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EResearCh Proposal Enter a Subcontract in eRPM

Management Step-By-Step Procedure

Enter a Subcontract in eRPM

This procedure details the process of adding a subcontract (SUBK) to a project.

I. PAF: indicating that a project will include a subcontract

Il. Subcontract Worksheet: Adding a subcontract

A subcontract is required when UM pays
an external organization to work on part
of a sponsored project awarded to UM.

lll. PAF Workspace: Using the Subcontracts tab to
enter subcontract details (post-award)

IV. Subcontract Workspace: Submitting a subcontract
and Responding to Requested Changes

Variations: Requesting a SUBK for PHS Projects, Awarded Projects, and previously submitted PAFs,
and requesting a SUBK Closeout.

V. Requesting a SUBK for PHS Projects: Uploading Conflict of Interest (COI) Documents

VI. Requesting a New SUBK for an Awarded Project (This variation also applies to PAFs submitted to the
sponsor prior to 8/13/2012).

VIl. Requesting a SUBK Closeout.

Important Information

A subcontract (SUBK) may also be referred to as a sub-award, sub-grant, consortium agreement or
sub-agreement. It is not a “subaccount,” where a project award is allocated to multiple UM departments.

There are multiple ways to search for and select a subcontracting organization in eRPM. The main method is
outlined in the procedure. View the Tips section for additional options.

I. Indicating a Subcontract in the PAF

PAF - Section 2 People: question 2.2

2.2 1. Click Yes if the project will

Does this projectinclude Subcontracts, Subawards, Subgrants, Consortium Agreements, or Other include a subcontract(s).

subagreements to other institutions or agencies, external to U of M? (Click here for subcontract criteria.)*

® Yes @ No Clear Note: A “yes” answer enables the
Subcontracts page in section
3 Budgets.

PAF - Section 3 Budgets

3. Budgets 2. Click Add New Subcontract.
3.1 Subcontracts” Note: The Subcontract form opens.
Click "Add New Subcontract” and enter data for each proposed subcontract For detailed instructions, please see the step-by-step

documentation at http:fwww.umich.edu/~eresinfolerpmidocs/iPM_PT_sucontracts_SS.pdf.

4Add New Submnlracl\ 2

D Title Organization SUBK PI Total Costs

There are no items to display

Last Updated: 8/25/2014 lof14 http://eresearch.umich.edu




EResearCh Proposal Pl & Project Team

M t Enter a Subcontract in eRPM
anagemen Step-By-Step Procedure

II. Add New Subcontract

Add New Subcontract Window

[ ] https:mu—verbena.adsra-ot.itcs.umich.eduf?Actl'vityType:com.webridge....| =NREN X ] 3. Start typlng the nqme_of the
7dd New Subcontract 3 external organization in the
Name of Subcontract
Name of Subcontractor Organization: . Organization field.
Select...

Note: Matching values automatically

If you are unable to find the organization, please efter as text below: appear.

4. Select the applicable Vendor
Name from the list.

r N
& https:/fits-verbena.adsrootitcsumichledu/?ActivityType=com.webridge.entity. Entity%:5BOID%5B433 - Windows Internet Explo.‘.l o[ e
Add New Subcontract [
Name of Subcontractor Organization|
— wayne ‘ Select..
S
Vendor ID Vendor Name 1 Vendor Name 2 Vendor Status DUNS ID
0000007902 WAYNE STATE UNIVERSITY Approved 1962224
0000107786 WAYNE COUNTY REGIONAL EERRSMSONAL Approved
h

Add New Subcontract Window

= https:mb;—verbena.adsroot.itcs.umich.Edu;’?ﬂmctivityType:com.webrid...[ = |8 &J 5. Click OK.
Add New Subcontract

-

Note: The Subcontract Worksheet

opens.
Name of Subcontractor Organization:

WAYNE STATE UNIVERSITY

Clear

If you are unable to find the organization, please enter as text below:

@ Cancel |

Last Updated: 8/25/2014 20f14 http://eresearch.umich.edu
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@ If you need help (e.g., definitions, format guidelines, etc.) completing the SUBK fields, click the field
heading (e.g., Subcontract Title) to view online help in a pop-up window. Note: the screenshots below do not
show the underlined field headings.

