INSTRUCTIONS FOR THE elAF

COMPLETING THE FORM AND REQUIRED APPROVALS AND CERTIFICATIONS

ACCESSING A NEW BLANK FORM

From the UK website, click on “link blue.” (Click refers to pressing the mouse button.)
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Link Blue

The University of Kentucky Information Technology
created the term "link blue" to define a directory account
(user id and password) which can be used when
connecting to many campus-wide systems.

Your link blue account is created within a business day of
when, as a student you are accepted, or as an employee
you are entered into payroll. For further information
regarding link blue accounts, visit the

Account Services Site.

Before you can use your account to login to any services,
your account must be activated. New students and
employees can read detailed instructions on activating
your link blue account on the

Activating Your Account wiki page.




The following screen will then appear:
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Welcome to myUK

Use your link blue ID to Sign On to this portal.

Userd| ]
Password [ |

[Swron

William T Young Library

In the “User ID” field, enter your UK link Blue id/alias. (Refer to the APPENDIX if you don’t know your
alias.) In the Password field, enter your Password. (Refer to the APPENDIX if you don’t know your
password.)

Then, left click on the “Sign On” button.

You will then see this screen — although you may see fewer tabs across the top and fewer beach balls on
the screen.
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You are specifically looking for the tab, “Enterprise Services.”
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Left click on the “Enterprise Services” tab.



Once you’ve chosen “Enterprise Services,” most users will need now to choose “Workflow” to bring up
the OSPA Grants PreApproval menu. Left-click on the “Workflow” menu item.

R 1P t Enterprise Services K i
Materials Management | Workflow | UAMS | Financialz | Customer S

Procurement
[ [4]¢]
Detailed Navigation

ml

JKY Web Procurement

If you already know the desired Form #, please enter it below in the Form # textbox and click the
“Continue” button. Otherwise, please use the comboboxes below to narrow your search.

At this screen, depending on your level of access, you may also need to left click on the “OSPA Grants
PreApproval” option at the left to get to the entry screen for a new Internal Approval Form to appear.

|
OSPA Grants PreApproval |
[4]¢] |
I Detailed Navigation |j Open in full window.
= OSPA Grants PreApproval

= Workfiow tems Select saved project to retrieve...
Search:

Internal Approval Form

e-lAF instructions - hitp:fwww research uky edulospaforms html

i dnnntae raaoicnd faldet

You should now be able to see a blank Internal Approval Form (IAF) — the only item filled in will be the
UK link Blue id/alias of the person who’s logged in -- this person’s id will appear in the Principal
Investigator field.



FILLING OUT A BLANK FORM

This form is essentially requesting the same information as the paper IAF with which you’re familiar,
with a couple of additions and with the information requested in a slightly different order.

Those fields with an asterisk are mandatory and you will not be able to submit the form with these items
left blank.

Help is available for specific sections by clicking on the at the far right of each section.

You should complete the form in the order the items are presented. You can, however, use the scroll bar
at the far right to go up and down on the page / on your screen.

As you finish each field, hit tab to go to the next field for entry. You can also move your cursor to the
beginning of the next field you would like to complete.

This form does not have to be fully completed in one sitting. Once you have entered the “Title of
Project” field, it may be saved and retrieved later by you or anyone else. Directions for doing this appear
on page 15 of these instructions.

The form may be prepared by the Principal Investigator or any other individual with myUK access on the
PI’s behalf.

Section 1. Investigator Information

If your cursor has not done so automatically, position it at the beginning of the Principal Investigator
Username field —

1. Investigator Information (
Principal Investigator Usemame:* tar? Get PI Enter the link blue |D that is used to logon to the University Exchange

email system and the myUK portal and then dlick on Get Pl button.

Enter the PI’s UK link Blue id/alias. This is a REQUIRED field.
If the PI’s UK link Blue id/alias already appears, there is no need to re-enter it.

Then, click the “Get P1” button.

1. Investigator Information

- . " tar? Get Pl Enter the link blue ID that is used to logon to the University Exchange
F'I'IHCIDE| Investlgator Usermame:™ SMsiar email system and the myUK portal and then didk on Get Pl button.



You’ll see a red Processing Request statement at the top of the screen and two wheels that spin to show
that this task is running. Wait until this disappears to go to the next step.

|
=] Cpeninfull window. ‘P‘__—_—
= g
Link o fest page Processing Request... %
Select saved project to retrieve.. + Search [

1. Investigator Information

X . . Get Pl Enter the link blue ID that is used to logon to the University Exchange Processing
Principal Investigator Username:* smstar2 email system and the myUK portsl snd then dlick on Get Pl button, v,

an
Request. w~

This has added some information to the form behind the scenes — the only resulting change you will see
on your screen is the addition of the Pl Person ID, the Pl name, the Unit (department) number and name.

Enter the link blue ID that is used to logon to the University Exchange

- } ) "
Principal Investigator LinkBlue ID: smstar2 email system and the myUK portal and then dice on Get Pl button.

Pl Name: Susan Stark Pl Person ID: 11023118 -fffsmm—
Pl Unit: THOOO - College of Medicine ‘

If this unit will not be the responsible unit for this project, there will be an opportunity to select an
alternate responsible unit later in the form.

Enter the Physical location of the proposed activity. Write this as a text field, not a building number.

Physical location of Proposed Activity (Building) "——

If another unit will be responsible for the administration of this project if the grant/sponsored funding is
received, indicate that here by selecting the alternate unit from the drop down list.

Ifthe unit primarily responsible for this proposal is other than the prime department of the PI, specify alternate unit;

B -

These appear in numerical order by department/unit number. If you are not certain of this information,
check with your department/unit administrator or CGO.

It is critically important that the correct responsible unit for the project be identified at this stage. It will
determine the electronic routing flow for the form. If the incorrect unit is selected, then the correct
approvals may not be obtained before the proposal is submitted. If funded, this also determines the
responsible unit for the account management. It is extremely difficult to change this at a future date.



Co-Investigators can now be added. You will need to know the UK link Blue ID for each. (See
APPENDIX if you don’t how to find this.)

Enter the UK User ID for the first Co-Investigator. Then, click “Add Co-1.”

) Add Col Enter the link blue ID that is used to logon to the University Exchange
Co-Investigator: = email system and the myUK portal and then dlick on Add Co-l button.

