De-Central Approval Inbox (Proposals):

1) Loginto PS.

Cempass

Welcome to Emory's New Financial Management System
University employees:

First time user?
Dbtyin Seswark D and Pasreerd

Feuget yous Hotwork 1D andior Passwrd

Healthcare smployees (eVantage users)

e s
uy:'m.a.m_u Oibesin alogen (D s pasvwioed from your Access Cesrdinaisr.
‘We recommend that you use the Payymyrd Reast Tosd to change
v lnsernet Explsrer 7.0, et your P d Your accout
* Flvha 381
Fargat your logon 10 and password?
yvou use Windews snd plan 12 use Exeel uplaad o Ask yow Aceens Crarfinater for your logon ID and you can
deuriinad fratises. we recommend. Firvb 151 the s the: Farrmard lis Tant s chiraps your plssword.
L Mo we recommend Flreba 151
i Onher Access luses?

Call Center # BHELP (B835T)

Cempass EPEX_USERS0 on FSTS3 — = = —
Personalize Content | Layout . ; ) o e
thenu Rc]
Search:

®

© My Favortles
b Smart Solulions
Granis

© Proposal anagement

b Reporing Tools
© PaoplaToals

- iyPersonalistons
- My System Profile

2) Navigate to the Approval Inbox:
Smart Solutions > Smart Workflow > Transaction Approval > Approval Inbox
(TIP: Save this page to ‘My Favorites’)
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3) Select ‘Grants Proposal’ from Search Type drop down menu.
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4) User can select ‘Search’ button without any criteria stated to see all the proposals in their
individual Approval Inbox’s. Results are initially displayed on ‘Proposal Details’ tab.
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5) User can see other criteria by clicking on the ‘Other Details’ tab.
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User can see all the details about the proposals in their approval inbox by selecting the ‘Show All

Columns’ button. [ Proposal Details |[* Other Details (
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7)

Search results are limited to the first 10 proposals. User can view all the proposals in their
Approval Inbox by selecting the ‘View All’ hyperlink.
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8) User can sort the proposals by using the search criteria fields. User will select the look up icon
or the drop down menus to help select specific criteria. Short Title is the only field where free

text is allowed. 10 Items are available in the Basic Search. Once the criteria are entered, the
user will click the ‘Search’ button. To clear the criteria, the user clicks the ‘Clear’ button.
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Business Unit = GRANT

Proposal ID = XXXXXXXXXX (10 digits)

Version ID = V101

Department = Can search by Department Name or PS Dept ID XXXXXX (6 digits)

PI ID = Can search by Pl Name or PS EmplID XXXXXXX (7 digits)

Sponsor ID = Can search by Sponsor Name or PS Sponsor ID XXXXXXXX (8 digits)

Proposal Type = Continuation, Internal, New, New-Resubmission, Pre-Proposal, Renewal,

Renewal-Resubmission, Revised Budget, Revision, Supplemental

Short Title = Free Text Field



Purpose = Career Development, Conference Grant, Equipment, Financial Aid, Fellowship,
Instructional Grants, IPA-Interpersonal Agreement, Other, Renovation and Construction,
Research, Technical Service, Institutional Training Grants, Clinical Trials, Unfunded CDAs,
Unfunded CTAs, Unfunded MTAs, Unfunded Others.

Proposal Status = Pending Approval

9) User can sort by Due Date by selecting the Advance Search hyperlink.
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Due Date = Sponsor Due Date

10) User can organize the data in the columns by numerical or alphabetical order by clicking the
header names.
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11) Once the proposal has been located that needs to be reviewed/approved, the user will select
the ‘Proposal ID” hyperlink.
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12) The Proposal selected will open in a new window. All fields are un-editable. See 16) below for
details on how to make edits.
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13) User will review the proposal for accuracy and compliance following School policy and
guidelines.

14) The user should review who has approved the proposal up until their stage by clicking the
‘Proposal Status: Pending Approval’ hyperlink.

*Proposal Status: Pending Approval
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15) User clicks the ‘Go to Proposal’ hyperlink to return to EPEX proposal.