Subcontract Worksheet - Introduction

Subcontracting Organization: 6. Verlfy or update the

WAYNE STATE UNIVERSITY SubCOI’]traCt T|t|e

Subcontract Title: * i

Testing for screenshots NOte The t|t|e defau|tS fr0m the PAF
You must identify at least one title.

Total Subcontract Costs: g
luyestigatonandions Co_nta_lct 7. (Optional) Enter the Total
for the subcontract at this time. Subcontract Costs.

Subcontract Investigators: *

[asa] 8. Click Add to enter Subcontract
First Mame Last Name Role Fhone Email Subcontract Contact Pl H H H
Thete are mo fems to sl Investigator information.

R T N N T T W x\——"\\‘l_\\“—u\ ~—

Subcontract Investigators section

Subcontract Investigators: * 9. Enter First Name and Last
Name of the subcontract

Update SUBK Investigator: Investlgator

* First Name: * Role: -

* Last Name: Phone: 10. Select the Investigator's Role

12 * SUBK ContactP1? 0 Yes (O No Clear Email: ll from the drop_down menu.
_ ~ - 11. (Optional) Enter the
R | Role: K - | e Investigator’s contact information
_ 13 in the Phone and Email fields.

PI of subcontract issued under UM award
gg'g?}gbpgrggﬁlﬂgfﬁgfirnlgggggggn 12. Click the applicable radio button
Co-Investigator from other Institution to indicate if the Investigator is
Other Investigator from other Institution the SUBK Contact PI.

Note: This information is available
on the Letter of Commitment
or other subcontract
documentation.

13. Click OK.

Last Updated: 8/25/2014 3o0f14 http://eresearch.umich.edu
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Subcontract Worksheet - Introduction

e T e N L N 14. Click Add to enter Subcontract
Subcontract Investigators: . .
Contact information.
FirstMName LastMame Role Phone Email Subcontract Contact Pl
Updste | John Jetta Pl of subcontract issued under UM award yes Delete

Subcontract Contact Information: *
14
Mame Role

There are no items to display
S N R B U T L

Email Phone Address

Subcontract Contact Information section

Subcontract Contact Information: 15 Enter the Name Of the
subcontract Contact.

Update SUBK Contact

" Name: - Role: - 16. Select the Role of the contact.
Address: Email 17. Enter the contact information:

o Address
) Email
* Role: / Phone
K -

ﬁ (o (cancs) Note: At least one Administrative
SUBK Administrative Contact
Institutional/Sponsored Programs Office Official n E?sn:;?;gtemué'{ck;\erggﬁltgg Sgth
an Administrative Contact and
an Institutional/Sponsored
Programs Office Official be

entered when the SUBK is

submitted.
18. Click OK.

Subcontract Worksheet - Introduction

B N T S TR 19. Click Add to attach documents
T T ST L (e.g., Letter of Commitment) or
For sponsors that follow PHS Conflict of Interest guidelines, a Letter of Commitment using the UM template is required. The template can be enter NOtes to prOV|de
ot o \ intent/commitment information.
For Non-PHS sponsors, please attach a Letter of Commitment or enter notes below.”

19 |mm ——— Note: The Letter of Commitment
Document Tipe LastUpload template is on the ORSP web
site (link provided).

otes: Use this template when the

’ PAF with which the
subcontract is associated is
for a PHS funding opportunity
(direct or prime), or for a

sponsor following the PHS
financial conflict of interest

regulation.