You will see the same red Processing Request statement at the top of the screen \ and spinning wheels to
show the request is running.

| History, Back

L]
[F] Openinfull window
Link to test page

N
3
Select saved project to retrieve...  Search:

1 Investinatar Infarmation =1

Do not attempt further entry until the red statement has disappeared.

Once processing is completed, you will see the following has been filled in for the Co-Investigator :

Co-Investigator(s)

User Name Department Name Person 1D
Delete jkkurz2 40131 - College Grants Officers Jeffrey K Kurz 00004982
Enter the link blue ID that is used to logon to the University Exchange
Co-Investigator. Add Cod email system and the myUK pertal and then click on Add Co-l button.

You may add additional Co-1’s following these same steps for each. If an error is made, click the
“Delete” option to the left of his/her User Name.

Remember to wait for the red Processing Request statement to disappear before going to the next step.

Section 2. Project Information

Enter the title of the project in this field: This is a REQUIRED field.



2. Project Information

Title of Project* +——-__

This should match what appears on the proposal itself.

Select the sponsoring agency from the drop down box. This is a REQUIRED field.

Sponsoring Agency:* Select -

These appear in alphabetical order. You can also click twice on the drop down arrow on the right, and the
field will be highlighted in blue.

Sponsoring Agency:” -

You can then type in the alpha characters at the beginning of your sponsor’s name, and it will go to that
spot in the overall sponsor list, to save some time scrolling through the entire list.

Be as specific as possible. In most cases, acronyms are not used. Kentucky state agencies appear with a
KY at the beginning.

The final option in the list is “Other” and should only be used if the sponsor does not appear. When you
select “Other,” you’ll see the red Processing Request and wheels again — when they disappear, you’ll see
another field appear, “Other Sponsoring Agency.”

Sponsoring Agency:* Other * (Other Sponsoring Agency:

A

Type in the sponsor name in this field.

Complete the remaining information requested about the sponsor.

Address: Contact: Phana: Fax:

Address should be city, state, zip, and/or email. Phone and fax should include the area code.

From the drop down box, select the appropriate option for the type of deadline.



Sponsoring Agency Deadline: Receipt/Electronic | Deadline Date:* mmiddiyyyy
Receipt/Electronic

3.Proposal / Activity Info | Postmark
Receipt/Paper
Proposal is* Select... Mo specific deadline -

And, insert the deadline date in the format MM/DD/YYYY. This is a REQUIRED field.

Sponsoring Agency Deadline: Receipt/Electronic ~  Deadline Date:* mmiddhyyy

%

When clicking in this field, a calendar option appears which you can use to make the appropriate date
selection. Use the left and right arrows as needed to find the correct date.

Deadline Date:* | mmiddyyy
4 March, 2011 3
Su Mo Tu We Th Fr Sa
27 28 1 2 3 4 5
3] 7 8 9 10 11 12
13 14 15 18 17 13 19
20 21 22 23 24 25 26
27 28 29 30 31 1 2
3 4 5 3] 7 8 g

il Activity Informatio

Today: March 7, 2011

If you selected, “No specific deadline,” then enter “N/A” in the “Deadline Date” field.

Section 3. Proposal / Activity Info

Five options appear in a drop down box for the next item to be entered, “Proposal is.” This is a
REQUIRED selection.



3. Proposal [ Activity Info

Proposal is* Select... -
N Mew .
. S . -
Activity is: Competing Renewal tion:
Moncompeting Renewal or Continuation of Project
4. Project IniSupplemental

Does this prol»esponse to RFP/RFQ
Make your selection by clicking on the appropriate option.
Remember to refer to the on the right of the form for further assistance with this section.

If you select “Noncompeting Renewal or Continuation of Project,” after the red Processing Request and
spinning wheels have disappeared, another field will appear:

3. Proposal ! Activity Info

Proposal is* Moncompeting Renewal or Continuation of Project +  acct \

In the “Acct:” field, enter the 10-digit WBS element number (UK’s grant account number) for the project
that is being renewed/continued.

If you select “Response to RFP/RFQ,” after the red Processing Request and turning wheels have
disappeared, another field will appear:

3. Proposal / Activity Info

iR Nl Response to RFF/RFQ v RFPIRFQ# ‘_\

Enter the RFP/RFQ number to which you are applying.

The next item also offers a drop down box with eight options to select from: This is a REQUIRED
selection.
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Activity is:* Select... -

4 Projeciesearch
" |Instruction/Training
Does this | pyplic Senice 2
H Conference
UM Equipment Request a

Patient Senice
International Development

Anims
i Multipurpose/Other a

Click on the most appropriate activity type. Once you make a selection, you’ll then see the red
Processing Request statement and spinning wheels.

SponsoringAgenwDeadline:|Receipt.-“EIectrnnic j Deadline Date®

3. Proposal / Activity Info

Processing

Proposalis:*lNew j avs,
Request. %

Activity is:* [{p{sE=E0] Additional.ﬂ\ctivityInformation:I 'I

If you have selected the options “Research” or “Instruction/Training,” a second drop box will appear to
provide “Additional Activity Information.” This is a REQUIRED selection.

For Research, you’ll see:

Additional Activity Information:* Select. .. -

Applied Research
Basic Research
Clinical Research

And, for Instruction/Training, these options will appear:

Additional Activity Information:*  Select. . -

Undergraduate
Graduate

Postdoctoral Fellowship
Continuing Education

11



Select the most appropriate designation for your project. Refer to the help for more information.

If you selected Research or Instruction/Training as “Activity is,” then a response is required to the
secondary question, “Additional Activity Information.”

Section 4. Project Information

All the questions in this section must be answered. Any “yes” response requires the fields immediately
following it to be completed also, or possibly an approval letter to be attached to the form. (For direction
on attaching materials to the form, please see page 22 of these instructions.)

Dates must be provided in MM/DD/YYYY format. A calendar will appear to assist with this entry.

Refer to the for further details.

Affirmative responses to questions 2 through 5 require a short narrative explanation in the box to the right
of the question.

Question 7. is new and has been added at the request of the Provost. UK would benefit from being able to
determine the number, scope, and nature of projects that involve engaged research and application,
meaning activity conducted with one or more partners not affiliated with UK or postsecondary education.
Checking this box will allow review of projects involving such partner(s). In the text box identify the
non-academic partner(s).