16) If the User needs to edit the proposal for any reason, the ‘Edit’ button will be selected. Once
the ‘Edit’ button is selected all the fields will open up for edits and the ‘Approve, Deny, Hold and
Edit buttons will be replaced with ‘Save, Save & Route, Print Report and Copy Proposal’ buttons.
Once the edits have been completed the user will click the ‘Save’ button in which the ‘Approve,
Deny, Hold and Edit’ buttons will reappear to the user.
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17) User will enter comments if necessary (not required) and then select the ‘Approve’ button.
Once the ‘Approve’ button is selected it moves onto the next stage in workflow, until it reaches



the OSP Manager Stage, in which the Proposal Status, once approved, will change to ‘Institution
Approved’ and all the stages will be marked ‘Approved’ (green) on the Approval Map.
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18) User will enter comments (required) and then select the ‘Deny’ button if the proposal is not
acceptable to be signed off as is. When the proposal has been denied, the Proposal Status will
change to ‘REF’ and all the stages will be marked ‘Denied’ (red) or ‘Terminated (maroon) on the
Approval Map. If the proposal is denied at any stage, the workflow will start over from the
beginning once re-routed.
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19) User will enter comments (required) and then select the ‘Hold’ button if additional items need

to be obtained or if you didn’t want another person to work on the proposal. When the
proposal is on ‘Hold’ status, only the person who put the proposal on hold will be able to access
this proposal via the Approval Inbox. Proposal status will remain as ‘Pending Approval’.
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APPENDIX:

e  Workflow Stages for Proposals:

0 1-GM Certification: Electronic certification is required of all persons with the roles of:
=  Principal Investigator (PI),
=  Co-Investigator (Co-Inv),
=  Co-Principal Investigator (Co-Pl),
= Named Investigator (NINV) and
= Multi Principal Investigator (MPI)
0 2-—GM Department Approval: Electronic approval is required of one individual from the
Department.
0 3 - GM School Approval: Electronic approval is required of two individuals from the
School.
O 4 - GM OSP Analyst: Electronic approval is required of OSP Analyst.
0 5-GM OSP Manager: Electronic approval is required of OSP Manager. This is the final
stage in workflow.

e Additional Workflow Stages for Proposals:

0 GM - Yerkes: Question 9 under Miscellaneous Information will trigger the Yerkes
approval. This stage is located in between the GM Department Approval and GM School
Approval stage. Electronic approval is required of one individual from Yerkes.

0 Departmental and OSP Ad-Hoc:

= Limited to 300 users — Have to be identified and added to the Ad-Hoc approval
list.

= Ad-Hoc approver(s) inserted in Department or OSP stages

=  Does not create additional stage of approval

0 School Ad-Hoc:

=  Unlimited — Anyone can be added without being identified.

= Ad-Hoc approver(s) inserted in GM Ad-Hoc Stage which is after the GM School
Approval stage but before the GM OSP Analyst stage.

= Ad-Hoc Approver(s) are added via the ‘Approver/Reviewer’ hyperlink.

= Ad-Hoc Approver(s) must be added to this stage before School approval is
obtained.

e Notifications will be generated by PS that indicates Approvals are required for a proposal. They
will be sent to the Approver’s email address listed in their HR records.

O Subject Line of Email:

Proposal XXXXXXXXXX, PI Name, Department Name has been routed to you for approval



0 Body of Email:

Proposal Title Testing EPEX
Sponsor Name NIH NATL INSTITUTE OF HEALTH
Proposal Type NEW

Proposal Purpose RSRCH
Use the 1link below to view the Grants Budget for further information.
https://fsts3.cc.emory.edu/psp/fsts3 1/EMPLOYEE/ERP/c/SM DC SMARTDOC.SM

DC GM PROPOSAL.GBL?Page=SM DC GM PROPOSAL&Action=U&BUSINESS UNIT=GRANT
&PROPOSAL ID=0000007689&VERSION ID=V101

Approver’s are the only person’s that have edit capabilities once the
proposal has been routed and is in workflow.

If individuals need to be added as Approvers for proposals, they should

contact the Data Management Group in OSP/OGCA to obtain the necessary
forms.


https://fsts3.cc.emory.edu/psp/fsts3_1/EMPLOYEE/ERP/c/SM_DC_SMARTDOC.SM_DC_GM_PROPOSAL.GBL?Page=SM_DC_GM_PROPOSAL&Action=U&BUSINESS_UNIT=GRANT&PROPOSAL_ID=0000007689&VERSION_ID=V101
https://fsts3.cc.emory.edu/psp/fsts3_1/EMPLOYEE/ERP/c/SM_DC_SMARTDOC.SM_DC_GM_PROPOSAL.GBL?Page=SM_DC_GM_PROPOSAL&Action=U&BUSINESS_UNIT=GRANT&PROPOSAL_ID=0000007689&VERSION_ID=V101
https://fsts3.cc.emory.edu/psp/fsts3_1/EMPLOYEE/ERP/c/SM_DC_SMARTDOC.SM_DC_GM_PROPOSAL.GBL?Page=SM_DC_GM_PROPOSAL&Action=U&BUSINESS_UNIT=GRANT&PROPOSAL_ID=0000007689&VERSION_ID=V101