Last Updated: 8/25/2014 4 of 14 http://eresearch.umich.edu
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Attachments section
Either attach a document or include notes below. For sponsors that follow PHS Conflict of Interest guidelines, a COl 20 BrOWSE for and SeleCt the
Compliance Policy attachment is required. * app|icab|e document (Comp|eted

Attachments:

© Click Finish" to retum to the PAF smartform and complete any required ields. No additional work needs to be completed on the subcontract atths time.

o Ifthe PAF has been submited and the subcontract is ready for processing by the Office of Contracts Administration: °
© The Contact PI, Primary Research Adminisirator, or Primary Post-Award Administrator from the parent PAF should run the "Route SUBK for Processing actvity from the subcontract workspace.

Save | Ext | Hiehow Erors | Pt | Junp Tos_End of Subcontract Vorksheet v Fon L4

Ill. Subcontracts Tab

After the PAF is awarded, use eRPM to:

by the subcontractor).

21. Select the applicable Type.

Document: Type: 22. Click OK.
Browse.... - . i
m 23. Click Cont_mue to move to the
Subcontract Other next page in the worksheet (not

shown).
* Required
End of Subcontract Worksheet Page
End of Subcontract Worksheet 24. Click Finish.
Next Steps:
T — Note:

The system returns you to
the PAF Worksheet.

Once the PAF is submitted
and awarded, additional
sections of the SUBK
Worksheet become
available.

Use eRPM to enter
subcontract details and
submit the request.

e Enter the subcontract details (e.g., budget, etc.) needed for the Office of Contract Administration (OCA)

to create the vendor contract
e Execute Activities (e.g., Submit Subcontract Request)
1. Locate and open the applicable PAF (not shown).
2. Click the Subcontracts tab in the PAF Workspace.

Main Contacts Activity History Attachments Hardships mmmments Posted Comments

Project Motes

Subcontracts Associated with this PAF
=D Name Execute Activity State
SUBKO0O00046 Testing for screenshots [0 Pre-submission

I | to1of1l W

CARID CAR State

10 jpage

3. Click the Name of the subcontract to open the SUBK Workspace.

Last Updated: 8/25/2014 5of 14
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Current State

w Contacls  Attachments  Actvity History

QCAProcessing

Title:
Evaluation of the PI3K/AKUMTOR axis for Radiation Sensitization
SUBK Summary Subcontract Organization:

asfasfasdfasfasf
SUBK Summary

Staff Notes:
SUBK Worksheet Updating Staff Notes
Edit SUBK Worksheet SUBK Managing Department:
Medical School, 230000
Manage Data

SUBK Managing Investigator:

Amy Marsh 734 028 4180 amymarsh@umich ar
Manage Documents : <

beontractor
SUBK Conflict of Interest

Contact Pk

IUE, 724-936-4200, dhammEuitich.ed.

Project Administrative Home:
AEG - Alumni Association , 678888

Subcontract Checklist

. Total Costs for the Period of Performance
Activities

Posta Comment to the Entire Project

Assign OCA Specialist

Start Date: 12/15/2009
End Date: 12/24/2009
Project Grant: F003032

Subcontract Draft Agreement:
Title File
test bt 0.01

A me-

Version

Send SUBK to P| for Review
CFem = FNBK R Napghab RS -

7

The SUBK Workspace shows SUBK Management

information (if applicable), UM personnel information,
the SUBK/PAF relationship, and the draft or final
subcontract agreement. Information is added to this
page as details are entered.

Draft Subcontract Agreement

e A

SUBK Managing Administrator:
£andra Richardeon | 724-7E4-5430, visandia@urmizhedu

Primary Research Administrator:
Mikki Byker, 734-036

Primary Post-Award Administrator:
Sandra Richardson, T24-754 5430, £3aNGagumioh aou

Purchase Order Number:
External Reference Number:

Hybrid PO? no

Last Modified
121712012 10:16 AM
B N

~n - \ e--

SUBK ID:

SUBK00000110

Parent PAF:

10-PAF03827

DTN Y

4. Click Edit SUBK Worksheet.

Note: SUBK must be in Pre-Submission State.

