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GETTING STARTED
WHAT ARE SUBAWARDS...

A subaward is a formal legal agreement between the UW and another
organization. There are two types:

OUTGOING SUBAWARD: UW portions some work to another
institution.

INCOMING SUBAWARD: Awarded institution portions some work to
UW.

WHO IS A SUBRECIPIENT...

When UW portions work out to another institution, that institution is
referred to as the subrecipient.

If another awarded institution were to portion work to UW, UW would
become their subrecipient.

IN THIS QUICK GUIDE...

The guide will ONLY cover the Outgoing Subaward process and
subaward modifications in SAGE.

When reference is made to the subrecipient, this refers ONLY to
another institution that is not UW.

ACCESS WITHASTRA...

In order to access SAGE, permission must be given via ASTRA (Access to
Systems, Tools, Resources, and Applications).

GET ACCESS: Ask your local ASTRA administrator to authorize the
appropriate SAGE ASTRA Roles for you.

If you try to log in to SAGE without an authorized role, SAGE will display
a list of your authorizers.

See page A3-7 for more information on roles and access.
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START ANEW SUBAWARD

1. Log in to SAGE: sage.washington.edu

NOTE: You will only be able to create
PP a subaward if you have first been
€)oo ¢ ][a s assigned the Subaward Preparer role
UNIVERSITY of WASHINGTON in ASTRA by your departmental ASTRA
Authorizer. See page A3 for more on
ASTRA Roles.

SAGE System to Administer Grants Electronically

Training SlTF‘

Featured News SAGE Essentials

March 2016 SAGE Maintenance Release 1. NIH Deadlines
2. Accessing SAGE

General Undates A New OAW Compliance Question for Sienificant Protocol Changes A new

2. Select Subawards

3. Select Create New Subaward

My Subawards @

_________________

My Subawards ¥ z Clear Search : !

Display Latest Request statuses: 3
#| Composing ¥/ In OSP |#| OSP Assigned |« Withdrawn v Returned ¥/ Issued SelectAll De-SelectAll

Display Subaward statuses:
+| Active v/ Expired Closed Out Canceled Select All De-Select All

4 Se|eCt LOOk Up Subaward Request Details (7]
eGC1 to find the ez @
eGC,I the su ba\/\/a rd :%ﬁ eGC1 mustbe s_eTected before selections can be made in the fields below.
is aSSOCiated Wlth Project Title  (will be populated automatically)

Project Short Title  (will be populated automatically)

Subrecipient®

Funding Action®

Questions:
sagehelp@uw.edu | (206) 685 - 8335 Page 3
Version 5.13/15/2017
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SEARCH FOR AN eG(C1

5. Select one of the following from the dropdown:
eGC1 Number
Pl Name (last, first)

Short Title

Only eGC1s in the same competitive segment (cycle) as your original subaward request will display. Not seeing the eGC1 you expect? Contact OSP.

by:!| eGC1 Number v | Cancel

Pl Name (Last , First)
| Short Title

_____________________________________________________________________________________________________________

Search for: 5 E

{ Searchforr .~ @
i [A155555 .@

_____________________________________________________________________________________________________________

SEARCH RESULTS: Results
display and are limited to
25. Refine your search if you
do not see the item you are
looking for.

7. Select the eGCT Number; the value will populate on your request form

@umber Pl Name Short Title Sponsor Name
i A155555 Alice Smith ABC: CASCADE ABC Company, Inc.
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SELECT ASUBRECIPIENT

8. Select Look Up Subrecipient

New Subaward Request o

eGC1* Change eGC1
Project Title

Project Short Title

Subrecipient®

Funding Action® ]

9. Type all or part of the (a) subrecipient name and select (b) Search

lake

E Search for subrecipient by name or type:

10. Select Subrecipient Name; the value will populate on your request form

Subrecipient Search Results

Subrecipients Name Subrecipients Type
Greater Lakes Mental Health Mon-Profit
Lake Stevens School District K-12 Education

SEARCH RESULTS: Results
display and are limited to

25. Refine your search if you
do not see the item you are
looking for.
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SELECT AFUNDINGACTION

11. Select Look Up Funding Action

SEARCH RESULTS: Only

New Subaward Request o

eGC1*
Project Title
Project Short Title
Subrecipient®

Funding Action®

Change eGC1

Funding Actions associated
with the selected eGC1 will
display.

