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Agenda

Roles and 
Responsibilities

• PIs

• Department 

Administrators

• SPA staff

• SPA managers
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Research Requirements can be complicated

But a great deal is written 
down, by UNMC and by 
sponsors, such as NIH. 

There are consistent 
themes for

• PD/PIs
• Department Admins
• SPA staff
• SPA managers

The answer you get depends on whom you ask

Let’s discuss the SPA and 
“sponsor” viewpoints, but that 
there are other perspectives 
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Let’s get to it!

Necessary disclosures provided?

IRB, IACUC, COI, Export Control, 
Risk Mgmt, etc., might see things a 
bit differently, but there are more 
similarities than differences. 

First: a bit about PIs

The most and greatest 
responsibilities are with the PI

This is by design. 

But we’re all here to 
support the research 
and ensure that it 
proceeds correctly, 
efficiently, compliantly.

For example…
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Sharing the IRB definition of PI
https://www.unmc.edu/irb/resources/_files/invest_guidance_v2/pi_qualifications_and_responsibilities.pdf

Sharing this because different offices define “PI” differently, PIs are ultimately 
responsible for the conduct of the project and protection of human subjects (or 
animals). Also, “data management” is a growing (PI) priority.  

https://www.unmc.edu/spa/contract
s/roles-responsibilities.html

SPA’s website defines the roles
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• Conduct of the Project
• Ensuring protocols are in place
• Hiring staff
• Provides information that is timely and 

has integrity
• Conflict of Interest disclosures
• Signs ADIS IFs

RESPONSIBILITY
And more.  So much more.

• Primary resource for PI and SPA
• Build proposals in Cayse
• Build budgets in ADIS
• Signs ADIS IFs
• Manages deadlines
• Subrecipient comms
• Prime recipient comms

INFORMATION (Project) & ACTION 

• Ensure budgets are correct
• Ensure proposals are compliant
• Signs ADIS IFs
• Negotiate agreements (K team)
• Correspond with sponsor (GMS)
• AWD setup (+ subs tix)
• Ensures follow-on actions are ticketed

INFORMATION (Sponsor & Inst.) & 
QUALITY

• Maintain required registrations
• Maintain necessary systems
• Performs final app quality check
• Submits (or releases) all apps
• SO/signing official responsibilities
• AOR/Auth Org. Rep
• Training and Education
• Regulations (sponsor and Inst.)

PROCESSES & PEOPLE

• Conduct of the Project
• Ensuring protocols are in place
• Hiring staff
• Provides information that is timely and 

has integrity
• Conflict of Interest disclosures
• Signs ADIS IFs

RESPONSIBILITY

• Primary resource for PI and SPA
• Build proposals in Cayse
• Build budgets in ADIS
• Signs ADIS IFs
• Manages deadlines
• Subrecipient comms
• Prime recipient comms

INFORMATION (Project) & ACTION • Review budgets
• Review proposals
• Signs ADIS IFs
• Negotiate agreements
• Correspond with sponsor (GMS)
• AWD setup (+ subs tix)
• End-to-end linking

INFORMATION (Sponsor & Inst.) & 
QUALITY

• Maintain required registrations
• Maintain necessary systmes
• Performs final app quality check
• Submits (or releases) all apps
• SO/signing official responsibilities
• AOR/Auth Org. Rep
• Training and Education
• Regulations (sponsor and Inst.)

PROCESSES & PEOPLE

Isn’t there overlap? 

I’d say no. 

There ARE shared 
responsibilities.

We ARE a team (of 
teams) with the 
same goals.

When each person 
engages is distinct. 
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Regarding deadlines
https://www.unmc.edu/spa/grants/internal-deadlines.html

Deadlines (simplified)

Notify SPA at least two weeks out

Release to SPA with 3 Whole Business Days

Subs, F&A waiver, CS, internet., sIRB: 5 WBDs

Complex Grants (~P): 5 WBDs, earlier notification

Limited submission: 2 months notification (extra work)

PI SPADA

Who does what when and in 
which system, and how are 
SPA staff best triggered? 

