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Emails RAS 
contact directly.

Receives team 
email notification 
of new request. 

Forwards to 
PAM.

Reviews and 
sends email to 

PI and 
Pre-Award 

Admin.

Receives 
notification of 
new project 

along with PI.

Receives 
notification that 

request is received 
and assigned.

Enters "Intent to 
Submit" to 

initiate a new 
research project.

 Current Process - RAS Pre-Award Request Process

RedCap form is specific 
to RAS unit.

May fill out 
RedCap form or 
not on behalf of 
PI or forwards to 

PAM.

OR

To Process 
Initiation

Start
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 Current Process - RAS Pre- Process Initiation

Runs RedCap 
report to determine 

availability of 
admins.

Selects admin 
based on capacity 
and previous work 

with PI.

Assigns admin in 
RedCap for 

tracking 
purposes.

Emails admin and 
PI to notify of 

assignment; copy 
of RedCap request 

attached.

May reach out to PI 
to ask questions to 
clarify complexity.

Creates folder 
on shared drive 
for this research 

project.

Downloads 
RedCap form as 

pdf.

Reads program 
announcement.

Creates checklist of 
required docs, page 

limits, font 
requirements, key 

personnel, due dates, 
etc.

Reviews due dates 
each week to follow 
up on deliverables.

Schedules planning 
meeting with PI, 

PAM, Other 
research team 

members.

Reads program 
announcement.

Budget, eCOI, 
EPEX happen 

simultaneously.

Runs EPEX report 
daily to monitor 

volume, due dates, 
progress after 

hand-off to Admin.

To Planning 
Meeting

Hands off project 
to Admin.

From 
Request 
Process

Each RAS unit 
uses its own 

checklist.

Shared drives 
are specific to 
the RAS unit.
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For some RAS units, the 
request goes directly to 
the PAA and s/he does 
these steps.



 Current Process - RAS Pre-Award Planning Meeting

During mtg: discussion 
about project may 

indicate additional info 
needed or work to be 

done for budget.

Determines 
percentage efforts 
for all working on 
the project; travel 

time, etc.

Work through 
process checklist, 
includes budget, 

science 
attachments, etc.

To Budget 
Process

Reviews required 
documents, 

establish 
timelines.

From 
Process 
Initiation

Pr
e-
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ar

d 
M
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ag

er
Pr

e-
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ar
d 

Ad
m

in Takes notes in 
Excel, Word, 

physical notepad.
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 Current Process - RAS Pre-Award Budget Process

Requests 
SpeedType for 

overage.

Confirm if VA 
appointment; 
need updated 

MOU.

Requests salary 
info., (from other 

RAS group if nec.), 
reviews NIH salary 

caps. Over 
salary 
cap?

YES

NO
Computes staff 

time, travel, 
equipment 

needs.

Requests budget 
from sub contractor 

& OCR if clinical 
trial.

Computes 
budget draft.NO

From 
Planning 
Meeting

To 
Documentation 

Process

Parallel processes 
budget, 

documentation, 
faculty science.

VA Appt?

Updates MOU.

YES

Asks for 
speedtype at 
same time as 

salaries.

Looks up and 
provides salary 

information, MOU, 
and Speedtype.

Provides budget 
info.
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 Current Process - RAS Pre-Award Documentation Process

Enters eCOI info. 
PI, title, sponsor, 
human subjects, 
research team.

Sends email (in 
addition to auto 

email) with 
instructions.

Monitors for 
completion of 

eCOI. 

Downloads eCOI 
certification for 

upload into EPEX, 
save on shared 

drive.

Reformats budget, 
justification and 

other docs for final 
systems.

eCOI notifies study 
team who needs to 

complete COI 
updates.

Creates EPEX 
record shell for 

this submission.

Prepares Federal 
submission: enter 
info into cayuse, 

grants.gov if nec..

Creates proposal in 
Cayuse for budget 

and science 
information.

Creates proposal in 
sponsor specific 

system or via email for 
budget and science 

information.

Generates pdf and 
sends to PI for 

review.

Uploads Cayuse 
pdf into EPEX.

Notifies PAM, 
proposal ready for 

first review.
To Review 
Process

To Review 
Process

From Budget 
Process

Receives EPEX 
notification and 
additional email 

from PAA.

To EPEX 
Routing

Documents stored on 
unit specific shared 

drive while in 
progress. 

Cayuse or agency system 
generates final proposal for 
review and for submission.

Receives eCOI 
email to update 
COI databse.

Updates eCOI 
record.

eCOI emails PAA 
when each team 

member completes 
COI entry.

Maintains manual 
list of eCOI 
updates for 

additional follow 
up.