7. Will this activity be conducted with at least one external non-academic Yes O No Ifyes, explain:
partner outside of UK and academia?®

KN

Section 5. Key Words

This section will assist in maintaining a database of projects based on subject area to assist faculty in
finding collaborators with similar interests at the University. List five key words not contained in the title
of the project and/or select any areas which describe it by clicking on the relevant boxes.

12



Section 6. Budget

In the Current Budget Period, From and To, note the first project period start and end dates, in
MM/DD/YYYY format. Calendars will appear to assist with this entry. The current period request should
include all funds requested from the sponsor for first budget/project period. Use whole dollar amounts
only, no commas or decimal points, and no zeros for cents.

6. Budget

Current Budget Period:  From (mmiddiyyyy) To (mmiddiyyyy)  Current Period Request §

In the Total Project Period, From and To, note the complete project period start and end dates, in
MM/DD/YYYY format. Calendars will appear to assist with this entry. Total period request should
include all funds requested from the sponsor for the entire project period. Use whole dollar amounts only,
no commas or decimal points, and no zeros for cents.

Total Project Period:  From (mmiddyyyy) To (mmiddiyyyy) Total Period Request  §

7. Proposal Budget Summary

This should be a summary of the entire budget to be submitted to the sponsor. Completion of this section
is REQUIRED. Please note that a detailed budget will need to be attached before the 1AF is routed to the

2
PI’s Chair for certification. Refer to the for further information.

In this section, enter figures in whole dollars only: no commas, no decimal points, no zeros for cents.

The cursor will first appear in the Sponsor column, Personnel line. As figures are entered, the lines will
calculate and subtotal across and down, and — shaded in green — an overall total will calculate in the
Total/TOTAL field.

13



7. Proposal Budget Summary *

Sponsaor ‘/ University ‘/ Total /
Personnel 5 100,000 $-!h:l:l 5 105,000 -

Travel 50 30 50
Equipment 50 50 50
Other Direct Costs 50 30 50
Facilities & Administrative g 0 §0 50
TOTAL 5 100,000 $5.000 $_A/

Enter the total Personnel costs to be requested from the Sponsor. Press tab and the cursor will move to
the University column. This column is for any cost shared costs — those not paid by the sponsor. Enter a
figure as appropriate.

Since the line subtotals across automatically, when you press tab again, the cursor will move to the
Sponsor column, Travel line.

Enter the appropriate figures in the remaining sections of the form.

You CANNOT enter figures in any of the row or column “total” fields. These calculate automatically and
you should not attempt to change these.

If any amount appears in the University column for “Personnel,” “Travel,” “Equipment,” or “Other Direct
Costs,” you must provide a narrative explanation of the reason for the cost share in the field below the
Budget Summary section and attach a copy of the sponsor’s policy stating a cost share requirement.

Please note the next field also asks that you provide a specific source of the University funds to cover this
cost share commitment. You should provide a departmental cost center or a department account number
in this space. If you are unsure of the correct number, you should contact your Business Officer.

If any amounts appear in the "University” column, explain why you are not requesting the sponsor to cover the full cost ofthe project. Attach commitment letters if applicable. Ifthe
sponsor will not pay full Facilities & Administrative costs attach a copy of their written policy.

Indicate the specific source of any University funds to be used to conduct this project.

14



If the only field in the University column with an entry is “Facilities and Administrative,” then you must
provide an explanation of the reason for this in the field below the Budget Summary section and attach a
copy of the sponsor’s policy limiting F&A to an amount less than what is allowed per the University’s
federally-negotiated indirect cost rate agreement. Please then enter “N/A” in the next field asking for the
specific source of the University funds to cover this cost share commitment.

8. Enrichment Award

To allocate any enrichment funds expected from the project if funded, provide the appropriate
department/unit numbers and the percentage of the funds each should receive. These percentages will
sum automatically, and should total 100%. You can enter figures using up to two decimal places.

Delete Dept/Unit Percent
L4 | Deptiunit# Select... |0 %
T4 | Deptiunit# Select... ~ |0 %
14 | DeptiUnit# Select... ~ 0 %
14 | DeptiUnit# Select... |0 %
T4 | DeptiUnit# Select... ~ 0 %

S Total %: (L

If you need to allocate the funds across more than 5 departments/units, click “Add Line” to enter another
department/unit and its percentage of the allocation. You may add as many additional lines as needed.

SAVING AN INCOMPLETE INTERNAL APPROVAL FORM TO BE COMPLETED AND
SUBMITTED LATER

At any point after filling in the “Title of Project” field, a partially-completed form may be saved for
completion later or for completion by another person.

This “save” feature allows one person to begin an Internal Approval Form and another person to complete
it or submit it. Only the title of the project is needed for anyone to bring up an unsubmitted Internal
Approval Form and complete it.

15



To save, scroll to the bottom of the Internal Approval Form, and click on the “Save” button:

8. Enrichment Award
Delete
A portion of the Facilities & Administrative (F&A)cost revenue thatis actually received is ) _
returned directly to the paricipating units. At right indicate the proportion of the total to be 14 DeptUnit#: I Select..
allocated to each department or centerfinstitute. Percentages should reflect the relative ) _
contributions{investigator time, facilities, etc.) of each unit involved. I DEDUUHIT#ZISE|ECt--
See the Research Website for more information. L DEDUUﬂiT#ZISE|ECt--
I Deptl'Unit#:ISE|ECt--
I DepUUnit#:ISE|ECt..
Add Line

Submit | Save| .

You may now either continue working on this form, or stop the process for resumption later.

In order to retrieve a saved form, upon next entering the system, follow instructions for ACCESSING A
NEW BLANK FORM (see page 5). Once the new, blank form is displayed on the screen, go to the upper
right-hand corner and find the drop down box marked, “Select saved project to retrieve.”