WORKFLOWS & SYSTEMS

Considering this audience…
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• Informing SPA of upcoming submissions in the Ticker
• Initiating tickets in the SPA Ticker (more on that later)
• Creating proposals in Cayuse
• Populating proposals in Cayuse
• Triggering SPA to review C&F proposals*
• Generate Internal Forms/IFs in ADIS, ensuring 

accuracy (project, supplemental, NCEs, Adv Accts)
• PORTALS (small)**: extra coordination needed
• PORTALS (large): proposal build
• Obtaining documents for JITs
• Prior Approval Requests need tickets, are submissions
• Exercise judgement when working in tickets vs. email

• PIs provide all proposal documents; timeliness
• PIs initiate RPPRs (or delegate to Dept Admins)

• Engaging/understanding Tickets early/timely
• Completing NOFO/RFP Mark-ups
• Answering questions related to NOFOs and RFPs
• Suggesting proposal kick-off meetings
• Reviewing C&F applications thoroughly if on-time
• Reviewing IFs, requesting corrections
• PORTALS (small)**: extra coordination needed
• PORTALS (large)***: proposal review
• Reviewing JITs and triggering SPA Mgrs to submit
• Exercise judgement when working in tickets vs. email

* C&F = complete and final, minus the Abstract, Narrative, Refs
** small portals do not allow for role-based work 
*** SPA Mgrs handle large portal registration and roles mgmt

Department Administrators and SPA Staff

Today: overview

Tomorrows: (refresher) 
training on different SP 
workflows? 

Two examples: 
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RPPRs (simplified)

PI Department Admin SPAccting SPA MgrSPA

Subawards (very simplified)
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SPA can work with the 
departments to script out 
more of the workflows. 

They can be very detailed 
and need to cover a variety 
of situations; we need your 
input. 

Would (more) scripted workflows help? 

Sponsored 
Programs 

Accounting

Keeping it high level here
• Set up awards in SAP

• Monitor  revenue, cost share, and expenditures for 

allowability

• Invoice sponsors for cost reimbursable or fixed price 

amounts

• Prepare and submit financial reports to sponsors 

• Reconcile and lock SAP WBS

A word about our best ally
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SPA Systems

• UNMC
• ADIS
• RSS

• Vendor
• Ticker
• Cayuse

SPA Systems

• UNMC
• ADIS

• Research
• Grants/Contracts

• Internal Forms – Dashboard
• Internal Forms – Search Projects
• Search Bundles
• Search Projects

• Reports
• Grant/Contract Report

• RSS
• SPA/UNeHealth

• Other Support
• Projected Budgets
• View Salary

• Vendor
• Ticker
• Cayuse
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SPA Systems

Please email SPA system access requests 
to spadmin@unmc.edu

SystemAccess

• Internal Forms – Dashboard
• Internal Forms – Search Projects
• Search Bundles
• Search Projects
• Grant/Contract Report

ADIS Internal Forms – Edit
by unit

• RSS Other Support
• RSS Projected Budgets

No special access required

• RSS View SalaryBy unit

• TickerBy unit (dept. admins. only)

• CayuseBy proposal (dept. admins. and PIs)

Internal Forms – Dashboard
https://edge.unmc.edu/adis
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Internal Forms – Dashboard

Internal Forms – Search Projects
https://edge.unmc.edu/adis

Job aid: 
https://www.unmc.edu/spa/_document
s/SPA_Tool_Quick_Glance_Routing_A
DIS_Internal_Forms.pdf
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Internal Forms – Search Projects

ADIS: Research  Research 
Administration  Manage 
Grants/Contracts  Internal Forms

• Provide information needed for 
SPAdmin to review your proposal

• Collect the institutional signatures 
needed for SPAdmin to submit your 
proposal

• Create a record in SPAdmin’s database 
to track your proposal
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ADIS: Research  Research Administration  Manage 
Grants/Contracts  Internal Forms

• Supplement: Additional funding for an existing budget 
period

• Advance account: Must be tied to an existing request

• New segment or continuation

• Job aid: https://www.unmc.edu/spa/_documents/adis_guide-
advance_accounts.pdf

• No-cost extension: Sponsor approval/notification may 
or may not be required

• Routing/budget: Can be New, Revised new, 
Continuation, Renewal, Revised renewal, or 
Supplement

