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Compass	
  Subrecipient	
  Table	
  –	
  Viewing	
  Profile	
  Information	
  
	
  

Step	
   Procedure	
  

1	
   Log-­‐in	
  to	
  the	
  Compass	
  Financials	
  System.	
  

2	
   Navigate	
  to	
  Grants	
  >	
  Subrecipients	
  >	
  Subrecipient	
  Comment	
  Table.	
  

3	
   Search	
  for	
  existing	
  comments	
  for	
  the	
  Subrecipient	
  using	
  “Find	
  an	
  Existing	
  Value”	
  
tab:	
  

	
  

	
  
4	
   Search	
  for	
  Vendor	
  ID	
  using	
  the	
  magnifying	
  glass	
  icon	
  and	
  entering	
  appropriate	
  text	
  

in	
  the	
  Name	
  1	
  field:	
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5	
   Select	
  the	
  Appropriate	
  Subrecipient	
  to	
  view	
  existing	
  Comments.	
  If	
  no	
  records	
  
return,	
  no	
  Institutional	
  Profile	
  is	
  on	
  file	
  with	
  Emory.	
  A	
  signed	
  Institutional	
  Profile	
  
must	
  be	
  obtained	
  from	
  the	
  Subrecipient.	
  If	
  records	
  are	
  returned	
  by	
  the	
  search,	
  click	
  
the	
  hyperlink	
  for	
  the	
  appropriate	
  Subrecipient	
  to	
  view	
  comments.	
  If	
  the	
  comments	
  
are	
  unrelated	
  to	
  the	
  Institutional	
  Profile,	
  then	
  a	
  new	
  signed	
  Institutional	
  Profile	
  
must	
  be	
  obtained.	
  	
  	
  

	
  

	
  
6	
   If	
  an	
  Institutional	
  Profile	
  is	
  on	
  record	
  with	
  Emory,	
  the	
  comment	
  in	
  Compass	
  will	
  

include	
  the	
  date	
  of	
  the	
  current	
  signed	
  Institutional	
  Profile,	
  along	
  with	
  the	
  
appropriate	
  evaluation	
  level.	
  If	
  the	
  date	
  noted	
  in	
  Compass	
  is	
  greater	
  than	
  12	
  
months	
  old,	
  then	
  a	
  new,	
  signed	
  Institutional	
  Profile	
  must	
  be	
  obtained.	
  If	
  the	
  
comment	
  indicates	
  that	
  the	
  Institutional	
  Profile	
  was	
  signed	
  within	
  the	
  past	
  12	
  
months,	
  no	
  new	
  profile	
  is	
  necessary.	
  	
  

	
  

	
  
	
  