Change Subrecipient

12. Select FA Number; the value will populate on your request form

Choose the appropriate funding action for this subaward or modification.

Current Period Start Date
03-02-2016

Current Period End Date
05-04-2017

FAJ

Funding Action® 3
20

0815 Change Funding Action
FA Start Date 3/2/2016
FA End Date ' 5/4/2017
FA Amount

$33,722.00
Request Start Date® [1/1/2017

0
Request End Date*® |5/4/2017

Request Amount®

FA DATES: These dates are
determined by the FA period dates,

which populate the FA Start Date
and FA End Date fields.

13. The Request Start Date, Request End Date and Request Amount
fields will become editable once you select an FA. You must enter values

for these fields before submitting the request.
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FILLIN ADDITIONAL FIELDS

14. Follow the chart below and complete each field

()

eGC1* A
Project Title
Project Short Title

Subrecipient®

Change eGC1

Funding Action® FA

FA Start Date

Change Funding Action

FA End Date
FA Amount
@ Request Start Date® |e.q. 2/14/2017
Request End Date* |e.g. 2/14/2017
Request Amount®
@ Do you anticipate a multi-year subaward?* Yes Mo
@ If allowed by the prime award, is automatic carry® Yes Mo Mot Applicable/Mot
forward authorized by the PI? CR/BPO NUMBER: This
@ Purchase Order Number* CR/BFO [ information is located in Ariba.
@ Special Terms or Instructions For OSP Enter the digitS Only from your
CR or BPO number here.
Item:  Field Description

® &

@60 & @

Request Start Date & End Date

Request Amount

Do you anticipate a multi-year
subaward?

If allowed by the prime award, is
automatic carry forward authorized
by the PI?

Purchase Order Number (CR/BPO)

Special Terms or Instructions for OSP

*Required for submission.

This amount must be greater than zero, but not
greater than the Funding Action amount.
*Required for submission.

If answer Yes, two additional fields will display
Estimated Project End Date
Estimated Project Amount

*Required for submission.

Select Yes, No, or Not Applicable/Not Allowed.
*Required for submission.

Enter just the number located in Ariba.
*Required for submission.

Enter any additional information.
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ADD ATTACHMENTS

15. Select Add Attachment to upload required attachment(s)

Attachments® g REQUIRED ATTACHMENTS:

Find a complete listing of required

documents on OSP’s subaward
page: http://goo.gl/YEXFBx

No attachments have been associated

Add Attachmen@

16. Type description, choose the file, then select Upload

Upload Attachment ®

Description* '|Attachment Sample 1

File || Choose File attachment-sample-1.pdf

H Cancel

17. Optional: Update or Delete existing attachments

Attachments® (7

Description File Name Version ; File Type Attached On @
Attachment Sample 1 attachment-sample-1.pdf , 1 Department Attachment  4/21/2016 9:12:00 AM | Update Delete

Add Attachment

VERSION UPDATES: If there

MULTIPLE ATTACHMENTS: is more than one version of

Select Add Attachment to
upload additional items.

an attachment, only the most
recent can be updated or

deleted.
Description File Name Version ' File Type Attached On
v Attachment Sample 1 attachment-sample-1.pdf | 2 Department Attachment  4/21/2016 10:32:04 AM Update Delete
Attachment Sample 1 attachment-sample-1.pdf 1 Department Attachment  4/21/2016 9:12:00 AM
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ENTER CONTACTS

18. Enter contact information for Subrecipient Pl (required) and Contact
Phone Number is optional

Subrecipient Contacts

Subrecipient PI Name* Bonnies

Subrecipient Pl Email* |bjones@abc.edu

Subrecipient Pl Phone [215.555.1234

Subrecipient Contact Name |John Smith

Subrecipient Contact Email |jsmith@abc.edu

SUBRECIPIENT CONTACT:

Subrecipient Contact Notes ) )
You may also add information

for a Subrecipient Contact.
Include any other contact
information in the Notes field.