Select saved project to retrieve__

Search:

m

[ B T ——

Left-clicking on the downward facing arrow in this box will bring up a list of the titles of all saved and
unsubmitted forms (yours and others’ forms) from across the University. Note: once a form is
successfully submitted, it disappears from this list of saved projects.
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| History, bBack rorward |5

Open in full window. 4

Select saved project to retrieve...
project to retrieve. ..
"Relationship of Cardiovascular Disease, COPD, and Mortality in NHAMES Il Follow-up Data
“Implementation of Evidenced-Based Practices for
|nterna| Ap [ A Multi-Center.Randomized, Placebo-Controlled. Double-Blind, Study to Confirm the Reversa
Advancing Health Communication Research Through the KCHC-DCHC Conference Series
An EEG Based Brain-Computer Interface for Assistive Architectural Design
e—IAFlnstrucﬂons—Sﬁ:;u:]‘gw;‘.z Appalachian Rural Dental Education Program
(MOTE: Please do not use the BACKSPACE key when correcting data in non-text fields EU?” Delisle
1. Investigator Information itizen Volunteer Pest Survey
Common State Standards for Social Studies

Enter the: i -
Principal Investioator LinkBlug ID:* smstar2 Get PI e = . DCA Lab Expansion Project

Highlight the title of the form you wish to retrieve and click the button marked “Get.”

] sy 4 Udun
i
] Openin full window.

Pre-doctoral Training in Primary Care

Search:

Internal Approval Form

e-IAF instructions - hitp:ifwww . research uky.edufospalforms. html
(* denotes required fields)

fMIATE: Dlanca dn natiea tha DA CDACE bav uhan carrnctinn dats in nan favt finlde ae v il nouinatn auem fram thic nnan Dlanea iea tha NED ETE bavin nan tawt falde |

After a pause for processing, the previously-saved Internal Approval Form will appear, and can be
finished and submitted, or saved a second time for submission later.

Each time a saved form is retrieved, the Get PI button must be pressed again—even if the “Get PI”” button
had been pressed before the form was saved, and the Pl name appears at the top of the form. If this step is
omitted, you will be reminded by an error message upon submission.

1. Investigator Information 7

- . Enter the link blue 1D that is used to logon to the University Exchange
Principal Investigator Username:* IJKKUFZ2 Get PI

=il system and the myUK portal and then didkon Get Pl button.
Pl Mame: Jeffrey K Kurz Pl Email:*l

*
PlPerson D

SUBMITTING A COMPLETED INTERNAL APPROVAL FORM

Once the Internal Approval is complete, the form must be submitted before the Principal Investigator may
complete his or her certification and before any attachments (the proposal announcement, the budget, the
budget justification, etc.) can be uploaded to accompany the form as it moves through the work flow
approval process.
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To submit, scroll to the bottom of the form. There you will find a button marked, “Submit.” The form
may be submitted by the Principal Investigator or any individual so designated by the Principal
Investigator with myUK access.

A portion of the Facilities & Administrative (F&4)cost revenue that is

actually received is returned directly to the participating units. At right DeptUnit & I Select...
indicate the proportion of the total to be allocated to each department or

centerfinstitute. Percentages should reflect the relative contributions DeptUnit & I Select...

I
I
(investigator time, facilities, etc.) of each unitinvalved. X | Deptunit# Im
16
I

Seethe Eesearch Website for maore information.
Dept/Unit # | Select...

Dept/Unit #: | Select...

Add Line

Submit Save

Clicking this button will cause the form to begin processing and one of two things will result: 1) the form
will be successfully submitted and a Notification Number will be assigned to it; or 2) error messages will
be generated to point out those fields on the form which are preventing successful submission.

If the form is submitted successfully, a message stating that and a Notification Number will appear at
the top of the form:

Launch Pad ESS Testers - WDESS  Emplovee Self-Service  Student Services  Student Administration  Financial Aid View of Student NN myUK  Faculty Services = myReports
Materials Management | Workflow | UAMS | Financialz | Customer Service Center

OSPA Grants PreApproval

Open in full window.
Link to test page

Document Submitted Successfully. ‘——

Notification number: 003000000459 e

Select saved project to retrieve j Search:l

o ) I g Cetp | Enter the link blue ID that is used 1o logen to the University Exchange
rincipal Investigator Username:™ || <HUrz= =mail system snd the myUK portsl and then didk on Gt Pl button

1. Investigator Information
’;

PLEASE KEEP THE NOTIFICATION NUMBER. This number will be essential for retrieving a copy of
this submitted Internal Approval Form from the system later.
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If the form is submitted unsuccessfully (for instance, a required field is left blank or the “Get PI” button
had not been clicked), then all errors in the form will be enumerated at the top of the form, and the fields
in the form corresponding to these errors will be marked with a red asterisk. Below are the error
messages which appear when submitting a completely blank form; this illustrates the type of messages
that may appear:

lz | Customer Sen

OSPA Grants PreApproval
E
Open in full window.

Linkto test page
Pl ernail is required.

Title is required.
Sponsoring Agency Required
Sponsor Deadline Date Required
Activity is required.

Activity type is required.

Research type is required.

Human Subject Involvement Required.
Animal Subject Invalverment Required.
Biohazard Invalvement Required.
Radioactive Involvement Required.
Equipment Required?

Space Required?

Maon UK Space Required?
Renovations Required?

Cwerload Required?

Consultant Required?

Clinical Research Info Required
External Mon-academic Info Required
Total is required in Froposal Budget Summary section

1. Investigator Information

=
Principal Investigator Username:* Get Pl | 3

19



Each of these red error messages corresponds to a red asterisk which appears simultaneously within the
form itself next to the field that requires attention. These red asterisks are larger than the black asterisks
that denote a required field. For example, notice the red asterisks here next to these unanswered
guestions:

Will this project require any of the following?

1. Purchase of Additional Equipment?*  »~ ves  No *

IfYes, federal guidelines A-110 require the screening of University inventary for availability of existing equipment before requesting th

2. Additional University Space?* Yes O po * Ifyes, explain:

Will any part of the project e conducted in non-University facilities?* ¢ ves T np * Ifyes, explain:

3. Alterations or Renaovations of Existing Facilities?* ¢ ves O Ng * Ifyes, explain:

4. Faculty or Staff Overload? ves (o * Ifyes, explain:

5. Subrecipient or Qutside Consultants?* ves (o * Ifyes, explain:

6. Clinical Research Development and Operations Center (CR-DOC, GCRCUKCRO) & Ves T pp *
Resources?*

7. Will this activity be conducted with at least one external non-academic parner outside ves (o *
of UK and academia?*

Our recommendation is to save the submitted Internal Approval Form locally as an Adobe/pdf file (via
the print option available on your computer).

In order to retrieve a submitted Internal Approval Form, have your Notification Number ready. Open a
new Internal Approval Form. Do not enter any of the fields in this new form, but do enter your
Notification Number (including the two leading zeroes) in the box marked “Search” in the upper right-
hand corner of the form:

20



Select saved project to retrieve. ..