ADIS: Research  Research Administration  Manage 
Grants/Contracts  Internal Forms

Routing:

In 
Progress

• You’ve 
begun 
IF

PI 
Signature

• You’ve 
routed 
IF to PI

SPA 
Review

• Your 
Analyst 
is 
reviewi
ng IF –
“three-
day 
rule”

Signature 
Routing

• Now 
availabl
e for 
everyon
e else 
to sign
• AO
• Deans
• Chairs

Approved

• Fully 
signed

Submitte
d or
Future 
Years

• Importe
d
• One-
period 
budget

• Multi-
period 
budget
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ADIS: Research  Research Administration  Manage 
Grants/Contracts  Internal Forms

Routing: Changes needed

In 
Progress

• You’ve 
begun 
IF

PI 
Signature

• You’ve 
routed 
IF to PI

SPA 
Review

• Your 
Analyst 
is 
reviewi
ng IF –
“three-
day 
rule”

Signature 
Routing

• Now 
availabl
e for 
everyon
e else 
to sign
• AO
• Deans
• Chairs

Approved

• Fully 
signed

Submitte
d or
Future 
Years

• Importe
d
• One-
period 
budget

• Multi-
period 
budget

ADIS: Research  Research 
Administration  Manage Grants/Contracts 
 Internal Forms

ADIS

Routing/Budget

Supplement

AA

NCE

SPAdmin
database

SPAcctng
BRAIN

SAP

ADIS/RSS

Reports

Other Support

Search 
Bundles

Search 
Projects
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ADIS: Research  Research 
Administration  Manage Grants/Contracts 
 Internal Forms

Do I need to create/modify/update ADIS IFs? Is it “new money?”

Not “new money:”

• Re-budgets

• Child accounts

• Closeouts

Proposals, awardsADIS Internal FormsSPAdmin

Revenue,
expenditures

SAPSPAcctng

ADIS:  Research  Research Administration  Manage 
Grants/Contracts  Internal Forms

New project: Grants versus Contracts – Grants

START

ADIS 
Internal 
Forms

Proposal 
review and 
submission

. . .
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ADIS: Research  Research Administration  Manage 
Grants/Contracts  Internal Forms

New project: Grants versus Contracts – Contracts

. . .

Contract executed

IRB protocol 
released

Any COI managed

ADIS IFs 
completed

END

Award set-up

ADIS Internal Forms job aid: 
https://www.unmc.edu/spa/_documents/SPA_Tool_Quick_
Glance_Routing_ADIS_Internal_Forms.pdf

How to start a new set of forms:
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ADIS Internal Forms job aid: 
https://www.unmc.edu/spa/_documents/SPA_Tool_Quick_
Glance_Routing_ADIS_Internal_Forms.pdf

How to open an existing set of forms:

ADIS Internal Forms job aid: 
https://www.unmc.edu/spa/_documents/SPA_Tool_Quick_
Glance_Routing_ADIS_Internal_Forms.pdf

Who can sign:
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Search Bundles
https://edge.unmc.edu/adis

Search Bundles
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ADIS: Research  Research 
Administration  Manage Grants/Contracts 
 Search Bundles

If you have

• PID #

And you want only

• Checklist
• Halfsheet

Search Projects
https://edge.unmc.edu/adis
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Search Projects

ADIS:  Research  Research Administration  Manage Grants/Contracts  Search 
Projects

If you have

• PID #
• WBS #
• NIH core ID #

And you want

• Funding
• Requests
• Awards
• Projected

• Staffing
• Subcontracts
• Compliance

• IRB
• IACUC
• IBC

• Bundles
• Checklists
• Halfsheets

• Internal forms
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Grant/Contract Report
https://edge.unmc.edu/adis

ADIS: Reports  Research Reports  Grants/Contracts Reports

Type
• Applications
• Awards

Select
• Investigator
• Unit

Date
• Today
• Fiscal year
• Date range

Fields
• PI
• Title
• Sponsor
• Period of performance
• Direct
• Indirect
• Total
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Other Support
https://net.unmc.edu/rss/