19. Enter UW Pl and Subaward Preparer information (required)

UW Contacts @
F'I Name (EIN: )

UW PI Email* @uw.edu
UW PI Phone™ |+1 206

Change Principal Investigator?

Subaward Preparer Name (EIN: )
Subaward Preparer Email* @uw.edu

award Preparer Phone®*” | +1 206

AUTO-FILL: With previous

Change Subaward Preparer?
selections, these fields will

pre-populate. Simply select

“Change Principal Investigator”
or “Change Subaward Preparer”
to update.
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SELECT AFINANCIAL CONTACT

20. Select Look Up Financial Contact (required)

1 - S *
EHIERanciS Comtact FINANCIAL CONTACT: The

Financial Contact is the invoice and
Ariba procurement related point-
of-contact. The Subaward Preparer
21. Select one of the following from the dropdown: and the Financial Contact can be the
same person.

Name (Last, First)

UW NetlD

_____________________________________________________________________________________________________________

by |Name (Iast, First) v || Cancel
Name (Last, First)
UW NetlD

_______________________________________________________________________________________________________________

Search for: @

SEARCH RESULTS: Results
display and are limited. Refine
your search if you do not see
the item you are looking for.
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SUBMIT YOUR SUBAWARD

23. Check required fields are complete
eGCT*

Subrecipient®

Funding Action*

Request Start & End Date*
Request Amount*

...multi year subaward? Yes/No*
...automatic carry...? Yes/No*

Purchase Order Number (CR/BPO)*
Attachment (T minimum)*

UW Pl Email & Phone*

Subaward Preparer Email & Phone*
UW Financial Contact*

Subrecipient Pl Name & Email*

Oodooobooooood

Subrecipient PI Name*@
Subrecipient Pl Email*

RED ASTERISKS: All

required fields are indicated
by a red asterisk.

24. Select (a) Option A or (b) Option B that represents subaward submission status

OPTION A: NOT READY

Select Save Draft and Close. You will be
taken to My Subawards Tasklist. To return
to your subaward to continue editing, use
the tasklist or search (See page A1 and A2.)

24b

OPTION B: READY

Select Submit; the window will
refresh and confirm submission at
the top of the page. Proceed to
Step 25

IMPORTANT: Once you submit, the
subaward will NO LONGER be editable and
will display as “Read Only”. To make changes,

the Subaward must be in composing,
withdrawn or returned status.
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25. After you submit, you can (a) return to My Subwards Tasklist, (b) display the Subaward
Overview page, or withdraw or cancel your request (see 27 & 28, next page).

(a) Select Back to My Subawards Tasklist

TASKLIST: Displays a screen
sc | University College London | with all current subawards.

Subaward Overview SC

(b) Select the SC number to open the

Subaward Summary section

Subaward Summary &

Project Title

et i OVERVIEW: Displays your
Subrecipient University College London jUSt submitted subaward in

Subaward Status Active

“Read-Only” view.

26. Note the Subaward Status in the Subaward Summary section

Subaward Summary &

Project Title Subward Start Date
Subward End Date

EXVIeLLIhOrL TG Total Subaward Amount
Subrecipient

Automatic carry forward
Subaward Status , In OSP authorized by PI?

As a subaward is processed, it is given a status in the following order:

1. InOSP - Submitted to OSP for review; it will be assigned to Subaward Intake initially
2. OSPAssigned - Assigned to an OSP staff member for review.

3. Issued - Issued to the Subrecipient.

4. Active - Fully Executed (FE) subaward. ACTIVE STATUS: Once a

subaward displays “Active” status,

a Subaward Modification can be
requested.
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CANCEL REQUEST

27.To cancel your request, find the Request in Process section on the overview page, then
select (a) Cancel Request.

Request in Process @
SA open w w

Request Type Modification Current Status Request End Date Request Amount BPO Number OSP Assigned to
Number

Extension, Supplement In OSP 06/30/2018 $5,000.00 BPO Subaward Intake &4

(b) A confirmation message will appear.
Select Yes to cancel the subaward.

