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I. BUSINESS PROCESS OVERVIEW

The purpose of the WISPER application and associated business processes is to assist in routing, approval, and
negotiation of applications and agreements related to extramural funding on the UWM campus. WISPER
provides the data necessary to record information sufficient for internal tracking and reporting purposes and
facilitates the Generation of Awards in the PeopleSoft Grants system.

WISPER pages will assist in the following: tracking the approval, routing, and submission status of proposals to
sponsors; gather and organize proposal data; and facilitate the administration of proposals, negotiations, awards,
and reports. WISPER will allow for the capture of a significant portion of the data required for tracking
submissions, negotiations and setting up of awards and projects.

WISPER is a flexible system that allows each record to be facilitated in its own unique process across campus.
Each record is accessible only to users who have been asked to participate via their role as a Principal
Investigator, Campus Contact, Approver, Division (School/College), or RSA. Each user performs his or her step
in the process and can route the record on for additional processing while still maintaining access to track or
support additional data or document collection.

A. Assumptions

e  WISPER will capture both potentially funded documents (PeopleSoft eligible) and non-award generating
research related agreements such as Material Transfer Agreements (non-PeopleSoft eligible).

. Signatures will remain a requirement of the WISPER solution for Pls and Administering Divisions. Pl and
Division signatures indicating approval of award or agreement Terms and Conditions and of project data
will be required in addition to Pl and Division signatures indicating approval of the contents of the
proposal submission.

. Open and flexible approvals of records will be driven by division administrators and will not be required to
be completed for proposal submission or award generation.

e Approval screens within WISPER will be used for campus communications.

e  Out of office situations will be managed by division administrators having ownership redistribution
capability and by each user having the ability to appoint a delegate.

) Records that have not been submitted to RSA will be accessible on a “need to know” basis. See the
participant security for more information.

e  The contents of the WISPER record will be validated for completion when the Division elects to Submit to
RSA.

. Once records have been routed to RSA, they are available for query by all campus users. Only
participants can update the information and then only on the Projects, Approvals, and Attachment pages.

. Only RSA will enter data into the SPO Action page to track negotiations.

. Negotiate functionality will be available on every record

e  Standard Sponsor Terms and Conditions will default into the WISPER record from the Sponsor
Guidelines. RSA may modify and/or add to those terms during review of the Sponsor’s award.

e When an award is received at RSA, RSA will enter the initial data, if not already in WISPER, and route it
to campus.

e  Anaward may be generated (Advance Account or Backstop) for spending purposes at any point during
the proposal lifecycle, if required for business operations and guaranteed by the division.

. On the SPO Action page, check boxes indicate work to be done or terms to be considered.

e A printed version of the WISPER record, will be available for situations where an electronic signature is
impossible or a physical signature is required or for inclusion in a paper file.

. Emails will be generated when the record is routed to users or a user is added as an approver on a
document. In addition, emails to the PI, and to Department and Division as indicated in the Department
Email tables will be sent following the finalization of a document that is not eligible for PeopleSoft Grants
(i.e. MTA, CDA). Division users will be responsible for managing the tables of department users who will
receive the emails at Finalization of non-PeopleSoft eligible agreements or for the Email Award
Notification replacing the former Regent and Non-Regent (MIL) Notices.

. Once a proposal record is transmitted from WISPER to PeopleSoft Grants, no changes will be permitted
to the record within the WISPER system. Any changes to the award information will be entered by RSA
in the PeopleSoft Grants module.
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B. Key Impacts (Organizations, Technology, etc.)

Campus and RSA may experience delays due to becoming familiar with WISPER, but will have improved
single system tracking of their records

Campus will need to adjust to monitoring routing electronically rather than via paper, email or phone.
Improved campus tracking by knowing status of record from moment of access

Electronic signatures depend on PantherID and computer access by Pl and Division staff.

Electronic worklists will indicate work awaiting action.

Pl must approve the terms of all awards. The PI will be able to indicate acceptance any time after signing
the routing of the WISPER record. If there is concern with the PI's acceptance of terms, the approval
process will be used.

Scanning of additional award documents will require monitoring of technical capabilities.

Pl, Department, and Division will have more responsibility in the capture of data and responding to
requests for approvals.

More data availability means more traffic to look up tools. Web and warehouse data will be used more.

Related Forms and Reports

Printable output form for routing as needed

D. Process Outliers/Sub-Processes

Multiple PIs -- WISPER can handle multiple Pls, including any Sponsor requirement for signatures for
more than one PI.

Routing of paper WISPER forms when Pl does not have PantherID and therefore must print and
physically sign

UWM Foundation Gifts and Grants will be routed through WISPER; non-UWM Foundation Gifts will be
routed via WISPER

Gift-in-Kinds will be routed via WISPER

Non-Sponsored Projects will not be routed via WISPER

E. Roles and Responsibilities

Campus Users responsible for entering appropriate data

Campus Users responsible for knowing routing chain.

Division (School/College) Administration serves as first line of review and validation of data
Pl reviews data and signs electronically

Division (School/College) Administrator signs electronically

RSA is responsible for maintaining comments and statuses in a timely manner.

Campus Users are responsible for responding to requests for approvals in a timely manner.
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F. WISPER User Roles

WISPER Roles Description

Owner The user who currently has responsibility for the WISPER record. Ownership is
transferred via the routing function; there can only be one owner on a WISPER
record.

Participant Any user who has or has had responsibility (e.g. creator, prior owner, approver,

Campus Contact) for an action on a WISPER record. A participant on a record has
access to the record throughout the life of the record.

Administering
Division

The parent Division of the Administering Department based on the current tree
structure of UWM Department IDs.

Contact PI

The single PI (Principal Investigator) responsible for the administration of the
WISPER record and for the administration of the work committed in the record.

Division Admin
Role

The set of Administrators for the Administering Division who have responsibility for
processing and signing WISPER records. The users with this role are maintained by
RSA via the Division Role Member function.

Approver Any user asked to approve some aspect of a WISPER record.

RSA Staff Research Services and Administration (RSA) employees with the role of
administering WISPER records.

RSA Selected identified RSA staff that has additional access to work lists and reporting in

Management WISPER.
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G. WISPER High Level Business Process

I. CREATOR (also current OWNER) creates a new WISPER record
A. By initiating a new record

B.

Entering required fields to SAVE record
1. PI
2. Sponsor
3. Short Name
4. Administering Department

II. Current OWNER and any subsequent participant can:

A.

B.

Enter and/or edit any data
1. General Tab Information
2. Project Details

Add Attachments

C. Transfer ownership of the record to any other user via ROUTE
D. Add an approval request
[ll. Any participant can add APPROVALS.
A. APPROVERS receive email notification of the request. The record also appears on the

B.

requested approver's MY WISPER page to indicate the approval is awaiting action.
List of preset common approvals is available to expedite (i.e. approve your department’s faculty
involvement). An “other” type is available to enter any APPROVAL that is necessary for any
record but is not on the preset list. Fields available for each requested APPROVAL are::

1. Approval Type

2. Comments (entered by requester and visible to APPROVER)

3. Requested of (APPROVER)
The APPROVER or any participant may link to the record via the link in the notification email or
on their MY WISPER Page and respond to the request for approval. Available actions are:

1. Approve

2. Deny

3. Submit Comments only
Approvals may be added or responded to at any point following creation of the record through
completion of the record.
The authority regarding the necessity of the approval and acceptance of who approved the
APPROVAL lies with the Administering Division. The Administering Division may submit the
record to SPO without all approvals or responses to approvals being in place.

IV. Any participant can add ATTACHMENTS.

A.
B.

C.

Attachments are visible at all times only to participants.
Potential documents to be uploaded include:
Statement of Work

Budget

Full application file to be submitted

XFD or PDF Grants.gov File

PDF File

Protocol Approvals

Request for Proposals/Applications
Attached documents can be deleted by any participant

NogpwhE

V. Two SIGNATURES by the Pl and two by the ADMINISTERING DIVISION are required on each record.

A.

Pl signature
1. Proposal signature
a. Only available to employee ID logged in matching Pl name on record
b. Required before Administering Division Signature
c. Signature option available at any time after saving the record and the completion
of compliance questions
d. Required of the Contact PI or, in the event of multiple PIs where Sponsor
requires their signatures, can be required of all Pls on record.
2. Award Signature
a. Available any time after the PI Proposal Signature is completed
b. Is required of only the Contact PI
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c. If any user is concerned about a specific term of the award or about the PI's
knowledge of the terms, an approval should be added
B. Administering division signature
1. Proposal signature
a. Only available to an employee ID matching an Administering Division Role
Member in WISPER maintained table
b. Required before SUBMIT TO SPO is available
2. Award Signature
a. Available after Pl Award Signature completed.
b. Required before Advance Account or Finalized Record is available
C. Signature override
1. A signature override checkbox is available to the Division office in the event that a user
does not have a PantherID or the paperwork requires physical signatures.
VI. SUBMIT TO SPO
A. Available after the Document Type is completed and the two Proposal signatures are made.
B. Transfers ownership to RSA
C. Print ability is available if hard copy is required. Data must be entered into system and printed.
Hard copy signatures are allowed.

Business Process by Proposal Type

Type Action in WISPER Notes

Pre-proposal New WISPER record If accepted, submit revised budget via
approval to pre-proposal so that success
ratios do not show as rejection.

New proposal New WISPER record Unless follows pre-proposal. See above.
Continuation New WISPER record

Competing Continuation New WISPER record

Supplemental Funding New WISPER record

where financial reporting is

cumulative

Supplemental Funding New WISPER record

Resubmission (truly rejected | New WISPER record
by sponsor) of existing
Proposal

Revised Budget Use “Approvals” to re-route the
revised budget through the Division
Administrator to RSA.
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II. SYSTEM PROCESS STEPS

A. Campus Creation & Routing

|1. Create

To create a record, a user will be required to enter a Short Title and select a Contact PI, Department, and
Sponsor. When the user selects the Create Record button, WISPER assigns the unique WISPER ID #, stores the
data in the database, and allows the user to continue on to the General Page. The business unit field is also
required, but will default based on the user’s preferences.

Create New Records Here.

stet Thse [ A

Comtact Pl Hams, Mark B

C

Change Pl on Record

Depaatment [
: [hepd I E

Add Dppartrnent o Record |

sposass [

Add Sponsor ba Record . G

H I Sponsor Mot In Liss:

‘Easivens U |LSWIL O

J Croais Rocord
Field Name | Field Purpose Configuration Field Detail/Comments
Short Title A working title to help communicate
internally about the project.
Contact PI Displays the related HR ID number of the If the user logged in is PI
selected PI. eligible, automatically defaults
the user as the PI.
Change PI The person creating the record can choose
on Record a different PI.
Department | Lookup the Department responsible for
administering the project.
Dept ID Displays the related Dept ID of the
Department selected.
Sponsor Displays the name of the Sponsor selected.
Add Lookup the organization providing the
Sponsor to funding, materials, data, or collaboration
Sponsor Not | Sponsor is not found in list.
in List
Business Campus administering the project. Defaults from the user’s profile.
Unit
Create Selecting this button stores the information
Record in the database and allows the user to
Button proceed with more data collection about the
application or agreement.
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| 2. General Page

This page contains the core content of the WISPER record. Each user should enter all information that they know
to expedite the review of the record. At a minimum, RSA requests the Submission Instructions and the
Compliance Reponses to be completed as early as possible. Only users who have been invited to view the
record by being PI, the Campus Contact, an Approver, or a recipient via routing can access this page. They can
edit the data only until the record is submitted to RSA at which time it becomes view only.

