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How to Add Contacts

Please Note: Only the Principal Investigator and Authorized Institutional Official (AlO) can add individuals
(contacts) to the application/award .If you need access to view an award and all payments/deliverables associate
with that award, please contact the Principal Investigator of the award to request access. The Principal
Investigator is the only one with the ability to grant Budget Access to other members of the team (contacts).

1. To add contacts to an award, the Principal Investigator or AlO of the award must go to their My Awards homepage and click on the Active
Awards tile under the My Awards module.
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2. The Principal Investigator or AIO must next click on the Active Award that the contact requires access too.

PLEASE NOTE: Contacts must be added each time for every different Project Period and Award Type (Award Profile).
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Award # Institution % Awiard Type & Principal Investigator ¢ Project Period : Award Amainl ¥
00192CC319 CFF Children's Hospital CFF Hospital Foundation Care Centers Bruce Wayne 443,000,00
3. Onthe Award Profile Page, the Principal Investigator or AIO must click on the CONTACTS tab to add contacts to the award.
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* Principal Investigator: Bruce Wayne
Institution:  CFF Hospital Foundation RFA Name: TEST CF Care Center 2019

Application Full Print: B

Submitted Date:

Funding Decision:

LOI Application Full Print:
Full Application:

Signed Application
Upload:

GENERAL  CONTACT PROFILE BUDGE FULL APPLICATION UPLOADS

Project Period Start:  07/01/2019 Project Period End:  06/30/2020 = JUMPTO
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4. Under the CONTACTS tab, the Principal Investigator or AlO will be able to add a contact by clicking into the look-up field below each
contact role. By clicking on the look-up field, all contact associated with the Principal Investigator’s Institution AND that are associated

with the contact role, will display. To add the contact, the Principal Investigator should click on the contact that displays in the look up

field.

PR
GENERA CONTACT PROFILE NSTITUTION CONTACTS ABSTRACTS/RELEVANCE BUDGET FULL APPLICATION UPLOADS

* Authorized Institution Official
approve all applications and annual progress reports for submission to

gnature. The AID has read-only access 1o the full application and award, and is required 10 electronica

ndividual with the authority to legally obligate the institution 1o the terms and conditions of award and person 1o whom the application will be submitted for

Additional Authorized Institution Official(s)
Additional individual{s) with the autherity 10 legally obligate the institution to the terms and conditions of award. The AID has read-only access to the full application and award, and is required to electronically approve all applications and annual pregress reports for submission 1o CFF.
and select

* Grant Officer
ents in the system prior 10 submission to CFF.

o review and edit all financial documents associated with the application and award; and is required to sign all financial doc:

* Financial OMcer
ssion to CFF. The Financial Officer is not required to sign off the application budget.

ated with the application and award; and is required to sign all Post-award financial documents (Estimated Budget and Report of Expenditures) in the system prior to subm

ndividual with access to review and edit all financial documents assoc

Pre-award Contact
Has full access to the application and supperting documents, with the exception of the budget. The Pl must provide permission anline for the Pre-Award Contact to access and work on the budget

Post-award Contact
Has full access to the award, deliverable and payment information. The Pl must provide permission online for the Post-Award Contact to access and work on the Estimated Budget and Report of Expenditures

€ BACK
1B Save My Work

PLEASE NOTE: If the contact does not appear in the look-up field, the contact does not exist in the system. Please request that the
contact register themselves to the system by going to the https://awards.cff.org/ log-in page and clicking on the Register Here button.
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5. When that contact is added, the Principal Investigator or AlO will need to click on the Save My Work button at the bottom of the Award

Profile Page. Once saved, the contact will have access to the Award on the system.

Please refer to the Contact Definitions guide (Page 5) to view all the permissions each contact role has in the system.

BUDGET FULL APPLICATION UPLOADS

GEMNERAL CONTACT PROFILE NSTITUTION CONTACTS [ ABSTRACTS/RELEVANCE
—
* Financial Officer
Indivigual with access 1o review and edit all financial documents associated with the application and award; and s required 1o sign all Post-award financial documents (Estimated Budget and Report of Expenditures) in the System prior 10 submission to CFF. The Financial Officer is not required 10 sign off the application budget
Cat Woman %~
Pre-award Contact

Has full access to the application and supporting documents, with the exception of the budget. The Pl must provide permission online for the Pre-Awand Contact to access and work on the budget

Search and select

v Budget Access

If additional individuals need access to the Estimated Budget and Report of Expenditures, the P must provide permission by entering the individuals’ names in the space below.
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