Sends email (in 
addition to auto 

email) with 
instructions.

Documents can be 
sent for review 

process at any point 
in this workflow.

Federal or non-federal?

Fed

Non Fed
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From 
Documentation 

Process

 Current Process - RAS Pre-Award EPEX Routing

Checks to 
ensure all req 

documents are 
in EPEX.

Reviews EPEX 
entries to review 

effort and 
budget.

Yes

Reviews in 
EPEX budget 

and effort.

Reviews in 
EPEX budget 

and effort.

Can be reviewed 
by multiple people 

in EPEX, 
depending on 

school.

Reviews in 
EPEX entire 

packet.

Sends email to 
PAA outlining  

required 
changes.

Makes changes 
as requested.

Approves in 
EPEX routes to 

department next.

Reviews entire 
packet along 
with Cayuse.

To Review 
Process

Routes through 
EPEX and via 
manual email.

No

Revisions?

Revisions?

Yes

Approves and 
sends to school.No

Revisions?

Yes

Approves and 
sends to OSP.No

Routes to PAM 
for final review.
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packet.
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Emails packet to 
PAM.

Reviews all final 
docs prior to 

submission to PI 
for review.

Performs second 
review, prior to 
faculty review.

Revisions.

Revisions?

Reviews packet 
draft.

From 
Documentation 

Process

 Current Process - RAS Pre-Award Review Process

Revisions?

NO

YES

NO

YES

Revisions?

YES

NO

Revisions?

YES

NO

Prepares final 
packet for faculty 
review (Cayuse).

EPEX notifies 
OSP but we 

have to email as 
well.

One final review by 
PI and RAS in 
agency system 

(ERA Commons).
Process 

Complete

OSP submits 
complete reviewed 
packet to agency.
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 Current Process - RAS Pre-Award Just in Time Process

Submits the 
completed 

proposal to the 
Sponsor.

Reviews packet.
If proposal falls into 
a fundable source, 

requests addl 
documentation.

Receives 
request for 

additional info.; 
emails RAS Unit.

Receives 
request from 

OSP.

Forwards 
request to 

additional RAS 
units, if nec.

If previously 
reviewed, pull last 

document from 
shared drive.

Pulls up faculty 
cost distribution 
from HR system 
with allocations.

Converts effort 
percentage into 

calendar month for 
NIH.

Gathers all current and 
proposed direct 

awarded grants from 
Compass and 

compiles.

Prepares document 
in Word for the 

response.

Reviews ERA 
Commons or Cayuse 
for project goals and 
proposed allocations.

Send to faculty for 
review prior to 
submission.

Determines overlap 
for review by 

faculty member.

Reviews 
information and 

submits corrections 
or approval.

Converts Word 
doc to PDF.

Uploads PDF into 
ERA Commons, 

includes IRB.

Notifies OSP to 
review document in 

ERA Commons. 

Reviews doc in 
ERA Commons; 
emails questions 

to PI.

Submits to NIH.

Refers to HR info 
pulled previously 

for actual 
allocations.

Reviews final 
submission, may have 
additional questions or 
clarifications required.

Process repeats 
if necessary.
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 Current Process - RAS Post-Award Initiate SpeedType

Receives notice 
of award / 

renewal from 
Sponsor or OSP.

Receives notice 
of award / 

renewal from 
Sponsor or PI.

Notifies OSP or 
RAS Admin.

Reviews notice of 
award, terms & 

conditions; Emory 
& Sponsor 

compliance reqs.

Renewal: Reviews 
compliance to see 

if anything is 
outdated  (eCOI, 

budget, etc.). 
Sometimes 

requires 
coordination with 

pre-award via 
email.

Approves terms 
and conditions.

Initiates award 
setup in 

Compass.

Compass sends 
award info to 

required 
approvers.

Approves award 
in Compass.

Once approved, 
Compass sends 

award info 
automatically.

Creates award #, 
project(s), 
speedtype 

(eNOA)

Uploaded to 
OnBase.

OnBase Notifies 
RAS, eNOA list 
(pre and post 

award) that award 
is setup.

Reviews eNOA, 
Compass to 

ensure award is 
setup correctly.

Fix info in 
Compass and/or 

eNOA.

Enters ticket in 
Salesforce to notify 
award setup that 
something needs 

fixing.

Sends info to PI.
Sets up meeting 
to review budget 

(or by email).

Answers 
compliance 

questions, if any.

Approver may 
ask questions of 
PI or OSP before 

approving.

Answers 
compliance 

questions, if any.

To Award 
Management

For clinical trials, 
enters info into 

ERMS.

Start

Either can be 
starting point.