WITHDRAW REQUEST

28. To withdraw your request, find the Request in Process section, then select (a) Withdraw.

Request in Process &

SA open
Request Type Modification  Current Status Request End Date Request Amount BPO Number OSP Assigned to
Number
Extension, Supplement In OSP 06/30/2018 $5,000.00 BPO Subaward Intake £

(b) A confirmation message will appear.
Select Ok to withdraw the subaward.
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DETAILS PAGE

29. To view the details page, (a) select the request .
) quest in Process &
number from the subaward overview page. =
open
Request Type Modification Current Status
Number
i . . Unspecified Modification Composing
From the details page, you can view details of your
subaward request, (b) view subaward request
status, attachments and (c) view history of the OSP Managed Information @
request and comments. If the request has been
. SA AssignedTo File
withdrawn or returned, you can make changes to the oA Asogmment Date 172016
request, (d) Save and Close or Resubmit. SA Status | Aciive
Modification Number

. . SAlssue Date 6/20/2016
From this page, you can also (e) Withdraw or Cancel e e, B
a requestin In OSP status.

2

Event History & Comments &

Event History & Comments &

i= Status Change S5A 25482
SA status changed from "Withdrawn™ to "In QSP”

i= Status Change SA 25432
SA status changed from "In OSP" to "Withdrawn™

Request in Process &

SA open
Request Type Modification Current Status Request End Date Request Amount BPO Number OSP Assigned to
Number
Extension, Supplement In OSP 06/30/2018 $5,000.00 BPO Subaward Intake &£

RESUBMIT SUBAWARD

30. To resubmit a subaward that has been withdrawn or returned, go to the details page, then
select Resubmit at the bottom of the page. If you are resubmitting a returned request, you will
be required to enter a comment.
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SUBAWARD MODIFICATION

If there is no request in process and the subaward is in Active or Expired status, the Create
Modification Request button will appear on the overview page in the Request in Process
section, and you will be able to request a modification.

31. On My Subawards task list, select (a) Subaward Number in “Active” or “Expired” status

My Subawards @

Search

Display Latest Request statuses:

Display Subaward statuses:

« Active Expired Closed Out Canceled
Subaward

Subrecipient Name
Number

SC University of Cambridge

My Subawards ¥ 1= M Clear Search

¥ Composing ¥ InOSP |« OSP Assigned | Withdrawn ¢/ Returned ¥ Issued

Select All De-Select All

SC University College Longe
SC Virginia Palytechnic In' ate University

Select All De-Select All

Subaward  Subaward
Start Date  End Date

5I5/2016 | 542017

6/5/2016 | 542017

6M/2013 | 5312017

eGC1
Latest BPO Number FA Org Code

Number
BPC158 3040122500 | A
BPO157 3040122500 | A
BPCOD& 3040922670 | A

On the Subawards Overview page, select (b) Create Modification Request.

Request in Process &

There is no request in process for this subaward.

32. Select the eGCT Number; the value will populate on your request form

Choose eGC1

Search for:

Number Pl Name Short Title
A10

by |eGC1 Number

\ll| Sear JCanceI

Only eGC1s in the same competitive segment (cycle) as your original subaward request will display. Not seeing the eGC1 you expect? Contact OSP.

SEARCH RESULTS: Only
eGC1s associated with the

same competitive segment
(cycle) will display.
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33. Select Look Up Funding Action
Follow Steps 11 & 12 on how to select
34. Type the Purchase Order Number (CR/BPO)

Modification Request @

eGC1* ,ax Change eGC1
Funding Action®

"y

Purchase Order Number® | CR/BPO |Numbers only

SEARCH RESULTS: Only
Funding Actions associated

with the selected eGC1 will
display.