[ General Y Approvals | Aftachments | SPOAction | Terms & Cond | Document History

RecordID A MILID1E7E D Dpocument Type Grant Wi
Comtact Pl B HARRIS MARK T E Sponsor Name  MNATIOMAL INSTITUTES OF HEALTH
Short Title C Demo for Desk Reference F Status 1:In Process

General Header

Field Name | Field Description/Purpose Configuration | Field Detail/Comments
A | Record ID Unique ID number used to track the Read Only
record.
B | Contact PI Person who has ultimate responsibility for Read Only — editable in the
this project at the University. body of the General Page
C | Short Title A working title to facilitate on-campus Read Only — editable in the
communication about the project. body of the General Page
D | Document Indicator of the type of agreement or Read Only — editable in the
Type application being routed. body of the General Page
E | Sponsor Organization providing the funding, Read Only — editable in the
Name materials, data, or collaboration with body of the General Page
UWM.
F | Status WISPER Document Status. Security Read Only -- editable on SPO
limits edits only to RSA. Action Page

7 of 56



University of Wisconsin-Milwaukee
Grants Project Reference Manual

online.

WISPER
ComtactPt  f4 HARRISMARK T B owside Acthaties No
Report Subinitted
Change Cantact Pl | C erton Teadming Completed Mo
Demanstration far UM De sk Referance - Jansary 18, 2008 D &

Officlal Proposal

Tithe

Shieat Title E|Demn for Desk Refarence L Proposal Type IH"W—B

Rdministening Dept. 0505 Research Geni Adminisiration [\ Docampent Typa | Grant -]

Change Depariment on Record | Related Record

Beagin Dt G MAsZ008 Ene Diaty N7 N Add Related Document |

Bt aginy Dt 014152008 W end paneH [0 772012 W T T — |

Spowst | US DEPT OF HEALTH & HUMAN SERVICES Remave Retated Record |

J ™" Spoasor Not in List
Change Sponsos an Recond |
Primary Spofisol K
{Optional) [ Primnany Sponsor Mot In List:
Add Primary Sponsar 1o Riecond Remow: Prime Sponsor | Sae |
Basic Info
Field Name Field Description / Configuration Field Detail/Comments
Purpose
A | Contact PI Lookup to the To change the contact Pl selected on
employee table where the create page, select the Change
the PI eligible indicator Contact PI button.
isY.

B | Outside Indicator of whether or On selection of PI, the emplID is
Activities not the PI has filed the matched to the Graduate School
Report required Outside Outside Activities Report System.
Submitted Activities Report The value returned indicates whether

or not the user has filed the OAR
since May 15 of the required annual
cycle.

Effort Training

Indicator of whether or

On selection of PI, the emplID is

Completed? not the Contact Pl has matched to the Graduate School
completed the Effort Effort Training Tracking System. The
Training. value returned indicates whether or
not the user has completed the
training.
Official Title provided to the Used for matching communications

Proposal Title

Sponsor.

and documentation from the Sponsor.

Short Title Working title Used for communicating internally
about the project. This field is
editable.

Administering Lookup the

Dept Department

responsible for
administering the
project.
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Field Name Field Description / Configuration Field Detail/Comments
Purpose

Begin Date Start Date of the User can use the calendar tool or key
Award or Agreement in the date in any format.

End Date End Date of the Award User can use the calendar tool or key
or Agreement in the date in any format.

Sponsor Lookup the

organization providing
the funding, materials,
data, or collaboration
with UWM.

Sponsor Not In
List

Checkbox indicator if
Sponsor was manually
entered in and not
available in the
selection tool.

User is not able to select this
manually. It is automatically checked
if on the Sponsor selection page, the
user indicates the Sponsor is not in
the table, keys in the name manually,
and selects “Add non-listed Sponsor
to Record.”

Primary
Sponsor
(Optional)

Lookup on Sponsor
Table

If the funding is passing from one
Sponsor through another entity to the
University, enter the originating
Sponsor here.

Proposal Type

Drop down of the
types of applications
routed.

Pre-proposal, New,
Continuation,
Competing
Continuation,
Supplement,
Resubmission

Document
Type

Drop down of the
types of documents
being routed.

CDA,

CTA,
CoopAgreement,
CosReimCon,
FixPriceCon,
Grant,

IPA,

Internal,

MTA,

Master,

NFA,

Other

See table la following this matrix of
fields for explanation of these items.

Related Record
Button

Lookup WISPER ID to
indicate a relationship
between this record
and another
previously created
WISPER record.

Replaces the Supplement of,
Renewal of, and Continuation of lines
on the existing t-form and allows the
broader relationships including MTA
to Project, CTA to CDA to be
established.
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WISPER

O DocumentType|

9 Related Record cpg
Adid Cuupﬂgm1
CosReimCon [—
Rema FixXPricCon It
— GIK —
Gift
Grant
IPA,
Irternal
MTA
Master
MFA
Other

rrary Sponsor

Code Description Comments
CDA Confidential
Disclosure Agreement
Non-disclosure
Agreement
Confidentiality
Agreement
CoopAgreement | Cooperative Application for funding which if awarded by the Sponsor will be a Cooperative
Agreement Agreement. Commonly used by USDA.
CosReimCon Cost Reimbursable Application for funding which if awarded will be an agreement between the
Contract University and the Sponsor that requires RSA to invoice at some frequency for
the funding. Actual costs incurred by the project will be reimbursed by the
Sponsor.

FixPriceCon Fixed Price Contract Application for funding which if awarded will be an agreement between the
University and the Sponsor that involves payment of fixed increments of funding
at fixed time periods or completion of deliverables.

GIK Gift in Kind Non-Monetary contribution of personal or real property which requires annual
reporting by the institution.

Gift Gift Monetary contribution to provide general or unrestricted support for broadly
defined activities in one or more program areas, such as research, public
service, instruction, fellowships/traineeships, etc. where there are no reports
required, provisions imposed by donor, copyright or patent rights, or time limits
on expenditures of funds

Grant Grant Common name for “PROPOSAL” or “APPLICATION.” Most applications for
funding should use this type.

IPA Intergovernmental Agreements under which a UW employee is detailed to work for the Sponsor for

Personnel a defined period of time.
Assignment
Internal UW System Application to a UW System Entity which will not be funded via a Fund 133 or

144 project.
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MTA Material Transfer
Agreement

Master Master Agreement Agreement which itself doesn’t provide funding to the University, but provides
the terms under which subsequent tasks or addendums may be executed to
efficiently pass funding to UWM.

NFA No-Fund Agreement Any agreement where no funding is being provided to the University; however, in
course of the Research mission, it is necessary to agree to additional terms.
Examples include: Memorandums of Understanding, Collaboration Agreements,
Licensing Agreements, Software Agreements, and Data Use Agreements.

Other Other

If you are unable to determine the type of document you are working with or
believe that your document is not represented above, please select other.
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|01-’31I03 1

Sponsor Deadline

B Paper Copyto UW SPO I

Subimission Method Cc

IEIEttlonic Submissior = | Sponsor Program Number I D

Sponsor Reference Number |
Campus Contact F HARRIS, DAVID

[Change Campus Contact]

Campus Contact Phone G Id‘l 4/220-5667

H DNH@UWM EDU

Submission Instructions

Submission Instructions

Field Name Field Description / Configuration Field Detail/Comments
Purpose
Sponsor Date the Sponsor requires User can use the calendar tool or
Deadline receipt of the documents. key in the date
Paper being Checkbox to indicate When selected, an indicator is
sent to UWM whether or not paper is displayed on the SPO Action page
SPO being routed to RSA despite indicating that a paper copy is
the online routing of the coming.
record.
Submission Dropdown selection of how Grants.gov, NSF Fastlane,
Method the materials are to be Email, Other Electronic
transmitted from RSA to the | Submission, Mail, Overnight
Sponsor. Delivery, Fax, Will pick up,
Internal Routing, Other
Sponsor Sponsor announcement to
Program which this application is in
Number response.
Sponsor Number assigned by the
Reference Sponsor for this particular
Number application or agreement.
Campus Lookup in the UWM This person gets access to the
Contact employee table for the record. Please list the person
person who has the ability to most likely to facilitate this record
answer questions about the on behalf of the PI.
application.
Campus Displays the phone number If the phone number is not correct,
Contact from the University Directory please contact HR to update.
Phone for the person selected. Phone number can be adjusted for
this project (i.e. cell), if necessary.
Campus Displays the email address If the email address is not correct,
Contact Email | from the University Directory please contact HR to update.
for the person selected.
Submission Text box to provide any Examples of instructions are:
Instructions other instructions regarding address to mail, fax number to
the submission. send to, email address, and file
type to be transmitted.
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Required Clearances - Does the project involve:

Yas o toxic, infectious or carcinogenic/imtagenic material of proven or potential hazard to humans, other
animals, or to plants? Use recombinant DNA technology?
Ma v use of human subjects or human tissue?
Mo o use of vertebrate animals?
Mo PP ilﬂ_;olve human pluripotent stem cells?
Ma v action ivolving space, remodel, or construction?
Mo o potential environmental impacts which require review under the Wisconsin Enwironmental Policy Act?
Mo v funding primarily dedicated to building, renovations, or equipment?
Enter Protocol Cerification Details Here
Compliance

Description

Field Detail/Comments

Toxic, infectious or carcinogenic/mutagenic material of
proven or potential hazard to humans, other animals, or
plants? Use of recombinant DNA technology?

Required prior to PI routing signature. If yes response, a
link to Protocol details will appear in the section allowing the
user to enter the details about the protocol approval.

Use of human subjects or human tissue?

Required prior to PI routing signature. If yes response, a
link to Protocol details will appear in the section allowing the
user to enter the details about the protocol approval.

Use of vertebrate animals?

Required prior to PI routing signature. If yes response, a
link to Protocol details will appear in the section allowing the
user to enter the details about the protocol approval.

Involve Human pluripotent stem cells?

Required prior to PI routing signature. If yes response, a
link to Protocol details will appear in the section allowing the
user to enter the details about the protocol approval.

Action involving space, remodel, or construction?

Required prior to PI routing signature.

Potential environmental impacts which require review under
Wisconsin Environmental Policy Act?

Required prior to PI routing signature.

Funding primarily dedicated to building, renovations, or
equipment?

Required prior to PI routing signature.