Search: Get| |New

After entering the Notification Number, then, left click the button marked “Get” just to the right of the
search box. A “processing” icon will appear and then the Internal Approval Form associated with that
Notification Number will populate the fields on the blank form.

This method of retrieval is only available to view a submitted form. No changes can be made to the form
after it is submitted except by your CGO.

E-MAIL NOTIFICATIONS TO SIGNATORIES OF A SUBMITTED INTERNAL
APPROVAL FORM

Once the Internal Approval Form is successfully submitted, an email notification goes out from “Batch
User” to the University of Kentucky parties who are responsible for certifying or approving it. The first
email will go to whomever submitted the form. It is important that you work with your IT department if
emails sent to you about the Internal Approval Form are ending up in your Junk E-mail folder.
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If the person submitting was the Principal Investigator, then this email will read:

Email notification — example of a Pl notice

From: Batch User [mailto:wfbatch@email.uky.edu]
Sent: Sunday, June 26, 2811 3:43 PM

To: Hagan, Rhonda

Subject: Internal Approval Form -- action required

An Internal Approval Form titled ‘Analysis of Algebra Problems® to Sponsoring Agency National Science Foundation
by PI Rhonda C Hagan is waiting for you for review, addition of any needed attachments and certification/approval.
The notification number associated with the e-IAF is 002006000940,

Attach the following documents under 'manage attachments’ in workflow that apply to your submission.

Budget

Budget Justification

Abstract

Sponsor guidelines if cost sharing is required, salary or FEA is limited or any other sponsor restrictions
IACUC and IRB approval letter, if applicable.

After logging into the "myUK’ portal, select the Enterprise Services tab, then the Workflow tab and finally the
Workflow Items link

on the left.

Click Here to Login to myUK (https://myUK.uky.edu/irj/portal).

For more detailed instructions about accessing the e-IAF through the myUK portal click on the following link:
http://www,research, uky.edu/ospa/forms. html.

If you have any questions, please contact your College Grants Officer. If you have no CGO, contact your Research
Administrator.

This email was produced from an automated process.
Do not reply to this email as this address is not monitored.

If another person submitted/created the el AF, then the email will read as follows:
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Email notification — example of a ‘Creator’ notice

From: Batch User [mailto:wfbatch@email.uky.edu]
Sent: Sunday, June 26, 2811 4:82 PM

To: Hagan, Rhonda

Subject: Internal Approval Form -- action required

An Internal Approval Form titled 'Analysis of Algebra Problems II' to Sponsoring Agency National Science
Foundation has been submitted by Principal Investigator Deborah K Davis. The notification number for this e-IAF
is @83080000924.

Attach the following documents under "manage attachments' in workflow that apply to your submission.

Budget

Budget Justification

Abstract

Sponsor guidelines if cost sharing is required, salary or F&A is limited or any other sponsor restrictions
IACUC and IRB approval letter, if applicable

Click Here to Login to myUK (https://myUK.uky.edu/irj/portal).

After you have attached the applicable documents and verified data in workflow, workflow will then proceed to the
PI for certification.

This email was produced from an automated process.
Do not reply to this email as this address is not monitored.

Because of the importance of the act of verifying, approving, and/or certifying this form, depending on
the individual’s role in the process, emails will be sent to remind the person being notified to respond to
the directions printed in the email message.

The email to the P1 will be sent immediately upon submission. If no action is taken, he/she will receive a
reminder email 6 hours later. The process is the same for the Co-I(s).

Others needing to certify will receive an initial email when the work flow routes it to him/her for action.
This person will also receive a reminder at 6 hours if it still has not been certified. If at 24 hours no action
has been taken, the email will be sent to the individual’s delegate for action.

Delegates are only a possible option for chairs, center directors, and ADRs. Pls and Co-Is cannot
delegate their certification responsibility.

ATTACHING SUPPORTING DOCUMENTS TO AND REMOVING THEM FROM A
SUBMITTED INTERNAL APPROVAL FORM

Once the notice-to-approve (by the submitter/creator) or certify (by the Principal Investigator) email is
received, the recipient of the email then has the power to attach supporting documents to the Internal
Approval Form. These documents will then travel with the Form throughout the rest of its routing at the
University of Kentucky.
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These documents, then, should be attached as early in the approval process as possible—preferably at the
Principal Investigator certification stage or shortly thereafter. Required supporting documentation
includes the following:

1) the project abstract;
2) the detailed budget;
3) the budget justification;

4) the program announcement if there are any sponsor-imposed limitation on Facilities and
Administrative or required cost share;

5) documentation of third-party cost-share commitments if applicable; and

6) IRB or IACUC certification if applicable and available.

Note: once a document is uploaded to accompany an Internal Approval Form, it may be deleted or
modified by only the person who uploaded it.

Documentation must be attached to the Internal Approval Form from the Workflow screen BEFORE
certifying or approving. You can do this by following these steps.

Once you receive a certification email, log into SAP using your UK link Blue id and password.

Choose the “Enterprise Services” tab.

Good morning Susan

n B ey SicwTesters | myUK | iRIS Launch Pad

OSPA Grants PreApproval

' Loading
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Choose “Workflow.”

|f| Cpen in full window.
Linktotest page

Choose “Workflow Items.”

O5PA Grants PreApproval

Japer A

| Detailed Navigation [T] Openin full window.
- OSPA Grants PreApprova Hnklofestpage

L] Wnrtﬂnwlems‘_
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Either double-click on the Subject of the task (i.e., Internal Approval Form) in workflow to openitina
window of its own;

p— L 1=]
Show: [New and In Progress Tasks (3/3)[=][Al [=] Show Filters Hide Preview =
Eight score, Sponsor: 1000300001, Pl Jeffrey K Kurz = Kurz, Jeffrey Mar 9, 2011 Normal Mar 9, 2011 New
Let's Try Again. Sponsor: 1000400967, PI: Rita A Booth = Booth, Rita Mar 8, 2011 Normal New
Testing. Sponsor: Abbott 0. Pl: Rita A Booth 5 Booth, Rita Mar 10, 2011 Normal New

HI
a
|

[~ - ]I=]

or choose it by left-clicking once to the left of the Subject of the task and scrolling down to see the
details.