CR/BPO NUMBER: This information @

is located in Ariba. Enter the digits only

from your CR or BPO number here. Extension

Early Termination

Funding Change

35. Select Modification Type(s). Select all Scope Change
types that apply. At least one type is requred. et B 1y
Follow the chart below to help complete reauest Start bate

- . Request End Date
Modification Type(s). Request Amount

Special Terms or Instructions For OSP

Modification

&)

6M1/2013
53172017

Type Request Description Data Required

Extension™* For a new Subaward End Date which New Request End Date

extends the current project period

Early For a new Subaward End Date which New Request End Date

Termination** shortens the project period

Funding Change For a decrease (Deobligation) or increase - Funding Change Type: Deobligation or
(Supplement) to the subaward's funding. Supplement

Funding Change Amount

Enter a negative Funding Change Amount
for a Deobligation

Scope Change For a change in the Scope of Work (SoW) | An attachment that includes background info/
objectives and work to be performed

Other Modification | For other changes Special Terms or Instructions for OSP

**SAGE will not allow the selection of both an Extension and an Early Termination on a modification.
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36. Optional: Upload Attachment(s) for a Scope Change modification.

Follow Steps 15 & 16 on how to upload

Attachments (7]

Add Attachment

37. Check required fields are complete

eGCT*

Funding Action*

Purchase Order Number (CR/BPO)*
Attachments* (Only if Scope Change is selected)

ooof

Scope Change ¥

Attach.the new scope of work in the Attachment

Attachments®

REQUIRED ATTACHMENTS:
. Find a complete listing of required
No attachments have been associated > E g

documents on OSP’s subaward
page: http://goo.gl/YExFBx

eGC1*

Funding Action@

Purchase Order Number™®

RED ASTERISKS: All

required fields are indicated
by a red asterisk.

38. Select (a) Option A or (b) Option B that represents the modification request

OPTIONA:NOT READY OPTION B: READY

Select Save Draft and Close Select Submit; the window will refresh and

confirm submission.
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APPENDIX

MY SUBAWARDS - TASKLIST

The My Subawards page displays all of the subawards to which
you have edit access.

The items are listed in order by Subaward Number, with the
newest one first.

My Subawards @

Search

My Subawards v | BTETG W Clear Search

Display Latest Request statuses:
# Composing ¢/ InOSP |« OSP Assigned |# Withdrawn |« Returned | Issued Select All De-Select All

Display Subaward statuses:
| Active Expired Closed Qut Canceled SelectAll De-SelectAll

Subaward Latest Subaward Subaward Subaward Total eGC1

Subrecipient Name uw Pl Latest BPO Number FA Org Code eGC1 Short Title
Number Request Status  Status Start Date  End Date Subaward Amount Number
i University of Cambridge Composing Active 552016 1472017 $254 01400 BFO158 3040122500 | A GSK Phase Il
SC University College London Compaosing Active 5/5/2016 51412017 $200.734.00 BPO157 3040122500 A GSK Phase Il

“irginia Polytechnic Institute

i In GSP Active 6/1/2013 | 5312017 $60,425.00 BFOO064 3040022670 @ A AAV Resp RO1
and State University

ACCESS: SEARCH & VIEW

If you are named in one or more of the following roles on an eGC1 associated with the
subaward, you will be able to search for, open and view details of the subaward:
Administrative Contact, Pre-Award Budget Contact or eGC1 Preparer
Assigned Read-Write or Read-Only access to the eGC1 or the subaward

ACCESS: TASKLIST & EDIT

If you are named as Subaward Preparer, UW PI or Financial Contact on the
subaward or have been granted Read-Write Access to the subaward, a subaward will
display in your tasklist, and you will be able to view and edit the subaward.
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SEARCH FOR SUBAWARDS

My Subawards @

Search
My Subawards T2} Clear Search

Display Latest Request statuses:

#| Composing ¢ In OSP |#| OSP Assigned |« Withdrawn [¥| Returned [+ Isgg\ed Select All De-SeIectA

Display_Subaward statuses:

+| Active Expired Closed Out Canceled Select All De-Select All

Subaward Latest Subaward
Subrecipient Name

Number Request Status  Status

SC University of Cambridge Composing Active

5C University College London Composing Active

Virginia Polytechnic Institute
SC = ¥ " At
: and State University In OsP Activ

Subaward Subaward Total TR
Start Date _ _End Date Subaward Amount
5/5/2016 5/4/2017 $254,014.00
5/5/2016 5/4/2017 $200,734.00
6M1/2013 | 5312017 $60,425.00

To search for a subaward, options are available:

A1 - SEARCH

Type all or part of the item you
wish to search for within the
following columns:

Subaward Number

Subrecipient Name

Dates (MM/DD/YYYY)

Total Subaward Amount

UW PI

BPO Number

FA Org Code

eGCT Number

eGC1 Short Title

From the dropdown choose “My
Subawards” or “All Subawards,”
then select Search.