Enter Protocol Certification Details Here Hyperlink

See next table
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Protocol Details Hyperlink

Protocol
Tvpe

Description

1 IANIM1 Q) Animal Welfare Approval 1
2 IHUMN1 Q) Human Subjects Approval 1

Protocol Details

WISPER

Protocol
Number

Protocaol Protocol
Approval Date  Expiration Date

Protocol Status

|o7-0e#a2

[Approved -] [01r17i2008 |5 [01162009 [5) |

|og-02-151

[Approved =] [01r17i2008 |5 |ornezo0e @ F @

Field Name Field Description/Purpose | Configuration Field Detail/Comments
Protocol Lookup of Certification HUMNL1 through User can enter multiple protocols per
Type Codes HUMN15, ANIM1 type but each selection must be unique,
through ANIM9, hence HUMN1, HUMN2, HUMNS3, etc.
BIOS1 through Select one type then enter the additional
BIOS5 details about that protocol.
Description Displays description
related to Protocol Type.
Protocol Protocol Approval
Number Number
Protocol Drop Down indicating the | Pending, Not Appl, If Y, all fields (number, dates) required
Status status of that protocol Approved before Division Award Signature.
approval.
Protocol Date the protocol was User can use the calendar tool or key in
Approval approved. the date in any format.
Date
Protocol Date the protocol User can use the calendar tool or key in
Expiration approval expires. the date in any format.
Date
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! Harris, Mark
! Harris, David

Personnel

WISPER

Project Role

Principal Investigator

Add Other Personnel to Record

nside

Activities Report
Submitted Completed

Effort Training

Mo Mo

Field Name

Field Description/Purpose

Configuration

Field Detail/Comments

Name

Lookup for listing of other
personnel affiliated with the
project.

Listing will allow unlimited number of
personnel, but we recommend limiting
only to those persons who are named
in the award or would facilitate tracking
this record (Co-l, Fellows, Mentors).

Role

Dropdown selection of the
role on the application or
agreement.

Co-Investigator,
Collaborator, Fellow,
Key Person, Mentor,
Other, Principal
Investigator, Research
Assistant, Trainee

Outside
Activities
Report
Submitted

Indicator of whether or not
the PI has filed the required
Outside Activities Report
online.

Only appears if user has role of Pl. On
selection of role, the emplID is matched
to the Graduate School Outside
Activities Report System. The value
returned indicates whether or not the
user has filed the OAR since May 15 of
the required annual cycle.

Effort
Training
Completed

Indicator of whether or not
the Pl has completed the
Effort Training

Only appears if user has role of Pl. On
selection of role, the emplID is matched
to the Graduate School Effort Training
Tracking System. The value returned
indicates whether or not the user has
completed the training.
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WISPER
Direct Costs A Cost Sharing Included | ~
F & A Costs B Cost Shating Amount 'J
Total Costs C
F & A Rate D =
onCampus  E Oves =iMo Cost Share Comments

City
State

posed Budget

Country JSA O F l%

G
Hia

K

Field Name

Field Description / Purpose

Configuration

Field Detail / Comments

A | Direct Costs Total Direct Costs for all years
proposed in application.

B | F&A Costs Total F&A Costs for all years
proposed in application.

C | Total Costs Calculated Field adding the
Proposed Direct Costs and
Proposed F&A Costs.

D | F&A Rate Enter the percent of the F&A If the Sponsor has one single
applied on the application or rate on their profile, it will default
agreement. in otherwise, the user must enter

it.

E | On Campus Yes/No Radio Button allowing Default is Yes. If changed to no,
the user to indicate whether the the following three fields
project is on campus or off become available for entry.
campus.

F | Country Lookup to the Country table. PeopleSoft

Country Table

G | City Enter the city where the project
will take place.

H | State Lookup to the State table based PeopleSoft State
upon which country is selected. Table

| | Cost Sharing | Dropdown selection of the type Mandatory, NSF, NSF is not used by Milwaukee

Included of cost sharing included in the Voluntary, Blank
application or agreement.
J | Cost Sharing | Enter dollar amount of cost
Amount sharing committed in the
application or agreement.
K | Cost Sharing | Enter information about the Useful information for later use
Comments content of the cost sharing. such as the cost category or

source of the cost sharing.
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&
Keyword micrnhin?gy; ecosystem
Keywords
Field Field Description/Purpose Configuration | Field Detail/Comments
Name
Keyword | Enter “RGI” if this record is related to “Return on Separate each keyword by

Investment” for RGI Award and/or scientific
keywords to facilitate reporting.

a comma or semi-colon.
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At the bottom of the page, there are buttons to allow you to take further action:

Footer

Sign the gecurd

1 Add Comments

g Route to Another Person |

5 Attachments

2 Frint

@ My orklist 7 Search Page

Field Name

Field Description
/ Purpose

Configuration

Field Detail/Comments

Add Button to open page displaying A large text field is provided to enter any
Comments comment field. information you would like to
Button

communicate to other users accessing
this record. Without the ability to attach
“sticky notes” to the record, such ad hoc
communication is replaced with the
“comments” button.

User should include their name and date
on any comment provided as this
information is not stored automatically.

Print Button

Button to create a pdf version of
the record as it currently exists.

When selected, will launch a pdf of the
content of the record that may be printed
or saved for further use.

Sign the
Record Link

For those individuals listed as the
Contact PI or with the role of PI
when the Sponsor requires all
Pls to sign, the Sign the Record
link is active. Users can use this
link to provide the mandatory
signatures.

Route to
Another
Person Button

Button opens the Routing
function.

Use the Route to Another Person button
to pass it along to the next responsible

party.

Attachments Link sends the user to the page Will generally be used for budgets,

Link allowing upload of any type of narratives, copies of the agreement, and
document for review by all other full application packages.
participants on the record.

My Worklist Link returns the user to their MY

Link WISPER Worklist.

Search Page
Link

Link sends the user to the
Search page.
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3. Attachments

Attachments of ANY type may be uploaded via this page. Any participant may add or remove attachments at any
time. Budgets and narratives will be required. If the application is being sent from RSA, the complete application
should be uploaded via this page. This page can be used to share documents between Pl and Division, Pl and
Collaborator, Division and RSA, or any other parties that will facilitate the completion of the WISPER record. This
sharing of documents may be used with the “Request Approval” functionality at early stages of proposal
development to obtain review of proposal elements. For example, review of a draft budget by an RSA staff
member may be obtained by attaching the draft budget and requesting approval by the RSA staff member.

This page will be secure to participants on the record so that the project work is available to only those who need

to review these documents. Although once submitted to RSA other sections of the application will be visible to all
campus users, attachments will remain secure only to participants on the record.

¥ General Y Projects Y Approvals 'l ﬂ.itnn:lllnuﬂs“; sPMaction Terms & Cond Document History
Record I MIL101874 Document Type  Grant Wisper Hel
Comtact P1 HARRIS MARK T Sponsor Name S DEPT OF HEALTH & HUMAN SERVICES
Sheart Title Darmo for Desk Refarence Status 1-In Process

Upeaail Artaclument
tachment| B 424RRbudget NOPROTECT s

File Nadrwe File Description
Budgeat

Abztract

Add another attachrment

erit) [l DOE_GLBRC Summarypdf Add another attachmeént

Attachments
Field Name Field Description / Purpose Configuration | Field
Detail/Comments
Upload Button launches a Browse and Upload window to

Attachment Button | allow users to attach documents to the record.

Trashcan Trashcan allows you to delete that document
from the record.
File Name Displays the file name uploaded to the record.

File Description User can enter a description of the uploaded file.

Add another
attachment link

Link adds another line, thereby activating another
Upload Attachment Button.
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4. Approvals

The Approval function is intended to allow participants with a need to review any portion of the document to be
added to the document without transferring ownership from a party who wants to maintain tracking and control
over the content. Approvals can happen in parallel to all of the other creation, routing and tracking activities on
the record. When an approval is added, an email is sent to the requested approver with a link that the approver
can follow to respond to the request for approval. The record also appears on that person’'s MY WISPER
Worklist. Any participant can respond to the request, not just the specified approver.

The available responses are: 1) APPROVE, 2) DENY, or 3) SUBMIT COMMENTS ONLY. The system will
capture who performed the action and when. A SUBMIT COMMENTS ONLY response will leave the item on the
user’s worklist and will store the comments. Additional comments can be added or any participant can return to
perform responses 1, 2, or 3 at any time. After being approved or denied, a record will still have the SUBMIT
COMMENTS button active for additional comments to be added.

Business processes that will be facilitated by this approval process are:
1. Revised budgets
2. Chair approval
3. Inter-division and department approvals

Approvals do not need to have a response submitted in order to move forward and submit the record to RSA.

[ General ' Projects Y Approvals Y Aftachments § SPO Action | Terms & Cond | Document History

Record ID MIL101874 Document Type  Grant E'L'fi'r'i'Egmii};"i:i'é'i'gmé
Contact P HARRIS MARK T Sponsor Name S DEPT OF HEALTH & HUMAN SERVICES
Short Title Dermo for Desk Reference Status 1-In Process
Add Approval
Requested Approvals
Type Requested Requested By Requested Approver Actual Approver Action Details
Request 4 53mg :
Advance 3 44FM Harris, Mark 48-College of Letters & Science FISSINGER, PATRICIA L Approved DetailsiCamments
Award Setup

Approval Tracking

Field Name Field Description/Purpose Configuration | Field
Detail/Comments

Approval Type See Approval Details.

Requested Date and Time the approval request was added.
Requested By User who requested the approval.

Requested Person or Role who was requested to perform
Approver the approval.

Actual Approver | User who performed action on the approval.

Action Statement of whether the approval was
APPROVED or DENIED.

Details Link to the Approval Details Page.
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Approval Record Details
Add Approval
Requested By Harris, Mark Request Date 01/23/08 4:34PM Serquence 2
Approval Typel Chair Approval ;I

Approval Request [Reguesting yvour approval of this project under your department's administration

Approver Type Ermployee Select Employee Business Unit LyIL
Requested Approver (A AT Cancel
Approval Details
Field Name | Field Description / Configuration Field Detail/Comments
Purpose
Requested User who is entering the
By request.
Request Date and time the user
Date presses the add approval
button.
Approval Dropdown allowing Budget Review Selection of the type will populate
Type selection of custom pre- Center Director text in the approval request box and
configured approval types. | Chair if configured, the Approver Type.
Compliance
Dean sign after L&S Approv
Dept Chair
Dept Credit
Div Approv Terms
Div to RSA Preproposal
L&S Business Office
Legal Review
Other
Other Dept or Div Resource
Pl Approve Terms
P1 Signature
Preproposal to Full App.
Request Backstop
Revised Budget
Revised Budget to RSA
Risk Mgmt Review
School/College F&A Split
UWMF Approval
UWMRF
Approval This text box allows the user to Initial text defaults in based on the
Request enter details about the type of Approval Type selected and may be
request the Approver is being added to or overwritten.
asked to make.
Approver Drop down selection of who | PI, Division, Employee
Type is being asked to make the
approval.
Requested The person or role who is Depending on the selection of Approver
Approver being asked to make the Type, either the Contact PI name, a
approval. lookup button stating select !Employee, or
a Drop down allowing selection of any
Division on campus will appear.
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5. Pl Signatures Page

Principal Investigator(s) are required to verify the information provided in a record twice during the document
lifecycle. The first is prior to routing the document to RSA. This signature may take place after the record is
created and requires the least validation. It is required only of the Contact Pl unless the Sponsor on the record
requires all Pls to provide an institutional certification (i.e. NIH). The compliance questions must be answered in
order for the first signature to be executed.

Access to the page is limited to the Pl only. Others may read only on the Document History page whether or not
a signature has been performed along with the date and time performed.

If physical signatures are required on the record due to a Pl not being in the appointment tables at the time of
routing (it will strongly be encouraged that PlIs be entered into appointment tables to allow PantherID access), the
user should utilize the PRINT button on the General Information page. A check box on the Division Action page
will indicate “Override Electronic Signatures”. (This is in addition to the “Paper Copy to RSA" indicator on the
General Information>Submission Instructions).