([ ]=]

Show: [New and In Frogress Tasks (3/3)[=|[Al =] Show Filters Hide Preview =

Eign score. Sponsor: 1000300001, PI- Jeffrey K Kurz = Kurz, Jeffrey Mar 9, 2011 Normal Mar 9, 2011 New
Testing. Sponsor: Abbott Laborato. Pl Rita A Booth = Booth, Rita Mar 10, 2011 Normal New

b e

5

Let's Try Again, Sponsor: 1000400967, Pl: Rita A Booth You can also:
Sent:  Mar 8. 2011 by Booth, Rita Priority: MNormal Manage Attachments
Status: New View History

Notification Number: 3000000458,
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Once you have selected the task (Internal Approval Form), you will find to the right of the Notification
Number a link entitled “Manage Attachments.”

You can also:

Priority:  Mormal Manage Attachments
View History

Let's Try Again, Sponsor: 1000400967, PIl: Rita A Booth

Sent:  Yesterday by Booth, Rita
Status: New

Motification Mumber: 3000000458,

Left-clicking on “Manage Attachments” opens a window that allows you to browse and then upload the
files of your choice.

First, click Browse:

| History, Back Forward

Task

Manage Attachments: Let's Try Again, Sponsor: 1000400967, PI: Rita A Booth
You can remove existing attachments here or upload more files

_m your file system. Then choose "Upload”.
: Upload
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Then, choose a file from your computer to upload by highlighting it and then clicking “Open”:

Chooze file el
Loak in: IE:j by Documnents j - =% ER-

) Bluetoath Exchange Folder
) Costich, 3042104559 files

) PureEdge

"1 Shaglt Catalog

hﬂ ~$GPwitDizzertationdpplGuidelines10-11 8-12-09.docx

B8 ~4/ING AM INCOMPLETE INTERMAL APPROWAL FORM.dac
g 2 i 2 Revized Rucker B21 Aging PA-10-015 [2]. pdf

by Computer el budget s
Sl K ond Revised 2-14-11 Zanjani_MB.xkx

ty Documents

o B

- |
[wpe: b icrom
Jate b adifier

. iize: 162 bub
w | -
RS  File name: I"WING AMOIMCOMPLETE IMTERMAL .-’-'-.F'F'j
Filez of type: I,-’:-.II Files [*.7] j Cancel |
g

Then choose “Upload™:

Manage Attachments: Let's Try Again, Sponsor: 1000400967, PI: Rita A Booth
You can remove existing attachments here or upload more files

To upload an attachment, choose "Browse” and select the file from your file system. Then choose "Upload”.

iC-\Documents and Settings\kkurz2\My Documents\2r| Browse... : | Upload |=
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The file(s) you have uploaded will now be attached to the Internal Approval Form as it continues its
routing.

Only the person uploading an attachment may remove the attachment.
To remove an attachment:

Click on “Manage Attachments.”

Let's Try Again, Sponsor: 1000400967, PI: Rita A Booth

Sent:  Yesterday by Booth, Rita Priority: Mormal
Status: Mew

Notification Number: 3000000458.

You can also:

View History

You will then see a screen which shows all attachments:

Task | History, Back Forward
¥
Manage Attachments: Let's Try Again, Sponsor: 1000400967, PL: Rita A Booth

You can remove existing attachments here or upload more files
Remove

(=1=1- - 1=1=]

To upload an attachment, choose "Browse” and select the file from your file system. Then choose "Upload”.
| | Browse.. |[Upload]
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Choose the attachment to delete by clicking the box just to the left of its title, and then clicking
“Remove.”

Task | History, Back Forward |S
¥
Manage Attachments: Let's Try Again, Sponsor: 1000400967, Pl: Rita A Booth

You can remove existing attachments here or upload more files

=1=]- -1=1=

To upload an attachment, choose "Browse" and select the file from your file system. Then choose "Upload”.
| | Browse.. | [Upload|

You will then receive a confirmation asking, “Do you really want to remove this attachment?” Upon
answering that question “yes,” the attachment will disappear.

30




THE E-IAF CERTIFICATION PROCESS

If the PI attached items to the el AF following the instructions in the previous section, please proceed to
Page 35 and follow the instructions to “Display Form” and “Principal Investigator Certification.”

If someone other than the PI created/submitted the form, the Faculty/staff member with the PI role
receives the e-mail below from “Batch User.”

Email notification — example of a Pl notice

From: Batch User [mailto:wfbatch@email.uky.edu]
Sent: Sunday, May 15, 2011 2:31 PM

To: Hagan, Rhonda

Subject: Internal Approval Form -- action required

An Internal Approval Form titled TEST May 14 to Sponsoring Agency AAA Foundation for Traffic Safety is waiting for
you for review and certification/approval. The notification number associated with the e-IAF is @@3eeeeooscdd.

After logging into the 'myUK' portal, select the Enterprise Services tab, then the Workflow tab and finally the
Workflow Items link on the left.

Click Here to Login to myUK (https://myUK.uky.edu/irj/portal).

For more detailed instructions about accessing the e-IAF through the myUK portal click on the following link:
http://www.research.uky.edu/ospa/forms.html.

If you have any questions, please contact your College Grants Officer. If you have no (GO, contact your Research
Administrator.

This email was produced from an automated process.
Do not reply to this email as this address is not monitored.

The PI clicks on the link in the email which opens the myUK login screen. If he/she is already logged
into myUK, the link will automatically take him/her to the IRIS Launch Pad, which is second screen print
below.
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The PI logs into myUK using his/her link Blue id and password and clicking the “Sign On” button.

UMIVERSITY OF

KENTUCKY

Welcome to myUK

Use your link blue |D to Sign On to this portal.

—fp UserID | |
_—. Password | |

Sign On

Maxwell Place

The PI chooses “Enterprise Services” tab from the first screen that appears upon logging into myUK.
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Good evening Sign Off

Launch Pad
IRIS Systems

IRIS Systems | History, Back Forward
|
I Related Links [=] IRIS Launch Pad IRIS News | |
+  Active Directory Accounts From here you can select a system to launch. / -
« IRIS Training March 4
+ myHelp - February Month End
: RIS Project N RIS ‘ BW Web Reporting February Month End completed last night but
+ Campus Management BW is not completely updated for month end
- Facutty Effort System ) until March 5.
+ Grants M BW BEx Reporting If you have any questions, please contact
+ Human A Dale Austin.
- Training Sandbox SEEEERE
. w “_MW “ IES Not Supported
BW Developer The University of Kentucky's Enterprise
Application Group recommends users not
upgrade to Microsoft’s Internet Explorer (IE) 9.
BPS Budget Prep
IE 9 is still in beta test and until SAP has
been fully tested on the new browser, it will
- not be supported. The Enterprise Application —
Financial Aid - ProSAl Group will continue to monitor the release of

the production version of IE 9 and will
announce full support once it has been
certified to work with SAP.

e¢C o

b FESClient February 1
2010 W2 TAX FORMS
RIS T, L Pad The University of Kentucky has mailed 2010
£5Mm =ogan e W2 forms on Monday, January 24, 2011
— through Friday, January 28. 2011. Current =
Trainina | nnnn Pad

The PI then chooses “Workflow.”

