comment, who performed the activity (author) and the activity date time.
17. Notice that the state of the PAF changed to Unit Review.
Note: If you received a change request from DRDA the state of the PAF would return to DRDA Review.

18. Notice that you cannot edit the PAF. View PAF Worksheet appears.
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Proposal
Management

eResearch

DECLINE REQUESTED CHANGES

Pl & Project Team
PAF Changes
Step-By-Step Procedure

Only the Primary Research Administrator or UM PI can decline request changes.

Use this when:

e Unit or DRDA requested change and Pl & Project Team does not agree with requested change.

e May also be used to decline post-submission changes.

When either a Unit or the DRDA requests a change:
e Pl & Project Team will receive an email.

e PAF will become editable again. Returns to either:
o Unit Review - Project Team Making Changes.
o DRDA Review - Project Team Making Changes.

Pl & Project Team Home Workspace

eResearchM roposal Management T — 1.
e

Folder for Kelly Doonan-Reed
m InProgress  SubmifledtoSponsor  AwardRecehed  Ache  Closed  Cancelled  NotFunded
Roles
PI & Project Team
PAFs with Required
Craste New PAF Fiterby [10 =] Go|_Cier | Advances
Create New User L} Nan D Date M ed State P Dept Sponsor Deadline Sponsor
c !
00-PAFO01S8 Fus Fomest S 11202008
Support Links E
e Matenals A\ ed
09-PAFOD159  Ora Fomest  Scienced 1112012008 Fiberoptics
Qu Engin. Corporation
m— fisbelUseslor 1142008402 Proposal . —
00-PAFO0110 > = Proposal o Imestator 202000

PAF Workspace

AIPAFs > Color Elastiity Blue's Flexibiity Qualibes

Current State m Contacts  ChangeTracking  ActityHistory  Atachments  Unit Comments  Posted Comments
DRDAReview - Project Team - o
2 itle:
Making coues Color Efasticity: Blue’s Flexbility Qualties? 09-PAF00109
PAF Summary
Disglar PAF. Personnel: Deadiines
Stephen Fomest Ul Principal Investigator stevetor@umich edu 734-764-1185
FOA Deadline

PAF Worksheet
Edit PAF Worksheet

11/20/2008
11/14/2008

Sponsor Deadiine
ORDA Deadiine
School/College Deadiine
Department/Unit Deadline

Primary Research Administrator:
PatInvestigator G umicn ecu oull

Direct Sponsor:
Advanced Fiberoptics Corporation

DRDA Project Representative:
Thomas W Zdeba

Routing and Approval Status:

Sepat Department , . Date Approval
it 2] S Approved HNote

L e . 2008

Engl 221800 yes m

e 920200  yes 8PU

-

=i Activities

Project Team Submit Changes
“M  Project Team Decline Requested

*1 Changes

& Project Team Cancel PAF

Paost 3 Comment for the Entire Project —

Clone PAF
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eResearchMf proposal Management I —— 2.
All PAFs

Click on the PAF from your Home
Workspace.
Note the state of the PAF is either:
o Unit Review - Project Team
Making Changes.
o DRDA Review - Project Team
Making Changes.

Click Project Team Decline Requested
Changes activity from the PAF Workspace.
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Step-By-Step Procedure
Decline Requested Changes activity window

Project Team Decline Requested Changes

You are about to decline a request for an expedited submission of this PAF. Use the text box below to log any comments and the upload
area to upload any relevant documents. Click OK to save your changes. Click CANCEL to cancel this activity.

Select the Departments whose requests you are declining.

D Name
[] 230000

Medical School

Comments:

3. Select the Departments whose requests you are declining.

4. Strongly recommended, enter Comments explaining why you are declining to make changes.
5. Click OK.

Last updated: 9/30/09 9of 11 http://eresearch.umich.edu




Pl & Project Team

EResearCh n;r:;:;ent PAF Changes

Step-By-Step Procedure
REQUEST DRDA ACTION

Anyone with access to edit that PAF can request DRDA Action.

Use this when in the state of:

e DRDA Review — PAF has been approved by all units and is being reviewed by DRDA

e Submitted to Sponsor — Proposal has been reviewed by DRDA & Submitted Sponsor. Sponsor may
contact Pl to make changes.

e Negotiation — Proposal is in negotiation. Sponsor may contact Pl to make changes.

e Active — Project is active. Project Team may need to alert DRDA of upcoming award change.

PAF Workspace

eResearch]Vf proposal Management Current State 1. Notice the state of the PAF. It could be:
DRDA Administrative Review d DRDA Review
Submitted to Sponsor
Negotiation
PAF Summary 2. Notice that the PAF cannot be edited.

Display PAF Summary View PAF Worksheet appears.

3. Click Project Team Request DRDA
Action activity from PAF Workspace.

PAF Worksheet
View PAF Worksheet
Activities

Project Team Request DRDA Action
Post a Comment for the Entire Project

Clone PAF
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eResearch Proposal

Pl & Project Team
Management

PAF Changes
Step-By-Step Procedure
Project Team Request DRDA Action Window

f_'; https:/ /verbena.mpathways.dsc.umich.edu/RsrPrpsiMgt_dex/ResourceAdministration, Activi

_|ol x|
£ https:,l',l'verbena.mpathways.dsc.umich.edu,l'RsrPrpslMgt_dev,I'Resource."-\dministratiDn,l'.ﬁ.ctivity,l'Form?_webrNew=aII&Activithype=c0m.webridge.entity.j %
Project Team Request DRDA Action =]
Color Elasticity: Blue's Flexibility Qualities? (09-PAF00109)

Request DRDA Action

Enter comments in the text box to indicate what DRDA action is required.
Click OK to send to DRDA for processing.

Click CANCEL to cancel this activity and close this window.
Examples of the appropriate use of this activity are to:

« requestthat DRDA editthe PAF

= enable the project team to edit the PAF
« have DRDA cancel the PAF

Do not use this activity to indicate finalization of proposal documents or communicate submission instructions to DRDA

Comments:

-
[~

EI Cancell

4. Enter Comments that explain that you want to:

Request that DRDA edit the PAF

Enable the project team to edit the PAF

Have DRDA cancel the PAF
Important!

Do not use this activity to indicate finalization of the proposal document or communicate submission
instructions to DRDA.
5. Click OK.

Note: Requesting to make a change does not automatically allow a project team to make changes (i.e., does
not put the PAF into an editable state). The request must be approved by DRDA.

If DRDA approves, you will be able to make changes to the PAF.
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