Principal Investigator Signature for Proposal

In signing, | certify that | am a Frincipal Investigator on the above referenced proposal or award and
understand that by clicking on the "l Sign" button below, | agree to this text. | certify that | have
identified all space, personnel, equipment and budgetary needs associated with the proposal or
award, and that the proposal or award and this form are accurate and complete in all regards,
including technical matters, adherence to sponsor's guidelines, budget and required clearances. |
certify (1) that the information submitted within the application is true, complete and accurate to the
best of the Pl's knowledge; (2) that any false, fictitious, or fraudulent statements or claims may
subject the Pl to criminal, civil, or administrative penalties; and (3) that the Pl agrees to accept
responsibility for the scientific conduct of the project and to provide the required progress reports if
a grantis awarded as a result of the application.

Pl Signature performed by

Pl Signature Date & Time

For information on the Principal Investigator Signature for Award, please see Section 3: Award Acceptance.
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6. Route

Routing a document in WISPER is the equivalent of handing off the paper t-form. There are two different options
available for routing a WISPER document accessible via the Route to Another Person button on the footer:

1) Route the record to a specific person — the user will see a custom lookup screen allowing them to
select any person on campus. After selection, the new recipient receives an email indicating that
a record has been routed to him/her. The record will also appear on the new owner’s worklist.

2) Route the document to the administering division — The administering division is determined
based on the Administering Department on the General page. The division of this department
can be automatically routed the record by selection of this button. The users who have Division
role authority will receive an email and the record will appear on their Division role worklist.

As a result of routing, the recipient becomes the record owner and the role of the person who routed changes
from owner to participant.

Note: At UWM, “Route to Division” will the be only routing option used in the vast majority of cases.
“Route to a Specific Person” will rarely be used.

Route Ownership of this Record

Record currently owned by Hamris, Mark

Click here to Route to a specific person..

Route to 48-College of Letters & Science

Cancel
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7. History

The History Page will serve as a repository for key changes to a record. These changes will be tracked up to and
including the generation of an award.

[ General " Projects | Approvals | Attachments | SPO Action | Terms & Cond | Document History

Record ID MIL101874 Document Type  Grant ivisper Help:
Comtact Pl HARRIS MARKT Sponsor Name S DEPT OF HEALTH & HUMAN SERVICES
Short Title Demao for Desk Reference Status 1-In Process
Full Name Action Date Event Additional Information
: . Type: Revised Budget of
Harris, Mark 012208 4:41PM Appraval Reguest Made 4GRAD
Harris, Mark 01/23/08 427PM il Rl TR
changed
. . . Froject Cost Share Detail
Harris. Mark 0152308 4:27PM thanged
. Project Cammitment Detail
Harris. Mark 0152308 4:27PM changed
KISSINGER, PATRICIA L 0152308 2:587PM Approval Approved Request Advance Award Setup
X . Type: Reguest Advance Award
Harris. Mark 0172308 2:54FM Approval Reguest Made Setup of 34GRAD
. . Froject Cost Share Detail
Harris. Mark 0111808 2:20PM -
. . Froject Commitment Detail
Harris. Mark 0111808 2:18PM chajnged
Harris, Mark 0111808 2:18PM IPEJIEE Cost Shere DEE]
changed
X . Praject Cammitment Detail
Harris. Mark 01/18/08 Z16PM changed
. Project Commitment Detail
- Harris. Mark- 01116108 2:16PM changed
Harris, Mark 0111808 2:14PM Budget Detail changed
‘ Harris, Mark 01/13/08 2:07PM Budget Detail changed
Harris, Mark” 0111808 1:26FPM Change Document Type Mew Document Type: Grant
Harris, Mark 0111808 1:25PM Record Created
General Info Route to Another Person | Attachrnents MyWorklist  Search Page

The following events will be tracked as part of the Record History:

Change in the value of the following fields: PIl, Sponsor, Document Type
Pl Signature

Division Signature

Routing to a new owner

Change in WISPER Status

Change in Funding Status

Request of an Approval

Response to Request for Approval

Generation of Award & Project ID

CoNOOA~AWNE
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8. Division Action

Division Administrators have the responsibility of controlling the forwarding to RSA for action. They will both
indicate their approval of the record and forward to RSA via the Division Action page. Access to the Division
Action page is limited to those with any Division role. Others may determine if the signature or actions have
occurred via the Document History page.

The first approval is to indicate validation of information on the record. The | SIGN Button indicates approval and
is available any time after the PI signs the record.

[ General '} Approvals Y Atachments | Division Action Y SPO Action | Terms & Cond | Document Histary

Record ID MIL101873 Document Type Wisper Help
Contact Pl HARRIS MARK T Sponsor Name S DEPT OF HEALTH & HUMAMN SERVICES
Short Title Demo for Desk Refarence Status 1-In Frocess

Administering Division Signature

The signature by the authorized representatives in the Administering Unit confirm that the proposal or
awviard and this form have been reviewed and found to be accurate and complete, including required
clearances, budget and commitments involving space, faculhy/staff time and matching funds. Please
note the requirements for projects that cross departments or divisions

By clicking on the "l Sign" buttan below, | agree to this text.

Division Signature performed by

Date & Time

i Sign !

For information about the Award signature, please see Section 3: Award Acceptance.

After completion of the WISPER record, including signatures by the Division and PI, the Division can submit the
proposal to RSA (SPO). Any hard copy paperwork is sent manually to RSA (with flag indicator on submission
instructions that paper is forthcoming). The Submit to SPO (RSA) button will trigger the move of the record off of
the campus MY WISPER In Boxes and into a Central RSA worklist for further action. Several validations are
done during the submission of the record to RSA. These validations may be run separately by selecting the left
validation button prior to selecting the Submit to SPO. The validation checks for signatures and completeness of
the record. It also provides warning if any approvals have not been responded to.

Validate to Submit | Submitto SPO |
Yalidate to Req Adv Account | Reguest Advance Account of SPO |
Yalidate to Ren Project fAward Finalized DfEPOl Reguest Project fAward Finalized of SPO |
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B. RSA Internal Processing

] 1. SPO Manager Worklist

When the Submit to SPO selection is made, the record moves from the On Campus Status to Forwarded to SPO
status. This removes it from any campus MY WISPER In Boxes and posts it to the SPO Manager Worklist.

Those with the appropriate role at RSA will access this list and view any documents in the New Document
Submissions Section.

When new records are routed to RSA, they will appear in the top section. The responsible parties can access the
details of the record by selecting the Record ID hyperlink or go directly to the SPO Action page by selecting the

SPO Action hyperlink for the same record. This will allow responsible parties to direct the records quickly to the
RSA staff who will process them.

SPO Momt Worklist {_SPO Useritiorklist |

Wigner Help
New Document Submissions
g{% Record ID  PlName Sponsor Name Department Short Title Action Date SPO Action
0172372008 MIL101863  Harris, Mark MATIOMAL SCIEMCE FOURNDATION 485200 Test Proposal Trial One SPO Action
05/05/2008 MIL101865 Harris, Mark MATIOMAL INSTITUTES OF HEALTH 485200 Demo far SAURP SPO Action
01/31/2008  MIL101875  Harris, Mark ARGOMNMNE MATIONAL LABORATORY 485200 this is a short title SPO Action
Requested Approvals

%mﬁ Record D Contact Pl Sponsor Name Department Short Title Action Date Approval

MIL101872 Harris, Mark MATIOMAL SCIEMCE FOUNDATION 485200 Title here Approval

The second section of the SPO Manager Worklist displays all records that need RSA Manager Approval. (See
the next two action sections for indication of how records arrive on this section). Clicking on an individual Record
ID opens the general page for the selected record. Selecting the Approval link for the same record sends the
responsible party directly to the SPO Action page to be able to indicate approval. (See SPO Action Page). Once
the Manager Approval is made, the record is removed from this section.
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2. SPO Action Page to Assigh Owner

This page is accessible for view by anyone in WISPER but is editable only by RSA User and RSA Manager roles.
For the purposes of routing, only the top section of the page is addressed. For Milwaukee, all RSA Pre-Award
staff will be assigned RSA Manager roles.

When an RSA Pre-Award staff member arrives at this page from the SPO Manager Worklist, he/she will see the
document in a “2-Forwarded to SPO” status. RSA Pre-Award staff will assign the record to him or herself for
processing as appropriate by selecting his or her name from the SPO owner drop-down and saving the record.
This will cause the Document Status to change to “3-Assigned at SPO.” The record now appears on the SPO
owner’s Worklist for processing.

Document Status | 2-Forwarded to PO ;l
Reference Award Number | Proposal Funding Status | Pending ;l
SPO Owner | ;l
SPO Ruleset [miC_DIR_Fa @
Request Manager Approval | Manager Approve | Approval | Comments
SPO Manager Approval
Generate Award | Finalize Recori | Award ID / Contract ID .

For complete details on the rest of this page, please see the SPO Action section below.
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3. SPO User Worklist

The SPO User Worklist will provide all RSA staff with a listing of the documents requiring their attention. There
are four primary reasons an RSA user will need to work with a document, and these will be driven by RSA
ownership, document ownership, document status, or approval requests.

1. In Process in RSA: Records where the user is identified as the SPO Owner and the status of the
document is 3-In Process in SPO. When an SPO Manager assigns a record as described above, the
record enters this section. Clicking on the document ID for any of the documents listed in this section will
send the user to the General page for that document.

2. Campus Records | Own: Records where the user is the document owner (not SPO owner) and currently
has a status of 1-On Campus. Clicking on the document ID for any of the documents listed in this section
will launch the record General page.

3. My Approvals: Records where the user has been added as an approver regardless of status. Clicking
on the document ID for any of the documents listed in this section will launch that record.

4. Negotiation and Setup: Records where the user is assigned as the SPO Owner and the status is “5-

RSA Negotiation/Setup.” Clicking on the document ID for any of the documents listed in this section will
launch the record General Page.

The SPO user is able to sort by any column header within a section. Each SPO User Worklist is visible to the
SPO user and to any user with SPO Manager Role.

[ SF0 MgmiVorisl | SPO User Worklist |

SPO USER WORKLIST

Docusnent !)E Comact M

'EEIQM Deavaflinis Dﬂtl.l"ﬂllm Comact M

Dise Dt Dociinent Type  Conlact M

Recond D Megotiaion Statrs S22 MW  pocnern Type  Contact P DeptiD  Spanor Sheat Tae ction Bt

My Winridig! Siparch Pagi Dgpadirinl Email Conbacts Pagi
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4. SPO Action Page

The SPO Action page is the primary interface for all SPO staff with individual WISPER records. Here they will
indicate the status of records, change ownership of the records, indicate Manager Approval of the records, track
negotiations on the record, and either finalize or generate an award from the record. Below are the primary
business processes executed on this page.

Manager Approval

This approval is the equivalent of providing institutional signature on T-form and should be executed by the RSA
Director. To request approval from the RSA Director, the SPO user will access the SPO Action page and select
the “Request Manager Approval” button. This will trigger the record appearing on the SPO Manager Worklist in
the Approvals section. The Manager can link to this page from the record and approve by selecting the “Manager
Approve” button. Both buttons provide an indicator below them of the user who performed the action and the date
and time of the action.