Yerkes involves 
additional processes not 
noted here to manage 

NHP billing.
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business days to 
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 Current Process - RAS Post-Award Initial Budget Setup

From Award 
Initiation

Confirms budget, 
personnel, effort, 
contracts, etc., 
clarifies budget 

cuts or changes.

Sends budget to 
PI for 

confirmation.

Sends personnel, 
effort, SpeedType 
to Other RAS unit 

or Post Award 
Admin or CRC.

Reviews packet 
and confirms 
information.

Updates budget 
in Compass 

within 30 days 
for one or more 

projects.

Enters earnings 
distributions and 
retroactive salary 
transfers. (PPS 

HR)

Sets up internal 
documents for 

awards 
management and 

tracking.

To Expense 
Tracking
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 Current Process - RAS Post-Award Expense Tracking

From Award 
Initiation

Receives notification 
of expense through 
workflow or school 
accounts payable 

(email).

After receipt of 
SpeedType, Enters 

orders in Emory 
Express or 
Compass.

Reviews entries 
and documentation 

and approves, 
denies or requests 

info.

Approve

Deny

Request addtl info.

Goes back to 
submitter.

Goes back to PI, PI 
Designate, School 

or RGC, etc.

Goes through 
governing body, 
(procurement, 

controller, etc.).

Governing body 
approves or 

declines.

Governing body 
approves, pays, 

places order, etc.

Waits for item in 
expense ledger.

Parallel process for 
contractor 

expenses or 
Compass pmt 
requests and 

expense reports.

Hold 
for 

budget 
review
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Emory Express

Requests CAS 
exception if 

needed.
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 Current Process - RAS Post-Award Sub Contract Entry

From 
Expense 
Tracking

Compass sends 
automatic approval 

request email.

Enters request in 
Compass with 

subcontractor info 
and documents.

Approves 
subcontractor 

packet. 

Compass sends 
auto email re 

approval.

Receives auto 
notification for 

review.

Reviews 
subcontractor 

documentation; 
sends to Risk 
Assessment.

Reviews and 
assigns risk level 

in Compass.

Enters info in 
Compass re award 
recipient, including 

compliance req.

Facilitate 
execution.

If questions, 
sends back to 

last approver for 
additional info.

Completes PO req 
for subcontract in 
Emory Express 
(purchasing).

Reviews 
questions and 

provides needed 
info.

Uploads docs to 
OnBase when 
documents are 
completed or 

revised.
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Last approver 
can't push back 
to submitter, so 

they coordinating 
with original 
submitter via 

email to update 
record.

Denial of record 
cancels entire 

request, 
requiring a new 

submission.
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 Current Process - RAS Post-Award HR Salary Mgmt

Enters distribution 
in PPS HR.

Contacts dept., 
when necessary, 

for notification 
and/or confirmation 

of changes to 
effort. 

Enters distribution 
in PPS HR. (Could 
be RAS or Dept.)

Start

PAA in review with 
PI identifies effort 
changes needed, 
when necessary 
initiates this step.

HR system does 
not track 

over-the-cap 
expenses, so those 
are maintained in a 

separate 
spreadsheet.
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 Current Process - RAS Post-Award Effort Certification

Off-Page Link
Drops effort forms 

for review into 
Maximus.

Notifies pre 
reviewers via email 

to listservs. 

Logs in to Maximus 
and sees item in 

queue.

Monitors effort 
certification for 

completion via EBI 
or Maximus.

Pre-review in 
Maximus, confirms 

committed vs 
actual effort for key 

personnel.

System sends 
automated email to 

certifiers.

Receives 
notification and 

reviews efforts in 
Maximus.

Item is queue is 
Yours, someone 

else in your unit, or 
another unit (create 
salesforce ticket).

Re-assigns to 
another RAS unit if 
mgr or dir does not 

have rights to 
re-assign.

If correct, certify in 
system, if not notify 
post-award admin 

via email.

Notifies dept and/or 
PIs that 

pre-reviews are 
complete.

Sends email to 
faculty listserv to 

complete 
pre-review effort.

May meet with PI 
prior to pre-review 

to review effort; 
make needed 

corrections via RST 
in Compass as 

needed.

Revised: 6/16/22
RAS Process Flows RedCapSpreadsheetEmail/Word ERMSeCOI SalesforceEPEXCayuseEBIMaximuseNOACompassOnBase

Reviews queue 
and matches to 

labor (EBI).

Follows up with 
RAS units.
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 Current Process - RAS Post-Award EBI Reporting

Off-Page Link
Runs reports as 

needed to 
assess the 
portfolio.

Data from 
Compass, 

reported through 
EBI.

Budget transaction, 
earning dist., 

detailed expenses, 
encumbrance, 

labor transactions. 