Subcontracting Organization:
WMICHIGAM STATE UMIVERSITY

Subcontract Title: *
The Effect of ETS Gene Fusions on Radiation Response in Prostate Cancer

Total Subconiract Costs:

Subcontract Investigators: *

First Name Last Name
[ AT —arypn fer Mdndicalo Ty - oy, T

Role

\---

Phone Email

Ly

™~

Save | Exit | Hide/Show Errors | Print...

B S

Jump To:  Introduction v

Introduction

Subcontract Details
Subcontract Additional Details
End Of Subcontract Workshest

Subcontract Contact Pl

L\__\_iﬁ\‘A T Ny

~n

Continue =>

PR N

—

5. If applicable, update the Introduction information (e.g., Investigator, Contact, etc.). See the Add a New

Subcontract section for instructions.

6. Click Continue or use the Jump To menu to go to Subcontract Details.

Last Updated: 8/25/2014
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Subcontract Worksheet — Subcontract Details

Award Budget Dates from Parent Proposal

Pre-spend authorization date (if applicable)

Budget Period Start Date Budget Period End Date
30112014 212812016

Award Start Date  Award End Date Award NCTX Date (if applicable)

Award for Entire Project Period:”

Does this subcontract include cost sharing? * Yes No Clear

* Project Grant.

Select

Subcontract Goals:*
(Text entered here will appear on the federal website USAspending.qov;

Sole Source Justification:
(enter text below or upload document on next page)

3112014 2/28/2016
7 Subcontract Periods of Performance
Subcontract Budget Start Date: * m Project Period Start Date:” =
Subcontract Budget End Date: * B Project Period End Date: i |

Subcontract Additional Details Page

10 Does this subcontract include Clinical Research or a Phase lll Clinical Trial2
Yes © No Clear

Notes For The Office Of Contract Administration

|

Required For Contract

Reminder: If this subcontract is on a project that follows PHS COI the: from the should be uploaded on
the "Manage SUBK Conflict of Interest Documents” view.

Unless atherwise noted, one of each of the following document types are required prior to routing the SUBK to OCA

« Detailed Subcontractor Budget (If answered "yes® to cost sharing alsa include a detailed cost sharing budgety

« Subcontractor's Statement of Work (Include any deliverables with timelines, if applicable, and any technical or financial reporting
requirements.)

« Sole Source Justification (must upload a document or place textinto box on previous page)

« CostiPrice Analysis Documentation (Required for Federal Contract awards only)

« Small Business Subcontracting Plan (Required for Federal Contract awards if SUBK will be over $650,000)

« Certificate of Current Cost or Pricing Data (Required for Federal Contract awards if SUBK will be aver $700,000)

« Hon-Prime Award Agreement (Hay be required for Clinical Research or Phase Il Trial)

Add|

Document Version Type LastUpload

Last Updated: 8/25/2014 7 of 14
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7. Complete the required details, including:

Subcontract Budget Start and End
Dates

Subcontract Project Period Start and
End Dates

Subcontract Estimated Award
Cost Sharing

Project Grant

Subcontract Goals

Federal Contract funding

Notes:

e Matching values automatically appear
when entering a Project Grant. Select
the applicable value from the list. See
Tips for alternate search methods.

e Project Grant is either the PGN for the
parent project or, if established by
Sponsored Programs, for the
subcontract itself.

8. If applicable, enter Sole Source
Justification information.

Note: You can either enter the information
here or upload documentation on the
next page.

9. Click Continue to go to the Subcontract
Additional Details page (not shown).

10. Indicate Clinical Trial inclusion.

Note: If you answer Yes, answer the additional
questions that display.

11. Enter any Notes for the Office of Contract
Administration.

12. Click Add to upload required subcontract
documents.

13. Click Continue to go to the End of
Subcontract Worksheet page (nhot shown).

14. Click Finish to return to the SUBK
Workspace (not shown).

15. Recommendation: run Hide/Show Errors to
validate the SUBK data entry before clicking
Finish.

http://eresearch.umich.edu
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Only the UM Principal Investigator, the Primary Research Administrator, or the Primary Post-Award

Administrator can submit a subcontract request.