Submit Proposal

After the proposal documentation has been reviewed and submitted to the Sponsor per the instructions on the
General page, the RSA staff indicates the transmission of the proposal on this page by changing the Document
Status to Status “4-Sent to Sponsor.” This removes the record from any campus and RSA users’ In Boxes. In
addition, the users should provide any comments in the Comments Box on this screen and include any Sponsor
provided tracking number in the Reference Award Number field.

Negotiation

RSA users will enter the tracking of their negotiations on the bottom half of this page. Using the dropdown
"Negotiation Status” field, the user will indicate which party is currently responsible for the next action on the
record. Any comments to facilitate tracking (and these will be visible by campus) should be entered in the
comments section. Press the “Update” button to store these comments.

In addition, the check boxes on the right of the page indicate items which are required to be completed. RSA
users will indicate when the item has been reviewed or completed by checking off the appropriate boxes. These
boxes are informational only.

Rejections/Withdrawn records

If the Sponsor notifies UWM that the record has not been selected for funding or if the campus notifies RSA that
the record is being withdrawn after submission to Sponsor, the appropriate status is entered on this page using
the Proposal Funding Status dropdown selection. The record should also be changed to a “6-Completed” status.

Finalize Documents — Not new Awards

When all negotiations are complete on a document that will not generate into PeopleSoft (Material Transfer
Agreement, Confidentiality Agreement, or a Supplement for which an Award already exists), the RSA user will
ensure the record information is accurate and reflects the final status, upload a final copy of the award or
agreement to the Attachments section, and then select Finalize. For records that are not eligible to be generated
(CDA, MTA, Master, NFA, Internal), an overnight email will be generated letting the PI, Department, and Division
know that the negotiations were finalized and providing them a link to this record.

New Award Setup

The Generate Award process is performed via this page. Only after all processes detailed under the Campus
Award Acceptance Phase are completed should RSA use the Generate Award button. No emails will be triggered
at this point. The email notification will occur via the Award Modification screens in PeopleSoft Award.
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General Y Projects Y Approvals Y Attachments ' Pl Signature " SPO Action §{ Terms & Cond ¥ Document History
Record ID MIL101875 Document Type  Grant W'E'E"E'r"ﬁé-l'é'?
Comtact P1 Harris. Mark Sponsor Mane ARGOMBME MNATIONAL LABORATORY
Short Title thiz is @ short title Status F-Forwarded to SPO
Documment Status 2-Forwarded to SPO b SPO Hard Copy Recieved [

Reference Award Mumbes F01 AGTI23456-T5 B Proposal Funding Status | »
SPO Owner D -
SPO Ruleset E RSP_DIR_FA Oy
[ Fequest Manager Appas oval ] [ G Manager Appr owve ] [ H Approvval | Comament s ]
l—
SPO Manager Approval
4
[ 1 Generate Award ] [+ Finalize Record ] Award 10 / Contract 1D
K Q
. Clre approval
Negotiation Comment Megotiation Status | 7-Sponsor L b - ] Animal Apgpowval
Im = [Ceiosatety Appreval
] Standy on Hold
Clewdgen
COcost Sharing

N | Clnegotiation Response
Clother

[l Execited Agreesment
Dll'lflspel Record Routed
I First Paganenit

[CHESC
egoliation Status
Megotiation Status :::ﬁ iation Comiment . o istion Status Datetime Megotiation Comment

1 00334148 1107 G ZEFPM Emailed Sponsor, wailing on response

2 Sponsar 00334148 11307 6 2E6PM

3 RSP D0334148 11 0T B 26PM

4 00334148 1101 0T B ZEPM Fending REF review. Have response just haven had time fo send

to Sponsor
5 Deaan's Office 00334148 11N 0T B ZEPM
B 00334148 1107 6:2EFM Wailing on Dean's approval to move 10 nexd negoliation

SPO Action
Field Name | Field Description/Purpose Configuration Field Detail/Comments
A | Document To indicate the current status of See the table below for details.
Status the processing of the record
within WISPER.
B | Reference The award number assigned by
Award the Sponsor.
Number
C | Proposal Accepted, Closed, Default is Pending. Should be
Funding Holding, Pending, changed when funding
Status Pre-Award, notification is received from
Refused, Sponsor to appropriate
Terminated, selection.
Transfer, Under
Negotiation,
Withdrawn
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Field Name | Field Description/Purpose Configuration Field Detail/Comments
SPO Owner | Drop Down selection of all users | Varies
in the campus with the SPO
User role.
SPO Ruleset | Lookup to the available MIL_R_CAT Drives the categories visible on
Commitment Control Rulesets. MIL_DIR_FA the project details page and
subsequently the ruleset which
the budget posts under in
Commitment Control. Defaults
based on business rules of
Sponsor and Document Type.
Should only be changed on
approval of RSA Director.
Request Button to indicate that the record Upon selection, the record
Manager is ready for the RSA Manager indicates PENDING on the SPO
Approval Approval. User worklist and is visible on
button the SPO Manager Worklist.
Manager Button updates the RSA Status of APPROVED Indicated
Approve Manager Approval to Approved on the SPO user worklist status.
button Status. Record removed from the SPO
Manager Worklist.
Approval/ Button opens a large text box for
Comments comments among SPO users
button through which comments can be
communicated.
Generate Selected when a new Award ID Validations: Provide ERROR if
Award is necessary in PeopleSoft. Document Type is not one
button When selected, validations will which is eligible for generation.
be run to ensure data integrity. Provide warning if Proposal
The WISPER data will be moved Type is not New.
to the appropriate PeopleSoft Additional validations are as run
award and project locations. on the Division Action
“REQUEST FINALIZE
ACCOUNT” button.
Finalize Button used to close a record When used for Non-PS eligible
Record when a new PeopleSoft award is Document Types email is
button not needed. Might not be triggered during the nightly

eligible for PeopleSoft
generation or may be a
modification to an existing
PeopleSoft Award.

batch run to notify campus of
the completion of the record.
When used for PS eligible types
where a new PS Award ID is
not needed, a validation will be
run to confirm the Award ID field
is completed. An additional
validation will run to provide a
warning if Proposal Type is
New.
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Field Name | Field Description/Purpose Configuration Field Detail/Comments
Award ID to which this award is If the award is generated using
ID/Contract generated or added. the Generate Award button, this
ID field is automatically populated
in that process. If the record is
completed via the Finalize
button, the RSA user will be
responsible for updating this
field before finalization.
Negotiation Drop down selection to indicate 1-RSA
Status which party is currently 2-Dean’s Office
responsible for the next action 3-Legal .
on the record. 4-Office of Clinical
Trials
5-Principal
Investigator
6-Risk Mgmt
7-Sponsor,
8-Other
Negotiation Information to communicate the
Comments current status of the negotiation
process.
Tracking Items which are required to be Information only
checkboxes | completed. RSA users will

indicate when the item has been
reviewed or completed by
checking off the appropriate
boxes.
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WISPER

| 2-Forwardedto SPO

Reference Award Number | 1-n Process

SPO Owiner

SPO Ruleset

2-Forwarded to SPO
I-Assigned at BP0
4-Sentto Sponsor

5-SP0 Megatiation /Setup
B-Completed

=T

Raquest Manager Ap| ?-Wlmﬁr_awn

Status Security Worklist Changes Notes
When
1-In Process All participants, the Is on a campus user’s Submit to Is system default.
Divisions, and RSA have worklist. Is not on an SPO button
access. RSA worklist. is pressed on
Division
Action Page.
2-Forwarded to Record is able to be found | SPO Manager An SPO User
SPO by anyone on campus. is assigned

Attachments, Approvals &
Projects pages are
editable by participants.
Attachments are not
visible to non-participants.

to the record.

3-Assigned at Record is able to be found | SPO User An SPO user
SPO by anyone on campus. changes the
Attachments, Approvals & status.
Projects pages are
editable by participants.
Attachments are not
visible to non-participants.
4-Sent to Record is able to be found | None An SPO user
Sponsor by anyone on campus. changes the
Attachments, Approvals & status.
Projects pages are
editable by participants.
Attachments are not
visible to non-participants.
5-RSA (SPO) Record is able to be found | RSA User and Campus An SPO user
Negotiation/Setup | by anyone on campus. My WISPER Worklists, so | changes the

Attachments, Approvals &
Projects pages are
editable by participants.
Attachments are not
visible to non-participants.

that award collection,
award signatures, and
award negotiations can
occur simultaneously.

status.
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Status Security Worklist Changes Notes
When
6-Completed Record is able to be found | None An SPO user | Record has been
by anyone on campus. changes the | fully negotiated.
No pages editable. status. The Finalize or
Attachments are not Generate button
visible to non-participants. has been
pressed.
7-Withdrawn Record is able to be found | None An SPO user | Documents are

by anyone on campus.
No pages editable.
Attachments are not
visible to non-participants.

changes the
status.

no longer in any

active processing
status, but can be
found via Search.
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C. Campus Award Acceptance

A number of actions must occur before RSA can finalize or generate the award. When RSA or campus has been
notified of the forthcoming award, they may begin this process. If campus is notified, they should inform the RSA
user on the record. Whether RSA or campus is first notified of or receives the award, the RSA user should
perform validations on the number of projects required and should update the terms and conditions before
changing the status to “5-Negotiation/Setup.” Projects and terms should be updated before informing campus
and beginning the formal acceptance process.

Note that the process of collecting details about the award and projects can be initiated at any time; however, it is
required before RSA generates the information into the PeopleSoft Financials System. Therefore, information
which was pending may already be captured in the system. It should be validated and confirmed before
generation of the award or updating PeopleSoft financials.

1. Project Details

The projects tab contains a listing of the projects to be set up. RSA can facilitate this page by adding the required
number of projects and the start and end dates before updating the document status to “5-Negotiation/Setup.”
Campus can request additional projects by selecting the Add Project button and completing the necessary details.
The projects page is not accessible for document types that are not eligible for generating into awards (i.e. CDA,
NFA, MTA).

RSA will enter most of the information on the Projects Page except for the Commitments and Cost Share sections
that must be entered by campus.

As each award is required to have a minimum of one project, the first project is already created and accessible via
the Project Description hyperlink.

[ General " Projects | Approvals ) Aftachments | SPO Action  Terms & Cond j Document History
Record ID MIL101875 Document Type  Grant EWisger Help
Contact Pl Sponsor Name  ARGONMNE NATIOMAL LABORATORY
Short Title thig is a short fitle Status 2-Forwarded to SPO

Proposed Costs:

Direct 100,000.00 F&A 47, 700.00Total 147,700.00
Harard Information:
Direct 100,000.00 F&A I 47,700.00 Total 147,700.00

Begin Date  |01/01/2009 |[] End Date |12.l’31.l’2009 ]

Add Project

Customize | Find | i First ] 1 of 1 | Last

Project ID Project Description Name Department Total Sponsor Budget
this is a short title Harris, Mark 48-56300
General Info Sign the Record Route to Another Person My'\orklist  Search Page
& zave
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Selecting the link under the Project Description launches the user to the Project Details page. The top portion of
this page is called the Header and is used to capture demographic information about each project. The
Description, Pl, Owning (Administering) Department, Start, and End Dates default from the WISPER General

page.

