Subaward Process — New Subawards
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Subaward form to ORPA
Subaward Administrator

including SOW & budget

ORPA
Subaward
Coordinator

SC logs into PeopleSoft - Direct PO module
and completes all fields utilizing information
on PO Subaward creation form. All PO’s
must be for $1.00 more than the subaward
agreement. When compete, they submit and
approve the PO in Peoplesoft
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Contract
Coordinator

G/C Coordinator processes
Prime Award in Coeus and
gives a copy of NOA to
Subaward Administrator if
there are subawards in the
budget

ORPA
Subaward
Administrator
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SA sends email to Pl and
Department Administrator
reminding them to complete
the Subaward Initiation Form
to establish new subawards

A

SA enters Subaward
information into Coeus,

marks subaward “To Be
Let”

SA negotiates

subaward and

sends it out for
execution/
acceptance

SA receives subaward back fully
executed and has received F &
A agreement, letter of
commitment, etc. SA changes
status to ACTIVE in Coeus and
prints out PO Creation form and
gives document to Subaward
Coordinator
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Subaward Process — Payments
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Investigator/

Departmental
Administrator

Pl receives email
that directs him to
Coeus Webto |4
review and
approve invoice

v

PI clicks link in email, Coeus
Web opens, Pl logs in with

LDAP info and Inbox opens
to Unresolved Messages.

If Pl needs to see
actual invoice, it must
be printed out of

Pl clicks link in Title
column of Unresolved

Messages Inbox entry to

If acceptable, PI clicks “Approve” button. If
unacceptable, PI clicks “Reject” button.
This adds a record to the Comments field
on the Released Amount tab in Coeus and
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of invoice, applies
“DESK AUDIT” date
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forwards to G/C
Coordinator for
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SA rectifies problem with
Subawardee. Invoice process
starts again from beginning with
submission of revised invoice
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Subaward Process — Subaward Modifications

Principal
Investigator/

8 5
c
o 5
E 0
%.E
o £
O O
N <

Submits Request for
Subaward Modification form
to Subaward Administrator
including SOW & budget

ORPA
Subaward
Coordinator

SC logs into PeopleSoft - Direct PO module/
Change an existing PO and completes all
fields utilizing information on PO Subaward
Modification form. All PO’s must retain
increased $1.00 value.. When complete, the
SC submits and approves the PO

A

ORPA Grant/

Contract
Coordinator

G/C Coordinator receives
new increment of funding
that includes subaward
costs. Copy of the NOA
is given to SA

4

Subaward Invoices are
received and processed
the same as on Process
Flow — Subaward
Processing - Payments

ORPA
Subaward
Administrator

SA sends email to PI/
Departmental
Administrator reminding
them to complete

v

SA enters Subaward
modification information

into Coeus, marks

SA negotiates
subaward
modification and
sends it out for

SA receives subaward
back fully executed.
Changes status in Coeus
to ??? Prints out PO
Moadification form and

Subawardee

Institution
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Subaward Process - Closeout
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ORPA
Subaward
Coordinator

At the end of the project,
the $1.00 added to the PO
to keep the PO from
closing is liquidated which
closed the PO in
Peoplesoft.

matches invoice t
file and gives to
SA

G/C Coordinator

(0]

ORPA Grant/
Contract
Coordinator

A

ORPA
Subaward
Administrator

A

SA confirms that all
deliverables have been
received including Release/
Assignment/Property/Patent
and Technical reports

All requests for reports
and all reports
received are logged
into Coeus on the
Closeout tab in the
Subcontract Module

Once all closeout documents are
received, SA processes Final
Invoice for Payment following all
steps in Process Flow —
Subaward Processing -
Payments

SA notifies SC to
close out PO

Accounts
Payable

Subawardee
submits Final
Invoice for
Payment

Subawardee
Institution
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