Note: A blank Internal Approval Form will appear after you click on workflow; however, this is NOT the
IAF requiring certification.

Good evening

Enterprise Services

‘OSPA Grants PreApproval | History, Back Forward
1
I Detailed Navigation

a

Open in full window
Link to test page

|Select saved project to retrieve. .. j Search | Get
New
1. Investigator Information 7
prncial inestgalo Usemames[ | [JGBIBII| Syt e eio vt sttt ety St
PlIMame: PlEmail™ Pl Person ID
Pl Unit:

Physical lacation of Proposed Activity (Building)

If the unit primarily respensible for this proposal is other than the prime department of the PI, specify alternate unit

Select... j
Enter the link Slus D that is us=S to logar to the University Exchangs
Co-Investigator. Add Co-l | =mail system and the myUK portsl snd then dick on Add Co-l button
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The PI then chooses “Workflow items.”

Materialzs Management | Workflow | U

OS5PA Grants PreApproval
0

I Detailed Navigation =
. EPAETREER :

« Workflow ftems

The PI chooses the internal approval form in his/her “Tasks” that requires certification by clicking on the
line. That line will then be highlighted in yellow and will be available for viewing by scrolling down.
You can also double click on the line and the information will appear in another window.

UK
my g Good afternoon Susan

Sign Off

| Enterprise Services

Financials | Workfl

=3

Workflow Items | History, Back Forward [

fyMems © ftems on Behalf 1|+ T Al kems

I Detailed Navigation = Workon: ©
it -~

+ DSPA Grants FreApproval

+ Workflow ltems. Tasks (4/4) 8
Show: [New and In Progress Tasks (4/4) [~ [Al = Show Filters Hide F
Subject ! From ‘Sett  Prioity * 0 Due S
Steps To Educat, Sponsor: Doris Duke Char, PI: Charles T. Marshall , | Marshall, Charles T Aug8,2011 Normal | 4 Aug8,2011 N
r Ceramide and ac, Sponsor: National Instit, l-:'\: Mariana leuluva—Kman‘a hian = | Nikolova-} i Mariana Aui] 1‘I.K. 2011 | Normal | 4 Au‘g-ﬂi, 2011 | N
j UK Morth Fork V. Sponsor: Health Resource, PI- Joe Kingery =, | Kingery, Joe E i Aug 24, 2011 | Normal | 3  Aug 24, 2011 | .N
_’_I -Ru\e uf.FUé.m. énoﬂsun .Natiuﬂal.\ﬂstit F'I:”Hé\ﬁiﬂq Zhus :.i’uny. Ra&hel i Aug 26, iO-11 N‘orrmii 2- .A.ug 27, id11 =.N
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—_—

PI then opens the IAF by clicking found at the bottom of the screen. The PI will
review the 1AF.

The abstract, detailed budget, budget justification, and any pages from the sponsor guidelines that limit or
restrict F&A and any cost sharing requirements must be attached to the Internal Approval Form. (Refer
to page 23 for the instructions on how to add attachments.)

Attachment file names will also appear at the bottom of the screen and can be accessed by clicking on the
title of each.

Attachments

Type Title

BudgetJustification2012 pdf by Marshall Charles T (FOF 16 KB)

&) 2012-2014 budget for Summer Camp Updated-0711 xlsx by Marshall T(¥LS 18 KB
=] CREHSS Budget Attachment xlsx by Marshall. Charles T (XL.S 46 KB)

STEPS Abstract pdf by Marshall Charles T (POF 26 KEH‘ "‘

In some cases, the file may have to be saved before it can be viewed.

If all items are acceptable, the PI reads the certification statement and clicks on bar that reads, “Principal
Investigator Certification.”

| Principal Investigator Certification |

If unacceptable, the PI closes internal approval form and contacts CGO.

After the PI certifies, the internal approval form will be forwarded to the PI’s College Grants Officer, and
then it will be forwarded to the Co-Is. Next, it will be forwarded to the Chairs, then to the Co-Is’ CGOs,
and then it will be forwarded to the Deans/ADRSs.

The same steps as noted for the PI will also be completed by Pl College Grants Officer, Co-Is, Co-Is’
College Grants Officer(s), Chair(s) and Dean(s).
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CGO approval button

I |
[ Review and APPROVAL by CGO for Pl Prime Assignment ||

Chair/Center Director certification button

| Chair/Center Director Certification |

ADR/Dean/Center Director approval button

| ADRIDean/Ctr Director Approval |

If no action is taken by PI, CGO, Co-I, Chair, or Dean/ADR, a reminder email will appear 6 hours later
(Below is an example of an e-mail reminder). At the 24 hour mark, an email reminder to the Chair or
Dean/ADR is also sent to the delegate for his/her action. Only one person needs to execute the required
action at each level.

----- Original Message-----

From: Batch User [mailto:wfbatchi@email.uky.edu]
Sent: Thursday, January 13, 2811 2:21 PM

To: Hagan, Rhonda

Subject: Reminder to complete IAF Certification

This is a reminder that an Internal Approval Form for proposal Management of Work Stress, to
Sponsoring Agency &BUS7851.IAF_SPONSOR_AGENCY&, submitted by PI awaits your certification in the myUK
portal (https://myUK.uky.edu).

This email was produced from an automated process.
Do not reply to this email as this address is not monitored.