Note: Campus will be responsible for choosing the correct Project Type and Fund Code on this page

Record ID MIL101874 Documvednt Type  Grant Wisper Help
Contact Pl HARRIS MARK T Sponsor Mame  US DEPT OF HEALTH & HUMAN SERVICES
Sleort Tithe Demo for Desk Reference Statis 1-In Process

Profect Semqence i Project

Description Dema for Dask Refarence

Project Type

Fimwil Code

GM_10 Research

Change Project Pl

Change Project Type

Crwming DT el Gendl Administration Change Crwning Department on Projec |
Start Date [p11zvz008 |53 End Date [0111772012 |3
F & A Rate Type |Resaarch-0n Campus ;] FhBase|Madlfad Total Direct Cost (G) j FA Rate % 47.70
Project Details - Header
Field Name Field Description/Purpose Configuration Field
Detail/Comments
Description Short description of the project. RSA will use the
first few characters
if needed to have
separate projects
each budget year.
Y1, Y2, Y3 should
be used in these
situations.

Project PI Defaults from the Contact Pl on Lookup to entire
the General Tab. Is able to be UWM directory —
changed using the Change Project not limited to PI
PI1 button. eligible individuals.

Project Type Lookup to Custom UW Project See table below for
Type field. additional

information.

Fund Code Dropdown of funds currently 101, 133, 135, 142, 144, 145, Customized to only
available in SFS. 146, 147, 148, 233 allow those funds

that are using the
Grants Modules.
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Field Name Field Description/Purpose Configuration Field
Detail/Comments
Owning Defaults in from the Administering | UWM Department table
(Administering) | Department on the General page.
Department Is editable using the “Change
Owning Department on Project”
button.
Start Date Begin date of this project
End Date End date of this project

F&A Rate Type

Dropdown of available types for
the indication of the appropriate
F&A.

Clinical Trials

Instr. and Training — on campus
Off Campus

Primate Center Negotiated Rate
Public Service — On Campus
Research — On Campus
Sponsor Approval Rate

WI State Agency Rate

This field is critical
to calculation of
F&A and of cost
shared F&A on the
project. Select the
appropriate Rate
Type in order for
the calculation to
perform.

F&A Base Select the appropriate basis for G — Modified Total Direct
the F&A calculation. Costs
D — NIH training
A —No F&A
F — Salaries Wages and
Fringes
B — Salaries and Wages
C — Total Direct Costs
Funded F&A Enter the numeric rate to calculate
rate billable F&A on this project.

The Combo Edit Departments and Nodes Section is not used for Milwaukee
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Code

Short Description

Details/notes

GM_05 | Employee Interchange Use for Intergovernmental Personnel Assignment Agreements (IPA)
Agreement
GM_06 | Named Professorships
GM_10 | Research
GM_11 | Doctoral Dissertation
Research
GM_12 | Research Career Award
GM_20 | Research Training Program | Use for NIH Institutional Research Service Awards (NIH Training
Grants)
GM_25 | Instruction-Training-General
GM_30 | Fellowship-Predoctoral
GM_31 | Fellowship-Postdoctoral
GM_39 | Fellowship-Miscellaneous
GM_40 | Construction-Remodeling-
Renovations
GM_44 | Exhibits, Lectures,
Performances
GM_45 | Miscellaneous
GM_49 | Patient Care (Clinical Trials)
GM_50 | Equipment
GM_60 | Scholarships
GM_68 | Work-Study
GM_70 | Curriculum Improvement
and Development
GM_71 | Libraries, Books, Journals
GM_74 | Travel
GM_90 | Conference, Workshop,
Symposium
GM_98 | Public Service/Outreach
GM_99 | Financial Aid
All All other codes are not to be used by Grants users in setting up
others Project Types. They are for the Non-Sponsored (Project Lite) projects.
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Budget Details

A breakout of budget by project will be required prior to award generation. Users may break out the costs at any
time but validation will be required prior to award generation. The level of detail that appears in the budget details
section is driven by other details on the record. Most projects will be budgeted at the category level although
fixed-price contracts and gifts will be budgeted at the Direct and F&A level.

Budget tem Description Budget Amount

SALARY All Salaries and Wages 0.00
FRIMGE Fringe Benefits 0.00
EQUIP Equipment and Capital Costs 0.00
SUPPLIES Supplies 0.00
TRAVEL_DOM Domestic Travel n.oo
TRAYEL_FOR Foreign Trawvel 0.00
SUB=25K Subagreements = §25K 0.00
SlB=25k Subagreements = §25K 0.00
TUITION Tuition Remission n.oo
OTHER Other Costs 0.oo
FA Fé&A % 0.00

Total Sponsor Budget 0.00

Project Details — Budget Details

Field Field Description/Purpose Configuration | Field Detail/Comments

Name

Budget Code for the budget category Available budget categories are based on the

Item for which the budget amount Sponsor and the Document Type. RSA can
must be entered. over-ride the Budget Scheme on the SPO

action page with the approval of the Director.

Description | Related full description of the
Budget Item above.

Amount Amount of that category In order to monitor rebudgeting requirements,
approved in the budget from this budget must match the Sponsor approved
the Sponsor. version.

Total Calculation of all amounts

Budget above.
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Effort Commitments - Information in this section must be entered by campus.

The Effort Commitments section will be used to capture committed effort related to approved sponsored projects.
Only effort for the Pl and Key Personnel as defined in the Effort Policy will be tracked. Multiple lines per person
may be entered if the commitment is not continuous or if the effort changes throughout the life of the project. This
information will feed into the Cost Share bolt-on system for tracking and updating during the life of the award and
will eventually feed into the eCRT system for certification.

S

Cost

Name Project Role Start Date End Date %M :M Total %
HARRIS,MARK ] =] [orerzoos |z Jornrzoiz g [0 [0 20 fil
HARRIS,DaVID [coriamoraTor =] [otrecos |5 [ornreoiz @ [ 100 [0 20 fil
Add Project Cammitment
Project Details — Commitments
Field Name Field Description / Configuration Field Detail/Comments
Purpose
Name Name of person with People are added via the Add
commitment. Project Commitment button, which
launches a custom search screen
allowing lookup of any UWM
Employee.
Project Role Dropdown selection of Co-Investigator,
the role on the project. Collaborator, Fellow, Key
Person, Mentor, Other, PI,
Research Assistant,
Trainee
Start Date Date on which the Defaults to the award start date, but
commitment with the is editable.
defined percent begins.
End Date Date on which the Defaults to the award end date, but
commitment with the is editable.

defined ends.

Total % Calculated field. Equals
the Sponsor % + Cost
Shared %.

Sponsor % Percent of the

committed person’s
effort for which the
Sponsor on this project

is paying.

Cost Shared % | Percent of the
committed person’s
effort on this project for
which the Sponsor is

not paying.
Add Project Button to launch lookup
Commitment to add another person
Button with a Commitment on
this project.
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Project Cost Share - Information in this section must be entered by campus.

Sponsors will often require or request that UWM provide financial support for activities they are funding. This is
referred to as cost share, and it is critical that this information be accurately captured, as it represents a binding
legal commitment with our sponsors. UWM may commit to provide either salary based cost share (time spent by
personnel working on a grant, but not charged to the grant) or non-salary cost share (expenditures that are used
for the grant, but not charged directly to the grant). The Non-salary portion will be tracked via a Terms &
Condition. The Salary portion will be entered by campus, based on the final agreement with the Sponsor. It may
be entered at any time until the record is completed, but is required for RSA to generate an award if cost share
effort is indicated in the commitment section.

If the cost sharing percent or source changes over time or must be split between two sources of funding, multiple

lines can be entered for the same individual to capture the full future of expected cost sharing. If a line of
commitment has been entered with cost share effort, it will be automatically copied into the cost share section.

=

Name Start Date End Date From Project ID &Fund FDI::.:nmem :;ost Shared E:_; Share
[o1r18r2008 5 [o1A7iz012 5 a | a | a | f -l @

HARRIS MARK [o1r18r2008 |5 [011172012 5 [1440544 Q 144 q [z0800q | 10 [Mand <] @

HARRIS,DAYID 0111872008 |5 [orr 72012 (5 | a | a | a | 10| [-] @

Project Details — Cost Share

Add Project Cost Share

Field Name Field Description / Configuration Field Detail/Comments
Purpose
Name Name of person People are added via the Add Project Cost
whose salary is being Share button, which launches a custom
cost shared. search screen allowing lookup of any UWM
Employee.
Start Date Date on which the Defaults to the award start date but is
cost shared salary editable.
begins calculation.
End Date Date on which the Defaults to the award end date but is
cost shared salary editable.
stops being
calculated.

From Project Optional field. The

Lookup to all projects

Only entered if the salary is being paid from

ID Project ID from which | within the Financial another project.
the cost shared salary | System regardless of
is being paid. fund.

From Fund The Fund from which | Fund Chartfield

Code the cost shared salary
is being paid.

From The Department from | Department Chartfield

Department which the cost shared

salary is being paid.
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Field Name

Field Description /
Purpose

Configuration

Field Detail/Comments

Cost Shared %

The percent of salary
coming from this line
of salary coding

Cost Share Drop Down to indicate | Mand, NSF, Vol Only Mandatory, NSF Institutional, and

Type the type of cost Voluntary Committed Cost sharing should be
sharing this line is entered. No Voluntary uncommitted cost
providing. sharing should be tracked. Note that NSF

Cost Share will not be used for Milwaukee.

Add Project Button to launch

Commitment lookup to add another

Button person with a

Commitment on this
project.
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Project Details Footer
In the footer, the user can choose to save the details entered or cancel, not saving any of the updates.

addition, this is where the user returns to the Project General Tab.

Save and Return to Record

WISPER

Cancel and Return to Record

Save

Project Details — Footer

In

Field Name

Field Description/Purpose

Configuration

Field
Detail/Comments

Save and Return to
Record Button

Saves the details entered and returns the user to

the Project General Tab.

Cancel and Return
to Record Button

Does not save the details entered but returns the

user to the Project General Tab.

Save Button

Saves the details entered and remains on the

Project Details page.
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2. Terms & Conditions

To facilitate the PI and Division roles understanding their obligations when they indicate the award signatures,
Terms & Conditions of each award will be entered on this tab. Only RSA can enter the terms but all participants
can view them. The terms on the Sponsor profile default onto this list and RSA users will update or enter them as
part of the updating of this award to Status “5 — Negotiation/Setup.”

Find First [4] 1-4 of 4 [ Last
‘Terms & Conditions: BR%00 )= =

Description:

Mo Budget Tol - Need Approval

Explanation:

‘Terms & Conditions: | Crop0 Q= =

Description: Carryaver Mot Allowed

Explanation:

‘Terms & Conditions: Eqliyy o= El

Description: Equipment Title with UVY

Explanation:

Terms & Conditions

Field Name Field Description/Purpose Configuration | Field Detail/Comments

Terms & Code for the term applicable to this See table An equipment ownership term must
Conditions award. below be entered on every WISPER record
Description The default description from the

Terms & Conditions configuration.

Explanation Additional details to further describe
the term.