@ If you see this warning in the Subcontract Workspace, you cannot submit it to OCA:

.r‘_ﬁ, The parent PAF must be Active before this subcontract can be completed and routed to OCA.

Subcontract Workspace

ion Response in Prostate Cancer

SUBK Summary

Subcontract Orgay
SUBK Summary ANN ARBOR CENTER FOR INDEPENDENT LIVING

SUBK Worksheet
Edit SUBK Worksheet

Contact P
FelixFeng

ator:

Primary Research Administr:
Nikki Ryker,, 734-936-4511

24, fleng@umich edu

Primary Post Award Administrator
Nikki Ryker, 734-936-4511, niyker@umich.edu

OCA Specialist:

\ Activities

Submit Subcontract Request

pdate Subcontract Details

Submit Subcontract Request Window

SUBK ID:
SUBK0D00005E

Parent PAF:
10-PAFO1317

Submit Subcontract Request
Testing for screenshots (SUBK00000046)

Enterin comments in the text box below (optional).
Click OK to route this subcontract request
Click CANCEL to cancel this activity and close this window.

Comments

B

Cancel

Last Updated: 8/25/2014

8 of 14

1. Click Submit Subcontract
Request.

Notes:

e If the parent PAF is not in
the Active State, a yellow
warning message will
appear in the Subcontract
Workspace.

e The system validates
completion of required fields.
Any error messages must be
addressed before
continuing.

@ See Tips to learn about an
alternative to execute subcontract
Activities.

2. (Optional) Enter Comments for
the Office of Contract
Administration (OCA).

3. Click OK.

Notes:

e This activity is logged in the
Recent Activity list in the
Subcontract Workspace.

e For non-PHS projects, the
State of the SUBK changes
to OCA Review.

e For projects that follow PHS
FCOI Regulations, the State
of the SUBK changes to
SUBK PR Review.

http://eresearch.umich.edu
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Responding to Requested Changes

Once a SUBK request has been submitted, ORSP and/or OCA may request that the Project Team make
changes. When this occurs:

e The Project Team receives a system email notification

e The SUBK displays in the Subcontracts with Required Action list in your Home Workspace

e The “request change” activity is logged under Recent Activity in the SUBK Workspace.

e The SUBK will be in the SUBK PT Making Changes State.

Subcontract Workspace

1. Read any comments for the “request change”
activity in the Recent Activity log.

et 1505 syt Abristaben

Activities =5
2. To make changes:

Project Team Submit Changes _ _
= project Team Decline Changes e Click Ed_|t SUBK Worksheet and make
appropriate changes.

= Recent Activity e Click Project Team Submit Changes.

t‘-di"it"
o To decline chages:

Sentto Project Team for Changes
£ test e Click Project Team Decline Changes.

3. Enter Comments to ORSP or OCA in the field
provided (not shown).

4. Click OK (not shown).

Subcontract Workflow by State
STATE DESCRIPTION EDITABLE?

Pre-Submission Subcontract has been indicated on a PAF, but SUBK Worksheet is incomplete Yes
and/or Parent PAF is not in an Active State.

SUBK PR Review Subcontract request has been submitted and is undergoing No
ORSP review (SUBKs on PHS projects or new SUBKs on awarded projects).

SUBK PT Making ORSP or OCA has requested changes to the SUBK Worksheet by the Project Team Yes
Changes (SUBKs on PHS projects or new SUBKs on awarded projects).

OCA Review Subcontract request has been submitted and is awaiting OCA review. No
OCA Processing Subcontract request is undergoing OCA review. No
SUBK PI Review Draft subcontract agreement has been created and sent for review to the Contact Pl  No

or, if assigned, the Managing PI.

SUBK Unit Review PI has approved the draft subcontract agreement, and it has been sent for reviewto  Yes
the Unit Reviewer or, if assigned, the Managing Department’s Unit Reviewer.

Last Updated: 8/25/2014 9of 14 http://eresearch.umich.edu
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STATE DESCRIPTION EDITABLE?

