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How To Review/Approve an MOU Form Sent by OPAM in Kuali Build

When the Office of Post Award Management (OPAM) sends out a Memorandum of Understanding
(MOU) for approval, the Primary Pl (1% listed) will receive an approval notification letting them know
that OPAM needs their input on the MOU form being sent:

UMassAmbherst

Hello

OPAM needs your input on the MOU sent for the following record
Award Number:

Institutional Proposal Number:

Title:

Sponsor:

To access and complete the MOU click "Begin Review" below. Please fill all required fields on the form prior to approving. Once you approve, it will be sent to any further parties for approval (Co-

Pls, and Dept. Chairs/Coll. Deans if RTF change listed).

If you need assistance completing the MOU, please reference the guidance posted here: https://www.uma

how_fo, 0 pdf

ITyou need to Save the form and finish it later, the saved form can be found in your Action List: http:

Kuali

Thank you,
OPAM
Form Name: MOU

Step Name: PI01 APPROVAL
Your Action: APPROVAL

|

If you click “Begin Review” in the email, it will open your browser and take you to a UMass login page

that looks like this:

UMassAmbherst
Sign in

Email, phone, or Skype

Can't access your account?

Back

Sign-in using your UMass NetlD in the format
NetlD@umass.edu Change my password

Qb Sign-in options

Sign in with your UMass email and password. Authenticate with Duo Two-Factor Authentication if

prompted.

Choose an authentication method

z Duo Push RECOMMENDED

UMASS

AMHERST @ cailve
What s this? [ [ Passcode

Meed help?

Secured by Duo [] Remember me for 30 days

Send Me a Push

Call Me

Enter a Passcode
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You will be brought to the form that requires your review and approval.

University of Massachusetts Amherst Memorandum of Understanding
(MOU) for Awards that include Co-Principal Investigators

View If you require assistance reviewing/approving this form, please see this guide for additional details. Actions

Review (I Statiss Form Last Edited: 4/1/2021
prove
Award Number * Award Funding Propoesal ID * Institutional Proposal Number * “

Send Back

Title Sponsor Deny

NOTE: You can access ALL Kuali Build approvals awaiting your approval via your Action List

The Primary Pl must complete all required fields showing on the form.

The Intellectual Credit amount must be entered for all personnel listed on the form:

e The total figure across all personnel must equal 100%
e Unless the award is a Fellowship, each of the CO-PI would receive recognition percent greater
than zero.

Pl Name * Role: * Business Manager

(@umass.edu) Pl @umass.edu)

Intellectual % Credit *
Type Here...

Please list the above PI's responsibilities for carrying out major tasks specified in the proposal and
award: *

Type Here...

If there has been a change to the RTF Distribution, selecting “Yes” to this question will populate the
form with the applicable fields: Has there been any change to the RTF distribution? *

@ VYes

O No
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PI Name * Role; * Business Manager

Cohen, Bradley T (btcohen@umass.edu) Fl Cohen, Bradley T (btcohen@umass.edu)
Intellectual % Credit *
Type Here.

Please list the above PI's responsibilities for carrying out major tasks specified in the proposal and award: *

ype Here

RTF Change
Listed PI: PIRTF*

Type Here..
Department * Department RTF *
Q Type Department Here Type Here

College * College RTF =
e Type Here..

To select the correct Department and College, start typing the name in the fields provided and click on
the right one to select it:

Department #

biology

Dept: BS/UM PVLSI - Biology

Dept: Biochemistry/Molecular Biology

*
-Dept: Biology DEpar‘tn‘lent
Dept: Microbiology D‘Ept EID'DQF 0

Dept: Molecular Cellular Biology

Dept: Plant Biology

Diand: TOL_Diel

Kuali Unit Approvers will receive approvals for this form based on the selections made.

Enter the RTF amounts in the appropriate fields:

RTF Change
Listed PI: PIRTF *
10
Department * Department RTF *
Dept: Biology € 4
College RTF *

College *

4
Coll: Natural Sciences €

If your RTF change includes the need to add additional units that aren’t already referenced under the
personnel, you have an opportunity to do so by selecting “Yes” to this question:

Has there been any change to the RTF distribution? * Do you have changes to RTF distribution for additional units, not equal to the
@ ves Primary Pl's Lead/Parent Unit? *
Q No These will be added in a section below all Co-Pls listed

@ Yes
Q No

Office of Research & Engagement R&E Help Desk


https://www.umass.edu/research/webform/kuali-help-desk

@
UMassAmbherst | Research & Engagement Kuall

You have the option to add up to 3 additional units for the RTF distribution. This is done below any listed
personnel on the form:

Other Unit RTF Split

How many additional Units will be added for the RTF split? *

.
\ Additional Unit 1

Department * Department RTF *
Q Type Department Here b re

College * College RTF *
The Department and College fields here behave the same as earlier in the form.

Once you have reviewed/completed the form, the approval actions can be found on the right-hand side

of the form: )
Actions

Approve

Send Back

Deny

You have a few options:

e Approve will allow you to approve the form and add comments.

e Save will allow you to save your progress on the form if you need to finish it later. You can
access the form again by opening it from either the Approval notification or your Build Action
List.

o Deny will allow you to reject the form and add comments.

e Send Back will give you the option to send the form back to a specific step in the workflow with
comments.

o For Example: You are a Dept. approver and want the Primary Pl to make changes to the
form. You can choose to send back the form to PI01 Approval step for changes

Send Back Options

Send back to

(O Form Submission

@® PI01 Approval
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o The Primary Pl would then receive a notification alerting them to this
From: no-reply@kuali.co
To:

Subject: An item has been sent back to you

UMassAmbherst

Hello
An item has been sent back to you in the following app:

MouU

NOTE: Send Back will restart the workflow from the point it was sent back to. Any
approvals already made after that workflow step will need to be made again.

Once the Primary Pl completes the form and approves, it will move forward in the workflow. Approvals

will be sent to all PI/Co-PI’s listed on the form, as well as any Department Head/Dean approvals if there
is an RTF Change.

How do | see where a submission is in the workflow process?

e On the left side of the Approval screen, you will be able to toggle between
the Review and Status options. This is only able to seen until you send the form to the next
workflow step.

View
Review ) Status

e Review: you will be able to review the form and approve, deny, or send it back to a previous
stage.

e Status: you will be able to see where the form is at in the workflow process, including
comments that were made when the form was approved or denied in a previous step.

Workflow Ststus (In Progress)
Form Submission - Proposer
o » Praposer
July 21, 2020, 10:56 AN

vi P1For Input

-
v ) sirn

PI01 Approval

test

PI0Y Bizhigr FY

PI01 Degt RTF App

PI01 Coll RTF Approval - MOU Test Coll
e
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