Note: The Terms & Conditions entered on this tab point out important aspects of the award.
However, this summary of Terms & Conditions is not an exhaustive list of relevant elements in

the award. In addition, it does not alleviate the need for the PI to carefully read the award
document in order to carry out responsibilities related to the performance of this project.
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Terms & Conditions available for selection

Code

Description

BR%00

No Budget Tolerance, Needs Prior Approval

BR%05

05% Budget Tolerance, Needs Prior Approval

BR%10

10% Budget Tolerance, Needs Prior Approval

BR%15

15% Budget Tolerance, Needs Prior Approval

BR%20

20% Budget Tolerance, Needs Prior Approval

BR%25

25% Budget Tolerance, Needs Prior Approval

BRNO

No Re-budgeting Allowed

BROTH

Budget Tolerance Other, Needs Prior Approval

BRUW

Re-budgeting Internal Approval

C/ONO

Carryover Not Allowed

C/O0OK

Carryover Automatic

C/OPA

Carryover Needs Prior Approval

CS3PM

Mandatory Third Party Cost Share

CS3PV

Voluntary Committed Third Party Cost Share

CSM

Mandatory Cost Share

CSsv

Voluntary Committed Cost Share

EQFED

Equipment Title with Federal Government

EQNO

Equipment Not Allowed

EQSPN

Equipment Title with Sponsor

EQUW

Equipment Title with UW

FDEMO

FDP Demonstration

FDP

FDP

FIN

Financial Restriction

INCS

Institutional Cost Share

INSUR

Additional Insurance Coverage Required

INVDT

Invoicing Detail Needed

IP

Intellectual Property

OTHO1

Other Term & Condition - See Explanation

OTHO02

Other Term & Condition - See Explanation

PRADD

Program Revenue Additive Method

PRDED

Program Revenue Deductive Method

PRESS

Publicity

PROTH

Program Revenue Other Method

PSPND

90 Day Pre-Award Spending Allowed

PUB

Publications

RCRET

Record Retention

REFUB

Refund of Unexpended Balances

TRNAP

Statement of Training Appointment Due On or Before the Appointment Date

TRNPO

Available Post-Doc Training Slots

TRNPR

Available Pre-Doc Training Slots

TRNST

Available Short Term Training Slots

TRNTM

Termination Noticed Required Within 30 Days of Termination

UEFB

Unallowable Expenditure - Fringe Benefits

UEOTH

Unallowable Expenditure - Other

UETUR

Unallowable Expenditure - Tuition Remission
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3. Pl Award Signature

The Contact Pl is required to sign the second of the two signatures before RSA accepts the award or agreement
from the Sponsor. The Contact Pl may have done so earlier in the process, but must do so before RSA can
accept the award. The Pl logs into WISPER, navigates to the record via their My WISPER page, scrolls to the
Records for which | am a PI section, selects the record they wish to sign, and clicks the Sign the Record link on
the bottom of the General tab. Only the Contact Pl has access to this link. The signature indicates acceptance of
both the University and award or agreement requirements.

Principal Investigator Signature for Award

| agree to disclose prompthy to the University any invention, computer software or mask work (collectively,
"Froject Intellectual Property”) made by me inwhole or in part, whether solely or jointhy with others, during
and in the course of the Project. If Project Intellectual Froperty is funded in whaole or in part by a federal
agency or if an agreement negotiated by the University for the conduct of the Froject requires the University
to grant rights in Project Intellectual Froperty to a third party, | agree that [ will, If requested, assign rights to
such Project Intellectual Property to the University's designated intellectual property management
organization and will execute all documents necessary to secure protection for Project Intellectual Property,
and to establish the federal government's or any other party's rights therein. | confirm that | am now under no
obligation to any other person or extramural sponsorwhich is in conflict with my responsibilities as set forth
above . | agree that the University reserves the right to make and use, for educational or research purposes,
any intellectual property or material made by me inwhole or in part, whether salely or jointly with others,
during and in the course of the Project.

| agree to be responsible for assuring that all persons participating in the Project, other than clerical or
non-technical persons, prior to commencing waork on the Project have signed a copy of a document
agreeing to essentially the same obligations as set forth above. (Pl may use either a copy of the above
language or may use the universal project participant statement found at

http:fenene graduateschool iwm eduforms-and-downloadsiresearchersiintellectual-property-agreement pdf )

| hawe read and | hereby accept the terms and conditions of any agreement negotiated by the University for
the conduct of the abowe-referenced Project. | agree that [ will comply with the provisions of and will
cooperate in assuring that the University's obligations to fulfill those terms are met.

| Sign Pl Signature performed by

Pl Signature Date & Time

If the PI has already signed, but there is reason to believe that the terms are such that the PI could not have
understood the implications at the time of signing, RSA or the Division may add an approval to request that the PI
give explicit approval to the terms of the award, calling any details to the attention of the PI that are necessary.
See Approvals under Section 1 above for more information.
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4. Division Action

The Division Role Member is responsible for ensuring that all actions are completed on campus prior to
requesting acceptance of the award or agreement, and if eligible set up of the projects by RSA. The Division is
responsible for providing a second signature (award signature) which can be performed any time after the Pl
award signature and the Division proposal signature is made. It indicates Divisional concurrence with the terms
and conditions of the award and ensures the Division’s role in meeting those terms.

| certify that on behalf of the Division, | understand that by clicking on the "l Sign" button below, | agree
that the Division is willing to suppaort the Pl and the University in arder to carry out its obligations under
the award and will be responsible for any othenwise unresolved over expenditures remaining at the
end of the project.

Division Signer  KIS5INGER PATRICIA
Date & Time 01/29/2008 11:18AM

After all of the project details (if required) have been collected, the PI has signed the Award Signature or if
necessary indicated acceptance of the terms of the award or agreement via the Pl Terms Approval, and the
Division has signed the Award Signature, the Division may inform RSA by requesting one of the further actions of
RSA. The buttons on the bottom of the Division Action page facilitate this request. The buttons on the left run
validations to ensure that all information needed is included before making the request of RSA.

The same validations are run when the action button on the right is pressed. In addition, when the Request
Advance Account (Backstop) of SPO button is selected, the document will change to status “5-Negotiation/Setup”
thereby appearing on the worklist of the SPO user who is listed as the current SPO owner. It will also set the
ADVANCE ACCOUNT flag which will be indicated in a column on the SPO Negotiation/Setup section of the SPO
user worklist.

If the Request Project/Award Finalized of SPO button is pressed, the record status will change to “5-
Negotiation/Setup” thereby appearing on the SPO user worklist with a flag indicating the Finalize request has
been selected.

validate to Submit | Submitto SPO |
Walidate to Req Adv Account | Reguest Advance Account of SPO |
Yalidate to Req Project fAward Finalized DfEF'Ol Fequest Project fAward Finalized of SFO |
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Validations processed by the Submit to SPO and the corresponding Validate button:

Warning: You are not the Administering Division

Warning: No Contact Pl on Record

Warning: No Administering Department on Record

Warning: No Begin Date on Record

Warning: No End Date on Record

Warning: No Sponsor found on Record

Warning: No Document Type selected on Record

Warning: No Proposal Type selected on Record

Warning: No Direct Costs entered on Record General page

Warning: No F&A Rate entered on Record General page

Warning: No Submission Method selected on Record General page
Warning: There is an Approval that has not been responded to for the Record
Warning: You have not entered a Related Document for a Non-New Record
Warning: Contact Pl has not submitted Outside Activities Report

Error: Other Personnel, Pl has not Signed this Proposal

Error: Contact Pl has not Signed this Proposal

Error: Division has not Signed this Proposal

Error: All Compliance Questions have not been answered

Validations processed by the Request Advance Account of SPO and the corresponding Validate button
Warning: Other Member Pl does not have any commitment on any projects under this award

Warning: Contact Pl does not have any commitment on any projects under this award

Warning: You have not entered an Effort Commitment for each Project in the Record

Error: You must enter a Description for each Project on the Record

Error: You must enter a Project PI for each Project on the Record

Error: You must enter a Project Type for each Project on the Record

Error: You must enter a Project Fund for each Project on the Record

Error: You must enter an Owning Department for each Project on the Record

Error: You must enter a Start Date for each Project on the Record

Error: You must enter a End Date for each Project on the Record

Error: You must enter a F&A Rate Type for each Project on the Record

Error: You must enter an F&A Base for each Project on the Record

Error: You must enter a F&A Rate for each Project on the Record

Error: You must enter a Project Cost Share row for every Project Commitment with Cost Share greater than 0
Error: You Answered Yes to the Award involving Human Subjects and do not have approved Certifications
entered

Error: You Answered Yes to the Award involving Animal Subjects and do not have approved Certifications
entered

Error: You Answered Yes to the Award involving 'toxic, infectious or carcinogenic/mutagenic material' and do not
have approved Certifications entered

Error: You Answered Yes to the Award involving Stem Cells and do not have approved Certifications entered

Validations processed by the Request Project/Award Finalized of SPO and the corresponding Validate
button

Error: Contact Pl has not signed this Award

Error: Division has not signed this Award

Error: Award Total Costs not equal Total Costs for all Projects

Error: Award Total Costs can not equal 0. Please check Total Costs for all Projects

Note: Warnings are informational and will not stop processing; however, all Errors from the list above

must be resolved prior to moving the record forward in the process.
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\ 5. Validation & Finalize or Generate Award by RSA

When the RSA user on record receives indication of a request from the Division to either set up an Advance
Award (Backstop) or Finalize the Award, the RSA user must:

1. Complete negotiations of the award (if Finalize is requested)

2. Validate all data against the award or known proposal information, most critically:

Number of projects

Commitments

Cost sharing

Budget details

Start and end dates of each project

Fund

Certifications (Protocols) match the award

3. Upload the award or agreement to the Attachments section (except for Advance Award - Backstop).
4. Determine if Finalize or Generate is appropriate

A. Finalize

(1) If the record is routed is to facilitate updating of an existing PeopleSoft award, the user will
indicate which award is being updated via the Award ID/Contract ID lookup, finalize the record,
and proceed with Business Process 2.04 Modify Award, Contract, Project. Finalize will not
generate any email communication to campus.

(2) If the record is routed to negotiate a hon-PeopleSoft eligible agreement, Finalize will generate
an email to the Pl and those on the Department Email table for the Administering Department.

B. Generate: If the record is to set up a new PeopleSoft award, select Generate.

[ General Projects | Approvals | Aftachmenis ) PISignature | SPO Action | Terms & Cond | Document History
Record ID MIL101875 Document Type  Grant w
Contact Pl Hams, Mark Sponsor Name  ARGONMNE NATIONAL LABORATORY
Short Title this iz a short title Status 2-Forwarded to SPO

Document Status | 2-Forwarded to 5PO ]
Reference Award Number I Proposal Funding Status | Fending ;I
SPO Crwiner I ﬂ
SPO Ruleset [MIL_DIR_FaA |
Request Manager Approval I Manager Approve | Approval | Comiments

SPO Manager Approval

Finalize Record i&wmcl ID / Contract ID
a
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D. WISPER Management

| 1. MY WISPER |

The MY WISPER worklist page will be the starting location for all (non-RSA) WISPER users and will display three
sets of data: (1) all records for which that user is the current OWNER (“In Box”), (2) all non-generated records
where the current user has been requested to provide an approval (“Approvals | Need to Complete”), and (3) all
records on which the user is listed as with the role of PI (“Records for which | am PI”).

Selecting the Record ID in any of these sections will send the user to that record’s details allowing further action.