OCA Processing — PI & Unit have approved the draft subcontract agreement. OCA is completing any No
Unit Review processing needed prior to sending the agreement to the subcontracting

organization.
Subcontractor OCA has sent the approved draft subcontract agreement to the subcontracting No
Processing organization for their review and approval.
OCA Finalizing Draft subcontract agreement has been approved by the subcontracting organization  No

and OCA is preparing to activate the SUBK.
Active Subcontract has been approved by OCA. No
Canceled Subcontract has been canceled by Project Team or OCA. No
Variations:

V. Uploading COI Documents for PHS Projects

If the subcontract is on a PAF whose sponsor follows PHS Financial Conflict of Interest (FCOI) Regulations, the
Project Team must upload the subcontracting institution’s conflict of interest documents (e.g., FCOI reports)
prior to submitting the SUBK. A subcontract request on a PHS project must first be approved by ORSP before
it can be routed to OCA. Per UM business process, COl documents from the sub-recipient must be received by
UM before OCA can establish the contract.

SUBK Workspace

ECEIN All PAFs
and Molecular Stu
AllPAFs = Cellular an,

Current State

n Bone Marrow Trat

eResearch]Mf Proposa! Management

Manage SUBK Conflict of Interest Documents

ant (SUBKO0DD00150)

Pre-Submission

PHS FCOI Regulations

€Ol Policy Resy

FCOI Response (f apphcable)
SUBK Summary SUBK COI Commants (f applicablel:

SUBK Summary

SUBK Worksheet
Edit SUBK Worksheet

Manage Data

Manage SUBK Conflict of Interest
Documents

Start Date: 12/1/2012
R T S U W W

N

Last Updated: 8/25/2014

10 of 14

Complete the procedures in
sections | — 111

Click Manage SUBK Conflict of
Interest Documents from the
Manage Data menu in the SUBK
Workspace.

Click Browse to select the file from
your computer.

(Optional) Enter a Title in the field
provided.

Select the applicable document
Type from the drop-down list.

Click Attach.

Click OK to save and return to the
SUBK Workspace (not shown).

Complete the procedure to submit
the SUBK request (section 1V).

http://eresearch.umich.edu
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VI. Requesting a SUBK on an Awarded Project or Active PAF

Pl & Project Team
Enter a Subcontract in eRPM
Step-By-Step Procedure

The following procedure applies only to Awarded Projects and PAFs submitted to sponsor prior to

8/13/2012.

Once a PAF has been submitted and/or awarded, the PAF Worksheet is no longer editable.

e Torequest a new SUBK be associated with an awarded project, complete the following procedure.

e Torequest a new SUBK be associated with a submitted PAF (not yet awarded), you must wait until
the PAF is awarded and then complete the following procedure.

Project Workspace > Subcontracts Tab

Proposal Management

Daniel Hz *a| My Home | Clipboard| Logoff

{OR axis for Radiation Sensitization
~

| Main Contacts Change Tracking Activity History Attachments Hardships Eﬁﬁﬂ Posted Comments
|

T o Request New Subcontract
Add New Subcontract 2
B

Mame of Subcontractor Organization:

{
Subcontracts Associated with this PAF
If you are not able to find the organization, please enter as text below:
N =D Name Bl ¥ 2 e 3
Activity
N K d 11

~

:

:

: 4
.

Request New Subcontract Window

SUBK Worksheet

Proposal Management

eResearch

Edit SUBK - SUBK00000165

Suen | Ext [ HidaShaw Enors |Pvol_ | Jure To. introduction ¥ [ Contrue >
nrogucton

Introduction Subcontract Detals

tracting Organization:
AMERICAN ACADEMY OF PEDIATRICS
Subcontract Tite: *

et goPw Wts . © =~ ~- ~a. ~ \_ ~-- A 7T N AN

Last Updated: 8/25/2014 11 of 14

1. Click the Subcontracts tab in the
applicable Project Workspace.

Click IrAdd New Subcuntract]

3. Click and choose the

Subcontractor Organization.

