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Adding Key Personnel SNQOTS
to a Proposal

How do | add Key Personnel to a Proposal Development record?

Key Personnel & Employee | © Non-Employee | # Lead Unit Department | & Organization | & Multi-PI 2

@®Employee O Non-Employee Muiti-PI - Role

\:| --Select-- v

Department % of Effort

Add Key Personnel

O Click on EMPLOYEE or NON-EMPLOYEE as appropriate. Employees are JHU
Faculty and Staff. Non-Employees are personnel from other organizations.

Key Personnel

@® Employee ) Non-Employee

O Enter all or part of the persons last name or JHEDID (for JHU employees). The
flexible search will show names which contain your search terms in the JHEDID
and Last Name. Names will begin to appear in the dropdown menu. Choose the
appropriate name. See example below:

® Employee O Non-Employee

Smith

Mithani, Suhazil (SMITHANZ)
Smith, Kirby D (KSMITHP1)

Smith, Gregory B (GSMITH11)

o If an Employee (JHU personnel) needed does not show, they are not in
SAP. In the case of new employees, you may need to reach out to your
HR contact and request a mini master.

o If aNon- Employee (non JHU personnel) needed does not show in the
dropdown menu, you can add a new person to the Rolodex/Address Book:

O Click on the Add to Address Book link &Addto Address Book
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O Complete as many fields as possible in the box that opens:

Add to Address Book X
Prefix First Name Middle Name Last Name Full Name

Select ¥ ‘
Organization Designation Address Line 1 Address Line 2 ‘

b |
Address Line 3 City Postal Code State
Country Email Address Phone Fax
Sponsor Comments
4000 characters remaining

O If the Organization does not previously exist in the Rolodex, the
user must click on Add “name.”

Organization

Smart University

Add "Smart University"

O Click on the Save button .

O Click on --Select --in the Role field and choose the appropriate title from the
dropdown menu. If Other is chosen, a new field will open and the user can enter
the role.

* Role

--Select-- b

Lead Principal Investigator
Co-Investigator

Team PI

Collaborator

Qther

PI/Multiple
Manager

O Input additional Department(s) if needed. Occasionally, faculty have a dual
assignment.

Department
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O The Department can also be deleted by clicking on the red X next to the
name.

ELECTRICAL AND COMPUTER ENGINEERING X  Biomedical Engineer X

O Input the % of Effort.

05 of Effort

O Click on Add Key Personnel button and the name and information
will display in the chart below where information is input.

% of
Name Role Department(s) / Organization(s) Designation Effort  Training Certification  Actions

Lead
& Guider, Tracey  Principal A TRANSITION GUIDES 100 Incomplete incomplere. @ T §
Investigator

Co- RESEARCH PROJECTS ADMINISTRATION

Grants Associate 5 Incomplete incomplete. @ #M T ¥
Investigator

& Gasior, Angela

Actions column explained:

Actions

O S T

View more details about the personnel

O Click on the view icon, to see personnel details.

" 3
4 Edit role, effort, or Department assignment

If role, effort, or department assignment needs to be corrected:
O Click on the Edit icon under the Actions column and make changes.
O Click on Update Key Personnel to save the changes.

) Delete Personnel

O Click on the Delete icon to remove personnel from the record.
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More Actions — dropdown menu includes the following:

% Artachments
B certify

A Notify

O Click on the Attachments icon to add attachments specific to the person.

Add Key Personnel Attachment(s) - Taylor, Robert E

[i] Support foliowing files under 50 MB : pdf,doc.docx.csv,.xmi, ppt, Dty txt, Xis, xisx,Zig, [son Xism, j0g.msg

Drop your file here or Choose File (s)

O Click on the Certify icon, to navigate to the Certification tab.

Proposal General OtherInformation Budget Questionnaire Attachments Comn

Key Personnel Name Designation

Black, Brandy
8 Black, Brandy

Principal Investigator

Questionnaire

O Click on the Notify icon to send an email notification to the person that
contains a link to this certification.

Notification Log X
Name Role Certification )
L Notify
Trayanova, Natalia Co-Investigator Incomplete

Notification Status Date Sent

Mo notifications found

Close
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