A2 - FILTER REQUEST
STATUSES

Select a filter checkbox(es)
Composing
In OSP
OSP Assigned
Withdrawn
Returned

Issued

A3 - FILTER SUBAWARD
STATUSES

Select a filter checkbox(es)
Active
Expired
Closed Out

Canceled

eGC1

Latest BPO Number FA Org Code eGC1 Short Title
Number

BPO158 3040122500 A GSK Phase Il

BPO157 3040122500 A GSK Phase I

BFCO064 3040922670 A AAV Resp RO1

Select a column heading
to reorder your tasklist
alphabetically or numerically.
Blank, Ato Z
Blank, Oldest to Newest

Blank, Smallest to Largest

SUBAWARD NUMBER: The
Subaward Number may not

be clickable depending on
your permissions.
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SUBAWARD ROLES

To create and submit subaward and subaward modification requests, you
will need the Subaward Preparer ASTRA role.

This role is NOT limited by Organization Code. Application:

SAGE (System to Administer Grants Electronically): -

REQUEST A SUBAWARD PREPARER ROLE R°'93
Subaward Preparer ~ [Help]
When requesting this role from your local T
ASTRA Administrator, request the following: ;eﬂ_wme .
A5: Application - SAGE Limit:

Please Select a Limit

A6: Role - Subaward Preparer

A7: Action - Read-Write ASTRA Role:[Help]
User uthorizer Delegator Process Authonizer

A8: ASTRA Role - User

In addition to the Subaward Preparer, those with access to an eGC1 associated with one of the
subaward's requests have the ability to perform the following subaward actions.

Subawards/Modifications

Campus Role Create New Editin Edit Contact Edit Manage | Open Subaward
or Access Type Subaward or | Composing, Info (from Access List | &View Request
Modification Withdrawn or Overview Page) Details
Returned Status
ASTRA Role SAGE Create Only
Subaward Preparer New Subawards VES YES VES

SAGE Role Subaward

Contact (PI, Preparer, I\/Clcrfjai;i a?ir(;'zs YES YES YES VES
Financial)

Read-Write | Wiodiiations VES YES e "
;,:E(]]dE_g(r)]lliAssigned YES
Any SAGE Role YES

on associated eGC1s
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SUBAWARD MANAGE ACCESS

The Manage Access page allows you to see who has access to the subaward. If you
are named as a contact on the subaward or have the Subaward Preparer ASTRA
role, you can use the Manage Access page to grant additional users either Read-
Write or Read-Only access.

A9a. From a request in Composing status, you can open the Manage Access page
by navigating to the Subaward Request Details section and selecting the Manage
Access button.

Subaward Request Details @&

eGC1* Change eGC1
Project Title A randomized controlled trial of telephone-delivered cognitive behavioral therapy, modafinil, and combination therapy for fatigue in
multiple sclerosis

Project Short Title  UMich PCORI SubC

Subrecipient®

Funding Action® W

A9b. From a request in a status other than composing, you can open the
Manage Access page by navigating to the Subaward Overview page and
selecting the Manage Access button.

SC | University of Cambridge |

Subaward Overview SC

Subaward Summary &

Project Title Phase 2 ofthe Innovation Challenge Fund (ICF) Subward Start Date 5/5/2016
(GSK Phase Il)
Subaward End Date 5/4/2017

j 35 -]
Brogect St e SocEnael Subaward Total Amount $254,014.00

Subrecipient University of Cambridge :
p ! Automatic carry forward No

Subaward Status Active authorized by PI?
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SUBAWARD MANAGED & RELATED EGC1ACCESS
SUBAWARD MANAGED ACCESS

A10. The Subaward Managed Access section allows you to view
owners of the subaward and grant access to additional users to view
or edit (see A12, next page).