Note: If the Subcontractor
Organization is not in the list,
type their name in the field
provided.

4. Click .

The Introduction section of the SUBK
Worksheet opens. Complete all
required fields marked with an
asterisk (*). After completing a
section, click Continue to navigate to
the next section. After completing the
End of Subcontract Worksheet
section, click Finish.

Notes:

e Refer to sections Il and Il for
details on completing the
SUBK Worksheet.

e If the SUBK is associated with
a PHS project, refer to section
V for instructions on
uploading COI documents.

e After completing the SUBK
Worksheet, refer to section IV
for instructions on submitting
the SUBK request.

http://eresearch.umich.edu
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VIl. Requesting a SUBK Closeout

The Project Team uses the SUBK closeout activity to request closeout on a SUBK with a regularly scheduled
end date.

VAN The SUBK closeout activity cannot be used to request an early termination. To request an early
termination, you must request a SUBK amendment and choose the type “Early Termination of Subcontract.”

SUBK Workspace

Current State

. 1. Click the Request SUBK Closeout activity
Contact: Attachment:
Actve B corce rescners y from the SUBK Workspace.
~ . Anniv Title:
PHS FCOI Regulations Apply 067182-5up of F026574-Berry Consultins

Subcontract Organization: {
SUBK Summary BERRY CONSULTANTS LLC (0000529,

SUBK Summary /

Contact PI: ;
‘William Barsan , 734-232-2141, wbap'
SUBK Worksheet :
View SUBK Worksheet Project Administrative Home:
HEEE o o Emergency Medicine UM Adult, 30221
" Dat. Total Authorized Amount to Date:
— $40,00000 S
Amendment History r
Activities Start Date: 9/27/2010 )
Post a Comment to the Entire Project End Date: 8/31/2013 J}
Request SUBK Amendment .
Request SUBK Closeaut Project Grant: FO27833 | 057182-Suk.
Subcontract Final Agreements: (
N s Nl f o e T\ e Ng - .
Request SUBK Closeout Activity Window
esuest SURK Coscont 2. Click the checkbox to confirm the closing date.
067182-Sub of F026574-Berry Consulting (SUBK-C0949)
This activityis to request closeout on a SUBK with a regularly scheduled end date, not an early termination 3. (Optlonal) Enter Comments in the field
“Please check box to confirm the closing date of: 8/31/2013 pI'OVIded .
Hote: Te tearly t tion, CANCEL out of this act d run the activity "Request SUBK .
menimont”on he SUEK warkepace. On he Amendrment Reqest Formn choose th ipe “Eary 4. Click OK.
Termination of Subcontract”
Comments
: Notes:
3 )
e The state of the SUBK changes to SUBK
4 Closeout — Unit Initiated.
[oK] [[cancel

Last Updated: 8/25/2014 12 of 14 http://eresearch.umich.edu
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Tips

Using the Select button to search

The matching function uses a “begins with” condition. If a match is not found, click Select to expand your
search by using a wildcard (%). A Select button is available for both the Name of Subcontract Organization
and Project Grant fields.

[ & https://fits-verbena.adsrootitcs.umich.edu/?selectionMode=single&itarget Type... Elﬂld—hr L4 Select the field to search from
the Filter by menu.

Select SUBK_Vendor

Filterby vendor Name 1 - %west% Advanced ® Enter your search criteria with

the percent symbol (%).
i d 1-130f13 I A p y ( 0)

VendoriD  Vendor Name 1 VendorName2  Vendor StalusDUNSID  * e Click the applicable rad'_o

- 0000057346 CASE WESTERN Approved | button to select the desired
RESERVE UNIVERSITY 3 value.

- 0000111345 EVANSTON NEW NAME - USE  Inactive 069490621 |- lick
NORTHWESTERN VENDOR e Click OK.
HEALTH CAREINST 0000470950

| 0000005443 NORTHWESTERN Approved 72537793
MICHIGAN COLLEGE

- 0000005445 NORTHWESTERN Approved 5436803
UNIVERSITY

W4 1-130f13 L A

e

If a match isn’t found by entering the name or through the Select function, enter the vendor name in the “If you
are unable to find the organization...” text field.