Job aid: 
https://www.unmc.edu/spa/_document
s/rss_other-support.pdf

FAQs: 
https://www.unmc.edu/spa/grants/reso
urces/other-support-faq.html

RSS: SPA/UNeHealth Other Support  NIH & PHS

NIH Other Support kiosk: 
https://grants.nih.gov/grants/forms/othersupport.htm

Includes
• Resources and financial support from all foreign and domestic entities that 

are available to the researcher (e.g., financial support for laboratory 
personnel; provision of high-value materials that are not freely available 
[biologics, chemical, model systems, technology])

• Consulting agreements, when the PD/PI or other senior/key personnel will 
be conducting research as part of the consulting activities

• In-kind contributions (e.g., office/laboratory space, equipment, supplies, or 
employees or students supported by an outside source)

Excludes
• Training awards, prizes, or gifts
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RSS: SPA/UNeHealth Other Support  NIH & PHS

• Title

• Major Goals – need to add *

• Status

• Project Number – may need to edit **

• PI – may need to edit **

• Source – may need to edit **

• Place of Performance

• Start and End Dates

• Total Award Amount

• Effort

* Not in SPAdmin’s database

** Should reflect prime award (not sub award)

RSS: SPA/UNeHealth Other Support  NIH & PHS

Considerations
• The “why”

• Overlap (budgetary, scientific, or commitment)
• Foreign influence on U.S. research

• SPAdmin’s data versus current support
• Support not in SPAdmin’s database
• Project in SPAdmin’s database not pulling into OS
• Actual effort on project lower than effort in 

SPAdmin’s database
• No longer working on project
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RSS: SPA/UNeHealth Other Support  NIH & PHS

Create a “Data Concern” Submission ticket if:
• A proposal appears that was not funded
• A proposal doesn’t appear that is under consideration
• Project data is incorrect in any way

Projected Budgets
https://net.unmc.edu/rss/
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Projected Budgets

View Salary
https://net.unmc.edu/rss/
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View Salary
up to NIH cap

Ticker
https://unmcspa.zendesk.com/
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The Ticker

Job aid:
https://unmcspa.zendesk.com/hc/en-us/articles/5993830748183-Job-Aid-The-
Ticker-Campus-Users-Version-23-January-2023

Help Center:

The Ticker

Advantages
• Reduces “email overwhelm;” reduces the 

chance of “losing” a task
• Unified workspace/unified record
• Transparency; ability to “self-serve” a 

status update
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The Ticker

Safety net
• System

• Prioritizes tasks
• Type of task
• Due date
• Time between actions

• Reporting
• Human

• Analysts’ work queue
• Managers’ work queue

The Ticker

Managers
• Triage new tickets
• Reassign tickets

• Planned/unplanned absences
• To equalize workload

• Secondary review/action
• Submit an application
• Sign a document
• Release an award to SPAcctng
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The Ticker

Dept. use of the Ticker
• Strongly encouraged, but
• Not required

PIs in the Ticker
• Not yet, but
• Continue to look into options

The Ticker

Email options for dept. admins.
• Responding to ticker-generated 

emails
• Starting new tickets via 

support@unmcspa.zendesk.com
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The Ticker

To update a ticket

The Ticker

Email subject lineSPA StatusZD Status

ACTION REQUIRED: Ticket # 
12345: Please complete the 

requested action(s).

Ball is in 
campus’s 

court

Blue 
“Pending” 

icon

FYI Only: Ticket # 98765: No 
Dept Action Needed

Ball is in 
SPA’s court

Orange
“Open” 

icon
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The Ticker

support@unmcspa.zendesk.com
• You do not need to CC your SPA 

analyst, as they will be notified via 
the Ticker

• Because the Support email will 
result in a new ticket, it should be 
used only to begin a new work task 
with SPA

Cayuse
https://unmc.cayuse424.com/
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Grants.gov proposals are completed in Cayuse 
Proposals (S2S)

• Pre-populates institutional information
• Allows multiple users to work on proposal
• Validates proposal against sponsor's technical 

requirements

SPAdmin checks for conformity with
• UNMC policies
• Sponsor policies
• Program guidelines

Cayuse
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