After the Internal Approval Form Certifications are completed, both the Pl and OSPA will receive an
email. Below is an example of the email OSPA receives.
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----- Original Message-----

From: Batch User [mailto:wfbatch@email.uky.edu]

Sent: Tuesday, August 16, 2811 2:27 PM

To: OSPA

Subject: Internal Approval Form Certification Completed

All certifications for the Internal Approval form 'CAREER: Integration of Sustainability and Process Systems Engineering for the De’,
Sponsoring Agency National Science Foundation, submitted by Jeffrey Seay have been completed. The associated notification number is
0830088601365,

To import into the OSPA database please click on the link below:
http://www.research.uky.edu/aspnet/vsprojects/iaf/getiaf.aspx?iaf file=IAF SHA%8 BO30HEB8L1365 28118816 142656.

This email was produced from an automated process.
Do not reply to this email as this address is not monitored.
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APPENDIX
How to find your Link Blue ID/alias.

You can find this via the Outlook address book.

From your Outlook Inbox, click on “New ltems.”

Home | Folder -
I Ignore 3 o E = 2 Meeting [23 Inbox 5 Ta Manager - _hﬂj ay @ @
:L'J . x g - (&4 Team E-mail « Done U

%= Clean Up ~
Mew Delete Reply Reply Forward = Move Rules OneMote  Unread;
E rnall i &J’unk = all % More = | & Reply & Delete 2 Create New = e = Read

New Delete | Respond Cuick Steps (1

Move |

4 Fayorites
EE Inbox
E Sent Items
{3 Deleted Items (1)

'|Q| O |LEI| From Subject

4 Date: Today

Next, click on “E-mail message.”

W
W | T,
T Ignore x 1 ) a a Meeting |[3 Inbox Q To Manager
v IM ™ éﬁ Team E-mail v" Done

f= Clean Up -

Ertl;:r | &Junkv Delete Reply Reply Forward % Mg a Reply & Delete :3 L —
NE 39  E-mail Message L| Respond Quick Steps

F5 9 m Appointment

4 Favg E Meeting
= B3 Contact
B3 s i | [ |@| From subject
@ (T3] Text Message [SMS) 4 Date: Today

A blank new email message screen will then appear.
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BHEY ™+ % |5

Untitled - Message (HTML)

| Message | Insert Options Farmat Text Review
oo Cut IS I Follow Up =
J‘:Fguu 1 ov A A2 s a, a_ﬁ@l g Ilgl |Z ¥ Follow Up <
% 53 Copy ¥ High Importance !
Paste Fall | | abr . A === = | Address Check | Attach Attach Signature Zoom
< # Format Painter = === Book. - Manes File. Hem-~ = B LowImportance
Clipboard F] Basic Text | MNames ‘ Include Tags | Zoom ‘
| To. i|
HE
=
Send - —
| Bzl |
Subject: |
|
H [ [
Click on “To. . .
BEH9® |5 Untitled - Message (HTML)
| Message | Insert Options Format Text Review
‘—j ¥ cut P R S e e B agﬁ @ g IEE‘II @ ¥ Follow Up ~ I".\:
* 53 Copy ¥ HighImpartance ;
Paste I u abr . A = | Address Check | Attach Attach Signature Zoom
. F Format Painter = 3 Book Mames File Iem-~ - § LowImportance
Clipboard F1 Basic Text « | MNames | Include Tags x| Zoom |
| Tou.
I3 r
=1 | o
Send
| B | |
Subject:
|

The next screen provides a search option. Selection the “Name Only” radial button, then enter the last

name in the first field and click “Go.”
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Clipboard Basic Text Names Include Tags 3| Zoom
Select Names; Global Address List [ =
i Search: @ Nameonly (7 More columns  Address Book
‘ | Goo|  Global Address List - susan.stark@uky.edu  »  Advanced Find
y 4 5
| Na/g itle Business Phone  Location Department E-mail Address Company Alias ‘

- (Callege of Medidn. .. COM,SADR @uky. edu

& (Fulton) Coates, H... Sta¥f Support Assodiate II Dentistry Orthodontics hannah. fulton @uky.edu UK-Medical Center hefult2 |:|

5 (Shared)ProvoBud... ProvostBudgetOffice @uky.edu rs_ProBu

8 (Shared, pedsfex1} pedsfax1@uky.edu rs_pedsf
san 8§ (UKHC Physidian Li... ukhc.physician. iaison@uky. edu rs_liaisor
eg & [ABS Dean Mail] rs_A&SDeanMail @uky.edu rs_ARSD
it 8 [Anestechs] anestechs@uky.edu rs_snest
g & [Annual Giving] AnnualGiving@uky.edu rs_annuz
I:: 5 [AS Diversity Coundl] asdiversity @uky, edu rs_asdive
e & [AS Research Dean] ASResearch@email uky.edu rs_ASRe:
8 % [ASFreshmen] ASFreshmen @uky.edu rs_asfres
ail & [Ask Kiosk] rs_Kioski@uky.edu rs_Kiosk

4§ [ASKTASC] rs_asktasc@uky.edu rs_asktal +

4| 1 I

Once you’ve accessed the person you’re looking for, you can find his/her Link Blue ID in the Alias

column to the right.

Select Mames: Global Address List

Search: @ Nameonly ) Morecolmns  Address Book

How to find your myUK password.

Please refer to the UK IT website for assistance.

http://wiki.uky.edu/accounts/Wiki%20Pages/Home.aspx

Forgotten your password?

http://wiki.uky.edu/accounts/Wiki%20Pages/Computing%20Accounts%20FAQ.aspx

Activating Your Link Blue Account.

davis, deborah| Go | Global Address List - susan.stark@uiy.eds  Advanced Find /
| Name Title Business Phone  Locabion Department E-mail Address Company Alizs :
€a Davis, Darlene M darlene davisGuky. et dmdavi3 -
8 Davis, Daron dgdavid0@emal uky edu ]
§ Davis, DavidH Graduate Ressarch Assistant Plant and S0 5di... david.davis Guky.edu Udexington Campus  dhda222
£, Davis, Deamnall deanna,davisiGuky.edu dda23s M
Office Sponsored Projects A.., 859 2578311 112 Kinkead Hall 4050... Sponsored Proje... deborah,davis@uky.edu :
8 Davis, Dela D dddavi2 Guky,edu University of Kentucky  dddavi2
& Davis, Denice Account Clerk Senior UKHC 859 2578117 C101AB Chandler M... Patient Accounts  ddavi2@emal uky. edu UHealthCare ddaviz

http://wiki.uky.edu/accounts/Wiki%20Pages/Activating%20Y our%20L ink%20Blue%20Account.aspx
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