Pulls out required info 
to provide financial 

updates and puts into 
Excel manually or 

through linked 
spreadsheet (the Fort).

Fill out summary 
tab with overview 
info., highlight info 

for PI, send via 
email.

Meet with PI if 
requested; 

determine action 
items for follow up.

Manually track 
action items to 

ensure follow up.

Reviews 
spreadsheet.

Reviews Faculty 
Financial 

Summary if 
needed.

Email PI regarding 
follow up items 
(determined by 
indv faculty).

Every 
60 

days.

May meet with 
PI and admin.

Sponsor reports 
provided on 

sponsor specific 
schedule and 

format.

FORT: Financial Outlook 
Reporting Tool. (Does not 
include cost share funds. 

Those require separate EBI 
report for cost share review.

Downloads latest 
template from 
EBI website.

Enters PI EMPLID 
and run report in 

FORT. (Excel with 
data link.)

Reviews list of 
projects from 
FORT; select 

projects needed, 
format project 

summary template.

Pulls detailed 
financial picture for 
project as input into 
Excel spreadsheet, 
reconcile with EBI.
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 Current Process - RAS Post-Award OnBase

Off-Page Link

Central repository of award 
documents, accessed for ongoing 

management of projects.

Documents, eNOA, 
Sub-Contractor agreements, 
financials, compliance, email 

uploads.

Views 
documents in 
OnBase for 

ongoing project 
maintenance.
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 Current Process - RAS Post-Award Clinical Trials Systems

Off-Page Link

Reviews efforts 
and budget.

Sends updates 
with enrollment, 
payment recd, 

outstanding inv., 
etc.

Reviews effort 
and budget with 
PI as needed.

Pediatrics has 
different process.

Makes changes in 
appropriate 
systems as 

required after 
review.

Reviews effort 
and budget with 

RAS team as 
needed.

Enters updated 
info in ERMS.

Prepares billing, 
etc.

ERMS will be 
replaced with 
Oncore and 

EPIC in 2022.

Checks for cash 
received.
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 Current Process - RAS Post-Award External Sponsor Systems

Off-Page Link

Provides info 
through grant 

form to RGC or 
enters into 

external system.

Enters info into 
external system.

Financial reports, carryover request, 
No-cost extension, change of scope, PI 

change, effort change, international 
sub-contractor, etc.
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 Current Process - RAS Post-Award CORES Billing

Off-Page Link

Notices something 
on the budget 
referring to a 

CORE.

Receives bill 
regarding CORE 

services or reviews 
on ledger.

Yerkes has its own process for review of 
our animal billing charges.  This is done in 
collaboration with the Business Office and 

our PI.

Identifies charge 
by account code 
and description.

Animal charge: 
DAR billing 

system.

Non-animal 
expense: contact 
specific CORE 
for more info.

Reviews charge 
with PI or staff to 

determine if charge 
is correct.

Uses FORT tool 
to identify 

outstanding 
charge item.

Monitors charges 
every 30-60 days.
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Systems used varies and 
includes EBI, FORT, 

Compass queries, CORE 
invoices.
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 Current Process - RAS Post-Award Project Closeout

Runs Compass 
queries for 

import into ART.
Pulls data into 

ART.

FSR or FFR or 
Sponsor specific 
determines which 
report is used in 

ART.

Emails to post 
award manager 
or director for 

approval.

Uploads into 
Salesforce; 

submits ticket.

RGC (research 
grants & contracts) 
reviews ticket and 

sends financial 
report to RGC Mgr.

RGC may send 
back to RAS unit to 

send, Enter into 
financial system, or 
email to sponsor.

Central unit 
watches out for 
rejected reports 
from Federal.

Non-Fed 
varies--can go back 
to different people 

depending on 
Sponsor.

Corrections made 
by RAS unit; back 

to start.

Off-Page Link
Runs milestone 

report on all 
awards (Compass).

Identifies projects 
nearing the end of 

their award.

Downloads Excel 
template ART

RGC files FSR with 
Sponsor, if not filed 

by RAS & sends 
RAS copy of 

submitted FSR.

Checks entries to 
submission to 

ensure they match.

Adjusts budget if 
needed to match 

expenses.

Checks 
encumbrances and 

cash.

Determines if 
refund or residual 
balance transfer is 
required. (If RBT 
required, asks PI 
for Speedtype.)

Submits grant form 
to initiate refund or 
residual balance 

transfer.
Process 

ends

Reviews all 
systems to identify 

discrepancy. 

If another team is 
involved, may 

request correction 
or make it.

OR
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RAS unit & PI 
reviews and 

signs-off.
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