Executing Activities in the Subcontracts Tab of the PAF Workspace

It is not necessary to open the Subcontract Workspace in order to execute Activities related to a subcontract
(e.g., Submit Subcontract Request). Once a subcontract has been associated with a PAF, Activities can be
accessed in the Subcontracts tab of the PAF Workspace by clicking the Execute Activity & drop-down list.
The available options will change depending on the State of the SUBK and your role(s) in eRPM.

Main Contacts Activity History Attachments Hardships W Unit Comments Posted Comments Project Motes

Subcontracts Associated with this PAF

&D Mame Execute Activity State Organization
SUBKO0000046 Testing for screenshots v OCA Review WAYMNE STATE UNIVERSITY
SUBKOO000020 Testing for screenshots ) @ Fosta Comment to the Entire Project MIVERSITY

@z Submit Subcontract Reguest
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Pl & Project Team

EResearCh Il;lgo::gs:rlnent Enter a Subcontract in eRPM

Step-By-Step Procedure

Project Team Cancel SUBK (Pre-Award) on an Active PAF

The Project Team can cancel a SUBK when the PAF State is Active and the SUBK State is Pre-Submission.
Once a SUBK is awarded, only the Office of Contract Administration can cancel a SUBK. The Project Team
Cancel Subcontract Activity is available in two locations:

e The Activities menu in the SUBK Workspace
e The Execute Activity Widget in the Subcontracts tab of the PAF Workspace

Activities Main  Contacts  ActivityHistory  Aftachments  Hardships m
" Post a Comment to the Entire Project _ o '
- Subcontracts Associated with this PAF
Submit Subcontract Request p— A
: - =D Name HECUIE  giape
Update Subcontract Details HELY f
" Update COI Response SUBKO0000021 g:,fj;'::'1';f;.lgf‘r|f.cfllL';'.?ﬁﬁ?éﬁ?éhﬂ?;ﬁ atthe @@ posta Commentta the Entire Praject
| Project Team Cancel Subcontract jq |C® Submit Subcontract Reguest
@ Update Subcontract Details
SUBK Workspace > Activities Menu PAF Workspace > Subcontracts Tab {3 Update GOI Response
@ Froject Team Cancel Subcontract

Click All SUBKs in the menu bar to open a list of all Subcontracts.

Proposal M:

eResearch

Search All PAFs  All UFA:  All SU

SUBK Summary

Click SUBK Summary in the Subcontract Workspace to view a summary of the information entered on the
Subcontract Worksheet. This can be useful for viewing information related to a subcontract without opening the
Subcontract Worksheet and/or when it is in a non-editable State e.g., OCA Review or Active.

Current State Subcontract Summary

Ilm Conta
. Title: Testing for screenshots SUBK ID: SUBK00000046
OCA Review

Subcontract Organization: WAYNE STATE UNIVERSITY Parent PAF: 13-PAF00003
Title:

Testing for scree

SUBCONTRACT PERSONNEL

‘Subcontract Investigators:

FirstName LastName Role Phone Email Subcontract Contact Pl
Subcontract Org

John Jetta Pl of subcontract issued under UM award yes
WAYNE STATE U

SUBK Summary
Sponsor Contacts:

Name Role Email Phone  Address
Helen Honda SUBK Administrative Gontact hhonda@wsu.edu

SUBCONTRACT DETAILS.
Total Costs: $250,000.00 Purchase Order Number:

Start Date: External Reference Number:

End Date: Is Hybrid PO? no
Project Grant: Funded under Federal Contract?

Notes:

Sole Source Justification:

SUBCONTRACT ATTACHMENTS.

Document VersionType Last

Upload
Agenda for 5_16_12 Wtg - Unit Contact Weefing doce  0.01  Lefters of Commitment/COI Compliance 8112012
(0.01 olicy
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