Manage Access For SC

Subaward Managed Access @

Name Permission Type Reason

C Cwner UW PI

M Cwner Subaward Preparer
M Cwner Financial Contact

Add Another User

Related eGC1 Access & Iﬂ

MName Permission Type Reason (eGC1 Number)
M Budget Freparer A10
I Administrative Contact Al0
M Budget Contact A10

RELATED eGC1 ACCESS
A11. The Related eGC1 Access section shows people who have access to
the subaward because they have access to an eGC1 associated with one of
the subaward's requests.

If your subaward access is through an eGC1, the subaward will not appear
on your tasklist. You can only search for it and then view it.
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SUBAWARD MANAGE ACCESS:ADD AUSER

Manage Access For SC

Subaward Managed Access @

Name Permission Type Reason

C Cwner UWPI

M Cwner Subaward Preparer
M Cwner Financial Contact

Add Another User

PERMISSION TYPE: Subaward
owners will be listed automatically.
A12 Owners include UW Principal

Investigator (PI), Subaward Preparer
and Financial Contact.

Add Another User

Search for Additional Contacts by Name or NetlD

To search for personnel who are not UW employee LIWhetld and enter their LIWNetld.
A12.To grant someone access @

Search for:
to your subaward, select the & Y (Name (Last, Firs) v () Cance!
Add Another User link to

. Personnel Search Results
display the personnel chooser.

Employee Name: Title Department
B Program Operations Specialist Qris (2

MNames entered in the Payroll & Personnel System may be formatted in unexpected ways

A13. Enter the name of the person you would like to add in the Search For
box, then select Search. You can search by name or UW NetlD using the
drop-down options to the right of the search box.

A14. Select the name of the person from the list of results that appears
below the search box. The page will refresh and display the added person
with Read-Only access permission by default.
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SUBAWARD MANAGE ACCESS: READ-WRITE

A15. You can use the drop-down menu to change the permission to Read/Write.

Read-Write access allows the person to edit the subaward. Only subawards that
someone has Read-Write access for will appear on their tasklist.

Someone with Read-Only access can view the subaward, but not edit it. They can
search for and then view any subaward for which they have Read-Only access.

Manage Access For SC

Subaward Managed Access @

Name Permission Type Reason

C Cwner UWPI

M Cwner Subaward Preparer
] Cwner Financial Contact
5 Read Cnly v Assigned Access

B Read/Write v Assigned Access
[Read Only |
ReadMWrite
Add Another User

A16. To remove a person with assigned access, select the trash can icon. The
system will not prompt you to confirm the deletion.

Page A7



RESOURCES

The following resources help provide information for the SAGE
product, subaward process and application status. Use the Research
Administration Data (RAD) to generate reports for departments.

About Subawards

Check Subaward Status
Subawards User Guide

Research Administration Data

http://www.washington.edu/research/myresearch-lifecycle/setup/subawards/

https://myresearch.washington.edu/
http://www.washington.edu/research/tools/sage/guide/subawards

http://www.washington.edu/research/tools/research-administration-data-rad/

Office Hours: Mon-Fri

Product: SAGE Subawards

Policy: Subawards

Procurement: Ariba

(206) 685-8335 8am-5pm
sagehelp@uw.edu

(206) 543-4043 8am-5pm
ospsubs@uw.edu

(206) 543-4500 8am-12pm
pcshelp@uw.edu Tpm-4:30pm
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OTHER QUESTIONS

SAGE SUBAWARDS:
sagehelp@uw.edu
(206) 685-8335

SUBAWARD AGREEMENT OR MODIFICATIONS:

ospsubs@uw.edu

(206) 543-4043

PROCUREMENT SERVICES/ARIBA:
pcshelp@uw.edu

ABOUT THIS QUICK GUIDE:

orislearn@uw.edu