If the user logged in has a Division Role, they will also see a drop down box allowing them to alternate between
their own user list and that of the Division Role.

This page also has a “Create New Record” button that allows the user to quickly start a new record.

MY WISPER o
Create New Record |
RecordIl  Due Date Contact P Document Type Short Title Dept ID Sponsor Wisper Document Status
MATIOMAL
MIL101860 Harris, Mark another test 485200 ENDOWMENT FOR THE 1-In Process
ARTS
U3 DEPT OF HEALTH &
mMIL101874  01/31/2008 HARRIS, MARK Grant Demo for Desk Reference 340505 HUMAN SERVICES 1-In Process
" MATIOMAL BCIENCE
: ? R
MILTOT1ETT  O1/3102008 Harris Mark Grant ‘wihat A | Daing 4RE200 UMDY 1-In Process
. ! MATIONAL STIENCE .
MIL101858 0111452008 Harris. Mark Grant Testing the manual 485200 FOUNDATION 5-5P0 Megotiation rSetup

Approvals | Need to Complete

RecordIl  Due Date Contact Pl DocumentType Short Title ::'Felﬂ Approval Type

Records for which | am Pl

RecordIl  Contact Pl Document Type Short Title DeptID  Status Current Owner
MiL101157 Harris, Mark Grant Ege;l]gn and Synthesis of GABAgenic Subtype Selective 485200 4-Sentto Sponsor
MIL101205 Harris, Mark Grant S:ﬁ(") Receptor Invalvement in Memory: Mechanisms — yoe0n 4 santto sponsar
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\ 2. Search & Copy

Search Page

The Search page allows the look up of existing records by selecting limiting search criteria. Any text entered into
the search box will perform a “contains” search function on that field. No wildcards are necessary.

The user will only be allowed to see records for which that user has security access. Those records in a “1-On
Campus” status are able to be found only by users who are participants on them. Records in any later status are
able to be located by anyone on campus. However, only participants can edit the information on these records.

[ SearchWisper Doc

Business Unit IUWMIL Wisper Help

Record ID I

Doc Owner |

Contact P1 |

Wisper Document Status I VI
Award Type I VI

Department I
Sponsor I

Reference Award Number I

Proposal Funding Status I VI

Other WISPER Personnel |

Search | Clear |

Copy Function

The last column of the search results is a button allowing the user to copy the record, allowing easy recreation of
the core data for use on another routing or submission. Not all data will be copied; the dates, for example, are not
copied as they are unlikely to be the same across a number of submissions.

Record I Contact Pl Sponsar Short Title DepartmentlD  Record Status gofgﬂ Owner Proposal Type %m‘ﬂ Copy WISPER Document
Insfitutional Clinical

MILTOI 744 HARRIS MARK MEDICAL COLLEGE OF WISCONSIN and Translafional 340505 Fhssioned 18P0 Grant SHIRABANN R New Us4 CopyMILT01T4H4 )
Srience Award
Dem for Desk

MILTO1 876 HARRIS MARK NATIONAL INSTITUTES OF HEALTH 485300 1-In Process COOKJAMES M New CopyMIL101876

Reference

MylWorklist  Search Page
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3. User Preferences

The User Preferences page is accessible to all users via a menu item on the UWM WISPER page. This page
allows the user to control two functions:

1. Delegate — If the user wishes to select another employee on campus to receive communications as if
they were the user, the delegate function can be used. By selecting the Add User Delegate button,
the user can lookup anyone in the UWM person table and add them as his/her delegate. This will
allow the delegate to receive emails every time the WISPER user receives an email (notifying routing
or approvals) and to have access to those records via the search and MY WISPER functions. Note
that signatures of a Pl or a Division Role Member are not able to be delegated. Only a user with the
role of PI or Division is able to sign.

2. Email Notifications — To turn email notifications from WISPER on or off, the user can check or
uncheck the three email check boxes.

Search:
O]

[+ My Favorites
= UWIWISPER
— by \WISPER

— Change bty Password
— My Personalizations

— My Systern Profile
= hiy Dictionary

Wisper User aoony18s

User Delegate

Add User Delegate

Wisper User Preference Page

Remave Delegate

Receive WISPER Email Updates il

Receive WISPER Email on Route of Record ¥/

Recelve WISPER Email on Approval Request [

Esave |
Field Name Field Description Configuration | Field Detail/Comments
/ Purpose
WISPER User The user currently logged in.

User Delegate

The user with delegate authority for
the WISPER User.

This person can receive emails and
see the same records that the
WISPER user does.

Remove Delegate Button

Removes the User Delegate from
the WISPER User.

Receive WISPER Email
Updates Checkbox

Turns on and off all emails from the
WISPER system.

Receive WISPER Emall
on Assignment of Record
Checkbox

Turns on and off the email
notification sent when records are
assigned to the WISPER User.

Receive WISPER Email
on Approval Request
Checkbox

Turns on and off the email
notification sent when an approval
is added for the WISPER User.
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4. Division Role Set up

The Division Role function is critical to the path of records from campus to RSA. Users with this role are allowed
access to the Division Action page which drives submission of records to RSA.

SPO Managers control the users who have this role via the “Division Role Members” link on the left navigation
menu. Selecting this link allows the SPO Manager to see a list of all divisions on their campus.

Search:

Eg‘r'a?t;m”es Division Role Members
I Customer Contracts Enter any information you have and click Search. Leave fields blank for a lisi
I Billing
= LW WISPER [ Find an Existing Value
— Approval Types
— Business Unit Signature - - . .
T Search by: I Business Unit L= beains with [Owmil

B S orkist Search | Advanced Search

— Search

—Wisper User Preference Search Results

Page 124 0f 24

[ Supplier Contracts . . o
e
[ Order Managerment LIl 0MGEDA  01-General Ed Administration
[» Services Procurement LI O2FAMA 02-Finance and Administrative A
[ Prograrm Management LIhIL O35TAF 03-Student Affairs
[ Project Costing LAMIL 0SACAF  05-Acadernic Affairs
b PrEpEsE] e UL OBMILW  0B-Milwaukee Idea

[ Accounts Receivahle

D Accounts Payahle LI 10CHSC 10-College of Health Sciences

I Cammitrment Contral Ll L 118ARP 11-5chl of Archict & Urbn Planng

I General Ledger LARIL 12LBUS 12-Lubar School of Business

[> SCM Integrations LRI 1¥S0ED 17-School of Education

[» Set Up Financials/Supply LARAIL 189CEAS 158-College of Eng & Appl Sciences
Chain LWL 21ARTS 21-Peck Schoaol of the Ads

[» Enterprise Components LML I4GRAD  34-Graduate School

b wiorklist LATMIL A0IMMT  40-Information & Media Technology
E ;r:soﬁfnr;a.?sgls LIl 4BLSCI  48-College of Lefters & Science

I LWy nvision LIl L A0LIBR A0-Golda Meir Library

> PeopleTools LI 515015 41-Schoal of Infarmation Studies

[» SFS Extensions LAARIL BSMNURS 65-College of Mursing

— Tax Cantar LWL BESOCWY  B6-Helen Bader Scho of Social YWel
— Change My Passward LIl 90SCED  80-School of Continuing Education
— My Personalizations LML aracsl  97-scaderic Support

= Ly Syl (PUmTIE LWL QELINIT 958-LinitWide

— My Dictionary

When a Division is selected, the SPO Manager sees the list of campus users currently assigned to the Division

Role for that Division. The SPO Manager can delete those users by selecting the = icon. To add any additional
user to have this Role, the Manager will select the [+] icon and see the PeopleSoft person lookup page.

{ DivRole Members

Business Unit iy DMSion g ¢ 48-College of Letters & Science iisper Hely

Customize | Find | i First [ 1af 4 [+ Last
EmpliD Employee Name

1 IDDD-’BSEQ e} KISSINGER PATRICIA L =

The Manager can look up any campus person and select them from the results list by selecting their Employee 1D
number. Upon selection the user is returned to the Div Role Members tab above and should select SAVE to
complete the action.
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Look Up EmplID

WISPER

Search by: I Employae ID vlbegins Wi1h||

Look Up | Cancel | Advanced Lookup

Search Results

Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.

“Wie Al First [4] 194-200 ¢t 300 [} Last
Employee ID Name Department ID Department

00009664 485400 iath Sciences - General
00006315 181500 Civil Engineering

00o0g86E4 483300 English - General

00018323 00100 Library - General

00014301 430400 ESL-General

00015230 487500 Histone - General

Field Name Field Description/Purpose Configuration Field Detail /
Comments
EmplID The person who should have the Lookup to UWM person
Division Role table
Employee Name of person related to ID selected
Name above.
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5. Department Email Tables

The function of this table is for the email notification of Award Modifications and Finalized non-PeopleSoft eligible
documents not for email for routing and approvals within WISPER. The Department Email Table is
maintained by those users with the Division Role. Access to this page is via a link on the bottom of the Division
Role Members Search Page or MY WISPER worklist page. Selecting this link will show the Division users a list of
Divisions for which they are listed as the Division Role Member.

Department Contacts
Enter any information you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value

Business l.lnit:| hegins with LI |Uwru1IL
Department: | pegins with _~ | [48L5CH

Search | Clear | Hasic Search Save Search Criteria

Search Results
1 of1

Business Unit Department

LAARAIL 43LSC

From this list, the Division Role Member can select the Division for which they want to update the email contacts.
The resulting page is a list of all Departments or Nodes, Employees, and Emails assigned within that Division.
The notification can be sent to a specific person (to the email address on file with the University HR) or to a

generic email address, in which case no user should be selected — only an email address in the “Or Email Box”
column.

/ Uw Gm Deptcntcts

Business Unit  _\wMIL  Division  48LSCI 48-College of Letters & Science

Far each row, select an Employvee or enter a Dept Email Box

Customize | Find | g First E 1-

upDs
Begins Employee Employee Name Employee Email Or Email Box
Person ID —_—
With D
1 |4851DD |DDD12491 ), DOE, JANE DOE@UWM EDL [=]
2|4851DD |DDD1T281 Q) DOUGH, JOHM DoUGH@AM.EDL [=]
3|485200 | [o0240083 ¢ DEAU, JACK DEAU, JACK =

The Division Role member can delete the email notification for a user or email address by selecting the = icon
next to that row. To add an Employee or an Email address, select the [+] icon. This will add a row. Enter the
Department or Node for which this user should receive natifications, and then select the user via the PeopleSoft
lookup icon or by entering the email address in the “Or Email Address” field. In the graphic above, within the
Division of Letters & Science, two individuals are chosen to receive notifications for Biological Sciences award
work, and one individual is chosen to receive notifications for Chemistry/Biochemistry award work.
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WISPER

Field Field Description/Purpose Configuration Field Detail / Comments

Name

UDDS Enter the first 2 to complete 6 If only 2 characters are entered, the user

Begins department ID digits for which the or address will get all email for that

With email should be sent to the user division. If 3 digits are entered, the user

on this row. or email will receive email for only those

departments within the division that start
with these 3 digits.

Employee [ The person to whom an email Lookup to UWM

Person ID | notification should be sent person table

Employee If a person was selected above,
Name the related name is displayed

Employee If a person was selected above,
Emalil the email address from their HR
record is displayed

Or Email If a generic email address, not
Box specific to an individual person is
to be used, that email can be
entered here.
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